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REQUEST FOR RECORDo -.orOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLANK

-2 7]

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

A
5 %

1 FROM (Agency or establishment)

National Archives and Records Administration (NARA)

NOFICATION TO AGENCY

2 MAJOR SUBDIVISION

Office of Management and Administration

3 MINOR SUBDIVISION

Program Policy and Evaluation Division

In accordance with the prowvisions of 44 USC 3303a
the disposal request, including amendments, 1s approved
except for 1tems that may be marked “disposition not
approved” or "withdrawn” in column 10 If no records
are proposed for disposal, the signature of the Archivist 1s
not required

4 NAME OF PERSON WITH WHOM TO CONFER 5

Gale Berl/s>
Sunbr=brewnes

TELEPHONE EXT

523-3214

DATE ARCHIVIST OF THE UNITED STATES

o N0

Li’r‘/

6 CERTIFICATE OF AGENCY REPRESENTATIVE

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

that the reccrds proposed for disposal in this Request of

page(s) are not now needed for the business of this

agency or will not be needed after the retention periods specified, and that written concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is

attached

A GAO concurrence D Is attached, or IS unnecessary

B DATE C SIGNATURE OF AGENCY REPRESENTATIVE

— Director, Program Polic
</(/ L ¢ W » crogram ro-1cy
and Evaluation Division
7 9 GRSOR 10 ACTION
ITEM 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Incluswe Dates or Retention Periods) JOB (NARS USE
CITATION ONLY)

NARA's Comprehensive Record Schedule

I concur wit

4 -

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

evisions to this schedule.

/5 M 88 :

//f(gency repzfese‘ta-t{ve Date

_enntd 7 Loccs

/76%/;&

NARA! Appraiser Date

115-108 P Mf
ﬁ%%% S, "N N4,

e st

STANDARD FORM 115 (REV 8-83)
Prescribed by GSA
FPMR (41 CFR) 101-11 4

—



APPENDIX
MISSION AND ORGANIZATION

These records reiate to the overall mission, pelicies, orocecures, orpanization, plarning, ano
publication activities of the National Archives and Records Rdministration (NARA),

Iien. ] CROSS~-OVER
NUMBERS DESCRIPTION OF RECORAS AUTHORIZED_DISOSITION FROM GSA HEB

POLICIES AND PROCEDURES

Orpanizational Files

cral charts ang reorganization studies. PERMANENT, Offer to NQRA 1n S-year
Graphic 1llus 10ns which provice a detairled blocks when 20 years oid., {GHS 16,
description of fhe aMmaggement and administrative 1tem 13a)

carrying out NARA's programs and incluce material
such as final recommendations, proposa.s, and staff
evaiuations. These files also may contain
admymstrative maps that show regional poungaries
and tne location of MARR Fresidential Libraries,
Federal Records Centers, and National Archives Field
Branches. HAnnual acc.: less fhan 1 cu. ft.

ig¢ NARR Reoulations Case Fiies

Lase files containing a copy of prooosed or final
regulations; materials submitted for inclusion in
the Federal Register: interral NARA, other agency
and publir comments; coov of published regulation,
anc related records.

Aoo. -1



tag-1

13

183-1

183-2

184

Official case file maintained by MAR. Arvanged by
reguiation. Arrual acc.: less than 1 cu. fE,
Current vol,: 1 cu. fi.

Unofficial case fiies wmaintained by other offices.

txternal Directives Case Files

Documents reflecting the oreparation, review,
clearance, ang publication of external directives,
such as records manapement hancboois and NARA
Bulletins. Included are comments on the directive,
remoranduns veconciling or exolaining comments, the
origiral and a copy of the orinted directive, ard
all records which cocument mportant aspects of the
develooment of the directive,

Official case files maintaired by originating
office. FArranged by marective number. Annual ace.:
less than { cu. ft. Current vol.: 1 on fi.

Unofficial case files maintzined by ofner offices,

Internal Directives Case Fiies

Directives refiecting the prepavation, review,
clearance, and publication of internal NARA orogram
and aomvistrative cirectives. Included are
comments on the directive, memorandums reconciling
or explaiming comments, the original and a copy of
tnhe printed directive, and ail records which
document 1mportant aspects of the development of the
directive.

fop, {-2

FILES &

FERMANENT. COFF when superseded or
canceled, hold 5 years and retire to
FRC. Offer to NARR 1n 1@-year blocks
wnen 20 years old.

Destroy when suoersedeg, obsclete, or
no longer veeded for reference.

PERYANENT, COFF when superseged or
cancelec, noid 3 years and retire to
FRC. Offer to NARA 1n 1@~year biocks
wher 20 years old.

Destroy when superseced, obsolete, or
no jonger veeded for reference.

2

3

11B25@-

9C2

11B25@-

9C2



104-1

104-2

185-1

1@5-2

16

® M

Official case files maintained by NRA., Arranged by
directive numper. fnnual acc.: 1 cu, ft. Current
val,: D ou. ft.

Unofficiat case files maintained by other offices.

Numberen Memos - INTERIM GUIDANCZ

Interim directives, orepared in memo format by
Central Office orogram and staff offices, containing
information that will be 1ncorporated into an
internal directive. These interim directives are
went1fien by an 1centification number following the
subject and the words "INTERIM GUIDANCE." These
nunbered memos will be i1ncorporated into the
aoproariate 1nternal directive within & months after
155uance,

NAA cooy.

Originatine office cony ano related backoround
materials.

Other copies.

Numbereo Memo — NOTICES

ljjueJ gince actabe/
kumbered notices.,prevared 1n memo formwat sy Central
Office orogram anc staff offices and field umss,
contaimng admiristrative and program information of
a transitory nature, These notices are icertified
by the word "NOTICE" following the memo number.

fop. 1-3

S sate / )”'

®
1987,

whered Hemos 15508 prior To

FILES 223

FERMANERT, COFF when superseded or 11B25¢.
canceled, hold 5 years and retire to
FRC. Offer to MARA an 1@-year hlocks

wnen 28 years old,

Destroy when supersedes, chsotete, or 9C2
rio longer needed for reference.

New

Place in offici1al directives rase file.
See 1B4-1 for disoosition of case file.

Destroy when superseoed, obsclete, or
tio longer needed for reference.

Destroy when superseced, obsclete, ar
no longer needed for reference.

New

OcT 1) 198] wilf be schedcled



{For case files resuliing from a Numbered Memo -
RATICE, see the aopropriate orogram file for
oisnosition instructions.)

136-1 Originating office cooy and related backgroung CrF armually. Destroy when 1 year old
materials, or when ho lohzer reeded.

1ee-2 Other cooles. Destroy when no loncer needed for

reference.

187 Poticy and Prececent Reference Fiies
Copies of documents estabiishing oolicy or Destroy wnen documents oecome obsolete 9C4
orecedents pertinent to future ang continuing or are ho longer neegeo for operatine
actions., Normally, oolicy and orecedent reference or reference pursoses.

fries concist of extra comes of operating
procedures, statements of oolicy or orocedure, and
other documents dupl:catee :irs official files,
Original or record comes will not be placed 1n this
file. This file consists of nonrecord copies
maintained only for convenience of reference.

PROGRAR DIRECTION

1e8 fArchivist ano Deputy Archivist Program and Policy
Recores
Correspondence, memoranda, resorts, forms, anc other FERMAMNENT. COFF annually, Offer to 9Dl
recorcs accumulated by the Archivist and Deputy MARA 1n S-vear hlocks when 15 years
frenivist wnich pertain to the admimistration and old,

operation of NARA programs. They document
policymaking decisions or significart program
management funchbions, Arranged by subiect. Ann,
acc.: 3 cu. ft.  Current vol.:14 cu. ft.

fipo. 1-4



103

103-1

189N

110

111

FILES 203

Prosram Subject Files
Corresoondence, memoranda, reports, forms, and other
records accumulated by NARA officials 1n ranaping
and carrying out assipned functions. They document
policymaking Gecisions or signhificant program
marapgement functions. Excluded are fiies
soec1fically described elsewhere in tnis manual.
Records accumulated by Office Heads, Staff FERMANENT. COFF annually, hold 3 9Dl
Directors, and the Executive Director, Nationai years, ang retire to FRC. Offer to
Historical Pubiications are Records Commissiob. NARA 1n S-year blocks when 13 years
Arranged by subject. Awn. acc.: 1@ cu. ft. old.
Current vol.: 20 cu. ft,

4 other re cords,
Records accumuiated by Division Directors in the COFF arnuaily, hold 3 years. and retire 9D5
Washinpton, DL, area and Directors of fieig office to FRC. Destroy when 7 years oid.

;ct;\';giffé,-f ' ;ﬁ}i:ﬁ ;;f?ngd/f& ted a, PERNA WVENT™ CofF 277 iy, Trans fer
3%‘ 3 hi¥er level to FARC when 5 yeors old, Tyvansker
o ' to Che NQlrord) Archives 1n 5y v

Rout P } 1stration Flies

out1ne_Program_Acmin i blocks when 15 Yeers o/d,
Corresoonderce, memoranda, reoorts, forms, and other COFF annually. Destroy when 2 years 9p10
recores relating to the peneral aemiristration of a oig,

program, but not soecific files described elsewhere
1n this manual., When ary of the gocuments 1n this
file results 1n the imtiation of, or affects a
spec1fic program process, project, directive, or
case, the record copy must be filed in the official
file relating to that particuiar activity or actiorn.

NARA Stratesic Plammnc Files

Copies of the MARA Stratesic fiam, correspondence, New
memoranda, working papers, and other records

geriaining to develooing, 1molementirg, and

monivorang the NPRA Strategic Flan which contains

major NARA poals, objectives, siratepies, ang tasks.

Apo. 1-5



111-1

1413

112

113

113-2

Record copy of the NARA Strategic Pian maintained by
NAA. Annual acc.: less than | cu. fi.

Backoround materials maintained by NAA,

Recorgs maintained by other offipces.

Prooram Review Fiies

Copies of orogram review documents used to formally
trief the Archivist on major prooram activities.

Record set of orogram review documents maintained by
NAA, Arranped chronologically. Ann, acc.: 1 cu
ft.

{ther cooies.

Buarterly reports of orogram activities sent by
Uffice Heaos and Staff Directors to the Archivist,
and those presared by division and branches.

Record copy sent to Archivist ano maintained by NAA.
Arranged chronelooically., Anh. acc.: less than i
cu. T, Current vol.: 1.9 cu, ft.

Other copies.

fApo. 1-6

rILES 223

FERMANENT, COFF after a new olan 1s
1ssued. Offer to NRRA wnen 1@ years
olg.

COFF after new pian 15 1ssued., Destroy
when 3 years old.
COFF after new olan 1s 1ssuen. Desiray
when & years old.

PERMANENT. COFF anrwally, nald 5 years
ang revire vo a FRC, Offer to NARA in
18-year blocks when 1@ years oid.

COFF armually., Destroy when 2 vears
ola,

PERMANENT. COFF arnmualiy, Offer to
NARA i 12-year blocks when 2@ years
old,

COFF annually. Destroy when 2 years
olo.

New

New



113-3

114

114-1

-
FIE S

Quarterly reports (feecer reports) prepares by
divisions and prancnes for gffice Heads.

a. Reoorts preoared DY N and NL.

p. Reports pregared Y ather offices.

COMMITTEES

..___._,..._......-_-_..—..-.-—_.‘-..-...-__..-....--_.-.—

Documents accunmulateo 1n BXerc1s1Ing control over the

estaullsnment, use, ard gissoluiion of commttees.

Included are proposals, approvals, and d15a0provais

to estanlish, continug, o dissalve compiiteesy
comes of pirectives autnorizing the establishment

of commitiees, committee nventary dataj and velated

papers. Thece files are paintained by NAR,  (See
1ten 115 for docunents vetaired by committess. )

{ntEragency, advisory, OF international commitiees.

internal commitiees.

FILES 283

Ges 1tEM 1402-1a for disposition
1nstyrict 1ons.

COFF annually. Destroy wnen 3 years
oldh

COFF on cisaparoval ov gissolution of 12A5
tne commtbee. kold 1 year and retire
1o FRC. Destroy vnen 10 years 038,

t3

Ptete 0
0

coFr after termination of commitee. % -
Destroy wnen ¢ years old. (GRS ib,

fpo. 1-7

e ettt



113

115-1

115_L

ii6

117

Committee Fiies

flecorcs created by commttees.

Agenda, minutes, final reports, ang related records
docurienting the membership, policy, and
accomolishments of official boards and committees.

a. Records of the sponsor or Secretariat. Arranged

by commitee. Ann. acc.: 3 cu. fi.

b. Aif other conies.

Ai1 aother commiitee recoros.

Committee Liaison Files

Documents accumulated by NDX in serving as liaison
between the Archivist and various 1vternal and
external commtiees, Included are proposed agenda
topics, agreements, correspondence, reonorts, ano
related documents.

SPECIAL STUDIES

Special Stuoies and Project Recoros

Recoros accumuiated as a resutt of a special stuey
or oroject conducted by an individual office, task
force, or working group.

Aop. 1-B

FILES 243

PERMANENT. Offer to NARA after 9C6a
termnation of Commites. wORG—toy
wrep—tEtttee

Destroy when 3 years oid or when no 9C6b

longer reeded for reference, whichever
15 sooner, (GRS 16, item i2b{:) (b))

Destroy wher 3 years old or when ho aC6b
longer needed for reference, wnichever
15 sooner. (GRS 16, 1tem i2bi2))

PERMApE~T

COFF after vermination of committes,
Sumed-Er8E Ty ansfer To the
AeCwns/ Avchives (n 5 vesdr

bloc ks when [0 years old,

New



117-1

117-2

118

119

115-1

119-2

12@

ot

Final Report.

Workinyg Papers.

RESEARCH AND EVALUATION

Research and Evaluation Prooram Files

Program documents, schedules, correspondence, and
related records relating to the general olarming and
supervision of the programs. Frranged by suo)ect,
fnn. Acc.: t e, i, Currvent vol.: 4 cu. .

Research and Evaluation Tecnchical Repori Filles

Techmeal reports or unpublished manuseript of
report orepared in connection with a progect, final
narrative reports, statistical and graohic
compilations, summarizations, and analyses.

Record copy maintained oy NSZ. fArranged by project.
Arm. fAcc.: less than 1 cu. fi. Current vol.: € cu
ft..

Other cooies.

Research and Evaluation Proiect Case Files

flecords accumulated reflecting comolete history of
each oroject from initiation throuph research,

@, [ro)cels JV’”f Foo. 1-9

51 fmbrcant /mpact 67 NVARH

/o/zcleﬁ 9nd /;f'rdnﬁ

A Other /rdj@cf}(

Natwnal Archives 17

-

FILES 203
PERMAV €~ T

COFF &t ero of stucy or orozect,
~Subnet—G—LTl T'rdvsfer To  the N2tiond/

Arehrves 1n, Fycear blocks when

10 ycars old,

COFF at end of stuoy or project, nelg 3
years and retire to FRC. Destrov when
13 years old.

CoFF
FERMAKENT, -HfFer—teaRA whern no New
tonger needed for current operations.

%—E‘,——wee'—fr'f‘rdnffl Zo the
10 JFedr

blochs when 20 years old,

New

PERMANENT. COFF az comaietion of
project. Offer to NARA 1n 10-year
blocks wnen 20 years old, eSS,
<drp——

Destroy when ro longer needed for

reference. “ERS—t3r—tipa——

COFF at comoletion of project. Besssd- New
Bl

PERMANEAT, Trdnsfer Lo The

A€/ /7/4/6/4/:} 7 G Yedr b ks

when 9 Ycdrb o/d,

DesTray when (0 Keirs i,



12t

121-4

121-2

tee-1

geveloomert, design, and testing, to compietion.
Incluoed are procurement files, project

authorization documents, tecnnical characteristics,

test ang trial resuits, orawinms, soecifications,
photograchs, tecnnical and orogress reports,
corresponaence, and related oroject materials.

PUBLICATIONS

firrual Report to Caonoress

Documents accumulated 1n compiiing NARRs Annual
Report to Congress. Included are copies of the
report, feeder reports on NARA activities and
achievements, and related records.

Record copy of report.

Backerourd recoras.

NARA Publipations

Documents accumulated in editing, printing, and
publishivg NARA publications, 1nciuoing books,
merofiim publications, guides, soecial lists.

hanonoolts, bookiets, and serial publicavions such as
Prologue.  (Marntenance and disacsition instructions

for regulations, oirectives, soeeches, anc news
releases are described elsewnere 1in tnis manual.)

Record cooy of each oublication maintained by RE.
frraraed by type of oublication. Annual
acc.: ! cu, ft. Current voi.: 1.5 cu. ft.

Aop. 1-1%

FILES 203

PERMANENT, COFF annuaily, Offer to
NARA 1n S-year blocks when D years old.

COFF annually. Destroy when 2 years
old.

PEAMANENT. COFF annuaily, Offer to
NARA for—epaascioring—atba—RE—E4—1n 5-

year blocks when 3 years old.

20A40

20A40

72Bl a



123-1

123-2

124

Copy of each publication wmaintaines for reference
use.

Printers® palieys. grachics, working opapers, copies
of publications, and related records.

Photograohs, nepatives ané prints used 1n
publications,

Freelance Editorial Verdors Fiie

Documents relatinp to freelance ecitorial vendor
SErvices.

“Invoices, log of current budsetary balarce, mailing

lists, and related records.

Resumes, examples of work, and evaluatiors.

Emnloyee Newsletters

Documents accumulated in eciting, publishing, and
distributing NARA employee newsletters. Included
are record copies of each publicaticn, notes,
editorial materials, and related recorgs.

feccrd comes of each rewsletter maintained by the
office originating the pubiication. Arranged by
name of pubtication arg chronciopically thereurncer.
Annual acc.: 6 inches. Current vol.: less than i
cu. ft.

Aoo. 1-11

FILES 283

Inmesi1ately after puntication,
originating office must sendg coog of
the ounlication to ANIL {Library).

Flace in wmactive file after
publication nas been orinted. LOFF
iractive fite annualiy. Destroy when 2
years oid,

Destroy when sucerseded or obsoiete.

COFF anrwally. Destroy wnen 2 years
old.

Destroy when cuperseded or ossolate.

FERMANENT. COFF annualiy., Gffer to
NARA 1n S-year blocks wnen 28 years
ole,

New

72B1b

New

New

20A35a



1242

123

1251

125-2

126

ey
£

NARA Histori

NARA histories and selected background materials.
Narrative agency histories including oral history

projects prepared by agency personnel or by private
historians under contract to NARA.

Narrative hmstories, oral histories, transcribed
interviews with past and present sersonnel, copies
of tapes and transcripts, and deeds of gift. Annual
acc.: less than 1 cu, ft.

Background materials, 1ncluding electrostatic copies
of agency documents sade for convemient reference.

AUDIVISUALS

Still Photography

Itews offered for permanent retention must include
the following record elesents:

3. Black-and-white and color negative photography:
the original negative, a captioned print, and, for
color negative photography, a duplicate regative 1f
ong exists;

b, Color transparency and slide photography: the
original and a duplicate; and

App. 1-12

FILES 293 (Draft)

COFF after publication of each
newsletter, Destroy when | year old.

L0835

PERMANENT, (Offer to NARA 1n S-year GRS
blocks when 20 years old. (GRS 16, 1itew /6/{}C
13e)

COFT at end of project. Destroy when
10 years old.



126-1

126-3

{9fi——————wBasspock_photogranns.

w ¥ .

i "a1i30 sats or filastrips and accompanying dudio

* or scripts: 2 copies.

Photograghs which depict significant events,
personalities, and other subjects relating ta the
masion and activities of NARA 1n particular and
fmerican history 1n peneral. Included ave
photographs of dedication ceremonies and official
events in the Rotunda, Presidential Libraries, and
cther facilities; visits from officials amd
sigmficant catizens; and major prograw activities,
Excluded are photographs filed 1n the Exhibit Case
Files, 1tes 1618, frranged by subject. Ann. fee. ¢
less than § cu ft.

of routing award CEremonles, soc1al
events, and activities not related o the m

the agency.

official portraits of the firchavist, Deputy
Archivist, and other semior MARR officials.
firranged by person's name. finnual Acc.:  less than
1 cu ft.

FILES 203 (Draft)

!
PERMONENT. COFF annually. Wiﬁ/
NARA 1n S-year blocks when 18 years

old.

Destroy when 1 year old or when no Gns ‘”/
1geg 21, 1ten 1)
PERMANENT, to NARR when no

longer needed for current operations.

nd adwinistrative training

Destroy when S years old or when no N5 J//~
D‘ﬂ!!rm—my—M—

X .

Destroy | year after cospletion of GRS J-//)
Wﬁw

f1lestrips and slides of prograss that do not refiect.
NARR's mission.

@ Duplacate ghotographs and negatives.

.

Destroy when no longer needed. (GRS GRS )-// o

fpp. 1-13

A
24— eu--



127

127-1

127-2

127-3

Ntion Pictures

Itens of fered for permanent retemtion aust include
the following record elevents:

a. NARR-sponsored films: the original negative or
color original plus separate sourd track, an
intersediate master positive or duplicate negative
olus ootical sound track, and a sound projection
print or a video recording;

b. Acquired films: two projection orints or ore
projection print and a video recording;

c. Unedited footage: the original negative or
color original, work prant, and an intersediate
master oositive or duplicate negative :f one exists,
appropriately arranged, labeled, and described,

NARR-sponsored films 1ntended for oudblic
distribytion. (These include informational and
educational films,)

I

NARA-sponsored éraxmng films that explain agency
functions or activities intended for internal or
external distribution.

Stock footage, outtakes, and trims created during the
course of a NARA-sponsored production.

&48%d—_Eilm acauired frow outside sources for personnel

FILES 203 (Draft)

s

-
PERmA vE~T ohber 1 VAR
~Suberd-GE_ 115 IGAG-24—rtwr-£i—
when T peirs °/°/, e

—y?

.
PEAMANE~T, a/z‘z’/ta ANAH
B Y e

whes 5 Yeirs .’0//,

Offer 1mmediately for deposit 1n the GIIJ/A
stock fi1lm collection, Special Archives

Division, NARA, (BRS 21, item 27)

Destroy when ne fomfer needsl

For stech £, /w ceflpctsvvr.
Destroy one year after completion of

and management training,

App. 1-14%

TN propram—GRe-2—steatsl. (-5



FILES 203 (Draft)

128 Yideo fecordings

Itews offered for persarent retention must 1nclude
the origimal or earliest gereration of recording,
and a dubbing 1f one exists.

et

PERMpmEnT £o

128-1 NARA-soonsored video productions intended for public Subeid—0a S (GRS 21 it omdiin
distribution. (These include informational and NVARA when 5 yeors a/;/‘
educatioral productions,)

-
/¢ s
S AIAN En T, Z>
128-2 NARA-sponsored training grograms that explain agency t

functioms or activities (cther than those wentified g g /8 “hen 5 juors 74
in 1tem 129-3 intended for internal or external
distribution,

——
128-3 Rmrdlhqs of publ 1C *etlngs or smes, NARR- ) Autarrt--1is: M

soonsored conferences, guest soeakers, and testisory /8 //1 whesy & )e)rs #/’
of agency officials before the Congress and at other
hearings,

“128mir———————rogranc—acquicad. from autside sources for personnel Destroy 1 year after completion of 4/7 ] l//
and management training. training program.—{eRG-Bir—ttengli—

nnel and adwinistrative training Destroy 1 year after completion of ¢R 5 2-//
programs that co not reflect the mission o ~+raripg-ocogran. (GRS 2!, 1tem 31)

agency. (These include "role-play" sessions,
management and supervisory instruction, etc.)

44p8-6———— Rocordings that docusent routine meetings and award Destroy when no longer reeded. (GRS A4S 2-//)

presentations. E—rhen-J4)
~43@at—__Deplicate dubbings and pre-nix elesents, Destroy when no longer needed. (GRS Z405 2/
2t Then-30—

App. 1-15



FILES 283 (Draft)

a1ds for 1dentification, retrieval, or use. Dispose of according to instructions GRS 2%
thay include 1 covering the related audiovisual -
books, caption sheets, shothsts, continuities, reco

etc., and may be in text, card, microform, or
machine-readable format.)

Mﬂm%;;ﬁhs that document Disnose of according to instructions L5 J/é
origin, development, a tron;- 4sSeyand | covering the related audiovisual
owrership. (May include scripts, contracts,m

transcripts, releases, etc.)

oy e [Ty e T,

— enmmenT, Trerafs
- ereadid) Ao NARF £ ;{,}mW
7 % 4 e ;‘WO.‘_W Zeater

o T TH At

fpp. 1-16



201

201-1

2@1-2

202

202-1

SILES 223
APPENDIX 2
GENERAL. ADMINISTRATION
These recorgs relate to the pereral admirasirative activivies of NARA, 1tems 281 through 212
describe records that generally serve facilitative or informational oupocses common to mosi offices.

Itens 213 throuth 269 describe records relating to emoloyee training oroprams, studies anc reporis of
archival and management orograms, information manapement activities, and emergency planvang,

OFFICE ADMINISTRATION

CROSS-0VER
SA HB

Files Plan FROM G50 7B
Files Plan {NA Form 2083) showinp records maintained
by an office,
Record copv of Files Plan waintained oy tne office CO°F witn related files. ODestroy wnen 9Al
resgonsible for the recorns. {(Piace Fiies Zlan 1n all rerated files are destroyes or
first folder of file drawer or, in tne case of retiren.
novstancard fiiing ecuipment, post the nlan 1n a
consoicuous location, See ch. 2-13.)
Copies maintained by NRA, Recoros Liaison Officers, COFF anrmaily. Destroy on receist of a 11C5
and Admnistrative Gfficers. revised plan or cisconiinuance of tne

plan,
Readinn Files
Copies of outeoing communications wnich are
maintained for review by staff members.
Reading files of the Archivist ang Deouty Arcnivist. PERKANENT. COFF 1n 6-montn biocls. aD1
Arin, acc.: less than | cu., ft. Offer to NRARA 1n S-year nlocks when 19

years old,

fnp. 2 - 4



FILES ¢@3

edz-2 Reaping files of Office beads and Staff Directors. COFF 1n 6-montn blocks. Destroy when 3 9B30
years old.
2ee-3 Ail other reacing files. CUFF in 6-month blocks., Destroy when & 9B30

morths old. EREES—temt—

Susperse Files

2d3-1 Deszroy after action 1s taken. (8RS O
23, 1tem 3a)

c03-2 The fiie cooy, or an extra copy of an outpoing paners when reply 1S recelved. Sdery
communication, fileo oy the date on wnich a reoly 1s T Q0v 15 an extra cooy,
exgectec. If the suspense

copy 15 the file cooy, oroorate 13
imzo the official files.
1T 3n)

Schedules of Daily Activities

~20Do1htmert oooks, schedules, logs,
diaries, and othex records cocumenting meetings,
appointuents, telephord&™esalls, trips, visits, and
other activities of NARA emolo {Lalengars,
schecules, ang similar decuments malhtStmed on

computers must be printed out caily and retaing
paper, )

d4-1 Recards cortaining substantive information relating COFF ugon tne 1rdividd¥sdgaving the =g
to the official activities of the Rrchivast, Deputy position,  Submit SF 238, If ffer
firenavast, OFfice Heads, Staff Directors, and 18 not acceotes, destroy tne records

fpo, 2 - ¢
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2@

206

FILES 223

c1al Rssistants to the Archivist and Deputy when they are & years oid. (GRS

Arch t, the substance of which has not been 23,1tem 2a)

correspondence, om~akher records included in the
official files,

COFF armually. Desiroy when 2 years
cle. BRS 23, 1tem 2b)

Records of other NARA emoloyees contalning
substantive information relating to official
activities, tne substarce of wnich has not been
incorporate 1nto official files.

Destroy wnen na lorger r
£3, item 2c)

All other materials

0ffice Acministration Files

Records accumulated by individual offices thai COFF arrually., Destroy when 2 years
relate 1o the internal admmstration or old,

fiousekeapirn activities of the office rather tnan

the functions for which the office exists. Excluded

are recorgs soecifically described 1n Ropendixes 1

throuph 12,

Administrative Trackino Files

Automated tracking systems estadlisned to momitor Transfer status recort with relevant
the current status, propress, or location of project case file or cestroy when
projects or administrative documents. superseded or cancelled,

Routine Control Files

Job control records, status cards, lips, femove from related records and destroy
work processing sheets, correstondence control sOrR 15 comnlesed or when no

forms, receinis for recorcs chargeoui, and other lonaer needed T arating ouragses.
sumlar records used solely to control work flow ano (GRS 23, item 3)

fop, ¢ - 3




20a

cd8-1

21

211

utine and merely facilitative actions
taxen,

Desipration Fiies

Corresponderce, wemoranda, and forms designating
certain enpioyees the authority to sion time ano
attendance cargs, prooerty passes, pranting
recuisitions; to certify 1nvolcesy to control
perscnal prooerty; and other duties and responsi-
bilities as assigned.

Emoloyee Publication Review Files

Reviews by [iffice Heads or Staff Directors of
publications authored by NARA employees. incluped
are requests for reviews, responses, and copies of
the oublications,

National Arcnives Assembly Files

Correspordercee, memcrarda, and other records
accurmulated by NAAAR offices relating to employee
varticipation 1n National Archives Assemdly
activaties,

Reference Publication Files

Copies of NARA internal and/or external directives;
RARA publications, ard publications 1ssued by other
Governmert agencies and nor—Bovernmental
organizations maintained for reference within an
office. These files are normally kest 1n binders
and fiied 1n bookcase urts.

flop. 2 - 4

FILES cB3

COFF wnen superseded or cosolete. 9B1,
Destroy 2 years after COFF.

COFF anrmally. Destroy wien g years New
oo,

Destroy when superseded. cusolete, or  New
no longer needed for reference,

Destroy wnen superseded, obsolete, or  9B31
no lonper needed for reference
DU DOSES,

19A1



eie

213-1

213-4

Unscheduled Recorcs

F1les not described in this manval which document
the performance of a specific function, orocess, or
transaction, and for which no disposition has been
approved,

TRAINING

Training_Recorgs

Files accumulated in develosing trainineg proorams
for NARA empioyees. Inciuded are files pertaiming
to the Career Intern Development System (CIDS)
program and other employee training soonsored by the
Personnel Services Divisioh (NAF) and/or other NARR
offices. Program recoros relating to NARA-soonsored
trainirg for empioyees of other agencies and/or the
pereral public are described 1n other acpendixes to
tnis manual; 1.e., :tem 1385, Records Management
Horkshoo, Conference, and Training Course Files,

NARA Trainming fids. One copy of eacn manual,
syliahus, textbook, ant other traiming aid develooed
oy NARRA.

Otner Training Rids. Training acs from other
agencies or orivate institutions.

General files of NARAS

ysored traimng,

and objectives reiating to the establishmwent anc
operation of traimng, courses, and conferences.

Backoround ano workpapers,

App. 2 - 3

FILES 203

Submit 5 115, 9C5
Destroy wnen superseded or oosolete. 10A35
ST A I R [ P

Destroy wien obsolete or superseged.
(GRS 1, item JRa(2))

COFF anrwally after completion of a
specific orogram. Destroy when 5 years
old. (GRS 1, 1tem 3@h(1))

COFF anrually. Destroy when
old. (8RS 1, 1tem 30b(2)).



ei3~6

214

214-1

214-2

214-3

215

External training, Corresporderce, memoranda,
regorts and other records relating to tne

alab1lity of traininp and emproyee participation
in traim grams sponsoreg by other povernment
apencies or non-govenegnt instituiions.

Course anncuncement files. Reference file of
pamphlets, notices, catalogs, ang cther recorcs
which provide i1nformation on courses or programs
of fered by povernwent or non-povernment
groanizations.

PROGRAM CONTROL

Corresoondence, wemoranda, studies, reoorts, working
pagers, ang other reccords relating to preparing the
NARA fee schedule.

fase file maintained by NAA.

Copres of the fee schedule maintalned by atl
offices,

Otner vecords maintained by otner offices.

Special Fee Projects

Cost analyses, correspondence, and reporis relating
to establishing fees for spoecial reproduction
proyects.

flop. € - 6

Destroy when 5 years old or wheh
superseded cr oosolete, wnichever is
sooner. (GRS 1, 1ter 30c)

Destroy wnen suoerseded or obsnlete.
S 1. 1tem 3dc)

New

COFF upon 1ssuance of tne fee scheduie,
nolo 7 years, and retire to rRC.
Destroy when 15 years old.

Destroy when supersedec or opsolete.

Destroy wnen no lovnger needed for
reference.

COFF uoon completion or termnation of New
oroject. Destroy when 1@ years olc,



2ib

éib-1

217

gi7-1

217-2

A-76 Policy and Proceoures Files

Correspondence, memoranda, and other recoros
relating to solicies ard procedures for acquiring
conmercial or 1ndustrial type arooucts and services
needed by NARA.

Correspondence, memoranda, ang other records
relating to NARA oolicies ard orocedures for
implementing GMB Circular A-76, Files are
paintained by NAA.

Inventory suasmissions fo OMB. 1nventory netices for
the Federal Repister, ant related material.

Copres of OMB Circular A-76, 1mpiementing
1rstruct1ons, ane related materials i1ssued outsipe
of NARA.

f-76 Studies

Corresnondence rmemorarda, working papers,
tabulations, and other recoros relating to
1ridividual reviews of NARA commerical or indusirial
tyoe activities and tc productivity reviews reculred
urder OME Circular A-76. Procurexent files related
io A-76 solicitaﬂans are fileo under Aopendix 5 or
1 the designated program procurement file.

Case files maintained by office concucting the
study.

Records maintained by NSA as part of 1ndeoencent
PEVIEW process,

fina. 2 -7
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COFF when suoerseded or ocasolete.
Destroy 1 vear after CCFF.

EOFF annually. Destroy when 2 years
oic,

Destroy when superseded , cisoleie, or
no lonper needed for reference.

COFF wpcn completion of stusy, hold
year, and retire to FRC. Destroy when
7 years old,

COFF upon comsletion of study, nold &
vear, and retire to FRC. Desiroy when
& years olc.

New

New



217-3

2ig

216-1

219

el3-1

ecd-1

2e8-2

Recorcs maintained by NAR.

Interral Control Poiicies and Procecures Fiies

Corresnonoence, memoranda, and other records
relating to i1nternal conircl pelicies and procedures
under OME Circular A-123, Internal Control
Guidelines.

Vulnerability Assessmert Files

Corresoondence, memorarda, vresorts, studies, and
other recorcs relating to assessing the
susceptibility of MARA and 1fs programs to loss or
unauthorized use of rescurces, errors 1n reporis and
information, 1llepal or unethical acts, and/or
adverse or unfavorable oublic ooimon,

Internal Control Review Files

Correspondence, memoranda, reoorts, and similar
recoros relating to studies or reviews of internal
consrols,

fiecords maintained oy NAA.

Recoros maintaired by other offices.

Aps, 2 - 8

FILES 203

COFF upon complevion of the study,
Destroy wien 7 years cold.

Destroy when supercedec, obsclete, or
ro longer needed for reference,

COFF after assessment report. Destroy
3 years after COFF.

COFr annually, hold 2 years ang refire
to FRC, Deciroy when 3 years ole.

COFF annuaily. Destroy when 1 year
ald.

New

New

New
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221-1

221-¢

2ge

ede-1

gfe-¢

o
o
tat

A-123 Anrwal Report

Arirual report to Congress and tne President
concerning agency inpleientation of A-123. Arranged
by year. Awn. acc.: less than 1 cu. ft.

Documents accumulated in oreoaring the annual
resort.

#anacement Improvement Study Files

Documents accunulated by NRR 1n conducting stucies
wnich result 1n 1mitiation of changes in the manner
or methoo of olanming, directing, controlling, or
doing work which results in increased effectiveress,
efficiency, and economy.

Case files contaimirg studies, charts, coordination
papers, recommendations, statistical data, and
related records. frranged by study. Ann acc.: @
cu, ft. Currert vol.: 1 cu. fi,

Documents used as backoround material in develooing
ang completing wanapement improvemert studies.
Included are analysis, notes, drafts, interim
rencrts, and cata used but not included in the
official case file,

INFORMATION MANAGEMENT

Ciearance Comments Files

Comwents on directives, plans, and simlar
publications presared by another office,

fipp, 2 - 9

FILES £d3

PERYANENT, COFF annually. Offer o
RARA 1n S-year blocks when 19 years
old.

COFF armually. Destroy when 1 year
old.

PCRMANENT, COFF annually uson
comptetion of study, hoid 5 years, and
retire to FRC.  Offer to NARA in 10-
year blocks when 2@ years oid.

COFF after comoletion of the related
stucy. Destroy when 3 years olid.

New

New


http:1=\-1.23

224~1

g24-2

225-2

Office recuesting comments.

Dffice susmtting comments.

Federal Repister iLiaison Recoros

Designation of liaison officer ard certifying

of f1icer.

Cther corressordence witn the Federal Repgister
reiating to liaison activities, inciudinp recuests

for emerpercy publication of documents and
corrections to oreviously published documents,

(NOTE: Flace published cooy of correction cocument
1n case file of corrected regulation or notice,)

Routine Federal Register Notices

Federal Remister motices of a routine mature (1.e.,
closing of search rooms), not filed elsewhere in

this apoendix.

Files maintained by NAA.

Fiies maintained by other offices.

Apn, 2 - 1@

FILES €83

Piace comments 1n aporopriate
functional file; 1.e., directives case
fiie,

COFF annually. Destroy whem 2 years
old.

lestroy when superseced,

COF® anrually. Destroy wner 1 year
old,

COFF annually. Desiroy when 3 years
olo.

COFF annually. Destroy when 1 year
oid.

11B25

9Cle

11B15

11B15

11B25

9C2
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éeb-1
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228

228-1

2e6-2

229

Unifies Aoenca

NARA regulatory agenda materials developed for
pubiication 1n the Unified Apenda of Federal
Regulations.

Exterral Directory Updates

Corresoondence, forms, and other records accumulated
1n groviding 1nformation on the NARA orpraization,
facilities, and services for publication irn external
documents such as the U.S. Government Manual, the
Cororessional Directory, tne Catalog of Federal
Dowestic fissistance, ard similar publications.

Ruestiorraire Files

Correspondence, memoranda, and copies of
auestionnalres relating to NARA-wide policies,
protedures, functions, orpamzation, and activities
received and answered by NARA for archival
institutions, historical crgamizations, Federal
ertities not ident1fied elsewhere 1n the schedule,
and simliar organizations and institutions.

Records maintained by NAR.

Records maintained by other offices.

Docurents accumulated by NAR 1n cortrolling internal
and external reports.

Rop. 2 - 11

FILES 203

COFF annually. Destroy wnen £ years 11B15
old.

COFF amruailv. Destroy wien 1 year New
olg.

New

COFF annually. Destroy when 4 years
old.

COFF annually. Desiroy when 1 year
old.



ee3-2

NAfA-Generated Reports. Case files maintained for
ency reoort created or orgoosed including
public use re luded are clearance forms,
such as the Reguest for 04 F 83); cooies
of pertinent foras or descriptions of formats
of authorizing directives; oreparation irnstructions;
and documents relating to the evaluatiom,
continuation, revision, and discontinuance of
reporting requirements.

Interagency and Congressicnal Reports. Files
maintained by NAA for purposes of tracking reporting
requirements placed on NARA by other agencies, the
{ffice of Management and Budpet, and Congress.

a. Case files contaimino correspondence; copies of
authorizing directives and regulations, including
OMB Circulars; copies of pertinent forms or
descriptions of format, preparation instructions,
and documents relating to continuation, revision,
and discontinuance of reportinc reguirements.

b. Working papers including notices sent to offices
as a remnder that reporis are due, copies of
reports, and general correspondence.

Registers, Computer-generated registers and similar
registers used to track reports.

rorms Reguirements Files

Documents accumulated 1w the oreparation, review,
printing, and mainterance of requirements for forms.
Included are reguests for and changes io forms
requirements, printing requisitions, printouts of
form listinps, inventory of forms requirements, and
related records.

Rop. 2 - 12

FILES 203

Place in 1nactive file after the report
15 discontinued. Destroy when 2 years
old. (GRS 16, 1tem 8)

New

Place 1n 1nactive file after the reoort

15 discontinued, Destroy when 2 years

old.

COFF annually. Destroy wnen 2 years

old.

Destroy when superseded or obsolete. New
11A35
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£30-2

23t

a3z

23e-¢

es2-3

233

Printouts.

Other records.

Remsters used to record and control the numbers and
other 1dent1fying data assigned to each form.

Numerical case files consisting of the record cooy
of each RARA-originated form with related
instructions and documentation showing i1nceotion,
scope, and purpose of the form

Official case files maintaired by NAR,

Workinp papers, backoround materials, resuisitions,
spec1fications, and processing data maintained by
NRR and NCP.

Files maintained by other offices.

Reports, correspondence, memovanda, lists, printing
specifications, master copies of statiorery, ard
other records pertaining to NARA stationery,

App. 2 - 13

FILES 283

COFF annually. Destroy when | year
old.

COFF anmually. Destroy when 2 years
old or wnen o longer needed.

Destroy when no longer reeded.

Destroy 3 years after related form 15
discont inwed, supersedec, or cancelled.
(GRS 16, 1tem 4a)

related form 1s

discontinued, super
(GRS 16, item 4b)

COFF annually. Destroy when ¢ years
olc,

Desiroy when suoerseded, obsolete, or
no longer needed for reference,

11A1

11A5

New



FILES 2083

o34 Printing Recuilsition Files

Recuisitions, anc related backprourd material sent
to the Government Pranting Office, or to other
ani‘oved orinting sources.

234-1 Records maintained by NAR. Destroy 3 years after comnletion or 17A35
canceilation of reouisition.

234-2 Records mawntained by other offices. COFF monthly. Destroy when & nonths 9B40a
old,
EMERGENCY PLANNING

Emergency Plannino Admivistrative Correspondence

ndence files relating to admnistration and COFF annually. Destroy wnen 2 years
operat1on BREhe NARR emergency planning prograr, ola. (BRS 18, 1tem 27)
not covered elsedsgre 1n this schedule,

236 Emerpercy Planmmna Case Files

¢36-1 Case files containing a cooy of each olan ar
tirect1ve 1ssued, with reiated backpround papers.

Destroy 3 years after 1ssuance of a new
plan or cirective. (GRS 1B, 1tem 28h)

237 Emerpency Directives Reference Files
Copies of directives and pians 1ssuec by NARA, as Destroy when oosolete or supe
well as those 1ssued by the Feceral Emerpency {GRS 18, 1tem 29)

Hanagement Agency (FEMA), other Federal apencies,
State and local povernments, and the private sector.

Fop. 2 - 14
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240

24¢-1

cha-2
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Emerpency Plannivg Reports

ports of operaiions tests, consisting of PERMANENT, COFF when related plan or
consolxda r comprehensive reports reflectinp directive becomes obsotete or 1s
agency wide resuda of tests conducted under superceded, Offer to NARA when 15
emerpency plans. Rnn, ¢+ less than 1 cu. ft. years old 1n 1@-year blocks. (GRS 18,
1ten 30)

Emerpency Operations Test Files

=

Destroy when 3 years
3N

Files accumulating from tests conducted under NARA COFF annudt
emergency plans, such as i1nstructions to members ole. (GRS 18, 1
particieating in test, staffing assigrments,

ressapes. test reports (exciuding consolicated and

comprehensive regorts under 237,

RECORDS MANAGEMENT

Records Manautement Survey Files

NARR
Documents relating tgpsurveys contucted to provice
advice and assistance oh, or to evaluate tne
effectiveness of, records management operations and
programs, Included are notifications of visits,
reoorts of surveys, regorts of corrective action
taken, and related documents.

Records maintaired by NAR, Records Liarson Officers, COFF annually. Destroy when F years

ard Pdministrative Bfficers. oid.

fecords maintaired by other offices. CUFF annually, Destroy wnen 2 years
old,

Apos. 2 - 13

11C35a

11C35b



241 Records Maintenance and Disnosition Files

Correspondence ard basic recorts nanagement
documentation pertainirio to NARA’s program and
administrative records.

FILES 203

i —-Heuine corresoondence and memoranda. Destroy wien no longer neeuea. (GRS
‘CT 1tem 2}
24i-2 Correspondence and notices concerming freezes on the Place 1n 1nactive file after freeze has ey

disposal of certain records series.

d documentation. (Note: Record
copy of annroved 8F 115 15 malw ' part
of the Directives Case File, FILES 2@3)

Sl 8F's 1353, Aecorcs Tranemittai and Receipt, cooies of

approved FOTICEe-TR—kaat tn Descroy Records (NA

veen lifred. COFF annuaily.
when 2 years old,

Destroy

Destroy when no ionoer needed for
administrative or reference burooses.

(GRS 16, item 3b)

Destroy when relateg recorcs are
destroyed, or transierred to NARA, or

Form 1381), and related documentation.

PARS 8F's ¢58, Request to Transfer, Apaoroval, and Receipt
of Xeco hetasanal hives of the Umted

b ionper needed for
admmsirative or reTerEie mmroosa

{BRS 16, 3a)

Destroy when relatec recoros are
destroyed, or transferred to AARA, or

States, and related gocumentation.

Information Manapement System Feasibiiily Studies

Studies conducted before the instaliation of any
technology or equipment associated with information

Apo, 2 -~ 16

when no longer needed for

admiristratl g QY DOSES.

{BRS 16, 3a)

when 5 years old.

15 complieteq,
(GH

Destroy
LIS
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manapement systems, exciucing RADP and word
mroressing (See Aopendix 8), sucn as microgrannics
ang Copiers.

rile touipment and Supplies Files

Documents created 1a the records management review
of resuests for file eou:pment anc nonstancarc
supplies, Included are reguests for eculoment or
supplies; aporovals, oisapprovals, and clearance
actions, and other papers asout specific items of
eouipment or suoply.

Vital Records Policy and Procedures fFiles

Correscondence, memoranda, inventories, and other
records relating to the NARA Vital Records Program.

Vital Records Evaluation Files

Corresnongence, memoranda, reports, and other
records relating to evaulations of the NARA Vatal
Records Frogram.

Records maintained by NASS anc NRA.

Records maintained by other offices.

fpa. 2 - 17

COFF annualiy. Destroy wnen 2 years
oid.

Destroy wnen superseced, oasclete, or
no Longer heeded for reference.

COFF annually., Destroy when 3 years
clc.

COFF annuatly. Destroy when 1 year
old.

11C40

New

New
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246-1

247-1

FILES 223

HAIL AND MESSENGER

Distribution Lists

Dotuments accumulated 1n establisning and Destroy wneh suoerseged or obsolete, or
maintaining automatic and specific purpose maiiing rio tonger neeced for reference.

lists for disiribution of documents secn as the LS.

Boverrrent Marnual, Conpressional Directory, Coce of

Federal Aegulations, Feceral Remister, =tic,

Ail ciher distribution or mailing lists. Pestroy when sugersedec or obsoiete, or

ro longer needed for reference,

Postal Recorcs

sted States Fostal Servive (USPS) forms and
support™Ry papers, exclusive of recorcs heid by the
USRS,

tgoing regisiered, COFF annually. Destroy when | year
ma1l old, (GRS 12, 1fem 9)

Records relating to ircoming o
certi1fiec, insured, and soecial dela
including receiots and return receiots.

Destroy when 1 year
1ten 5)

Aoplication for nostal repgistration and certificates
of ceclared value of matter subject to posial
surcharce,

Report of loss, rifling, delay, wrong delivery, or LOFF amnually. Destroy when 1y
other imoroper treatment of mail. old. {BRS 12, item D)

fipp. 2 - 18

New

New



248-2

248-3

248-4

248-5

c48-b

248-7

¥a1l and Detivery Service Control Files

General files, including correspondence, meroranda,
directives, and guides relating to ine
dgministration of wmail room operations,

ports ane cata reiating to hawdiing of

mail and voludR of work performed.

Statistical reports of\osiaoe usea on outpoing matl
and fees paid for privateNJeliveries (special

oelivery, foreion, repistered certified, and parcel
oost or packages over 4 pounds)

Reomisition for stamps {exclusive of cod\gs usec as
supporting documents to oayment vouchers),

Records relating to checks, cash, stamos, money
orders, or any other vauluables remitted io the
agency by mail.

Records of receiot and routing of 1ncoming avd
outpoing mail ard 1fems handied by orivate delivery
companies such as United Parcel Service, excluding
those used as indexes to correspondence files.

Locator cards, directories, indexes, anc other
recorcs relating to mail celivery to individuals.

fipa, ¢ - 18

COFF annualily. Destroy when 1 year old
or when superceded or cbsolete.
whichever 15 agnlicabie. (GRS :2, 1tem
&)

COFF annuaily. Destroy when 1 year
cld, (GRS 12, 1tem &)

Destroy when & months old (GRS 12,

1vem bl

Destroy when b months oid. (GRS {2,

1tem 6)

COFF annually. Desiroy when ! year
oid. (BRS 12, item b)

Destroy wien i year

onsciete, whichever is aoolica
(BRS 12, item )



FILES 283

Peralty Ma:l Resort Files

ficial genalty mail veports and ail related [OFF annually. Desiroy wnen & years
papef oldg. (GRS 12, 1zem 7)

250

other recoros COFF annually after comoletion of
relating to irregularities 1h the handidwg of mail, nvestication. Destroy when 3 years
such as loss or shortage of postal stamps or old. (BRG {2, 1tem B)

orders, or loss or cestruction of mail.

[N
cn
iy

Messenper Service Files

Daily logs, assignment records ano irstructions, Destroy wien & monins o
disoatch records, celivery receiots, route 1ten 1)
schedules, and related records.

{BRS 12,

CLASSIFIED INFORMATION RCCOUNTING AND CONTROL

< LClassified Documents Admimstrative Correspondence

Correspondereefiles pertaimng to the COFF annually. Destroy when 2 years
aaministration of ity classification, control, old. (GRS 18, 1tem 2)

and accounting for classitTred gocuments, nof covered
elsewhere in this manual,

233 Classified Document Receipt Files

Records documenting tne receipt and 1ssuance of COFF annually., DeEDS
classified documents. oid. (GRS 18, item 3)

v wien 2 years

Aop. 2 - 20
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FILES 223

Classified Documents Destructicn Certificates Files

Certificates relating fo the destruction of COFF arnwally. Destroy when 2 years
classified documents. old. (GRS 18, 1tem 4)

oi1ed Documents Inventory Files

Forms, ledge™s, or registers used to show 1dentity, COFF annually., Destroy wien 2 years
iniernal routind\ and final gisposition made of oid. (GRS 1B, 1tem 5)

classified gocumetss. Not included are classified

cocument receipts and\gestruction cerfificates ang

decuments relating to Secret material covered

elsewhere 1n this schedul

Too Sepret Document Accounting Fil

Registers maintained at cordrol points to Wdicate Destroy S years after documents shown
accountability over Top Secret documents, ref ot forms are downgraced, transferved,
the receiot, dispaten, or destruction of the or destroyed. (GRS 18, 1tem Ga)

pocurents.

Top Secret Document Control Flles

Forms accompanyilng documents to ensuring condinuing Destroy Men relates cocumsens 1s

contrel, showing names of persons handling the downgraded, \transferren, or destroyec.
documents, 1ntra-office routing, and comoaranle (5RS 18, 1tem R}
pata,

Classified Documents fccess Reouest Files

Reguests ang authorizations for individuals to have Destroy & years after autnorizai
access to classified admnistrative files. expires. (GRS 1B, 1tem 7)



Ciassified Document Cortainer Security Files

Forms or lists used to recor at 10ns, Destroy when suoerseded by a new fornm
rames of 1ndlviduais knowing combinatilons, ang or list, or uoon turn-1n of container,
conparabie cata that are used to cortrot access into (GRS
classified docurent containers.

260 fecords Container Security Forps
Forms placed on safes, cabirets, or vaulls Destroy 3 montns following the last 9B35g
contaimnp security classified cocuments that record entry on the form, excent forms
entries into the containers, involves 1n investipations wnicn will
be retained until compietion of the
1nvestipation.
2b1-255 Reserves

App. 2 - 22
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APPENDIX 3
PERSONNEL

These recorss relate to the supervision ard manarement of NARA employees. Included are files
pertairang to the overall NARA personnel management prooram as well as personnel records common to
all offices. Excluged are f.les pertaiming to emoioyee trarrang oroprams which are contained in
Aopandix 2, General Administration.

ITEM
NUMBERS DESCRIPTION O RECORDS AUTHORIZED DISROSITION

PERSONNEL INFORMATION

Official Personnel Foloers (OPF)

Documents accumulated to provide an official recorc
ersornel actions pertaintng to an employee's

statusN\qnd service, The Feceral Personnel ¥anual
soecifies e documents reguired for inclusion in
the OFF.

301-1 Records filed on the rpnt™syde of folaer:

See Feceral Personrel Manual for
imnstrucsions relatine to folders of
emplovees transferred to another
apency. (BRAE 1, 1tem 1b(1))

a. Transferred ewnloyees.

Trans foiger to hational Personnel
Records (ewer (CER), 5%, Louis, D
63118, 3@ cays\after separation, NPRC
will gestrov 73 yedxg after nirin cate
of enpioyee (62 years ak{er tne gate of
tne earliest document 1n s folaar 1f
the cate of birtn cannot oe

b. Separated empioyees.

! fpa. 3 -1
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ascertained) or 3 years after iatest
senaration, wnicnever 15 later. (GRS
4, item ib(2))

381-2 Temporary 1ncividual emnloyee recorcs flied on the Destroy upon separation or transfer of
left side of folder. employee. (GRS 1, 1ten 1@)

Service Controi File

Documents created and maintained cutside the OFF
which provice an official summary of employment
tory for each employee ano alsc provigoe summary

data\gn each position occupied.

382-1 Service recor\card (5F 7 or equivalent) Destroy 3 years after separation or
transfer of emoloyee, (GRS 1, item 2o)

ip {57 70 or eguivaient) Destroy when position is canceled or
rew sir1p 15 preoared. (GRS 1, 1tem
1)

-2 Position wcentification s

1 Destroy on separation or transfer of
enpioyee. (GRS 1, item 6}

302-3 Employee recora carcs used Tor informatio
nurposes cutside personnel offices (such as

203 Duplicate Documentation and Personnel Files
Waintaired Butside Personnel Offices

303-1 Supervisor!s persannel files,

Correspontdence, wemorarda, forms, ano other records Review annually ans destroy supersened
relating to posivions, authorizations, peneinp or nbsolete pocumentew or cestroy all
actions; copies of position descriptions; reouests gocuments relating to arNyndividual
for personnel action, and recores on individual employee 1 year after seoarafion ar
enployees duplicated 1n or not approoriate for the iransfer. However, performance
OPF. These files may be arranged in any mamner that and statements of employment and

flop. 3 - 2
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384

304-

304-

383

1

[

0PF. These files may be arrarged in ary manrer that
suits the reference regulrements of the office;
l.e,, chronoiogical, aiphabetical by subject or

Duplicate ocumentation,

Dther copies of ohguments duplicated in OPF's not
orovided for elsewhde 1h this appendix.

separations, and all other incividual
actions, exclusive of those in OPF.

record for inspections, work weasurement statistic
reference, oreparation of reports, and cther
purnoses.

All other cooies maintaired in oersonnel offices.

Employee Performance Files (Non-SES)

Documerts maintaired as the officiai record of a
ron-585 emoloyee’s performance. These records are
subject to poverrmentwide repulations govermng
Employee Performance File System Records, 5 CFR 233,
Subpart D. Included are annual performance ratings
with their associated performarce plans, critical
elements, performance stancaros, ang related
gocuments. They mav be filed in indivadual file

fpp. 3 -3

olo. ¢

FILES 203

ano staiements of empioyment anc
financial interest {See 1tem 1123-2) of
farmer empicyees who transfer within
tne agency must be transierred to toe
rew supervisor. (GRS i, 1tem 18a)

COFF 1n 6-montn blocks. Destray waen &
months otd. (GRS 1, 1tem 18b)

COFF armually. Desiroy wnen 2 years

(GRS 1, 1item {4a)

grually, Destroy when | year
S 1, 1tem 14p)



385-1

30852

303-3

305-4

383-5

306

foigers or i:f stores in the OPF, they must be fiiec
in a separate envelope. However, wnen an empioyee
shparates or transfers to another apency, the

Aopraisals oN\uracceotabie performance, wiere a

notice of proodgen cemotion OF removal 1S 1ssued buk

not effecteq, ano\a:1 related docuwerss,

Performance records superseddy throuon an
admmstrative, judicial, or giNsi1-judicial
procedure,

Performance-related records pertaining ™ a2 former
employee.

Rl1 other summary performance aporaisal records,
including performance aporaisals and job eiewents
ard standares upon which they are based.

Supporting cocumernts,

Employee Performance Files (SES Appointees)

Documents masntained as the official record of an
5%S emplovee’s performance. These records are
subject to povernmentwide regulations ooverning

Employes Performance File System Records, 3 CFR 293,

Subpart D. Included are verformance olans:

fing. 3 - 4

FILES 223

Descroy after tne emolovee completes !
vear of accentable performance fram the
date of tne written acvance notice of
aroposec removal or recuction in Zrace
rotice. (GRS 1, 1vem 23a(l)}

Destroy upon supersession. (BRS 1,
1ten 23a(2))

Olace 1n 1vactive file wnen ewplovee
ieaves the apency. Destroy when 3
years oid or wWnen no lohger neeged,
whichever is sconer, {GRS 1, item
2£3a(3))

Destroy 3 years after gate of
aprarsal. (GRS 1, 1tem 23al4))

Destroy Ayears after gate of aporaisal
or wheh no \gricer neecec, whichever 1s
sooner, {GRS\{, 1tem 23a(d))




306-1

306-3

367

formance ratinps and related supporting

§s. They may be filed in individual file
folders o™\f stored in the OPF, they must be filed
in a separate

tnrougn an
SJudicial

Performance records superse
admmstrative, judiciai, or pua
grocedure.

Performance-related records oertaining to a former
BES appointee.

All other performance alpralsals, along with joD
elements ard standards {job expectations) uporn which
they are based.

Personnel Information System

Documents accumulated in the develooment and
implemertation of personnel and manpower information
systems on a lecal, agencywige, or povernweriwide
basis. Included are correspondence, instructions,
and other documents on the Fersornel Information
Resources System (PIRS). Specific reports generatec
by the systen are filed in the aoprooriate subject
file,

Destrov umon supersession. {GRS 1,
1tem 238(1))

fisaosation pending. (GRS 1, item
23nie))

Destroy D ydwys after date of

apgraisal, excidwye of any interim
Service as a Presice
{GRS 1, 1tem 23n(3}}

Hold unt1l termination of study,
supersessich, or until cocuments are no
longer needed Tor reference purposes,
then gestroy.

PERSONNEL RDMINISTRATION

Personnel Office Correspordence and Ferms Files

Operating personnel offl ros relating to
individual employees not maintained 188Rlg ard viot
nrovided for elsewhere 1n this asoendix.

-

fop. 3 -9
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303
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Correspondence and forms relating to pencing
oersonrel actions.

registers.

a, Registers from wisgh reduction-ir~force actions

have been taken.

b. Senisters from which no reguction-i
actions have been taken.

A1l other corresoongence anc forms.

Statistical reports 1n ine overaiing personrel
office ang suborpirate units relating to personnel.

Documents created to provide assistance in
interpreting and implementing pay administration
programs. Included are pay nlans, pay fuxang rules,
authorizations, reconsigerations, and reiateo
records.

Standards of Conduct Files

Destroy when action 1s comoletes. (GRS
1, 1tem i7a)

Destroy wien 2 years olg. (GRS {, 1vem
17b{1})

Destroy when sugerseded or ovsociete.
{GRS 1, 1tem 17b(2)}

F 1n &-montn dlocus. Destroy woen &
olo. (GRS i, 1tem 17c)

COFF arnuwally. Destrov when 2 y&
olg. (GRS 1, 1tem if)

COFF arrwally, hold | y=ar, and reiire 18B40
to FARC. Destroy when 5 years old.

e

Correspondence, memorarda, and other records
relating to codes of ethips and standares of
conduct.

foc. 3-8

Su.iiEn 0DS0lEte or superseded.
(GRS 1, 1tem 28)
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5 203

PERSONNEL SECURITY

Personnel Security Ciearance Fiies

Persornel security cigarance case files ano relateo
1ngexes maintained by the Personnel Services
\vision {(NRP),

312-1 Lase fileMdocumerting tne processing of Destroy uzon notification of death or
investipat 10 on Federal employees or appiicants not later than § years after separation
for Federal emp¥Qyment, whether or not a securaty ar transfer of employee or no later

clearance 1s grant and other persons, such as than 3 years after cortract
tnose performing work\or NARA under contract, who relationshio expires, whichever 1§
require ah approval befowg havinp access to apniicable, (GRS 18, 1tem 23a)

Goverrment facilities or toN\gensitive data. Thase
files anciuce cuestionnaires, Wymmaries of reporis
prenared by the investigating apedQy, and other

records refiecting the orocessing o
investization and the status of the cl
exciusive of copies of 1nvestigative reoo
furnished by the investigatirg agency.

3ig-2 Investipative reports and relaten pavers furnisheo Destroy 1n accorcance with the
to NARA by 1nvestigative organizations for use in nvestigating agency 1nsiructlons.
making security/suitabiiity ceterminations, (NG 18, item £3b)

3i2-3 Index to the personrel security case files. Destroy widg reiated casa file. (GRS

18, item 23c)

313 Personnel Security Clearance Status Files
Lists or rosters snowing the curreni security Destroy when superseded or 0250)
clearance status of individuals, (GRS 18, 1tem 24)

Rop. 3 - 7
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315

316

316-1

Filss ea3

Security Viclations Files

Case filps reiating to investipatiors of alleped
violations of Executive Orders, laws, or NARA
egulations for the safeguarcing of naticnal
qurity information.

Flies reinting to alleped vioiations of a Destroy 3 years after ciose of case.
sufficientiNserious nature that they are referred {GRS 18, 1tem 23a)

to the Desartudés of Justice or Deferse for

orosecutive cetedgnation, exclusive of files held

by Department of Judiice or Defense offices

resaonsibie for makinf\such determinations.

aners placeo 1n Destroy ¢ years after comoleiion of
final action or when no ionger neecec,
whichever 1s soorer, (GRS 18, 1item
¢ab)

All other files, exclusive o
official personnel folders.

Classified or Ciassifiable Information Nondi
Aoreements

Destroy wien 5@ years oid. (GRS 18,
\tem 26}

Copies of rondisclosure agreements such as SF 189,
Classified Information Nondisclosure Apreement,
signed by employees with access to anformation wnich
is classified or classifiabie uncer standards put
forth by Executive Order 12356, Tnese forms are
maintained by the Safety and Security Staff (NASS),

CLASSIFICATION AND STAFFING

Position Classifipation Standargs Files

Standards ang puidelines 1ssued or reviewed by the Destroy when superseded or ohsol
Office of Persormel Management (OPM) anc used to (GRS 1, 1iem 7a(1))
classify and evaluate positions within the agency.

-

fino. 3-8



316-3

317

3171

37-2

318

Case files contaiminp memoranda, correspondence,
and other records relating to tne develoowent of
standards for classification of positions peculiar
to the agency and OPM asproval or disaporoval,

Documents maintained as the review file.

Position Descriptio

Files of official position desdXiotions including
information on title, series, grady duties, and
responstbilities.  Arranged by orgah

flecord copy maintained by NAP,

Alil other copies.

Claszification fAppeais Files

Lase files relating to classification appeals.

App. 3 -9

FILES 203

COFF annualiy after oosition 1s
agolisned or gestriotion 15 superseded,
noid i year, and retire to FRC.

Desiroy wnen 5 years old. (RS 1. 1fem
7a(2) {a))

COFF anrwally. Destroy when 2 years
old. (GRS 1. item 7at2) (b))}

Desiroy § years after nosifion 1s
abolishen or CESCription 1S SUDErsecer.
{BRS 1, 1sem 7all)}

Dest™Ny when position is abolisnes or
descriogn 15 superseded. (BRS |,
item 7b(2}7

COFF wnen position 1s aoclisne
Destroy when 3 years olp. (GRS {,\
7d)
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Classification Survey Files

Survey reoorts on various positions prepared by
classification sperialists, inclucing pericdic
reports.

Inspection, Wydit and survey files, Corresponcence,
memorarda, readkts, and other recorgs relating to
inspections, surveys, desk aucits and evaluations,

Wage Survey riles

Wage survey reports and data, woridxg paoers and
reiated corresoondence aertaining to agga wages pard
for each emoloyee classy backgrouns pape
establishing neeo, authorization, airection)
analysis of wage surveys; and request for ang
authorization of specific rates {inclueing
authorized wane schedules and wage survey
recapitulation sheets).

Merit Promotion Case Files

Documents accumulated in agmimistering and
evaluating the NARA promoticn plam, exciudinn any
records that duplicate information 1n tne promotion
plan, OPF's, or in other personner records.
Ircluded are temoorary recoros of each oromotion
mate under the olan, such as position
wdentifrcations vacancy announcements, evaluations
of candidates, listings of candidates as they
aopeared 1n the final ranking, certifications
showinp referrals and seiections, and ofher
documerts regquired to allow recorstruction of tne
promotion action.

Aap. 3 - 18
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CDFF at ena of year following
compietion of subseguent survey,
Destroy wnen 3 years oig or 2 years
after repular inspection, whichever is
sooner. (BRS 1, 1tem 7c(l))

Destroy when obsciete or supersegen.
(GRS 1, 1tem 7c(2))

Destroy after completion of secord
succeeming wage survey. (GRS 2, 1item
&4)

Destroy 2 years after
xon or after the

Lad oy &,

\GRS 1, 1tem 33)

the personnel acd
action pas been aund
whichever 1s sconer.
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324

Beneral reference fiies. Destroy wnen no ionper neeced for
current 02erat1ons.

Aopiicant Supply Files

aoplications for Feceral emoloyment, Hold unt1i aopiicant 15 selectes,
ation rating sheets. control logs, Transfer the selected applicant's
registers\aoplicant referrals, ang related records. aoplication to tne OPF. Transfer tne
rerainder of apolications and related
documents to the i1naction aoplications
file (322-8) for dispositiohn.

Inactive application fiies established when decision COFF annuatly, hold € years or until
15 made that aoolicant 15 vd guaiified or will not receipt of 0% reocrt of 1nsoection,
be selecied for aopointment fOX other reasons. whichever 1s earlier, provided the
Inciuded are aoplications for Fedkral employment and requiresents of tne Federal Fersonnel

kanual Chanter 333, Section A-4, are
observed, ano then cestroy. (GRS i,
1tem 15)

related records.

Certificate of Elipibies Files

COFF armually, Destroy wien ¢ years
\J. (BRS 1, 1ten )

Copies obtained from 0PM of certificates of
eligibies with related requests, forms.
corresoondence, and statement of reasons for passing
over a oreference elipihie and selecting a non-
oreference eligible.

interview Records

Correspondence, reports, ard other records relating Place in 1nactive file aN{er transfer
to interviews with employees, or separation of employee.
when 6 months old. (GRS 1, 1%

Bpp. 3 - 11
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FILES 23

Offers of Ewnloyment Files

Correspondence, ietters, and telegrams offering
aopointzents to poteniial employees.

RcceXed of fers. Destroy immeciately. (GRS i, 1tem 4a)

Declired of

1ved from certificate of deturn to 0OM wita reoly ano
appiication. (BRS 1, rtem 4b(1))

a, When name 15
elimbles.

b. Temporary or excepted apodN\ntment. F1le inside aoplication (See 1vem 32c-
2). (GRS i, 1tem &4b(2))

Destroy 1mmed:ately. {GRS i, 1tem
45(3))

t. PRll others.

Incentive Pwards Prooram Reports

fleports pertalning to tne oneration of tne Incentive COFF anqually. Destroy wher 3 years
fiwarcs Frogram, cle, (G I, item 13)

Employee Awards Files

Bereral awargs records.

a. Case files 1nciuding recomsendations, anoroved Place in inactive file after adyroval
nominat1ons, memoranga, correspondence, reoorts and or disapproval, Cut off imactiveNiles
reiated handbooks pertaining to agency-soonsored at the end of tne fiscal year. Dest\gy

fipn. 3 - 12



n and won-cash awares such as incentive awarcs,
witnisggrade merit increases, suggestions, and
cutstancisg performance,

b. Corresoorncence oNgemoranda pertaiming to awards
from other povernment age
organizat1ons.

327-¢ Lenpth of service and sick leave awards TI1Ngs.
Recoros inciudlng corresponcence, remoranda,
reoorts, computations of service and sick leave,
l1st of awardees.

327-3 Letters of commerndation ard aspreciation. Copies of
letters recognizing lensth of service and retirement
ang letters of aopreciation and commendation for
performance, EXCLUDING copies filed in the OFF.

3e7-4 Lists or indexes to Agency Award Nomiratioms., Lists
of rominees and winners and indexes of nominations,

3e7-5 figency-level awards files. Documents created in
pravting awarcs for oistinguishes, meritorious ang
exceotional servace, £=0 impact, and casn awards
($1,802-51ng:e and $3,00Q proun). Inciuded are
suggestions, recommendations, acknowledpments,
evaluations, novices of adoption or rerection,
ietters of refusal or refurn of awards, ang related
records.

Employes fAssistance Program Files

328-1 Documents created in inford nseling, and
assistinp employees ano claimants regard IAG-esd

insurance, and retirement proarams.

fipo, 3 - 13

FILES 203

when 2 years old. (BRS i, item l2atl))

COFF arnually. Destroy when 2 years
ola. (BRS 1, 1tem 12aic))

COFF annuwally. Destroy wnen 1 year
old, 1{BRS i, ivem 1Zb)

CaFs ly. Destroy wnen ¢ years
nig, (GRS I\Ngtem l&c)

Destroy wnen superseded or 02sGIeN
{BRS i, 1tem ied)

-

COF annually. Destroy when 3 years
ala, By b

18D16

Dlace in 1nactive files after termina-
tich of counseling, COFF 1nactive

anrmally, Destroy wien 3 years
olo. {GRS 1,




323

3291

3292

Decuments createc 1n counseling employees on Prace 1n inactive files after termna-
s and acting as liaison between tion of counseling, COFF inactive
financial institutions, ang Emss Incluged are files anmually. Destroy wher 3 years
comalaints against credit wmons and other 1d, {BRS 1, 1tems 27a)

cregitors, erergency fund aoplications, notes,
aoprovals, and related records.

Corresaonoence, mermoranda, annuily estimates, and LCOFF annwally. Destroy when 1 year
other records used to assist retiring emnioyees, olo,
seoarating emoloyees, or survivors claim 1nsurance
or retirement benefits.
flecords created 1n planming, cocrdirvating and COFF annually. Destroy when 3 years
grrecting an alcohol and orug abuse orogram. o6, (GRS 1, 1tem 27b)

vance, Discialinary and_fAdverse Pciion Files
Aecords origifediro 1n the review of grievance and Remove and place in inactive files
apoeals raised by »gncy emoloyees, except EED after cace 1s closen. Cut off 1pactive
complaints. These cas™\J1les include stazements of files anrwaily. Destroy wnen 3 years
Witnesses, reports of 1nteMews and hearinps, olg. (GaS 1, 1tem 3ia}

examiner’s findings and recomuemdations, a cooy of
tne oripinat decision. related corfegoondence and
exmbits, and records relating to a recdigideration
request.

Place 1n 1nactive file after case 15
Cut off inactive files

ard retire to FIC, Destroy
old, (GRS 1, 1tem 31b)

Case files and related records created 1n reviewing
an acverse action (disciplinary or nen-disciplinary ol
removal, susoensicn, reduction-in-force) against an
empioyee. The file includes a copy of the orososen when 4 yea
adverse action with supoorting papers; statenents of

witnesses; employees repiy} hearing notices, reports

and decisions; reversal of actiow; and aooeal

recores, EXCLUDING ietters of reorimanc,

fiop, 3 - 14
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338-2

338-3

338-4

L)
[0
oy

331-1

331-2

FILZE 283

l.abor Manaoement Relations Recerds

ies containing COrresponcence, MEROranda, COFF annualiy after oecision on
reports afe\qther recorgs relating to tne witnorawal or gemal of recognision.
relationship be management and employee unions Destray when 3 years old. (GRS 1, 1tem
or other groups which maintaines by toe office @8af1}

negotiatirg the agreement.

Destroy wnen suoerseded or cosclete,
{BRS 1, item 2%a(2))

Documents maintained bv other offices.

Case files contairing corresooncence, forms, and COFF anrwally 3 1nal resciution of
background papers relating to labor arbitration case. Destrov wnen rs old. (GRS
Cases. 1, 1tem 250

Comes of precedential cecisions. Desiroy wnen superseded or oasolete.
Campalons

Savings nond campaigh. Copies of gosters, flyers, COFF anmually. Destroy wnen ! year
ano related recorcs createc 1n ceveloning ang olo.

disseminating material ano otnerwise promoting and
reporting on particioation in the U.S. Savings Bond
Program. Excluded are backgrounc pagers tc NARA
girectives pertairanp to such orooram.

Charitable contribution campaigns, Documents COFF annuatly. Destray wnen 2 years
accumulated 1v managing and coordinating ale.

cortribution drives such as the Combirec Fegeral

Campaion and others. Included are comies of notices

of campaigns, communications concerning the

campaigns, ang related records.

fAgp, 4 - 19
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EQUAL EMPLOYMENT OPPORTUNITY

Egual Emplovment (pportunity Recorcs

3dz-1 0fficial discrumnation compiaint case files. Remove ard place 1n 1nactive files
Pgency Tile contaiming comniaints witn related after resolution of case. Cut off
rrespongence, resorts, exhibits, withdrawal wactive files annuzlly and retire to
es, copres of decisions, records of hearings FRC. Destroy when &4 years cld, (GRS
f1ings, and other recorcs as described in &3 1, 1tem Z2ba)

CFR 1613.,%22, Cases resolved within the azency, by

EEOC, u.5. Court,
33e-2 Copies of compiaint ™Nse files, Duplicate rase Remove ard place 1n imactive files
fiies or documents pertd™mninn to case files retained after resolution of case. Cut off

1on Comolawnt Case tractive files avnually. Destroy wnen
{ year ole. (GRS i, 1tem 26h)

in Official File Discrimin
Files.

t filed 1n Remove avg piace 1in inactive files
Files. after resolution of case. Cut off
mactive files annuatly. Destroy when 2
years ola. {BRS 1., 1tem 26c)

332-3 Backoround files. FHackgrouns vecords

the Official Discrimnation Complaint [a®

33z-4 Compliance records,

COFF ™qnuaily. Destrov when 7 years
t, 1tem 2bo(i))

a. Comoliance review files. Reviews, backgrouno
papers ano correspondence relatine to contractor oid.  (OM
employment practices.

B, £50 comoliance reoorts. COFF annually., DesthNgv uwnen 3 years
old. (GRS 1, 1tem Z&d oS

332-5 Employee housing reauests. Forms requestirg apency COFF annually. Destroy when |
assistance in housing matters, such as rental or old. (GRS 1, 1tem Ehe)
purchase.

fon, 3 - 16



riLES 203

Employment statistice files. Employrment statistics COFF annuaiiy. Desiroy when 3 years
relating to race and sex. old. {BRS 1, 1tem 26f)

332-7 EED general files. Gereral corresponderce ang Destroy whew 3 years olp, or when
cooies of regulations with related recerds superseded or obsclete, whichever is

sgrtaining to the Civil Riohis Act of 1964, the EED applicable. (GRS i, item Z6p)
Acd\eof 1972, and any pertivent later lemisiation;

ang asghcy EED Committee meeting records inciuding

minutes\and repcrts.

332-8 EEQ affiroative\action plans (ARR).

a8, Agercy cooy of condqlidated ARR{s). COFF annuaily, Desiroy when 3 years
olg, (BRS 1, atem 2Bh(1))

b, fgency feeder plans to consoNdated ARP{s], COFF anrwally. Destroy when 5 years
old or when admirastrative pursoses
have been served, whichever 1s soover,
(GRS 1, 1ten 26n(2))

c. Report of on-site reviews of Affirmative AcNons COFF amnuatly. Destroy when 5 years
Prograis. old. {BRS 1, item 2Eh(3))

F annually. Destroy when 3 years
. (GRS 1, 1tem cbhi4))

d. fpency copy of anrual report of Affirmative
Action accomolishments.

HEALTH RECORDS
333 Individual Empioyee Heaitn Case Files
Forms, correspondence and other records relating to COFF after last entry, n\lo 1 year, and
an employee’s megical hastory, occupatioral injuries retire to FRC. Destroy wheg 6 years
or ciseases. gnysical examnations, and all oid, {Disaosal authority susNerced ger
freatment received in the Health umt, EXCLUDING G5A FAMR Buitietin E-11%, Aupust
preenoloyment physical examinations ano disability 1981). (GRS {, 1tem 21)

Roo. & - 17



334

336

retirenent and fitness for cuty examvations wnich
ve filed 1n tne OYF uoon separatich of employee

. FPES 293-31). Those records not required for
i the OFF, may be transferred to tne FRC.

formation as date of COFF after date of last entry. Destroy
employee's visit, dlagnosis ’ when 6 years ole. (GRS 1, 1tem 19)

Personal Injury Files

Forms, reooris, correspondence, and related\pedical COFF arnually. Destroy wnen T years
investipatory recorcs relating to on-the-job oid. Disposal authority suspended per
1njuries, wnetner or net a claim for compensatiol B5R FPMR Bulletin B-136, March 21, 1984.
was mace, EXCLUDING copies fiieo in the DPF anc (GRS 1, 1tem 32)
comes submitied to the Department of Labor,

Health Un1t Control Files

Lops or renisters reflectinn dairy number of visits
to dispensaries, first aid rooms and health urats.

G

Destroy when
m ¢dal

a. If information 15 summarized on statistical COFF after last entr
report. movths old. (GRS 1, 1

p. If information 15 not summarizec, COFF after :ast entry. Destrow when
years oid. (GRS 1, 1tem Z@b}

fpp. 3 - 18
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Health Summaries

aries and resorts witn
nealtn whicn

Copies of staiisticd
related papers pertaiming to enp
are maintainec by tne reporting unit,

Heserved

fign. 3 - 19

COFF annuallv.

Destroy when & years

oid. (GRS !, item 2¢)



ITEM

NUMBERS

481

403

AFPENDIX 4
BUDBET, ACCOUNTING, AND FINANCIAL MANAGEMENT

These records relate to the fermulation and execution of tne NARR budpet including asministration of
finarcial poiicies and procedures.

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

BUDBET FORMULATION

Budnet and Finance Policy Files

Correspondence and subject files accumulated in NAR PERMANENT. COFF at the erd of the
which document agency pelicy and procedures governing target oudoet year. Retire to FRL when
budget admimistration and refiecting policy 16 years old. Offer to NARR 1n 1@-year
gecisions affecting expenditures for apency prograwms. blocks when 2@ years old. BRSSy—Ttem
Arranged by subject. Amn. acc.: 1ess than 1 cu. v and

ft.

Budoet Correspondence Files

Correspondence files pertaining to routine budget COFF arnually. Destroy wnen 5 years
agministration, apencywice budget orocedures, old. (GRS 3, 1tem 3)

internal orocedures, and other routine matters not

described elsewhere 1n this appendix.

Budoet Estimates and Justifications

Copies of budget estimates and justifications COFF at the end of the target budget
pregared or consolidated in NAB. Included are year. Destroy when 3 years old, +5R5—
appropriation language sneets, narrative statements, Sr—thomrfar—

transcripts of hearings, backup justifications for
hearings, and related records. (A1l pelicy and
procecure documents should be filed 1n 1tem 4@1.)

Aop. 4 - 1
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FILES o3

LSt Wovkinp pansers, cost statements, rough data, and COFF after the close of the fiscal year
duplicates of papers described Im#d3—i- covered by the budoet. Destroy wien |
year olg. (BHS O, ItEm¥Fr———o—
404 Budoet _Backeround Recorcs
404-1 Originating office cooy of budget estimates . COFF after tne close of the fiscal year 9C1j
submtted to NPE. covered by the budoet. Destroy when 3
years old.
4@4-2 Budpet working papers, cost estimates, and rough COrF after the close of the fiscal year 9C13
data accumulated by origimating offices in prenaring covered by tne budget. Destroy wnen i
annual budget estimates. (See i1tem 483 for year old.
documerts maintained by NAB 1n corsolidating
estimates. )
OPERATING BUDBETY
4085 Financing futhorazations/Appropriatiors

Documents which grovide aoprooriations or which COFF annually. Destroy when 2 years 14A20
orovide interim financing authority when cla.

aoprooriations have rot been made by the beginming

of the new fiscal year. Included are copies of

Congressional hearings, Congressicnal resolutions,

Treasury warrants, and related recorcs.

Boport1onments and Alloiments

Documerts created or accumulated 1A
apporticnments from OMB and 1ssuing allotments to
the Archivisi. Included are aoportiorment and
reapportionment schedules, allotments, proposed

COFF anmually, Destroy wnen 2 years
id, (GRS 5, 1item B)

fop. 4 - 2
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cuarteriy cbiigations urder each authorized
appropriation, ang related records.

497 Pliowances and Dperatirg Bucoet Plans
47-1 Documents created o accumulated by NRB in issuing COFF annwally, Destray when 2 years New
calls for operating budget plans which provide the old.

basis for aliocation of resources, inciuding office
requests for gperating budgets, staffing patterns,
and other backup materials, analysis of funcing
requests, and allowarce and operating budget

documents.
497-c Documents created or accumuiated by individual NARA COFF annually. Destroy wnen 2 years 9C1j
offices 1n preparing and submiting nlarming, ola.

programming, staffing, budgeting, program review and
analysis data in support of their program
activities.

428 Budnet Execution Controls and Reports

Documients accumulated 1n controliing the expenditure
of funds within the limitations prescribed by the
Congress and OMB.  Included are correspondence
providing limtation on employment or Full-Time
Eguivalent (FTE); ent-of-year strength; travel;
personrel experditures; reports of budget status;
FTE, on-board employment and funding projections,
restrictions and lIimitation documents; and related
PECOTS.

Annual budget execution rescrt. COFF annually. Destroy wnen & years
old. (GRS 3, :tem Sa)

ChR Destroy when 3 years
oig, (GRS 3, 1tem

48-2 Interim budget execution reoorts.

fpo, &4 - 3



FILES 203
4@8-3 Corresnondence ang workinp paoers. COFF annually. Destroy when 2 years New
cld.

RCCOUNTING

(Note: Under various reimbursable agreements, tne General Services Administration (BSR)
orovitdes accounting and financial services to NARA. A1l NARA financial and accounting
records accumulated by 65R as a result of these agreements are maintained and disoosed of
1n accordance with the HE, GSA Records Maintenance and Disposition System (OAD P 1820.2),

439 NEAR Accountino Reooris

Comes of monthly accounting reports from tne
National Electronic ficcounting Reportino (NEAR)
system for ail funds showing status of obligations
and allotments under each authorized aporopriation.

COFF annually after tne close of the
fiscal year 1nvolvec. Destroy when &
ars and 3 montas otd. (GRS 7, 1tem

Copies maintained by NAB.

3

4@9-2 Copies maintained by other offices. Destroy when ho longer nesded for New
reference.
410 Centrally Managed/Budoeted Items
Correspondence related to space and payments to tne COFF annually. Destroy when 3 years New
Public Buildings Service's Federal Buildings Fund, clo.

space charges, hillings, budget estimates, payment
of eperation and maintenarce costs of NARA butlding
and Presidential Libraries, and recurring

Apo. 4 ~ &



reinbursable services above SLUC charpes. Includes
common distributable 1tems such as worker's
campensaticn, unemploywent nostage, UPS, and health
roons,

Reimbursabie Aoreenents

Copies of agreements with other agencies or within
NARA, rescrts of billinps of other agencies, and
correspondence with Finance to fransfer chlipations,
Also 1ncluded are procedural memos for field
artivities, reimbursable workload data, and
information on billing cther agencies. (GSA
Financial Office waintains NARA's record copy of
each apreement. )

Reimbursable Billing

Copies of billing documents to cther agef
related backup for services rendered by NARA.

Cash Fanacement

Buigance from CMB, GRO, and Treasury on effactive
cash manapement, inciuding the Financial fanagers
Financial Integrily Act (FMFIR) as imolemented in
DB Circular A-127.

Cash management rescrts on late payment charges and
interest paid out, unpaid 1nvoices and orocblems, and
reviews of financial management sysieus.

Apo. 4 -5

FILES 203

f T,
fc’r'n/ne'fw?f of dfreemerts
o7

COFF assuallye Destroy wnen 3 years New
old.

COFF after the period covered by the
atTom troy when 3 years old.
{BRS &, 1tem 1D}

Destroy wnen supersegec or oasclete. New

COFF annually. Destroy wien & years New
<t AInd D momlhs /e



414

416

417

Acrounting System Buidance Fites

Correspondence with GSA concerning the NEAR System,
NEAR coding manuals, the Personnel Information
Resources System (FIRS), payroll hicck numbers. and
information on other apercy accounting systems and
nayrcll sysienms.

Cbiipation Files

Lopies of documents sent to G5A Finance for
cbiipation and payment.

gffice Accounting Files

Documents accumulated by individual offices in
moviitoripg and accouwnting for appropriated and
revolving funds used to finance program operations.
Included are cost reports and statements,
tabulations, and related records. Excluded are
files accumuiated by offices responsible for budget
and financial programs and files of imprest fund
cashiers.

Office Financial Files

Docurents arcumulated by individual offices
concerrarg the exoenditure of funos incidental to
the performance of program functions of the office.
Included are travel cost estimates, notificatiors
of availabmlity of funds, receiots, and other
documents reparcing the distribution of checks and
savings bonds, and related records.

Rop. 4 - &

FILES 223

LOFF annuaily., Destroy wien 5 years
old.

COFF armually, Destroy when & years
alc.

~

COFF annuaily. Destroy wien & years
old.

COFF annualiy. Destroy when 1 year
01G.

New

New

9C1b

9B10



418

418-2

413

Tiwe arng Ritendance Records

These files are accumulated by time and attendance
clerks and consist of: (1) GSA Foro 873, Anrual
Attendance Record; NA Form 324, Intermittent
Employees Attendance Records; or comoarable
docunents used for verifyirg payrotl printouts and
in managing employee leavej (2) retained cooies of
overtine reports; (3) Standard Form 71, Application
for Leave, or eguivalent and sugpporting records; and
{4#) related records.

Leave application Tiles described 1n {3) above,

a. If the timecar n 1nitialed by the
employee.

b. If the timecard has not been 1mitialed by the

enployee.

fili other records.

IMPREST FUND

Cashier ano Coliection Officer Designations

Documents concermng the desipnation of 1ndividuals
as 1mprest fund cashiers and collection of ficers.

App. 4 -7

FILES 233

Destroy at the end of the apolicable
pay perict, (GRS 2, 1iem Ba)

Destroy afte udit or when 3 years
old, whichever 1is sooner.

1tem 8b)

COFF annually. Destroy whenZ years 9B25i(2)
old.

COFF at the end of the fiscal year 16G1
following cancellation. Destroy when 2

years olo.



420-453

FILss 223

Coliection Receipts

15 maintained by desigrated cellection COFF arnually. Desiroy wnen 3 years
of the receipt and eld, (GRS &, 1tem ib}

disoosition of re nees.  Included are receipts

for cash (subvouchers), s of remttance
register sheets, and simiar

luprest fund Files

Documents reflecting tne receipt of, and accounting COFF annually. froy wnen 3 years
for, petty cash, traveler's checks, or gprest funds oid. (GRS &, item Ib
used 1n connection with travel and smail purchases.

Included are receipts for funcs, reimburserent

vouchers, simlar documents, and related records.

fieserved

fop, 4 -8



APPENDIX 5
PROPERTY AND PROCUREMENT
These records relate to oroorams engaged in the acouisition and disposal of real and personal

nronerty, and supnly matters which are a part of daily procurement ooerations. Documents relating to
the acouisition of facilities for Presidential Libraries are contained in Appendix i4.

TTEM CROSS-OVER
NUMBERS DESCRIETION OF RECORDS AUTHORIZED DISOOSITION FROM GSA HB

REAL PROPERTY

Real Property Title Papers

Litle papers documenting the acouisition of real
orooepety (by purcnase, condemnation, donation,
exchange\gr otherwise), exciuding papers relating
to the acousdsfaon of facilities for Presidential
libraries which ang described in Appendix i4,

501-1 Pagers for property acouired odhgr than abstract or Place in 1ractive file following
certificate of fitle. acoursition. COFF inactive file
annually, hold 2 years and transfer fo
FRC. Destroy i@ years after
urconditicnal sale or release by the
Government of conditiorns, restrictions,
tgages or other liens. (BRS 3. 1tem
cb)

5%1-2 Abstract or certificate of title. Transfer to purcha after
unconditional sale or Palgase by the
Bovernment of conditions, résgrictions,
mortoages, or other liens. (GRS 1ten
cel

Ppn. 5 -1



503

584

FILES 203

Property Disposal Case Files

Case files on disposal of surplus real and relate F 115. (GRS 4, 1tem 2}

personal property.

GENERAL SERVICE AND SUPPLY

0ff1ce General Service and Supply Files

Documents relating to acquisition, maintenance, COFF annually. Destroy when | year
uti1lization, and control of office equipment; old.
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

files described 1n other categories of this

appendix.

PERSONAL PROPERTY

finnual Plan Files

NA Form 5004, Summary Annual Plan for Admmstrative COFF annually. Destroy when 3 years
Equipment; NA Form 5004A, Detailed Annual Plan for old.

fdmnistrative Equipment; and related records

accumulated 1n developing, controlling, and

approvang annual and supplemental plans for

administrative equipment.

App. 5 -2
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FILES 283

a5 Supply Catalogs
Copies of Federal Supply Schedules, brochures, Destroy when superseded, cbsolete, or New
catalogs, and other information received from when no longer needed for reference,

sellers, distributors, ard manufacturers for
reference purposes.

586 Renisters and Master Files
Remisters of source documents, master files of COFF annually. Destroy when 3 years 19A5b
purhase orders, FEDSTRIP requisitions, reports of old.

property for survey, and similar records used for
controlling personal property.

Sa7 PHO/AD History Files

Files maintained by the NARA Property Management
Officer {PM0) and the Rccountable Gfficers (RO),
within their area of jurisdiction, which reflect
additions to, changes in, and status of personal
property accounts. Included are copies of source
documents such as 654 Form 388, Purchase Order; GSAR
Form 49, Requisition for Equipment, Supplies, or
Services; 65A Form 523, Property Transfer
futhorization; GSA Form 526, Report of Property for
Survey; BSA Form 528, Physical Inventory Report; &SR
Forms 2479 and 2479A, ADP Coding/Property Transfer
Document ; SF 120, Report of Excess Personal
Property; SF 122, Transfer Order Excess Personal
Property; property listings, and similar records.

507-1 Suspense file of source documents on which action Transfer documents to PMO/AD case file, 19A10a
has not been completed. item S50F-2, after action 1s completed,
and information has been added to and
verified on the property listing.

App. 5 -3



307-2

507-3

528

5088-1

a08~-2

509

091

Se3-2

PMD/AD case files containing source documents on
which action has been completed.

Property listings showirg 1tems of personal property
on NARA inventory by class, value; serial number,
and accountable officer account.

Office Equipment Control Files

Decuments maintained by offices for controlling
equipment used within their area of accountability.

GSA Form 1823, Receipt for Property, hand receipis,

or comparable documents.

Property listings.

Office Ecuipment Maintenance Files

Guarantees and warranties {(including records
relating to them) obtained with, and applicable to
of fice materials and eguipment,

Cards used to record a history of the maintenance
and repair of selected items of equipment.

fpp. 3 - &

COFF annually. Destroy when 3 years
old.

Place 1n 1nactive file after actions
directed 1n 1tem 581 have been
verified on listing. COFF 1nactive
file annually. Destroy when 5 years
old.

Destroy when property has been returned
or transferred to someche else's
custody.

Destroy after verification and receipt
of next listing.

Destroy on expiration of guaranty or
warranty.

Transfer with the equipment or destroy
on final disposition of the equipment.

19A10b

19A10b

9B40b

19A15

44C40

44C45



FILES 203

518 Excess Property Screening Files
Documents accumulated i1n screening reports of excess Destroy when no longer needed for 19A20
personal ard real property for possible use, reference.

Included are reports of excess and related records.

Excess Personal Property Reports

COFF annually. Destroy when 3 years
1tem 5)

SF 120, Report of Excess Personal Propertys
Transfer Order Excess Personal Property. 0

PROCUREMENT
o1e Procurement Policy Information Files
Correspondence and related instructions providing Destroy when no longer reeded for New
guidance and direction for all aspects of the reference.
procurement activity within NARA,
913 Contracting Officer Beneral Files
Records relating to contracting officers concerning Destroy when superseded or obsolete. New

traimng, regulations, limtations on procurement
authority, status reporis, and related matters.

314 Contracting Officer Designation Files
Appointment justifications, copies of traiming COFF when designation 15 cancelled. New
certi1ficates, appointment letters, individual Destroy when 2 years old.

limtations on procurement authority, and related
records pertaining to the designation of contracting
officers.

fpp. 5 -3
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FILES 2083

General Procurement Correspondence Files

is COFF annually. Destroy when 2 years
3, 1tem 3}

Correspordence files of operating pro
concerning internal operation and admpistration
matters not covered elsewhere 1n this schedule.

Procuresent Number Rssignment Control

Documents used 1n recording and controlling the COFF annually, Destroy when 2 years New
assignment of numbers to purchase case tiles and to old.

contracts, 1nvatations to bid, and sumlar

documents. Included are registers, lops, and

sim1lar control records.

Unique_Procurement Files

w ithdvewh

Procuresent files (as in 1tem 518} dof
mtiation and development of transactions that
deviate from established precedents with respect to
general agency procurement programs.

Submt SF 115. (GRS 3, 1item 1)

Acceptable Bidders! Lists

Lists or card files of acceptable bidders. Destroy when superseded or obsolete.

(bky 3,

Rout ine Procurement Files

Contract, req , purchase order, lease, and
bond and surety records, ding correspondence
and related papers pertaimng to
admmstration, receipt, inspection and pay
(other than those covered 1n unique procurement
files, real property files, or grant files), For
spec1fic guidance on documents to be included 1n

App. 5 -6



519-1

a19-2

519-3

520

328-1

5202

FILES 203

these files, see Ch. 7, NARA Admnistrative
Procedures Manual {RDMIN 201).

urement or purchase organization copy, and

ns of more than $10,000 and all Place 1n 1nactive files on final
tracts exceeding $2,000. payment. COFF 1nactive files annually
and transfer to FRC 2 years thereafter.
Destroy 6 years and 3 months after
final payment. (GRS 3, 1tem 4a(l))

a.
construction

less and construction Place 1n 1nactive files on final
payment. COFF 1nactive files annually.
Destroy when 3 years old. (Files on
which actions are pending shall be
brought forward to the next fiscal
year's files for destruction
therewith.) (GRS 3, 1tem 4a(2))

b. Transactions of $10,000
contracts under $2,008.

Destroy when funds are obligated. (GRS
3, 1tem 4h)

Obligation copy.

Other copies of records described above used by
component elements of procurement office for {GR
administrative purposes.

troy upon termination or completion.

Solicited and Unsolicited Bids and Proposals Files

Successful bids and proposals. Destroy with related\qontract case
files. (See item 517, NG @S 3, .Zemn Ga)

Solicited and unsolicited unsuccessful bids and
proposals.

Aop. 5 -7



FILES 203

¥hen filed separately from contract case files. Destroy when related contract 1s
completed. (G @S 3, LZewn ¢.40)

b. When filed contract case files. Destroy with related contract case
files. (See item 517, above.)
(o5 3, ilerm o 4 (D)

920-3 Cancelled solicatatioms files
a. Formal solicitations of offers to provid Destroy 5 years after date of
products or services (e.g., Invitations for Bids, cancellation. (GRS 3, 1tem 6ci(l))

Requests for Proposals, Requests for Quotations)
which were cancelled prior to award of a contract.
The files include presolicitation documentation 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. Return to bidder. (GRS 3, 1tem Bw{?))

521 Competition in Contracting Rct Program Files

Correspondence, reports, and other files of the New
designated NARA Competition Advocate for procurement

matters challenging barriers to and promoting full

and open competition in the acquisition of supplies

and services.

5et-1 Annual reports. COFF armually. Destroy when 3 years
old.

3e1-g Other records. COFF annually. Destroy when 2 years
old.

Rpp. 5 -8



FILES 203

o5ee Procurement Preference Program Files
Correspordence, reports, and other documents COFF annually. Destroy when 3 years New
relating to goals developed under the Procurement old.

Preference Program.

523 Contract Action Reports

SF 279, FPDS-Individual Contract Action Report over COFF annually. Destroy when 3 years New
$10,000; SF 281, FPDS-Summary of Contract Actions of old.
$10,000 or Less; and related correspondence.

Contract Appeals Case Files

Contract appeals case files consisting of notices of Place 1n 1nactive file following final

apsgal and acknowledgements thereof; correspondence action, COFF arnually and retire to FRC
batw arties; copies of contracts, plans, 2 years later. Destroy 10 years after
specificabegns, exhibits, change orders, and final action or decision. (GRS 3, 1tem

nscripts of hearings; documents 19
concerned; final decisions;

amendements;
recelved from par
and all other related

925 Contractors® Payroll Files

Destroy 3 years after date of

completion of contract unless contract
performance 15 subject of enforcement
10n on such date, (GRS 3, 1tem 12)

Contractors' payroll (construction contracts)
submitted 1n accordance with Labor Department
regulations, with related certifications,

anti1kickback affidavits, and other related papers.

326 Contractor's Statement of Contingent or Other Fees
Standard Form 119, Contractor's Statement of Destroy when superseded, Wgsclete, or
Contingent or Other Fees, or statement 1n lieu of no longer needed, whichever 1
the form, filed separately from the contract {6RS 3, 1tem 20)

App. 3 -9
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enforcement case file and maintained for enforcement
or report purposes.

327-599 Reserved

App. 3 - 10
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APPENDIX &
FACILITIES
These recoros relate to agministrative services invelving space, telecommurications, ohysical

security, and buildings management.

ITEM
NUNBERS DESCRIPTION OF_RCORDS AUTHORIZED DIS20SITION

FACILITIES MANAGEMENT

gal Data Books

Data books composed of documeris prescribed by G5f's destroy wnen superseded or onsolete.
HB, Operation and Maintenance of Real Property (FBS

F 0820.18A). These documenis are used as reference

f1ies.

Agercy Soace Files

ds relating to tne ailccation, utiiization, and
release w{ spare under acency controi, arg relaied
resorts to tnNGereral Services Adwinisiration,

Adz-1 Building plan files anc relatedhNggency records Destroy 2 years after termivation of
ut1lized 1n soace planning, assignm
ad justrent, or when plans are superseded or

oosolete, (GRS 11, 1iem Za)

e~ Corvesponcence and reports resating o apency space
noldings and recuirements.

a., fgency renorts to the General Services COFF annually. Destroy wiePhg years
fomnstration regaroing space occupied Ln old. (GRS 11, item 2o(i))

Aop. 6 -1
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603

603-2

604

625

Metropolitan Washinpton®™ and "outsice the Districe
of Columbia,; elated papers.

0. Copmes 1n supordinate reporting units ang
related work papers.

fermit, License, and Easement Files

Documents relating to, and used 1n controliing tne
1ssue of, licenses, permits, easements, and simlar
instruments, Tnis file cafegory 1s limited to
instruments that do not relate to, and whicn
consequently cannot be filed with, soecific case
fiies described elsewhere in tnis section.

files relatino to documents issued by MR, or cther
serior officials.

Files relating to documents issued by the buildings
manager.

Posting File

Documarits related to posting or disnlaying of
printec, graphic, or other material on tuilicing
oremises, ard bulietin boaros.

Community Activities File

Documents createc 1n aogroving, corfroiling, and
ensuring removal of community ewnioits, and
aovertisements 1n Govermmeri-owned and -occudled
burigirgs, bur not documents relating to Fecerally
recognized charitanle camoaigns.

Rop. & - ¢

old. (GRS 1i, 1tél

COFF anpually. Destroy wnen 2 years
olc,

COFF anrualiy foliowing demal,
revocation, or expiration, cestroy when
3 years old.

COFF armually. Destroy when 1 year
old.

COFF annually. Destroy when 1 year
olid.

44A70b

44A70a

44A8B5

4L4A80



605

626~1

686-2

687

£28

629

603-1

Health Urat Files

Documents relating to the estabiishment and
coeration of healta urats. Inciuded are occupant
reguests for estabiishwents, inferagency apreements,
Justifications, communications reparcing ooeration,
and related records.

Agreements.

{ither records.

Manacement Information Reports

Renorts corsaining guant:tative data receiver by
burigings wanager’s offices. These reports are usec
to getermine current orogram performance and
nistorical trenos.

Office Reguirements Files

Documents from offices reflecting reauirements for,
and information ascut. services, particulariy those
of a confinuing or nonstancars nature,

Facilities Manarement Reguisition Control Files

Incoming recuisitions. Documerts accounting for ali
reguisitions received by NASF, 1nciuding cate
receives, oate comoleted, action taken, inspection
reports, facilities szaff project assigrments, and

Apo, 6 - 3

Destroy when superseded or oosolete,

COFF anrwally. Destroy when 2 years

old.

COFF annuaily. Destroy wnen 2 years
0ic.

Destroy wnen superseded or cosolete.

COFF annwually. Destroy when 2 years
old.

44AT5a

44A75b

44A100

44A35

New



the original cooy of the GSA Form 49, Recuisition
for Equipment, Supolies and Services.

683-¢ RASF 1vitiatec repuisitions. Documents accounting COFF annuariy. Destroy when € years New
for all reguisitions for supplies and services, old.
inciuding cost cata sent to NASP, a copy of the
craginal BSA Foram 49, Requisition for Eguioment,
Suppiies and Services, and the cate of completion.

BUILDING DESIGN AND CONSTRUCTION

Federal Structures Desien Files

gliminary and presentation drawinns avnd mocels of
structures and enpineering orojects.

f1d-1 Files seiected for 2xghitecturat, historicas, and
tecnmological significan

PERMANENT. Offer to NARA witnin 5
years after comoletiem of project.
(GRS 22, 1%em 1a(l))

a, Drawinos,

b. Models, 115, Request for Recoras
hsacsation ghoraty. (GRS 22, 1ten
tal2))

61&-¢ Ril other files, Disaose of when no longer needed™Sgr
admristrative purnoses. (GRS 22, 1vdW:
1b)

foo. 6 - &



Federal Structures Construction Firies

intermediate and nrefinal. final working, “as
built,” shoo, repair and aiteration, contract, and
stancard drawings; project specifications, with
cuents relating to their prelaration; and soace
asd\gnwent plans and enpineerang projects,

g11-1 Files seieNged for arcnifectual, historical, and BERMANZNT. Dffer to NRRA wnen Tile 1s
technoicpicaNsigraficance., Ann. acc.:  less than ) inactive. (GRS 22, 1tem &
cu, T,

eii-2 Files not included undd 611-1. Disoose of when no longer needed for
agministrative ourvoses. (GHS 22, :ten

eb)

6iz fdther Architeptural and Encineerino\ciles

Oripinal manuscript and duplicate crawings
to NARA by privaie fires or oiner Federal agxucies
for nlanmng and research ourposes.

61e-1 Drawings interfiled with related materials. Digpose of in accoroance wita the
poroved ci1sposition instructions
aoxiicanle to tne records of wiich they
are N\part. (GRS 22, 1tem 3a)
big-2 Drawinps filed separately from related recorcs. Submit &F (1§, Reguest for Records

Disncsition AudNoraty. {GBR5 22, 1ten

14

teasured Drawings

W,{;/)ann

Drawings produced by such agend Historic PERYANENT. Offer to NARA wnen
fimerican Bullgings Survey and Historic fserican acmnistrative use ceases uniess

Aop. 6 -5



-ty

ILeh co3

ancther depository 15 soecified oy law,
(GRS 22, 1tem 4)

B4 Findino Aids

Indexes ard other finding aios for design and Disonse of roance witn

construction fites. 1instructions cover1ni™Rg related
design ard construction recor
22, 1tem 3)

BUILDING SERVICES

615 Grouncs_Inprovement Proyect Files
Documents accumulated in cooroinating tne oneration, LOFF annually. Destroy when 2 years 44B10
naintenance, ant mprovement of grouncs, sicewalks. ole.

onstreet parking areas, aaproacnes, ang rcads witn
iocal officials, civic prouos, and community
argarnzations. This Tile catepory 15 lamited to
documents that are not ident:ifiabie with a specafic
repalr and mprovement project.

616 Painting Prosram Files

Documerits created to continucusly plan and schecule
interior and exterior gainting, derdifying painting
reguirements, and recort progress. Inciuded are
nainting program socuments, coced drawirgs, card
files identifying paintable units, work
accomplisament schedules, approvals, profress
reoorts, ang related records.

161 Progress resorts. COF- annually. Destroy when 2 years 44Cl110a
old,

Rpo. 6 -6



bib-2

617

617-1

ei7-2

618

£18-1

618-2

Other records.

Enow Romoval Records

Docurents accumulated in preparing snow removal
plans, assigrane employees to show removal veams,
and cortrolling and reporting on snow removal
ooerations. Included are commumications with local
road officials, snow removal plans, assigrmers
letters, operation reports, weather reoorts, ard
related records.

Plans and related records.

{Jiner records.

Cleaning and Sanitation Files

Rout1ine records relatimg to clearang and sanmitation,
exciusive of files described eisewhere 1n this
SECt 10,

Surveys. Copies of coded floor plans, cleaning
survey surimary sheets, completed buileing cleaming
survey forms, ano related records accumulated in
surveying of buildinp space to icenvify cleaning
categories, the frepuency of cleanino for eaen
category, and for determining manpower and fund
requirements.

Cleaning staff orgamization. Charts and related
records cepieting the orparazation, functions, and
resgonsioilities of the cleaming force.

Aga. 6 -7

Al

FILES 293

Dectroy when sunerseced or ohsolete.

Destray when superseded or obsolete.

COFF annuaily. Destroy when 1 year
old.

COFF armually, Destroy wnen 2 years
olc.

Destroy wnen superseced or oasclete,

Destroy when superseged or ossolete.

44C110b

44BZ0a

44B20b

44B15a

44B15b

44B15¢



616-4

£18-5

619

£13-1

£19-¢

Senedules.  Scheoules, layouts, and related records
SAoWInD areas and 1tens to be cieaned and tie dates
thereof.

Gss1gnment, resort, and insoection files.
Assighment and work acconuolishwent forms. various
inspection regorts, comolainis, notices of cleaning
work reouired, and relatec recorcs usec to assigh
cleangrs, report work accomnlisned, and ver:ify and
evaiuate work accomplishment.

a. Permanent work assignments.

8. Pericdic work assiprments and inspections.

¢. Other recorgs.

Carpet Procram Files

Documents created to plan and schecule carpet
cleamng ang replacement. Includec are caroet
program documents, code drawlnDs. Work
accomolishment reoports, aporovals, prooress reports,
and repiacement and cleanirg schedules.

Progress recoris.

gther records.

fap, 6 -8

Destroy when superseded or cbsolete,

Destroy wnen supersecec or oisolete,

COFF arnually. Destroy when 1 year
old.

COF every 2 months, Destroy when 2
maviths old.

CO~F anrwally. Destroy wien ¢ years
oic.

Destroy when suserseded or obsolete.

44B15d

44B15e

44B15e(1)

44B15e(2)

44B15e(3)

New

New


http:ciear.ed

£20

622

Uniform Riiowance Controis

Documents estabiishec to make sure tnai reguests are
submittec wnen employee uniform allOWarCes are aue.
This file category does not apply to Standard Form
78, tupicyee Records, when it 15 used as a uniform
allowance control 1n addition to 1ts prescrioed use.

General Storeromm Files

Documents relating to the general admnistration of
storerooms, warehouses, ard similar supnly
activities.

Parkino Space Controls

farking ssace controls. Correspondence, cards, ane
other coucments related to assigning aro controlting
individual parking saaces.

Loncessiom Files

Documerts relating to the establishmert, ooeration,
mogification, or discontinuance of concessions,
inciugding vending machines and pay teieohore
stations. included are recuests for concessions:
comes of contracts. agreements, licenses, and other
autnorization gocuments, :nclucing medifications
tnereto; concession recards cards; floor plans;
1nspectioh reporfs) space assigmments; photopraphsg
comaunications adout sale items or services; utility
surveys: reports: agreemertsy ane relatec recorss.

fop,. 6 -9 -

FILES 203

TransTer with emoicyee wien he/she
transfers to another office. Desiroy
or transfer of employee to a job witnin
NMARA that does not reguire a umiforn,
separation of emplovee from NARA, or
when the record 15 suberseged or
abselete.

COFF armually. Desuroy wnen 3 years
0ic.

COFF armually. Destroy wnen 3 years

Flace 1n 1nactive file on expiration or
termration of the contract, license,
agreement, or autnorization cocumenis,
or on disaporoval of establishment:
COFF the 1nactive file annually.
destroy when 1 year old.

44D65

44D15

44B5¢

LLES



623

Coveession operation fiies. Documents accumulateo
10 evaluating CORCESS10N SErVICes, Surveying
existing concession facilities, momitoring and
coorginating interior decorations, arranging for
procurement of furnishinns and equigment,
autnorizing serial functions, and similar concession
activities not oirectiy related to contract
agmirnstration. Included are survey reports,
service requests, copies of work orders,
guestionnaires, correspondence, and related records.

Concession operation reports. Documents accumulated
in recording and reporting fees -e» paiwd to tne
Government as a result of concession operations,
vending machine commissions, and relates collection
activities, Included are GSP Form 2817, Monthly (or
4-week) Profit/loss Proformance Operating Statement,
ano relatec recorgs.

Concession eguinment cards, Data cards used to
contrel the installation and remcval of corcession
eouinment, such as vending machines.

Feles 283

COFF anrwatly. Destroy when 3 years
oid, excest tne service puestionnaires
may be cestroyed when they have served
tneir puroose.

COFF annually. Destroy when 3 years
cld.

Destroy wnen superseded or opsolete, or
¢ years after removal of tne relatec
1tem of ecuipment.

MECHANICAL CPERATION AND MAINTENANCE

Burlcing and Eoulnment Service Files

B5A Form 283, Notice of Work Reguired,
docunents recuesting buildinn and ecuipment
maintenance services, excluding fiscal comies.

Service Cail Work Authorizations

35A Form 1897, maintenarce Authorizations, and other
documents used to record palls for rnonreimdursanle
services ant to authorize anc report comzletion of
wory therecn.

fop. & - 10

COFF after work oerformed or
% n_cancelled. Destroy when 3
months old. (B

44E10

44E15

44E20



626~1

627

Suspense comies.

friginals.

Work Authorization Files

Orders. Documents used to autnorize, control, and
account for work recuired in manapirg buildings.
Included are reouests, justificatiors, aoprovals,
job orders, work orders, and related records.

Reqisters. Repisters used to record information on
the receint of, work cailed for by, number assigned
to, and other data apout, job and woerk orders.

Controis. Forms, normally maintained oy shoo
Supervisors, snowing Job order estimates oy snon and
labor and material expended to pate.

Preventive Maintenance Control Cards

Preventive maintenance control cards used to notify
supervisors when oreventive maintenance 15 due on a
particular item and to record date of, and staff-
hours cevoted to, accomplishment of preventive
mainterance.

Aop. & - 11

Destroy on return of original
refiecting completion of work,

Piace in 1naccive fiie at end of each
month. COFF armually. Destroy wnen |
year old,

COFF armuaily. Destroy wnen ¢ years
olg.

Destroy 2 years after regisier sneet or
book 15 falied,

Destray on completion of iob,

Destroy when card 15 f1lled and
ident1fying 1nformation 1s brought
forward to new card or on disoosition
of the 1tem or building.

44C30a

44C30b

44C35a

44C35b

44C35¢

44C20



fza-2

b28-3

629

B23-1

623-2

630

6381

Bujiidino Equipment History Fiies

Buaranty and warranty files. Guarantees and
warranties {inciuping recorgs relating to them)
cbtained with, and anplicable to materials and
equipment.

Builging Equipment history cards. Cards used to
record a history of the maintenance and repair of
selected 1tems of equigment.

Mechanical eguipment data forms, Documents that
provide 1dentification data on building mechanical
eguipment and which are used as an aid 1n
inspect1on.

Dperatino Equipment Insnoection Files

Documents used to record maintenance irsaection of
storape batteries.

Other records. Documents created in regorting and
cert1fying inspection of mechanical eourpment other
than elevators and storage batieries, Included are
boiler and unfired vessel inspection reports,
chemical inspection reports on boilers, insaection
cert1ficates, reports on shutdowns, lubrication
schedules and inssecticn records, sarinkler test

reports, fire extinguisher test reports, and related

records.

Repair Cards arnd Netices

Cards used by shop employees to identify, account
for, and control eguipment received for repair,

fop. 6 - 12

FILES 2R3

Destroy on expiration of tne puaranty
or warranty. :

Transfer with the ecuioment or destroy
on final disposition of the eouioment.

Destroy wien superseded or casolete.

COFF annually. Desiroy wnen 3 years
old,

COFF annually. Destroy wnen 3 years
old.

Destroy on pickus or return of
ecuioment.

44C40

44C45

44C50

44C60

44C55

44C65



630-2

631

631-1

831-2

631-3

632

Taps used as notification of the conduct of
maintencance and repair operatlehs, such as
completed danper tags, open valve taps and followup
forms, ard comparable documents.

Craft Records

Craft reguirement booys. Documents accumulatec 1n
ceveiopirg and submitting workforce account staff-
hour reguirements for tour and watch assigrment,
maintenarce and operation, preventive maintenance,
repalr and improvement, and service calls. These
gocuments are maintained in looseteat notebooks,

Tour and watch assignments. Documents reflecting
tours of duty and watch assigrments for craft
personrel, aloeng with descripiions of the work
reauired and the time 1t 1s to be dove.

Craft productive staff-hour summaries. Daily,
monthy, or other periodic summaries of productive
staff-hours programed and expended.

Envirorsental Condition Doerating Records

Documents usec to record daily cperaiting data
relative to heating, air conditioning and
refridgeration systems, such as Hydrothermic Data
Sheets,

fop. 6 - 13

LES 283

Xy
o)

Destroy on compietion of work. 44C70

Destroy when suoerseded or onsolete.  44C5

Destroy wnen superseced or obsolete. 44C10

COFF anrually. Destroy when 2 years 44C15
old.

COFF annually. Destroy wnen 1 year  44C85
olo. Serected reference cobies may be
retained for as long as veedes to

arovide a record of operating

concillons.



833

634

636

636-1

Frant Doeration Loos

Logs used to record eauipment caeration and
cordition, action taken, and occurrences during the
shift.

Heatiro and Air-conditioning Scheduies

Schedules and other records relating to coerating
heating and air-conditiomng olants.

Water Treatment Files

Documents accumslated in arranping for or conducting
tests and treatment of water used for boiiers and
other mechanical ecuipment, exclusive of official
contract files creafed as a result of the commercial
procurenent of such services. Included are
questionnaire forws, testing :rstructions, test
results and records, and related records.

Testing 1nstructions.

Other records.

Vertical Transuortation Files

Documerts related to the oneration of elevators,
escalators, and dumowaiters

Authorizations to operate elevavors.

fpo, b - 14

Destroy 3 years atier log book or sneet
15 filten, or on disoosition of the
equiovent.,

Destroy wien suoerseded or o3solete.

Destroy when superseded or cbsolete.

COFF annually, Dastroy wnen 5 years
oid.

Destroy when supersegec or oasolete,

44C75

44C80

44C115a

44C115b

44Bla



636-3

636-4

637

&38

Traffic survey vata, schedules, and related recorcs
created in geveloping, maintairarg, ang revising
schepuies for the operation of elevators and
escalators.

a. Schedules.

b. Other records.

Inspection and waintenance files,

a. Certificaies of insoection,

b. PAckrowieogrent of inspection.

t. Schecules, reports, and cther records.

Data cards used to record icentification, location,
oberation, repair, and alteration data periinent to
each elevator,

Lighting Files

Reports of lighting surveys that did not result 1in
preparation of an order for, or instailation of, new
or altered lighting; logs recording burnouts and
replacementsy and related records.

Utility Consumotion Records

Roa, & - 13

Desiroy when superseced or odsolete.

COFF annually., Destroy when 2 years
old.

Deszroy when soaces thereon are filled
or when a vew form 1s reouired due io
wear.

Desircy on recerot of newt inspection
acknowlednmens,

COFF anually. Destroy when 2 years
old,

Destroy on replacement or removal of
the elevator.

COFF annually.
oid,

Desiray wien ! y=ar

44B1b(1)

44B1b(2)

44B1c (1)

44B1c(2)

44B1c(3)

44B1d

44C95
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Documents accumuiated 1n recorcinp, aralyzifg, COFF anmually. Destroy when 3 years 44C100
certifying d1lls for, and otherwise taking action on old.

matters concerned with, the comsumotion of utilaty

services, Included are cooes of bills and

cert1ficationsy records of utility consumption:

submeter readinps; demant and cost figures)

cormuniications about comsumption, service, and

meters; anc related recordsy but not payment cooies

of bils,

Key Rccountapility Files

Files relating cgountabilaty for keys issued.

Destroy 3 years after turn-in of key.
885 18, 1tem 17a)

639-1 For areas under manimum security,

6353-

o

For other areas. Destroy & months afier tur
{BaS 18, 1tem 17D)

COMMUNICAT IONS
Directory Service Files
Correspdtesace, forms, and other vecords reiating o COFF affer issuance of listing.
the comoilation ofdayrectory listinps, Destroy when 2 montns olo.  1BRS 1Y,

itep 3)

641 Communication_Correspondence, Reports, and feferen
Files

E4i-1 Correspondence and relaved records periaining to LOFF annually. Dessroy w
wnternal aomirastration ang operation, ola. (GRS 12, 1tem ga)

fop, B - 16
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642
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Telecommumications ceneral files includivg pians, COFF anrually. Destroy when 3 vear
reports, and other retords seriaining io equipment old. (GRS 12, 1tem 20)
requests, telephone service, ang i1ke matters,

glecommmeations statistical resorts including COFr annually, Destroy wnen 1 year
clg. (bR5 12, 1tem Zo)

f vouchers, bitls, involces, COFF anrwaliy. Destroy when ! year
olg, (BARS 12, 1tem ed(i))

a, HReference copie
ang related records,

10f1, CRance. Destroy | year after audit or when 3
years olg, whichever 15 sooner. (GRS
12, 1tem 2a{2)}

b, Recorcs relating to instail
removal, anc servicing of enulpmen’

Destroy 2 years after expiration or
canceliation of agreement. (GRS {2
1tem 2e)

Copres of agreements with backoround cata and Wher
records relating to agreements for
telecomunications services,

Telecommunications Jaerational Files

wally. [Destroy wien &

-

5 12, item 3a)

Message registers, logs. gerformance resoris, daily COFF semian
ibag reports, and slmiiar records. months olg.

Conies of wncomng and oripinal coples of oubgoing COFF every 2 monchs,
messages, 1nciuging SF 14, Teiepradhic Hessage, morths old.

Fachine copies (hard comies), niscs, and taoes of Desiroy after transmssion. (GRS )
outpgoiny messages, item 3o

Fap. & - 17



FILES 203

B43 Teiephone Sumraries

B4 Syrmaries of long cistance telephore report used to Destroy after tne close of tne fiscal
ingicate authorizeg Use ol teressexe-ganyipe as well year 1n which auoited. {BRS i, item
as to audit expense voucners. 4)

B43-2 Teleohore call cata maintained by indivicual offices Destroy after verafication of calis 9B40c
to document orior asroval for official long disvance asproved or made.

telephorne calls.

SECURITY AND PROTECTIVE SERVICES

Securiiy and Protective Services Roministrative
dence Files

Correspordence files relating to administration and ™ v _Destroy wnen 2 years
operation of the facilities security and orotective oio. (GRS 1B, 1ten 9

SBrvices programs vot covered elsewnere in tnis
sect1oh.

645 frcident and Fire Prevention Promotion Files

645-1 Documents accumulated as a result of conductine or COFF arnuaily. Desvroy when 2 years 44G25
participating 1% contests or other incentive-tyge olc.

activaties designed to promote accident and fire
prevention proprams, Included are notices; activity
reoorts; award notices and reoorts; and related
records.

Survey and Insoection Fiies

Government—owred facilities. Repor Sglovevs ang COFF annua.ly, Destroy wien 3 years
1nspections of Government-cwned facilivies conoucted or unoy discontinuance of

to ensure adequacy of orotective and preventive faciity, whiv
measures taken apainst hazarcs of fire, expicsion, 18, item 1@

B4G-1

(3RS

Rop, 6 - 18



and accigents, and to safepuara information ard
facilities against sabotape and unautnorizeo entry.

646-2 Privateiy-owhsd facilities. feporis of surveys ant
wnsoections of prixgiely owneg facilities assigned
security coghizance byNQuernment agercies, and
related papers.

£47 investipative Files

Investipative files accumuiating from 1nvestipations

of fires, explosions, and accidents, consisting of
retained copies of reports and related papers wnen
the orimnal reports are submiiteo for review aneg
filing in ciner agencies or organizational elements,
and reports and related papers concerning
occurrences of such a mrnor nature tnat they are
settled localiy without referral to other
orparizational elements.

648 Physical Security Devices Files

Documents develoned or received pertaiming to
tangiote ohysical devices in use, plannes or
oronosed for tne protection of Feperal real and
personal orpoerty. EXCLUDED are documents reiating
to soecial storace systems for important accessiored
ard historical records. {(See item 1442-1.)

Credentials Files

643-1 jdent1fication credentials including cards,
photographs, and orogerty, visitors passes, and

other i1dentification credentials.

fipn, & - 19

LES 293

T
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COFF armually. Desiroy when 4 years
old or when sEcurlty copmizance 1s
termratec, whichever 1s sooner, (GRS
18, 1tem 11}

OFF anrwally. Desiroy when & years
oldN\JGRS 18, 1ten 12}

Destroy when supersecad or odsolete.

Destray credentials 3 montns after
FETURT office. (GRS i,
1ten 4a)

New



630

6361

636-2

631

6521

Receiots, indices, listings, ane accountable
records,

Vigitor Control Files

For other avreas.

Property Pass Files

Property pass files, autnorizing removal of prosert
or matertials.

folice Functions Files

Files relating to ewercising of nolice functions.

Lecger recorcs of arrest, cars ticketes, and outsice
police contacts.

Reports, statewents of witvesses, warninp notices,
ant ofher case oapers relating to arrest,
cormriments, and traffic violations,

Rop. 6 - 2@

FILES 203

Destroy after ail listed crerertials
are accounted for. (GRS {f, ttem 42)

(A1)

Destroy 5 years after final entry or
years after cate of document, as
aoproariate. (GRS 18, item 18a)

2%

Destroy 2 years after final entry or
years after ocate of oocument, as
aporopriate. (GRS 18, ifew 18p)

Destroy 3 morens after exoiration or
revocation. (GRS 18, 1tem 13)

Destroy 3 years aft
(GRS 18, item 15a)

\ final entry,

COFF annually. Destroy wnen
olo., {BRS 18, 1iem 15m)

N



Reoorts ori contact of cugsioe police with bmilding COFF annualiy. Destroy wnen 1 year
occupants, oid. (GRS {8, 1tem {3c}

832  Lost and™S ynd F1les
Files relating to accountal™wagy for oersonal
oroperty lost or stolen,
633-1 tedger files. Destroy 3 years afier final enfry,
]G 18, item 16a)
£33-2 Reports, iloss statements, receipts ard cther paoers COFF annually, when 1 year
relating to lost and founo articles. old. (GRS 18, i1iem 1&b)
GUARD SERVICE
£54 Special Orcers
Documents created in 1ssulng soecial instructions Destroy when superseded or oosclete. L4F5
and guigance coverning guard action. Inciuded are
soecial orders, standing oderating procedures, ang
related papers.
835 Emernency Action Files

Copies of drawings, layouis, and siumilar documents Destroy when superseded, oosolete, or 44F20
depicting switches, valves, or points that require no lonper neeced.

attention in case of, ang other documents

prescribang or contralling action to be taken in

ENerQENC1ES.

fop. & - 21



696-¢

837

£37-1

657-2

637-3

637-4

€58

658~1

Guard Assianment Fiies

Fites relating o puard assipnments and strength,

L)\Jger records.

Requests, aMdglyses, reports, change notices, and
other papers ralating to post assigrments and
strength requirengnts.

Guard Service Control Fi1des

Control center key or code recorss, emerpency call
cards, building records, and empiodhee identification
cards.

Round reports, service reoorts on interruotidks and
tests, and punch cleck dial sheets,

Automatic mactine patrol charts and reoisters of
pairol and alarm services.

Arns distribution sheets, cnarge records, and
receipts.

Guard Lons and Repisiers

Guards logs and registers rot covered elsewhere in
this schedule,

Central guarg office master lcgs.

Apn. 6 - 22

FILES 283

Destroy 3 years afier firal entry.
(GRS 18, item i4a)

COFF anrwally. Destroy when 2 years
cld. (GRS 18, item 14m)

Destroy wnen suserseced or cdsolete,
(GRS 18, 1tem Z0a)

COFF arnually. Destroy wnew 1 year
old. {BRY 18, item 2@b)

COFF annually. Destroy when 1 year
te. (GRS 18, 1iitem 20c)

Destro\g montns after return of arms.
(GRS 18, Nen 20c)

Destroy 2 yezars after final entry,
{BRS 18, 1tem cla)



659

633-1

659-2

660-693

Individual puarc post loos of occurrences entered 1n Destroy 1 vear after final entry, (GRS
master logs. 18, 1vem 21p)

Check F1ies

Files relating to oerioo
checks.

uard force faciiaty

Data sheets, door siip summaries, cneck sheets,
puarc reports on security violations (excepi copies
i fiies of agency security offices.

COFF annually. Destroy wnen | year
olo. (GRS 18, :tem 19a)

Reports of routine after-hours security checks which Destroy when | montmgld.
do not reflect security vinlatiors or for wnich tne 1ten 19b)
information contained therein 1s cocumented in the

files in 1tem 314 of this schedule.

(BRS 18,

Reserveg

fiop. 6 - 23



ITEN
NUMBERS

Ta1

701-1

e

APPENDIX 7

LE

T
]
L2 p]

TRAVEL AND TRANSPORTATION

ESCRIFTION OF RECORDS

TRAVEL

Gerneral Travel ano Transportation Files

Corresoondence and reiated recorcs maintained oy NRB
pertaining to agency travel and transoortation
functions. Includes apencywifie policy and guidance
concernning travel, relocation, passports, Liticors
Diners Ciub Frogram, Government Travel Reouests
{GTRs), Dovermment Travel Sysiem (BTS), fravel
olans, and travel reports.

Documents maxntaxned by 1ndxv1dual offices
CONCErnINng arrangerents, res

normally filed in the suspense file. Establxsn CasE
fiies for travelers 1f volume warrarnts,

Passport Controls

Documents accumulated by tne officially pesignated
tustocian wn obtaining are controlliing official
passports and visas for NARA employees. Included
are recuests for passports, receipts, master
register, and related records.

fop. 7-1

These records relate to the movement of poocs and persons under Governmert orcers, and to the
managemsrd, maintenance, and oseration of motor vehicles used by NARA.

RUTHORIZED DISPOSITION

COFF arnualiy. Destroy wnen 5 years
old.

COFF annuallv, Destroy wnen 2 years
oto. (GRS 23, 1tem 1)

ca3

CROSS-OVER
FROM GSA HB

New



FiLEg 203

T@z-1 master register. COFF anrwally. Destroy wnen 1@ years 19D15a
olo.
702-¢ Other oocuments. Destroy wnen related 0assoore 1S 19D15b
returned to tne Departnent of State.
703 passenper_Transportation F1es
Memorandum cooies of SF 1113A, Public Voucher for
Transportation Cnarges, menorandun comes of SF
1169, U.5. Bovernmert Transportat1on Reguest
Memorardun, travel autnorizat1ons, transoortat ton
request registers, and all supporting Dapers.
= Iscwnn pffice memorandun Copy. COFF annually. Destroy wnen 3 years
Tt ERE- St an-dal.
7832 Oblipation copy. cep i1tem 415, Obligation Fiies, for New
disaosition instructions.
el e waesg ticket recenofion forms, such as gF {178, Destroy wnen no lonper neeged for
et ve— a2 aren 3¢
704 Pasggr_ﬁgerjembursement Files
Records relating to relmbursing individuals, such as
travel crders, per dien vouchers, transsortation
reguests, hotel reservat1ons, and all supporting
papers documernt 1ng official travel oy effices.
employees, dependents, or otners authorizeo by law
to travel.
YR Zeavaladmmckrative office files. COFF annuaiiv, Destroy wnen 3 years
T —iORG-S—rhes-bal

fpo, 7 - &



T04-2

705-4

705-3

fintigation cooies,

SHIPPING

Records relafing to freight consisting of exoort
ert1ficates, vransii certificates, demurrage care

and demurrapNresorts, and all suaporting documents:
angd 1ncluding raxgras relating to the snioment of
nousehold gooos.

Issuing of fice memorandum cop™s other than tnose
identified in 703-4

All other comes.

Registers and control records other than tnose
1wentified 1n 785-4

fecords, incinding vepisiers and control records, on
internatioral shioments of househeld poods moved by
freight forwarcers,

Lost or damaged shioments files thal inciude
schegules of valuabies shipped, correspondence,
memoranda, resoris, and other records relating %o
the agmimistration of the Government Losses 1n
Shioment fAct.

flap. 7 -3

FILES 283

See item 415, Ooligavion Fiies, for New
o1snos1tion instructions,

Destray 3 years after fhe perieg of tne
accourt. (GRS 9, 1fem la)

1

COFF arnrmally. Destroy when @ year
olo. {BR5 3. 1tew 1D)

arrwally, Destroy when 3 years
(6RS 3, 1ten 1)

Destroy 6 yEXg after the oericd of the
account. (&RS 1ten 1d)

COFF annually. Destroy wien
olc. {BRS 9, item 2)



%7

T07-1

7-2

788

709

712

MOTOR VEHICLE

Motor Vehicle Correspondence Files

Correspordence 1r the ooerating umit ressonsibie for
mainterance and operation of motor vehicles not
herwise covered in this asoendix,

Motor VeNcie Operating and Maintenance Files

inciucang those resating to pas
disaatching, and scheduling.

Onerating recoro
and 011 consusption)

Maintenance recoros, 1nciuc those relating to

service and repair.

Motor Vehicle Dost Files

Motor vehicle ledger and work sneets providing
and expense data.

Motor Vehicie Report Files

Aegorts on motor vehicles {other than accicent,
operating and waintenance reosorts).

Motor _Vehicle Accidenzs Files

fecords relating to motor vehicle accidents,
waintaired by transportation offices.

Apo, 7 - 4

COFF anrwalily. Destroy wien £ years
old, (GRS 18, item i)

COFF every 3 months., Destroy when 3
months old. (BRS 1@, 1tem 2a)

COFF annually. Destroy when 1 year
otd. (GRS 18, 1tem 23}

Destroy 3 years after discontinuance of
legger or cate of work sheet, (GRS
18, 1tem 3)

Destroy 3 yagrs after date of report.
(GRS 1@, 1item

Flace 1n 1nactive file after ¢
c:osec. COFF inacvive files anru
Destroy when 6 years old, (GRS {8,
1ten 3)



Motor Vehicle Reiease Files

glating to transfer, sale, domation or Destroy 4 years after vehicle ieaves
erxchange of vwé agency custody. (6RS 1@, item 6)

Tig Motor Vehicie Doeration Flles

flecords relating to indivicual empioyee overations
of boverrment-owned vehicles, 1nciuoing driver enp!
tests, autnorization to use, safe driving awards, authorizaty
and related correspondence, owned vehrcles, Wil
{ERS 1@, 1tem 7}

Jestroy 3 years after separation of
s or 3 years after recision of
g coerate Government-
VEPr 15 SOONEr.

Opg, 7-3



RPFENDIX 882

ADP AND WORD PROCESSING

FILES 223

These files relate to the study, selection, use, and management control of automated data
processing (ADP) and office automation (0A) systems, equipment and operations, including files
relating to the management and control of computer facility operations.

Excluded from fippendix 880 are documentation, source documents, processing files, and output
products {1.e., reports, printouts, microforms, and similar hard copy output) for automated
These records are described with the related functional files. For example, the

NARS-5 System 15 described in RAppendix 1388.

systeus.

CATEBORY
NUMBER

go1

aee

8az~1

DESCRIPTION OF RECORDS

ADP/0A_BENERAL CORRESPONDENCE

Correspondence and memoranda relating to the routine
administration of ADP and/or OR activities.

ADP_INFORMATION MANAGEMENT SYSTEMS FEASIBILITY
STUDIES

Records accumulated as a result of studies conducted
to determine the feasibility of installing ADP and
word processing technology or equipment assorciated
with information managesent systems. Included are
prelimnary studies, cost and benefit amalysis, and
efficiency projections of the proposed system.

When study results in an acquisition.

App, 820 - 1

CROSS~OVER
AUTHORIZED DISPOSITION FROM GSA HB

All items are
new.

COFF annually. Destroy when 2 years
old.

COFF upon completion of study and
malntain with related acquisition file,
1tem 804,



803-1

¥hen study does not result 1n an acouisition.

PLANNING_AND SYSTEM DEVELOPNENT FILES

Documents relating to the development of plans,
policies, and procedures for agency and office
automated data processing systems (ADPS) and office
automation systems (DAS) and progams; conversion to
ADPS/0AS; and supervision thereof. Included are
strategic plans (e.g. 5 year ADP/OA Plan),
feasibility studies, requirement analyses, cost and
berefit studies, coordinating documents, approvals,
disapprovals, charts, diagrams, and simlar
document s.

Files maintained by Program Policy and Evaluation
Division {NAR). frranged by subject. Ann. acc.: 1
cu. ft. Current vol.: less than i cu. ft.

Records maintained by other offices.

a. d-year plan submission.

b. Other records relating to studies.

ADP/0A_EGUIPHENT ACGUISITION CASE FILES

Documents related to the imitial planning,
selection, evaluation, procurement, and installation
of ADP/OA equipment, and other necessary eguipment.
Included are feasibility studies, requirement
analyses, intitial system designs, specifications

fpp. 808 - 2

FILES 203

Place 1n 1nactive file upon completion
of the study. COFF 1nactive files
annually. Destroy when 5 years old.

PERMANENT. COFF annually., Offer to
NARA 1n S-year blocks when 5 years old.

COFF annually. Destroy when 2 years
oid.

COFF at end of study. Destroy when 2
years old.



FILES 283

and reviews of system, vendor's proposals and
evaluations, 1mplementation reviews and performance
evaluations, benchmark outputs and related papers.

fi1les maintained by NAR for transactions of COFF annually following final payment,
hold | year, and retire to FRC.
ears and 3 months after

final payment, (GRS 3,

files maintained by NRA for transactions of COFF annually after final payment.
$10, 080 or less. Destroy 3 years after final paywent.
(GRS 3, 1
804-3 Copies of reguisitions and supporting decumentation COFF annually. Destroy when 2 years
maintained by other offices. old.
805 ADP_TEST FILES

Documents relating to testing ADP equipment, data
processing methods and procedures, ard trial
application of current or proposed data processing
systems. Included are test requests, approval or
disapprovals, test reports, and test related

comiunicat 1ons.
825-1 Records accumulated by final approving office. COFF annually. Destroy when 3 years
old.
8@5-2 Other offices. COFF annually. Destroy when 2 years
old.

fipp. 820G - 3



826-1

8@6-2

ae6-3

aar

Bed

ADP MANAGEMENT REPORTING FILES

Documents containing manapement data costs,
equipment, staffing, workload capacities, RDP
efficiency rates, and decuments used to evaluate
rental, purchases, operation, and maintenance costs.
Included are reports, briefs, and related
information.

Final report maintained by NAR,

Feeder reports maintained by NAR.

Documents maintained by other offices.

ADP_SOFTWARE CENTRAL REFERENCE FILES

Documents accumulated as a result of the acquisition
of ADP software for non-business types of
applications which are maintaired by NARA as a
reference source. Included are copies of
feasibility and applications studies, system
speci1fications, procurement proposals, and

related information,

ADP_EBUIPHMENT AND 0A INVENTORY FILES

Reports or inventory listings of NARA's ADP and
office automation equipment,

App. 800 - 4

FILES 283

COFF annually, hold 3 years, and retire
to FRC. Destroy when 1@ years old.

COFF annually. Destroy when 2 years
old.

COFF annually. Destroy when 2 years
old.

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

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



ae9

810

811

FILES 203

Documents relating to the i1dentification and Destroy when superseded, obselete, or
assessments of risks, provision for contingencies when rio longer reeded for reference.
and survivability, and certification of sensitive

infornation systems. Included are correspondence,

reports, memoranda and other related documents.

DATA_PROCESSING REGISTER AND SCHEDULES FILES

Docuvents used to record approved jobs, including COFF after completion of related job.
Job numbers, reguesting office, job description, Destroy ore year after COFF.

date received, and date due. Also included are

documents that indicate available machine and

personnel time, job requirements, priorities, and

time-phasing information on 1ndividual approved

Jobs. Ircluded are repisters, schedules, and

directly related documents.

ADP_TRAINING FILES

Documents created 1n the coordination and Destroy wnen superseded, cancelled, or
developnent of training programs in ADP subject when no longer needed for reference,
areas. Included are training texts, trainming

agreements with other Federal apgercies, and related

records, excluding files relating to the development

of films.

Aop. 630 - 5



APPENDIX 9
LEGISLATIVE AND CONSRESSIONAL RELATIONS
These records relate to deveioning and presenting NARA's iepislative propram o Corgress, screeminp

and researching dills of interest to NARA, and oral and written communications with Members of
conpress ang congressional commiftees.

ITEN CROSS-OVER
AUMBERS DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION FROM GSA HB
LEGISLATION
e Prmual Lecisiation Prooram Files
Docurents created 1n submitting to tne Office of PERMANENT, COFF annuwally, hold 4 20C15
wgw“ \hmxmggaggqggﬁ_ggg_ﬁudueﬁrNQRﬂ’s aroposed iepistative years, and retire vo FRC. Offer to
(o grogram, These files are mairtained by the office NARA 1n S-year blocks wnen 13 years
responsible for tracking NARA's lepisiative propram. ole,

Files are arranged coronoloplcally. FAnnual acc.:
less than 1 cu, fi.

922 Leoislation Case Files

Lase files created 1n the presaration, processing,

ard tracking of lepisiation proooses by or of

interest to NARA.  Included are dravis of bilis,

corresocvdence with OMB and the relevant committees,

testimony, committee reports, transcripts of

hearings, materiais relating fo the preparation of

nearings, and periofic status reoorts. These files

are maintaired by the office responsible for -
tracling ¥ARA's lemislative orogram.

9az-1 Lace files reiatine to lepistation oroposed oy MARA, PERYANENT. COrF at the end of each 20C5
files are arrangec aipnasetically vy subjert and Congress, hold 4 years, and retire io

fipn. 9 -1



FILES ¢23

thereunder numerically by oili number, Annual FRC, Offer to NARA when 13 years ol s
accew. ¢ less tnan 1 cu. ft. xn‘i—year nlocks.

5@z-2 Case files relating to lecisiation prooosed by obner CO-F at the end of each Corpress. 20C10a
agencies. Destroy when 2 years oud.

503 Lenisiation Traching Files
Tracking sheets and reocrts on the content and COFF at enc of eacn session. Destroy New
status of proposed iepislation. Documents are when 1 year olo.

arranged oy bili mmber; t.e., Senate Bili, House
Bill, Draft Ball,

G4 Difice Lepislative Files
Fi1les accumulated by incividual offices 1n drafting COFF at the end of each Congress. 9C1h
o commenting on proposed legisiation. Destroy when 2 years old.
CONGRESSIONAL COMMUNICATIONS
925 Test1mony
Cnronological file of festimovies befare FERMANENT, COFF at the end of each New
congressional committees relating to oversisht Corgress, 70lG 4 years, and retire to
activities, 1mvestigations, and confirmation FRC. Offer to NARQ 1n&-year tlocks
hearinps. Includec are testimomies, transcrints, when 13 years oic.

and papers on tne selection of witnesses to testify
before congressional commruiees. (Excluced are
testimonies relating to saecific lemislation which
are filed unoer item 984-1.,) These files are
maintained by the office resoonsible for momitoring
NARA's congressiornal activities. Files are arranced
by date of testimony. Pnnual acc.: less than 1 cu.
ft.

fop. 9-¢



5e6

996-1

326-¢

3g6-3

7

328-393

Conaressional Correspongence

Lonies of incomrng and outgoing congressional PERMANENT, COFF annually. Offer $o
correspondence of a substantive nature. Inguiries NARA 1n ’Fyear oiocks when 15 years
are originated by Mewoers of Conpgress and pertain to old. 4

substantive policy 1ssues anc prooram functions
1.e., plans, objectives, or resoonsibilities. These
files are maintained by the office with primary
responsibility for controlling this fype of
conpressional correspordence, Files are arranped
cnrarologically. Annual acc.: less than 1 cu.

ft.
Cooies of incoming and outgoing congressional COFF arnually. Destroy when 2 years
corresponcence of a routine nature.  Inouiries are old.

originated by congressmen or constituents concerning

recuests for refererce services, teneral information

adout NARA exhibits, etc. These files are

maintained by the office with orimary responsiniaity

for controllivg this type of congressicnal

COrresnoncence. \

o
f . ; :

Record copy of incoming and outgoing correspondences File witn related functioral Tile,

anc related backoround materials maintained by the

office responsidble for oreparivg and coordinating

the response.

Connressional Contacis Files

fiegorts and memoranda documenting conversations with COFF anmually. Desiroy wien 3 years
Members of Congress and their staffs. olo.

Aog. 9 -3

9Dp1

New

New



17EM
NUMBERS

101

18@1-1

1G@1-2

FILES 283
RPPENDIX 10

PUBLIC INFORMATION

These records relate to ceveloping, coordiraiing, ard cisseminating information to the media
and tne public about NARA orcgrams and policies. Also included are records relating to the
admnistration of the Freedom of Information Act (FOIR) and the Praivacy Act. Instructions
for maintaining FOIR reouests for administrative records are contained in this aopendix.
Reouests relating to accessioned recores are maintained according to instructions contained
1n Aooendix 14,

DESCRIFTION OF RECORDS AUTHORIZED DISAOSITION

PUBLIC RELATIONS

Speech Files

Soeeches, addresses, and comments. Remarks made
at formal ceremomes ard during interviews by the
frchivast and Deputy frchivist, or by persons
officially desipnated fo reoresent them, concerning
NARA programs. The saeecnes and addresses may be
oresented to executives of other Federal atencies,
representatives of State anc local governwents, or
private grouns, such as coliece and university
students, business associations, and cultural news
media commentators. The format selected may be
paper, audio or video taoe, or motion picture film.

Record copy maintained by the Uffice of the for cisposition instructions, see

Archivast. iten 128,

Other copies. Destroy when ro lonper needed for
reference.

Apo. 18-1

CROSS-OVER

FROM GSA HB

20A10

New



1@ee

10ec-1

1g@2-¢

1802-3

iee3

News Releases

Records created by the releasing offices
coordinatirg with and oisseminatirg 1nformation to
any public commurications media. Included are
crafts, clearance actions, copies of the formal
newé}eleases or radio spots, and related records.

Record copies of news releases or radio spots.

a. Textual records arranged chronciogically by date
of event. Arn. acc.: 1 cu. ft. Current vol.: 4
cu. ft.

b. Audicvisual records. c
Ortdmal an one Juéb/”‘/ of

edch dvdio tipe vsed §o7 yadro or

Other‘gomesg.p” £,

gther records.

Press clippinos from magazires and newspapers
pertaiming to the Archives and 1ts holdinps.
Included are coples and originals of press clipmings
and related records. Arranped chronologicaily.

firm. acc.: less tnan 1 cu. ft.

fioo. 1d-¢

FERMANENT. COFF annually. Hold S
years and retire to FRC, Gffer to NARA
1n S-year blocks when 22 years old.

4885 1h b

LERM BN ExT7 Thinsber
soubmTt—9F Tt —tSeeGRESoi- .
to Che Nalivnd/ /576/7/ ves

when T yeprs old,

Destroy wnen no lonper needed for
reference purposes.

COFF arnuatly. Destroy when 3 years
old.

PERMANENT. COFF anruaily. Hold &
years and retire to FRC. Offer to NARA
1n S-year blecks when 2@ years old.

20Ala(1)

New

20Ala(2)

72C30



FILES @3

10Q4 Bicoraphies

Biographical sketches, photonranhs, and related
documents concerning leaoing NARA persenalities and
non-NARR personalities of significance to NARA.

10@4-1 Record set maintained by NSI. Arranged by person’s PERMANENT, Place 1n 1nactive fite when
rame, Current vol.: less than 1 cu. fi. superseded or oosolete. Offer to NARA
in 3-year blocks when 28 years olc.

1004-2 fil other copies. Destroy when no lonper reedec.

INFORMATION  SERVICES

Informat1on Prolect Files

Information service project case files maintain Place 1n 1nactive flfe uooh comoletion
formally designated information offices. of project. Destroy
when 1 year old. {GRS 14, 1iem

Conmendation/Comnlaint Correspondence

Anonymous letters, letters o 1on, CO:F every 3 months. Destroy when 3
complaint, criticism and sugsestion, and reo months old. (GRS 14, 1tem 7}
thereto, exciuding those on the basis of which
investipations were mace or admmstrative action
takers and those incorporated into individual
DErsONNes PECords.

T —————__Informat1on_Recuest Files

Renuests for information and copies of replies 3 months old or woen no
thereto, 1nmvolving no admnistrative actions, ro longer needed, whicheve

fop. 18-3

204 25a

204 > 54~



olicy cecisions, and no special compilations or (GRS 14, 1item 3)
research-and requests for and transmittals of
publications, 9 aohs, ang other informational

laterature.

10@a Ackrowledoenent File
ficknowledgement and transmitals of inauiries and Destroy 3 months after acknowlelr
requests that have heen referved elsewhere for ard referral. (BRS 14, 1tem 4}
renly.

FREEDOM OF INFORMATION ACT (FOIR)

FOIA Reauests Files

Files created 1n reuonseko recuests for information

copy thereof. Fo
records see ltem 1422
Reguest F1les.

1029-1 Corresaondence and supoorting documen
the official file copy of the records reg
filed herein),

a. branting access to all tae requested records.

b. fesponcing to reguests for nonexistent records:
to reguestors who provide inadecuate descriotions;
and to those who fail to pay aoency reoroduction
fees.

Aop. 13-4



10@3-2

UL

(1) Reouest not appealed.

{2} Reouest appealec.

c. Denying achess to all or part of the records
requested.

{1} FRecuest not aodgaled.

(¢} Reouest appealed.

Official file copy of reguested records.

FOIR fAspeals Files

Files created in respording to aoministrative
anpeals under the FOIA for release of information
denied by the apency, consisting of the aopellant's
letter, a copy of the reply thereto, and related
supporting documents, which may inciuce the official
file copy of records under appeai or copy thereof.

App. 1B-5

FILZS 203

Destroy 2 years after pate of reoiy.
{6RS 14, item iEa(2)(a))

Destroy as authorized under Item 1818,
FOIA Aopeals Files, GRS 14, item
16a{e) (b))

Destroy 3 years after date of renly.
(GRS 14, 1tem 1Ba(3){(a}}

Destroy as authorized ltem 1034, FUOIA
Aopeais Files. (GRS 14, 1tem
16a{3) (1)}

Dispose of 1in accordance with apporoved
disposition insiruction for the related
records, or with the related FOIR
request, wnichever 1s later. (GRS 14,
1ten 16b)




iaie-¢

1a11

1011-1

ta1i-¢

18ie

1812-1

the file copy of the records under appeal 1f filed
herein).

X{1c1ai file copy of records under appeal.

FOIA Control Fiies

Files maintained for contrd purooses 1h responding
to requests, 1ncluding remisikrs and similar records
listing date, nature, and puroode of recuest and
name and address of reguestor.

Registers or Listing.

Other files.

FOIA Reports Files

Recurring reports and ore-time information
requirements relating to the ageacy implementation
of the Freedom of Information Act (FOIR), inciuding
armual recorts to tne Congress.

NARA's annual report.

fpp. 10-6

FILES 283

Destroy 4 years after final
determination by apency or 3 years
after final adjudication by courts
whichever 1s later. (GRS 14, 1tem 17a)

Dispose of in accordance with aporoved
disoosition instructions for the
related record, or with the related
FOIR reguests, whichever 1s later.
(BRS 14, 1tem 17h)

COFF annuaily, Destroy 5 years afier
pate of last entry. (GRS 14, 1tem 18a)

Destroy 5 years after final action by

the agency or after final adjudication

by courts, whichever 1s later. (GRS
1tem 181)

DERMANENT. COFF annually. Offse to
NARA when 15 years old. (GRS 14,
13a)



FILES 203

o-2 Feeder and other reports. Destroy when 2 years old or sooner 1f
v ionger needed for admnistrative
use, (GRS 14, item 19b)

16813 FOIA Administrative Files

COFF annually. Destroy wnern 2 years
of the A, 1ncludirg notices, memoranda, routine old or sooner 1f no longer nesded for
correspondexge, and related records. admimistrative use. (GRS 14, item 2@)

PRIVACY ACT

1814 Privacy Act Aeouests File

Files created in response to reaussts from
individuals to gain access to theirecords or to

all related supporting documents, which may 1
the official file copy of the records reguested
cooy thereof.

1814~1 Correspondence and supporting documents (EXCLUDING

the official file copy of the records requested 1f
filed herein},

Destroy when 2 years
bem caall))

a. Branting access to all the requested records. COFF annuall}
old. (GRS 14,

b. HResponding to reguests for nonexistent records;
to requestors who provide inadeguate descriptions;
ard to those who fail to pay agency reproduction
fees.

fop. 18-7



{1) Reguests not appealec.

} Reguests aopealed.

c. Denying access to all or part of the recorcs
requested.

{1) Reguests not apedaled.

{2) Reguests apoealed.

1814-2 0fficial fiie copy of requested records.

1215 Privacy Act Amencrent Case Files

Fiies relating to an 1ndividual's request to amend a
record oertaiming to the individual as proviced for

under 9 U.8.C, 952a{d) {2); to the indivicual's

request for a review of an agency's refusal of the
1ngividual’s request to amernd a record as provided

for under 552a(d){3); and to any cival action
brought by the individual acainst the refusing
ajency as provided under 5 U.5.C., S52afg).

fpp. 10-8

FILES 203

COFF arnually. Destroy when 2 years
old. (G35 14, 1tem 23a(2){a))

Destroy as authorized under Item 1815,
Privacy Act Anerdment Case Files, (GRS
14y 1tem 23a(2) (b))

COFF annually. Destroy when 5 years
old. (GRS 14, 1tem 25{(3){a))

Destroy as authorized under Item 1815,
Frivacy Act Amendment Case files, (3RS
14, 1tem 23{3) (b))

Dispose of 1n accordance with aporoved
disposition instructions for the
related records, or with the related
Privacy Act reauest, whichever 1s
later. {BRS i4, 1tem 250)




1815-3

1016

117

Requests to amend agreed to by apency. Includes
indivaceal?’s recuests to amend andfor review refusal
to amend copies of apency’s repties thereto, and
related materials.

Reodests to anerd refused by apency. Includes
1ndivual's reguests to amend and to review refusal
to amend) copres of agency’s repiies thereto,
statement W§ disagreement, agency justification for
refusal to akend a recors, ard related materials.

fopealed reguests to amdyd. Inciudes all fiies
created 1n resoordidng toNgopeais under the Pravacy
fAict for refusal by any apenty to awend a record.

Privacy fct fAeccounting of Disclosure Fil

Files maintained under the provisions of § U.5.
332a(c) for an accurate accounting of the date,
nature, and purpose of each disclosure of a record
to any person or another agency, including forms for
showing the subject 1ndividual's name, reguestor’s
name and address, purpose ard date of disclosure,
and proof of subject individual’s consent when
applicaole,

Privacy Rct Control Files

Files maintained for control purposes in responging
to requests, 1ncluding registers and similar records

fipo. 12-9

Dispose of 1n accordance with the
aooroved disposition insiructions for
the reiated subject 1ncividual’s record
or 4 years after agency’s agreement io
amend, whichever is Iater. (GRS 14,
1tem 26a)

Dispose of in accordance with the
anproved dissosition 1nstractions for
the related subject individualls
record, 4 years after final
determination by apency, or 3 years
after final adjudication py courts,
whichever is later. (GRS 14, item 26b)

Dispose of 1n accordance with the
anproved disposition instructions for
related subject 1ngividual’s record or
3 years after final adjudication by
courts, whichever 1s later. (GRS 14,
1ten 2be)

Dispose of in accorcdance with the
aoproved disaosition instructions for
the related subject indivicduai’s
records, or 5 years after the
disclosure for which the accountabiiity
5 made, whichever 1s later. (GRS 14,




1817-1

1817-2

1018

1218-1

ip18-2

1819

igze-1899

listirg date, nature of repuest, and nave ang
address of reguestor.

RepiXer or listings.

gther files.

Drivacy Aot Reports Fiies

Recurring reporis and ore-tine inforkgtion
reguirenent relating to agency mplemeNation,
inciucing anrual reporis fo the Conpress x§ the

Urated States, the Office of Managemerd and\Judget,

ard the Report on New Systems.

NARA's annual repori.

ther reports,

Privacy Act General Admiristrative Files

Records relating to the gereral agency
wmniementation of the Privacy fAct, including
notices, meiorarda, routine correspondence, and
related records.

flop. 12-18

FILES 283

COFF annually., Destroy when 5 years
old. (GRS 14, 1tem 2Ba)

Destroy S years after firal action by
the agency or fival adjudication by
courts, whichever 1s later. (GRS 14,
item 28h)

PERMANENT, COFF anvwally, Offer to
NARA when {5 years old. (GRS i4, 1tem
xJal

COFF ardyally. Destroy when 2 years
old.  (GRN14, 1tem £3b)

COFF annually. Destroy Wgen 2 years
old or soorer 1f no longer Xeeded for
admmsirative yse. (SRS 14,




FILES 203
APPENDIX 11
LEBAL

These records relate to advice, assistance, and reoresentation provided by the iegal staff or lepal
matters affecting NARA's mission and program resnonsibilities.

I7EM CROSS-0OVER
NUMBERS DESCRIFTION OF RECORDS AUTHORIZED DISPOSITION FROM GSA HB
LEGAL SERVICES
1184 Geveral Legal Files
Corresporderce, memoranda, and documents marntained COfF anrmally, hole 3 years, ang retire 21A1
by NSL relating to ceneral lepal serivices not to FRC. Destroy when 6 years olc.

otherwise covered 1n inis aloendix.

1192 Personnei Action Lepal PAssistance Files
Docuients accumulated in rendering lepal assistance COFF anruaily. Destroy wner 5 years 21A70
to KARA officials on persomnel actions, advising clo.

enployees seeking redress of grievances or aopealing
alleged adverse personnel actions, representing NARA
in nearings on contested personnel actions, and
similar matters. Excluded are documents reiating to
legal proceedings in courts of law wnich are filed
with item 1183, Litipation Files,

financial Disclosure 8eoorts

11@3-1 Reports and related documents suomi y
incdividuals as required under the Ethics in
Bovernment Act of 1978 (P.L. 93-521)

fipp. i1 -1



1193-2

1124

FILES ¢03

Records 1nclucing Information Sheet-Financiai Destroy 1 year after nominee ceases to

closure Resort (SF 278R), for individuals filing be under consideration for aspointment;
accodmgnn to Section 2816 of the Act, and not EXCEPT that documents rneeded 1n an on-
subsequengly corfirmed by the U.S. Senate, going 1nvestipgation will be retained

until no longer needed 1n the
investigation. (GRS 1, 1tem 23a(1))

b. Ali other recorcs 1
Report (GF 278).

Juding Financial Disciosure Destroy when 6 years olay EXCEFT tnat
documents veeded 1h an ohgolng
investipation wili be retained until ro
longer needed in the investigation.
(GRS 1, item 253a(2))

All other statements of employwent and financi
interests and related records, including
confidential statements filed under Executive Order
ilgee.

Destroy\en & years clgs EXCERT that
documents OB 1n an choolhg
1nvestisation Wil be retaiveo until vo
ionger needed 1n Mge investipation.
(GRS 1, 1tem 23b)

a, 0fficial record copv.

b. Copy maintained by the supervisor. {khen am Bestroy when & years oid EXCEPN that
employee tranfers to a new position within NARA, the documents needed 1n an ongolng
statement (s} will be transferred to the new investigation will be retained until
supervisor, ) longer needed 1n the 1nvestigation.

(GRS 1, item 25b)

£01A Leoal Advice Files

Documents accuwnulated in providing legal advice and COFF arnually, nold 3 years, and retire
assistance on impierentating the "rreedom of to FRE, Destroy when 6 years clo.
Information Act” (FOIAY, § U.S.C. 552, Inciuded are

recuests for information, interpretations, copies of

letters denving access to requestec information, and

similar information. Excluded are documents

relating to court actions filed to gain access to

fpp, 11 -2



i1@3-1

11a5-2

1106

1186-1

RARA 1nformation; these are filed with 1tem 1185,
Litigation Files,

Litiration Files

Documerts relating to litigation by or against tne

Bavernment resulting from(EETEs, clams, torts,
contracts, foreclosures, actions apainst NARR
officials (cersonal judoememts), criminal actions,
titles to real prooerty, and similar matters.
Included are statements of claims, documentary
evigence, copies of comdemnation or foreclosure
proceedints and decisions, lists of witnesses,
supporting docurents, correspondence, and related
records.

Significant litigation cases selected by the
Directaor of Lepal Services because the cases
established legal precedent, received widesoread
attention from the news media, Congress, the White
House, or pertain to significant events or promiment
individuals. fAnn, acc.:  less than { co. ft.

Other case files.

Protests io the Comotroller General

Documents retasirng to bidder and contractor orofests
to tne Comptroller Gereral on solicitations issued
or contracts entered into by NARA, Included are GRO
requests for recorts on the orotests, adminmistravive
reports, and related records.

Litigation pendang,

Apn. 11 -3

FILZS 223

”ejt’/,) 5

PERMANENT. COFF annually followinp
close of case, Offer to NARA in 5-
years blocks wnen 2@ years oic.

COFF armually following close of case,
Ho.d 3§ years and retire to FRC.
Destroy wnen 1@ years old.

Flare 1n 1nactive file wnen 11%1pation
1s termnated, COFF arnually, hoto 3

concerning Secords 51‘d[‘u§
qgut/forl.f’/ o¥ eheArchiusT 17 yecords

21A55a

21A55b

21A36a



1i06-2

1107

1106-1199

No litipation nencing.

Precepent ano Lenal Documents

Model copies of confracts, leases, easements,
ietters of intemt, contract clauses, mortgages,
deeds; backgrourd material ang citations noted in
preparation of such oocuments, and similar recorgs
accumulated for reference purooses.

Reserved

Pop, 11 - 4

FILES 203

years ang refire to FAC. Destroy when

& years e Ind D months old,

COFF armuaily. Hold 3 years and retire
to FRC. Destroy wnen 8 years ola,

Destroy wien no longer neeced for
reference ourgoses.

21A36b

21A30



ITEN
NUMBERS

1201

1egz

APPENDIX 12

1
Sl
-
)
[97]
no

AUDITS AND INVESTIGATIONS

DESCRIPTION OF RECORDS

RUDIT ADMINISTRATION

Audit Administrative Subiect Files

Documents relating to the routine coeration and
administration of the audit function, but not

rout ine prosram adminstration files described 1n aop.
{. Inciuded are pertirent laws, cooies of contracts

or otner authoritive documents relating to soecific
augit functional areas, orpanizational charts and
functional statements, surveys of procedures and
controls, statistical tabulations, contractor's
firancial statements, analyses of cost trends, and
significant findings of prior audits in each
functional ares.

flupit Buidance

Documents created 1n presarang, clearing, and
1ssuinp special instructions and guices for use dy
auditors in NARA internal and contract audits.
Included are record conies of audit puides and
instruct1ons, clearance actions, and related
records.

Aop. 12 -1

AUTHORIZED DISSOSITION

Destroy wnen suserseded or obsolete,

Destroy wien superseded, carcelec, or
d1scort 1nued,

(93]

These records relate to audits of NARA oroprams ano contractors, prooress reports of actions taken to
resolve audit fingings, ang investigations of possiole unlawful activaty.

CROSS-OVER

FROM GSA HB

22A45

22A1



12084

12@5

Audit Schedules

Schedules of audits and background materials COFF arnually. Destroy when 5 yzars 22A15
accunulated 1n the orocess of wdentifying areas for ald.
audit.

Augit Report Chronolopical File

Records accumulated for reference ard referral to COFF annually. Destroy wien 5 years 22A20
cortract audits, imternal audits, clearances, ang olg,

related information., Inciuded are comes of final

contract and internai audit reports.

Audit Summaries

ter1oo1e audit dipest and summaries, reports of COFF annually. Destray when 3 years 22A10
actioms taken as a result of the summaries, ang old.

related records createg 1n greparinc and circulating

summarized 1nformation on the status of audit

activities, selected audit findings and

recommencat1ons, and other audit matters.

AUDITS AND INVESTIGATIONS

Audit Case Files

e NARA COFF annually after completion of final
orograms, operations ang procedures, report, Hold 3 years and retire to
conaucted on contractors. Records consist of audit Desiroy wnen 8 years oid, (GRS
reoorts ang susporting work papers. Files are 23, rtem
maintained Dy NSA,

Case files of internal

fpp. 12 -2



1287-1

1287-2

1297-3

Audit Resoiution Case Files

Case files used for tracking progress on internal
audits, audits on contractors, and GAD audits.
Included are notices of intent to audit, cooies of
documents furmished to auditors, copies of tentative
findines and recommendations, advance notice of
major findings, reports of major findings, coples of
graft and final renorts, follow up orogress reports,
comments, and related documents,

F1les maintained oy NARA Audit Resoluticw Official.

Files mairtained by designatec central ooint of
contact for a major office.

Files waintained by individual offices for tracking
purposes.

Investicative Case Fites

geveloped durinp investipations of krown
or allegen fra i abuse and irregularifies and
viciations of laws an Jations, Cases relate to
agency personnel and programs an rati1ons
administered or financed by the agency, lucing
contractors and others having a relatiemship with
the agency. This includes investipative files
relating to emoloyee and hotline comnlainis, and

fpp. 12 - 3

COFF at tne end of tne fiscal year 1n
wnich followup actions on report
recontendations are completec. Hold 3
years and retire to FRC.  Dectroy when
8 years olo.

COFF at the end of the fiscal year 1n
wnich followup actioms on reoort
recommendations are completed. Desiroy
wien 3 years old.

COFF annually. Destroy when 2 years
ald,

New



1208-1

1eg8-2

1218-1299

other mscellaneous complaint fiies. Files consist

Files containing inRyrmation or allecations which COFF annually. Destroy wien 5 years
are of an 1nvestipativeN\gature out oo not relate to old. (GRS 25, item 3a)

a goecific investipation. ey 1nciude anonymous or

vague allepations et warrantidg an investigation,
matters referred to constituents other azencies
for hardiinp, ard support files providayug ceneral
informat 1on wnich may prave useful 1n 1nvegtigations
congucted by the NARA Ethics Counsel.

Place 1n 1nactive file when case 1s
. Cut off 1nactive file

v. Destroy when 12 years old.
(GRS 25, wgem 3b)

Ail other 1nvestigative case files,

Inoexes to Lase Fiies

Indexes ang remisiers used as refererces to Destroy wnen superseded.
mnvestigative ano audit case fites, 5}

Reserved

fop. 12 - &4



FILES 223
APPENDIX 13

FEDERAL AGENCIES AND RECORDS

These records relate to NARA proorams engapged in oromoting efficient management of agency records
admnistration programs; appraising and scheduling for disposition records of Federal agencies; and
transferring, storing, and servicing agency records stored 1n Federal Records Centers (FRC's).

ITEM CROSS-OVER
NUMBERS

------ DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION FROM GSA HB

AGENCY RECORDS MANAGEMENT

1301 Records RAdministration Program Subject Files

New item

ﬁruyram{Eerespondence and related records .
documenting policies, procedures, and standards of office p
cegaremny adequacy of documentation, agency prooram

evaluations, audiovisual records, electronic

records, files maintenance, records dispesition, and

vital records. frranged by subject.

4
sograms pncleding

1301-1 Records maintained by the Agency Services Division PERMANENT, COFF arnualiy, Offer to

and Records Appraisal and Disposition Division. MARA 1n S-year blocks when 1@ years
finn, acc.:t 2 cu, ft. Current vol.: 1 cu, ft. old.

43¢+ ————Btherprogram-subjectfiles, ﬂﬁFFmHy,—hohrE‘ym*snm-m Wrth chlhf?z

1301-3 Records mairtained by other offices. Destroy when no lonper needed for

current operations,

App. 13 -1



1302

13e2-1

13e2-2

1302-3

1302-4

1303

1304

Agency Evaluation Files

Correspondence, reports, agency action plans, and
other records relating to NARA evaluations, or
inspections, of Federal records management programs.

Final draft reports, agency comments, final reporis,
agency action plans, and final correspondence on
implementation of NARA recommendations. Maintained
by the office of Records Admiristration. PArranged
alphabetically by name of agency. Current vol.: 3
cu. ft. Annual accum.: 3 inches

Gther records maintained by the Office of Records
Admmnistration.

Records maintained by the Office of Federal Hecords
Centers.

flecords maintained by records centers.

Correspondence, memoranda, reports, and other
records pertaiming to records centers operated by or
for a Federal agency.

Anency Correspondence Files

Correspondence, memoranda, and other records sent to
and received from Federal agencies including
deficiency letters (Deficiencies in Records Transfer
Paperwork, NA Form 13057, and Deficiercies in Record
Shipments, NA Form 13@28) and other routine

App. 13 - 2

FILES 203

PERMANENT, COFF at the end of the 76A16 ¢~
fiscal year in which case filie 1s
closed. Offer to MARA in S-year blocks
when 1@ years old.
Destroy when related records are 76A16 4~
offered to NARA or when no longer
needed, whichever is sooner.,
Destroy when S years old. New item
Destroy when 3 years old. New item
New item
COFF when the record center 15 no
longer in operation and place in
mnactive 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.



FILES 203

correspondence relating to Federal Records Center
programs.

1365 Records_Management Workshon, Conference, and
Training Course Files

13085-1 Correspondence, memoranda, notices, applications, COFF annually. Destroy when 3 years 76A35
attendance records, and administrative forms old.
pertaining to records management workshops,
conferences, and training courses., (See 1tem 424
for billing documents.)

1385-2 Training materials, including course cutlines, Destroy when superseded or obsolete. 76A40
handouts, vugraphs, and reference files.

Case Files on Archival Records in Aoency Custody

¥ .
withdriw
Records maintained by the Agency ServiC Offer to custodial umit when first
to monitor the status of archival record series not the record series 1s
yet accessioned by the Office of the National accessioned by the
Archives. Arranged alphabetically by name of agency National Archives, I
and thereunder by record series. Annual acc.: 2
cu, ft. Current vol.: 2 cu, ft.
APPRAISAL AND DISPOSITION
1307 fippraisal Job Control Register .
Newr—ttem—
75715
Registers maintained by the Aopraisal and PERMANENT., COFF annually. Offer to
Disposition Division to record and 1dentify requests NARA 1n 1@-year blocks when 1@ years
for internal and external disposition authorities old.

and offers of unscheduled records. Each entry
includes the name of the agency, the job number,
number of i1tems, date received, date signed by the
Archivast, and date closed. Arranged by record
group number. Ann. acc.: 3 an. Current vol.: 2
cu. ft.

App. 13- 3



1308

1308-1

1308-2

1309

1383-1

1309-2

Appraisal Job Control Tracking System Files

Flexible magnetic disks containing information used

1n tracking the status of records disogsition reguests
(5F 115) and offers of records to NARA {(SF 258) from
date of registration to date of completion of the job,
Files include date of registration, job number, number
of 1tems, appraiser's name, date of last action, action
code, NARR umts sent for action, and controlling Branch
{Civilian or Military), Files are updated monthly and
data on closed jobs are transferred to an annual history
file.

Forms used to furnmish input data.

fnrual history file.

fliequests for Records Disposition Authority (5F 113)
appraisal reports, endorsement sheets, public
conments, and other records relating to internal and
external dispositions,

External disposation records maintained 1n Records
Appraisal and Disposition Division (NIR). Arranged
by record group number. Ann. acc.: 4 cu. ft.
Current vol.: 14 cu. ft.

Internal disposition records maintained in NIR,
Arranged by record group number. fnn. acc.: less
than | cu. ft.

fpp. 13- 4
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New item

COFF monthly. Destroy after
verification of 1nput data,

COFF annually. Destroy when 2 years
old or sooner 1f no longer needed
for reference.

78515

PERMANENT. COFF when 2 years old, er

Sffer—to-NARA—zfter—frie—re—verrfed- - ' s
Tadnsfer o FAC 3fCer m/crﬂf//’n/ﬂf
Tvansber o the ac-zu—n¢/,4rc7lve5
whem 10yeivs old (= 2 pear b ve Irs,

PERMANENT, COFF every 5 years. Offer 1BAL5
to NARA 1n S-year blocks when 5 years
old.


http:b/o(..Ir

13@9-3

1310

1310-1

1318-2

131

Other copies, including those 1n custodial units and
FRC's.

Rejected or Canceled Offers of Records

Reguests to Transfer Records to the National
Archives (SF 238), appraisal reports, endorsement
sheets, and related correspondence accumulated by
the Records fAopraisal and Disposition Division in
the process of rejecting offers of Federal records
to the Office of the National Archives or canceled
offers of records. Arranged by year ard thereunder
by record group number. Ann. acc.t 2 wn.  Current
vol.: 2 cu. ft.

Files maintained by the Federal Records Centers.

Federal Reaister Disposition Documentation_Case

Correspondence, memoranda, copies of notice, copies
of SF 115, and other records accumulated in
publishing notices of records dispositions in tne
Federal Repister.

Appraisal and Disposition Division Time Reports

Reports containing time spent on division aC
that include type of activity, hours worked on
activity and name of individuals.

fipp, 13 -5

FILES 203

Destroy when no longer needed for
reference.

PERMANENT, COFF annually. Offer to
NARA 1n {@-year blocks when 10 years
old.

COFF annually. Destroy when 3 years
old.

COFF after commenting pericd stated in
the Federal Repister. Destroy when 1
year old.

COFF annually.
old or
15 soorer,

Destroy when 2 years

er needed, whichever

New item

New item

New item

rc v
withdryiw



1313

1314

1314-1

1314-2

1315

FILES 203

RDMINISTRATION OF FEDERAL RECORDS CENTERS

Federal Records Centers Program Subject Files

Correspondence, memoranda, reports, and other
related records maintained by the Office of Federal
Records Centers relating to the policies,
procedures, and general administration of the
Federal Records Centers program. Arranged
alphabetically by subject.

Anency/FRC_Agreement F1les

Correspondence, memoranda coples of agreements, and
related records pertaining to reimbursable and non-
reimbursable agreements between NARA and Federal
agencies. Included are agreements for early
retirement of records and/or special reference
services, agreements relating to military and
civilian personnel, and health records and similar
aoreenents,

Docusents relating to national agreements.

Documents relating to FRC negotiated aoreements.

FRC_Reports_and Correspondence

Major activities and accomplishment reports, monthly
narrative reports, unscheduled records project
reports, performance analysis reports, statistical
summaries, space and equipment reports, similar
reports and related correspondence. (See 1tems
1316, 1317, and 1326 for automated output reports.)

App. 13 -6

COFF annually. Place documents of
continuing value 1n the next year's
file. Destroy when 12 years old.

COFF after agreement 1s termnated.
Destroy when 3 years old.

COFF after agreement 15 terminated.
Destroy when 3 years old.

75A1

New item



131541

1315-2

1315-3

1316

13i6-1

1316-2

Reports maintained by the Office of Federal Records
Centers.

Reports maintained by records centers.

Reports pertaining to precious metals.

TASK System

Automated data base and related records created for
administrative purposes to show individual, umi,
and center productivity measurements, The TASK
system also serves as a feeder system to the
Automated Statistical Summary. (See item 1317.)

Input 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 Daily Work Lea.

Output reports.

a, Employee performance measurements including
General Performance Appraisal System {GPAS) reports
supporting employee performance appraisal files; and
individual monthly and yearly reports. (See also
item 3__.)

b, Individual Weekly Summary Report.

App. 13 -7

FILES 203

Destroy when 7 years old, or when no
longer needed whichever 15 sooner,

Destroy when 3 years old, or when no
longer reeded, whichever 15 sooner.

COFF armually. Destroy when 3 years
old.

Destroy after information has been
keyed onto disk file and verification
1s comolete.

Destory when 6 moriths old or when no
longer needed for admimstrative
purposes whichever 1s shorter,

Destroy 3 years after the date of
appraisal or when no longer needed.

Destroy when Individual Monthly Summary
Report has been verified.

75A1

75B1

New item

New item



1316-3

c. Feeder reports used to prepare summary reports
1ncluding Microfilm Job Summary, Weekly Summary,
Monthly Summary, and Center Statistical Summary.

d. HWeekly Productivity Reconciliation Validation
Edit Report.

futomated files.

a. Program and documentation files containing
machire 1nstructions designed to add or retrieve
information to or from specific data systems and
related wratten documentation files.

(1) Files maintained at records centers.

(2) Files maintained by NCC.

s e_input-output files comsisting of
data that 1s mamipulated, sorted,;
computer run to a subsequent run and 1s used 1n the
process of updating a masier file.

c. TRSK system master file.

(1} Files maintained ai records centers.

(2} Files maintained at NCC.

fpp. 13 -8

FILES 203

Destroy when no longer needed to
prepare the summary report, or 3 monihs
after close of fiscal year.

Destroy after corrections have been
made to the transaction file.

Overwrite when modified or destroy when
system 1s no longer 1s use.

Destroy when modified or S years after
program 15 no longer in use.

Destroy after verification of master
file. (See GRS 28, Part II, 1tem 11.)

Destory when system 1s modified or no
longer 1n use.

Destroy 2 years after close of fispal
year.



1317

1317-1

1317-2

1317-3

FILES 203

Rutomated Statistical Summary System

Automated management information system which
provides statistics on a monthly basis on major
functional areas, staff time expended, and workload.
Information 1s used for budgeting and planning
purposes.

Input keyed by the individual records centers. Destroy after information has been
keyed onto disk file ard verification
15 complete,

Statistical Summary Report

CoFF a»nn 01/0'/2-0
a. Record copy maintained in Office of Federal PERMANENT. A Offer to NARR when 25 years
Records Centers. Arranged chronologically. Ann. oldv 7 & yedv bloc ks
acc.: 1 an. Current vol.: | cu. ft.

b. Copies 1n records centers. Destroy when no longer needed for
administrative purposes,

Automated files

a. Program and documentation files consisting of
machine 1nstructions designed to add or retrieve
information to or from specific data systems and
attendant wraitten documentation files,

{1) Files maintained at records centers. Overwrite when modified or destroy when
system 15 no longer in use.

(2) Files maintained by NCC. Destroy when modified or 5 years after
program 15 no longer 1n use,

App. 13 -9

New item



1318

1318-1

1318-2

1319

ediate input-cutput files contaiming data
that 15 mampulated, from one
computer run to a subsequent run ard 1s us
process of updating a master file.

c. Master files

(1) Files maintained at records centers:
Employee Master File.

{2) Files maintained at NCC.

FARC Inspection Files

Correspondence, memoranda, reports and other records
relating to Office of Federal Records

Centers' inspect1on of Federal Records Centers.
Records maintained by the Office of Federal Records
Centers.

Records maintained by records centers.

FRC Buality Control Files

Memoranda, reports, statistical summaries, charts,
working papers, and other records documenting
quality control 1n Federal Records Centers. (See
item 3__ for individual performance documentation
files.)

fiop. 13 - 10

FILES 203

Destroy after verification of master
file. {See GRS 20, Part 1I, item 11.)

Destroy when system 1s modified or
no longer 1in use.

Destroy 13 months after close of fiscal
year 1n which they were created.

COFF annually.
old.

COFF annually.
old.

COFF annually.
old.

Destroy when 10 years

Destroy when 5 years

Destroy when 3 years

New item

New item



1320

13281

1320-2

1321

FILES 203

ACCESSIONING IN FEDERAL RECORDS CENTERS

Stardard Forms (SF) 133, 135A, and related records
for holdings transferred to the National firchives
for permarent retention.

Standard Forms (SF) 135, 139R, and related records
for holdings that are not permarent.

a. Those 5F 135's and related records received
after the 1mplementation of the NARS-3 systen,

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

Accession Renaster

Documents prepared by Federal Records Centers to lop
incoming shipuents of records retired by Federal
agencies containing the following entries:

accession number, agency, agency address, date
accession number assigned, date records receiveg
(pending), date records shelved and Records
Transmittal and Receipt (SF 135) signed and returned
{completed), anticipated volume, actual volume
received, and records center location,

App. 13 - 11

Transfer original to the Office of the
National firchives with related
holdings. Place copy 1n 1nactive file
after records are transferred. COFF
mactive file annually. Destroy when
10 years old.

Place 1n inactive file after records
have been destroyed, COFF annually.
Destroy when 10 years old.

Place 1n 1rnactive file after records
nave been destroyed. COFF annually.
Destroy when 1@ years old, unless
required for continuing reference
purposes.

COFF annually. Destroy when 5 years
old provided necessary information has
been converted to NARS-5 system.

75B55

75B50



1322

1322-1

1322-2

1323

Pccession ard Disposal Exception Files

Documents pertaiming to the authorization and
1mplementation of exceptions to normal accessioning
and disposition practices in the FRC's,

Office of Federal Records Centers Case Files

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

b. Contingent Appraisal Pending (CAP) files and

Contingent Reappraisal Pending (CCRP) files,

c. Other contingent exceptions.

d. Unscheduled exceptions.
e. A/l othev e_)(ce/tiﬂv},

Federal Records Centers action files.

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

b. All other exceptions.

FRC_Unscheduled Records Tracking System Files

Files created to track progress on appraising and
scheduling unscheduled records in the Federal
Records Centers,

App. 13 - 12

FILES 223

Destroy 1@ years after freeze has been
l1fted.

Destroy 2 years after the exception 1s

11fied.

Destroy 19 years after exception has
been l1fted.

Destroy 1 year after the exception 1s
terminated,

New item

pPes€rey [ yexr aster the

execptrin (5 Tevriny t‘e/,

Destroy 2 years after exception 1s
termnated.

Destroy 1 year after exception 1s
terminated.

Destroy when information 1s no longer
needed.

New item



1324

1323

1326

1326-1

13g6-2

FRC_Unscheduled and Permanent Records_Report

Report monitoring the status of unscheduled and
permanent records in the Federal Records Centers.

Pending Schedules Implementation Files

Correspondence, memoranda, printouts, and other
records pertaining to pending implementation of
agency records schedules.

Automated accession control system used for
admimstrative tracking and control of accessions
into, movement within, and disposal or transfer of
records from a Federal Records Center. The system
also provides statistical information and "space
available” information through the "Space
Information System" (518) subsystem {(See item 1326,
2{d)}.

Reports and forms documenting input actions to
NARS-3 such as the FRC Holdings Control Input (NA
Form 13116); the Mass Data Change Worksheet (NA Form
13117); the Disposal Accomplished Report (Report
88); and, the Disposal Change Report (Report 89).

NARS-5 output reports.

a. Feeder reports used to prepare sumsary reports
including One Time/Special Inguiry Reports: Reports
o4, &5, ea, @9, 1@, 15, 16, 17, 18, 35, 3b, 44, and
43,

App. 13 - 13

FILES 203

COFF annually. Destroy when 2 years
old.

Destroy 1 year after implementation of
the schedule or when no longer needed
for reference, whichever 1s later.

COFF annually. Destroy when 1 year old
or when no longer needed for
admnistrative purposes, whichever 1s
SOORer,

Destroy when no longer needed to
prepare the summary report, or 3 months
after close of fiscal year.

New item

New item

New item



b. Edit reports of input errors including
Transaction Validity Error Report (Report 19),
Transaction Logical Error Report {(Report 20), and
S5IS Error Cycles 2 and 3 reports.

c. NRRS-5 periodic reports.

{1) Monthly reports: RAccession Number Master
List (Report 21); Record Group Profile (Summary)
Listing (Report @2); Federal Record Center Profile
(Summary) Listing {(Report 83).

{2) Semannual and amnual (FY) reports: Record
Group Profile (Summary) Listimng (Report 02); Federal
Record Center Profile (Summary) Listing (Report 83);
Stack Seguence Report (Report 86); Location Report
(Report @7); Anrual Report of Holdings and Disposals
by Record Group (Report 24); Retention Report
(Report 37); Auditors Report (report 43).

{3) NARS-5 history reports: HWithdrawal Report
{Report 11}; Wathdrawal Report 2 (Report 21).

(4) NARS-3 edat files: IVF Update Report
(Report 28) and Disposal Authority Master List.

(5) Disposal pull list: Copy of Disposal
Approved Report (Report 22) amnotated with signed
certification indicating that disposal records were
removed from the shelves and, where required, that
the destruction of the records was witnessed;
Disposal Concurrence Report (Report 23).

{d) Space Information System (S5I5): Reserve Master
Listings, Available Space by Location Report, and
fivailable Space by Volume Report.

flop. 13 - 14

FILES 203

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
admmstrative purposes, whichever 1s
longer.

Destroy when no longer needed for
reference purposes,

Destroy when superseded.

COFF at the end of fiscal year 1in which
the disposal 1s accomplished. Destroy
when 1@ years old.

Destroy when superseded.



1326-3

1327

1327-1

1327-2

Automated files

a. Program and documentation files consisting of
machine 1nstructions designed to add or retrieve
information to or from specific data systems and
related written documentation files.

{1) Files maintained at records centers.

{2) Files maintained by the 5t. Louis Data
Systems Center (NCD).

1ate input-output files comsisting of
data that 1s manipulafed, ed from one
computer run to a subseguent run and 1s used 1n
process of updating a master file,

c. Master Files maintained at NCC: Report 21 and
Withdrawal Report 2.

FILES 203

Overwrite when modified or destroy when
no longer 1n use.

Destroy when modified or 5 years after
program 1s no longer in use.

Destroy after verification of master
file. ({See GRS 28, Part II, 1tem 11.}

Destroy when 25 years old.

REFERENCE IN FEDERAL RECORDS CENTERS

Optional Form 11 Files

Optional form 11, Reference Request - Federal
Records Centers, used to document the loan or
permanent withdrawal of records from a Federal
Records Center.

Optional Forms 11 {(chargeout copy) used to document

the loan of records.

Optional Forms 11 {chargeout copy} use to document
the permanent withdrawal of entire boxes.

fpp. 13 - 15

Destroy when file{s) are returned.

Place 1n file with corresponding 5F 135
after NARS-D has been updated and the

New item



1328

1329

1330

Reference Service Correspondence File

Documents created i1n filling requests for
information and reproductions of Federal Records
Center holdings or authentication of reproductions.
Included are correspondence requesting repreduction
or authentication service, price quotations,
reproduction or authentication service orders, and
related records. (Documentation for reproduction or
authentication 1nvolving a Privacy Act system of
records should be retained in accordance with
applicable agency procedures.)

Research Application and Authorization Files

A

Documents accumulated in authorizing private
citi1zens and Federal employees access to records 1n
the custody of the center. Included are
applications, letters authorizing or denying access,
documents demonstrating the security clearance of
personnel involved in the Declassification program,
and related correspondence. (Documentation for
access to a Privacy Act system of records should be
retained 1n accordance with applicable agency

procedures.) o | /ﬂg;ea_w/,gy A/’//Icltltj"’
C: a r'ﬂlfi

Register of Visitors

Forms, logs, and related records recording date of
visit and name of visitor,

App., 13 - 16

FILES 203

SF 139 annotated. Dispose of 1n
accordance with tne disposition
instructions for the related SF 135,
(See 1tem 1320.)

Retain for 99 days or until no longer 75B5
needed, whichever 1s sooner.

0 they Tecords,

COFF annually, bringino forward 75B10
documents still in effect. Destroy
remaining file when 3 years old.

Cof F Annnt/ly, TyansFev o FAC

when [ yeav Old, Peslruy wh ey
1G5 yeavs s

Transfey tu FAL When
COFF annually, ent—destrey-whan-2-yaars—-7 5820

’ //ea» d ﬂe}érd}/ W/{@,,

25 yeavs o/,



1331

1332

1332-1

1332-2

1333

FILES 203

DISPOSITION AT FEDERAL RECORDS CENTERS

Permanent Records Transfer Files

Record Center documentation including
correspondence, memoranda, NARS-S prantouts, and
other records used in facilitating the transfer of
permanent records from Federal Records Centers to
the Office of the Natiomal frchives.

Notices of Intent to Destroy Records Files

Returned Notices of Intent to Destroy Records {(NR
Form 130@1) and related correspondence requesting
that an accession or part of an accession not be
destroyed.

Documents relating to requests which were approved
by the FRC.

Documents relating to requests which were not
approved by the FRC.

Contingent Disposal Notices Files

Returned Notices of Contingent Disposal (NA Form
13802), and related correspondence,

App. 13 - 17

Place in 1nactive file after permanent
records have been transferred to the
Office of the National Arenives. COFF
wnactive file annually. Destroy when
18 years old.

Place 1n file with corresponding 5F 135
after NARS-S has been updated and the
BF 135 annotated. Dispose of 1n
accordance with disposition
instructions for the related 5F 135,
{See 1tem 1320.)

Place in file with corresponding 5F 135
after the records have been destroyed
or returned to the agency, NARS-5
updated, and the SF 135 amnotated.
Dispose of 1n accordance with
disposition instructions for the
related 5F 135. (See 1tem 1320.)

75B80

75B55

75B55



1333-1

1333-2

1334

1333

Notices 1ndicating that a complete accession can be
destroyed.

Notices indicating that an accession or part of an
accession cannot be destroyed.

Recoros Disposal Ruthorization Correspondence

Correspondence received from apencles, which was not
part of the regular guarterly disposal cycle,
authorizing the disposal of records.

PROJECTS IN FEDERAL RECORDS CENTERS

NC/FRC Project Control Files

Correspondence, memoranda, and other records
relating to projects undertaken oy the Dffice of
Federal Records Centers and 1ndividual records
centers. (See 1tem 1336 for Micrograohic project
files.)

App. 13 - 18

FILES 203

Place in fiie with corresponding SF 135
after NARS-S has been updated and the
SF 135 annotated. Dispose of in
accordance with the disposition
instructions for the related SF 135,
{See 1tem 1320.)

Piace in file with corresponding SF 135
after NARS-5 has been updated and the
SF 135 annotated. Dispose of 1n
accordance with the disposition
instructions for the related SF 135,
{See 1tem 1328.)

Place in file with corresponding SF 133
after ail necessary action has been
taken. Disoose of 1n accordance with
the disposition instructions for the
related SF 135, (see item 1313)

COFF following completion of tne

oroject. Destroy when 2 years old.

75B55

75B55

75B60

75B115



1338

1336-2

1337

1337-1

1337-2

1337-3

Micrographic Project/Roreement Files

figency job files. Documentation for smally short-
term jobs including Macrofilm Project Reports (MA
Form 13090) agreemenis and/or copies of purchasing
documents filed by agency or agency subdivision,

Official project files including pre-project

negotiation files and working project files, formal
agreements and/or copies of purchasing documents.

Micropraphics Program Files

Micrographics eguipment inventories, equipment
production rate records, histories of repairs, and
related records.

Fiscal year work program files.

Micropraphics reference files.

Aop. 13 - 19

FILES 203

COFF after project 1s completed.
Destroy when 3 years old.

COFF after project 1s completed.
Destroy when 3 years old.

Destroy 1 year after disposal of
eouipment .

COFF annually. Destroy wnen 3 years
old.

Destroy when superseded or obsolete.

New item

New item



APPENDIX 14
ARCHIVES, PRESIDENTIAL RECORDS, AND DONATED MATERIALS

These records relate to the acquisition, accession, arrangement, description, preservation,

FILES 283

declassification, and reference of archival records and historcial materials donated to the Dffice

of National Archives and the Dffice of Presidential Libraries.

1TEM CROSS-0OVER
NUMBER DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION FROM GSA MANUAL
ARCHIVAL REPURTING FILES
1401 Statistical Program Report Files New item
Statistical summaries of archival programs.
Included are Statistical Swmary - Archival Programs
{NR Form 14837), and related documents,
1401-1 Individual and unit summary Time and Production COFF annually. Destroy when 1 year
Reports created and maintained in the custodial old.
untts.
42 ytedy §r0™
1401-2 Feeder reports received monthly by the COFF annually. Destroy when 1@ years
Administrative Staff (NN-B) andhthe Office of old.
Presidential Libraries (NL). Included are copies
of G5A forms 3154 and 3486 and special lists,
1401-3 Consolidated FY Report maintained by NN-B. Arranged PERMANENT. COFF annually., Offer to
by year. FAnn, Acc.: less than 1 cu. ft. Current NARA in 18-year blocks when 1@ years

Vol.: less than 1 cu. ft. old.

App. 14 -1



FILES 283

1401-4 Statistical data base maintained by NNPA. COFF annually. Destroy when 3 years
old.

1402 Narrative Program Report Files New item
1402-1 Quarterly narrative reports summarizing project

work, reference service, traiming and professional

activities, admnistrative and personnel matters,

ard other activaties. )

/99#/3/”""
( 75 /"/UM/ by ﬂm?/;chs 2ndd

a. ﬁma-m-m or NL. Ann. Ace.: 2 PERMANENT, COFF annually. ODffer to

cu. ft. (NN)§ less than 1 cu. ft. (NL). Current NARA 1n 18-year blocks when 18 years

vol.: & cu., ft. (NN, old.

b. Copies maintained by custodial umits and COFF annually., Destroy when 3 years

Presidential libraries. old.
1402-2 Pericdic analytical surveys or studies maintained 1in PERMANENT. COFF as of 9/38/88. Offer

NN or NL on reference services and reference use, to NARA 1n 1991. Thereafter COFF every

including reports on reference inquiries and 18 years. Offer to NARA in 10 year-

responses, reproduction orders, and other use of blocks when 10 years old.

holdings. Arranged chronclogically. Ann, Acc.:

less than | cu, ft. (NN) Current vol.: 5 cu. ft.

{NN; 194@'s to present).
1402-3 Project analyses, progress reports, and related COFF annually. Destroy when 3 years

records and forms. These files may include the old.

Archival Project Control Sheet (NA Form 14049) and

the Archival Project Summary (NA Form 14@38).

I'S

Sy 15l e Hgrratrve—reporss-cummarizing-dealassrfreat ron— CaFFamusity—DBestrey-when-3-years. t/11f1576¢74r1159/)7

aebroit1ES, woit—

App. 14 - 2



1493

1403-1

1403-2

1403-3

1404

1404-1

Work Plan Files

Annual work plans and related documents concerning
reference service, archival projects, preservation,
and declassification.

Annual work plan instructions (call) formulated by
NN,

a. Copes maintained in NN. frranged by fiscal
year, RAnn. acc.: less than 1 inch. Current vol.:
1 cu. ft.

b. Copies in custedial units.

work plans
Sepres~submitted to NN.

Copies maintained by custodial umis,

APPRAISAL AND ACCESSIONING FILES

Record Group Registration Files

Case files relating to the establishment and
allocation of record groups.

Record set maintained by NN. frranged by record
group number. Ann, Acc.t 1 cu. ft. Current vol.:
3 cu. ft.

App. 14 - 3

FILES 203

PERMANENT. COFF every 10 years, 0ffer
to NARA in 1@-year blocks when 10 years
old.

Destroy when no longer needed for
current operations.

COFF annually. Destroy when 10 years
old.

Destroy when no longer needed for
current operations.

PERMANENT. Offer to NARR when no
longer needed for current operations.

New item

73C30



1404-2

1485

1403-1

1405-2

1406

1406-1

Other records.

Records Accession Files

Documents arcumulated in accessioning permanent
records 1nto NARA.

Accession case files ordinarily maintained 1in the
unit of physical custody, typically consisting of a
SF 258 or eguivalent with or without additional
descriptive lists and doruments (e.g., SF 139),
appraisal reports with descriptive documents for
direct offers, correspondence and other documents
relating to the physical transfer of records, and a
copy of the change of holdings report on the
accession. (See 1308 for records relating to
internal disposals.) Arranged by record group.
Ann. fAcc.: 1 cu, ft. Current vol.: 50 cu. ft.

Working papers and copies in other offices.

Change of Status Files

Documents created to record changes in the volume
and custody of accessioned records holdings, as well
as descriptive information on records series.

Change of status reports at the record group level
which include the Change of Status Record (NA Form
14044, formerly GSA 671@), and related records
maintained in the ADP Branch (NNPR),

fpp. 14 - &

FILES 203

Destroy when no longer needed for New item
current operations.

PERMANENT, (Offer to NARR when no 73C5
longer needed for current operations.

Destroy when no longer needed for New item
reference.



1406-2

1406-3

1406-4

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 umts and Presidential
libraries.

Change of Status Record below the record group level
{NR Form 14844, formerly GSR 6710R).

a. Submitted for NARS A-1 input.

b. Copies 1n custodial umits and Presidential
libraries.

Registers of change of status such as the Register
of Changes 1n Holdings (GSA Form 6740). Arranged
chronologically, maintained either at the division
or branch level depending on organization of work 1n
the division. fnn, Acc.: less than 1 cu. ft.
Current vol.: 5 cu, ft. (1948's to present)

Periodic statistical or narrative reports or
summaries of change of status or holdings.

a. NN-B copy. Arranged chronologically. Ann. fec.s
less than 1 cu. ft. Current vol.: less than S cu.
ft. (1940's to present)

b. Other offices.

fpp. 14 - 3

FILES 283

PERMANENT. 0Offer to NARA when no
longer needed for current operations.

Destroy when no longer needed for
current operations.

Destroy three years after complete
ver1fication of 1nput into NARS A-1.

Destroy when no longer needed for
reference.

Destroy when no longer needed for
current operations.

PERMANENT. COFF as of 9/30/83. Offer
to NARA in 2001, Thereafter, COFF
every 10 years. Offer to NARA 1n 18-
year blocks when 2@ years old,

COFF annually. Destroy when 2 years
old.

73C20,74C5

New item

New item

New item

New item

73C20,74C5

New item



1406-5

1406-6

1407

FILES g@3

NARS A-1 System containing the automated Change of
Status - below Record Group Level and other machine-
readable descriptions of NARA holdings.

ool Aoconentaliom,

with relet :
a. Master filg,A Arranged by record group and PERMANENT, Offer to NARA when no 73C20
subgroup. Ann, Acc.: less than § reel. Current longer needed for current operations.
vol.: 2 reels.
b. Microfiche of A-1. Destroy when superseded. New item

flecord Group Statistics and Analysis (NARS A-1 1/2
or A-a-C Lists}, Statistics and other analyses of
holdings by record group, custodial umt, and type

of record. .

ity velated docomert?Zro%
a. Master filea Arranged by record group and PERMANENT. (Offer to NARR when no 73C20
subgroup, custodial umt, or type of record. Ann. longer needed for current operations

Acc.: less than | reel. Current vol. :1 reel.

b. FY End Report. Arranged by record group and PERMANENT. Dffer to NARR 1n 10 year- 73C20
subgroup, custodial umt, or type of record. Ann. blocks when 10 years old.
Ace.t  less than 1 cu. ft.

c. Guarterly Report. Destroy when superseded. New item

Agency Background F1les

Reference files used for research into functions and Destroy when superseded or obsolete. 73C35
recordkeeping practices of Federal agencies or

offices whose records are accessioned by NARA.

Included are records management surveys, copies of

SF 113s, manuals, directives and other 1ssuances

relating to the management and filing of agency

records, copies of agency directories, and related

records.,

App. 14 -6



1408

1408-1

1408-2

1409

1409-1

FILES 203

ACQUISITION AND DISPOSITON OF DONATED MATERIALS

Presidential fAcgquisition and Facility Files

Basic acquisition documents for Presidential papers
and facilities maintained in the Office of
Presidential Libraries - Central Office. Included
are correspondence, letters of intent, deeds of
gift, and other legal decuments, including original
legal documents concerning Presidential papers and
facilities. Arranged by President and thereunder

‘chronologically. Current vol.: 15 inches (Hoover

to Reagan),

Background papers including correspondence with the
White House, Congress, and other interested
agencies, persons, and foundations; building
drawings; blueprints; and related records. Files
are maintained 1n the Office of Presidential
Libraries - Central Office, Arranged by President,
Estimated accumulation: 2 cubic feet per President.

fcquasition Case Files

Documents accumulated in solicating and acquiring
donated historical material and oral history
interviews by Presidential libraries and the Office
of National Archives.

Requisition case file maintained 1n umt of custody.
Included are deeds of gi1ft, donor information,
correspondence, and related records. Arranged
alphabetically by last name of donor or by record
group. Ann. ficc.: varies by library. Currrent
vol.: 150 cu, ft.

App. 14 -7

COFFO” [dm/A .{/‘)-71
PERMANENT /] 8ffer-to-NARA-when—no— 74C1

Jonper-nasded-for-purrent—oparatronsT \
7?47)/cr to the Aaliwnd/ /7Vc57u¢;
|7 5 Yeav b/)ob} when 25

Years d///

CoFF
PERMANENT. Bffer—~bo~NARA-when no 74C1
longer needed for current operations,

7",‘7)’5}(-;/ Z‘(/ /Va'l‘/d”l/ /YGA/I/Pﬁ
vhen D0 eors

PERMANENT. Offer to NARR when no 74C1
longer needed for current operations,



1409-2

15409-3

1419

1411

1411-1

1411-2

Working papers and copies in other offices.

Acquisition logs or registers.

Museum Item Case Files

Documents accumulated in acquiring, describing,
maintaining, servicing, documenting, and preserving
museun objects, Included are correspondence,
exhit reports, condition reports, photographs, and
related records. Arranged by accession number.

Ann. Acc.: 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 authority, endorsement sheets, forms used,
and related records.

Record copies maintained in the Presidential
Libraries. Arranged alphabetically by last name,
Ann. Acc.: less than 1 cu. ft. Current acc.: less
than 1 cu. ft,.

Other copies.

App. 14 -8

FILES 283

Destroy when no longer needed.

PERMANENT. Offer to NARA when no
longer needed for current operations,

1% Sooner]

PERMANENT. Offer to NARR when no
longer needed for current operatio
or when B0 SeorSs o/c ,
whichever 15 $o0dres

PERMANENT. COFF annually. Offer to
NARA 1n 1@-year blocks when 1@ years
old.

COFF annually. Destroy when no longer
needed for current reference and
operat ions.,

New item

74C1

or whesn 20 pears a/@/ whicheve,

> 4B52
79C)

74C1

New item



1412

1413

1413-1

1413-2

1414

FILES 203

ARRANGEMENT, DESCRIPTION, AND PUBLICATION PROJECT FILES

Project Administration Files

Documents accumulated in the overall admnistration
of project work, including memoranda, instructions,
procedures, policy statements, guidelines, general
program plans, reference materials, and related
records.

Files created to document individual archival or
wuseun projects of arrangement, description, access,
automation, and publication. Included are project
descriptions, plans, authorizatioms, background and
reference materials, any completed publication or
other final product, as well as SF 135's,
registration and restriction materials used to make
the various statements, and other records related to
that record group.

Record copy of unpublished project product. (For
published products, see ____, Publication File.)
firranged numerically by record group number. Ann.
Acc.: less than 1 cu. ft. Current vol.: 13 cu.
ft. (1940's to present),

{ther records.

Project Control and Assionment Files

Documents created within a custodial umat for
administrative control of archival and museun

Aop. 14 -9

Destroy when superseded or obsolete or New item
no longer needed for current

operations.

PERMANENT. 73B1, 74B1

/ 'CQF/;”;' sfe
Conpfelion of pProjecl, Trdnsre>

te 552 /f/ll"n/nj/%c/slup; [ 5 )ed
plocks when 10 Years 2/,

COFF following comoletion of project. 731316; 74B1
Destroy when 2 years old 1f no longer

needed for reference or current

operations,

COFF following completion of project. 73B5

Destroy when 2 years old.



1415

1415-1

1415-2

14153

14154

1416

project assignments and work. Included are work
assignment repisters, project control sheets, and
related forms and records.

RECORDS RESTRICTION FILES

Records_Restriction Files

Documents accumulated in establishing limitations on
access to records accessioned by NARR. Included are
general information, regulations, directives, and
statements on access restrictions, case files, and
related records. Arranged by record group number.
fnn. Acc.: less than 1 cu, ft. Currvent vol.: 13
cu. ft. (1948's to present).

Documents accumulated in interpreting deeds of gift,
restriction statements, and other limtations on
access to materials donated to or acquired by
Presidential Libraries. Included are general
information on restrictions, access precedent files,
and related records. Arranged alphabetically. Ann.
fcc.: less than 1 cu. ft.

Other records.

Sce atle chment —m1ext sheel”

Documents created in granting restricted access to
the Nixon papers, which are neither accessioned
records nor donated historical materials as
described 1n this appendix. fccess 15 limted to
the former president, his designated agents, and
government agencies if needed for ongoing government
business. fAccess 1s also obtained when NARA becomes
a third party 1n l1tigation 1nvolving these
materials. Otherwise, there 1s no public access to
the papers.

App. 14 - 10

FILES 203

PERMANENT., Offer to NARA when no

longer needed for current operations,
or whew 390 Yews d/oﬁ

whichever 15 Sooner,

PERMANENT. COFF following expiration
or removal of restrictions. Offer to
NARA when no longer needed for current
operationseoy whewn 30 Yeirs

aﬂd/ Whieh ever (5

Destroy when no longer needed for
reference,

Soon ey,

73C25

74A15

New item


mailto:CJtttlt.!rmp�1t---n@Kt

1415-4. TInteragency Agreement on Access. Documents
accumulated in establishing and interpreting the
"Interagency Agreement on Access for Official Agency
Historians." 1Included are signed acceptances of agreement,
correspondence with agencies interested in acceding to the
agreement, general information, instructions to NARA staff
on i1mplementation, 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.



15161

1416-2

1416-3

1417

1418

Special Access Case Files. Included are requests
for legal considerations or requirements,
correspondence and subpoenas or court orders.
frranged by assigned number. fnnual acc.: less
than 1 cu. ft.

Other copies and working papers.

Completed Presidential Historical Materials
Receipts.

FILES 203

PERMANENT. COFF annually. Offer to
NARAR 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 1nactive file after material
15 returned. COFF annually. Destroy
when 10 years old or when no longer
needed for legal reguirements or
current reference.

REFERENCE AND REPRODUCTION SERVICE FILES

Reference_and Reproduction Administration Files

Documents accumulated in the general operation of
reference and reproduction services, including
procedures, 1nstructions, guidelines, policy
statements, form letter responses to inquiries,
reference wateraals, price lists, reproduction and

authent1fication information, information on office

copying, duplication and photo labs, and related
records.

Researcher Application_and_Authorization Files

Documents accumulated in 1ssuing researcher
1dent1fication cards, acquainting researchers with

research room regulations, and in authorizing access

to restricted or security-classified materials.
Included are researcher applications, letters of
introduction, access reguests, official documents
authorizing or denying individual access to

App. 14 - 11

Destroy when superseded or obsclete,

73A25



FILES 203

restricted material, researcher-signed research room
regulations, related forms such as the Researcher
Application (NA Form 14083) and Research
Application - Presidential Libraries (NA Form
14003R) and other related records.

1418-1 Researcher application foras.
7
vln))‘ev to FAC when /'V' 0/5/'
a. lIssuing office. COFF annually, hoid~i-yeas—ant-retrre- 73A5, 74A5
4o-FRE- Destroy when Mf years old.
r5
b. Other offices. COFF annually. Destroy when 1 year 73A5
old.
1418-2 Other records related to researcher applications,
a. Custodial umit research room regulations signed COFF annually. Destroy when ! year New item
and acknowledged by researchers. old.
b. Correspondence and other records. COFF annually. Destroy when 2 years New item
old.
1418-3 Application for access to classified and restricted Destroy 2 years after declassification 74A5
materials, including documentation of the of requested materials.
researcher's clearance for such access, and related
records.
1418-4 Records relating to requests for access to donor- Destroy 2 years after opeming of 74A5
restricted materials. reguested materials.
1419 Research_Room Use Files

Documents created in recording researcher use of
central, custodial umit, and library research rooms.

App. 14 - 12



1419-1

1419-2

1428

1420-1

14282

1420-3

Included are research room registers such as
Reqister of Researchers (NA Form 14004), Control
Reference Staff (NA Form 140@4A), Register of
Microfili Researchers (NR Form 14804B), and related
records.

Research rcom use for which researcher
1dent1fication cards are needed.

Research room use for which no research card 1s
needed.

Research_Room_Reference_Service Files

Documents created in providing records to
researchers in central, custodial, and library
research roows. Included are Reference Service
Slips (NA Form 14081) and other forws that identify
the records being used by a researcher, and related
records.

Copies of reference service slips that record dates
and times of researcher use, and what materials were
furnished. (pink copy) (Note: Reference service
slip for records serviced only 1n separate custodial
un1t research rooms also fall under this section.)

Duplicate copies of reference service slips retained
in custodial umts, for materials sent to a central
research room, (white copy)

Other records.

fipp. 14 - 13

FILES 203

Transber 2o FAC hen ). 0k,

COFF annually/Aheld—iyeary—andvatire=  73A10, 74A10
te-FRE:  Destroy when )g_xears old.
>

COFF annually. Destroy when 2 years New item
old.

Tvanster to FAC when | Xv. o4,
COFF annuallyphett—i—yean—ans-reiice- 73A15, 74A20
te-FRE— Destroy when }‘ years old.

15
COFF annually. Destroy when 2 years New item
old.
COFF annually. Destroy when 2 years 73A15, 74A20
old.


http:FAt.-IoY.AI

FILES 203

1421 Reference Service_Communication Files

Documents created or accumulated in providing
reference service to mail, telephone, or
electronically transmitted inquiries from Federal
agencies, researchers, the general public, and NARR
offices, for general and specific regquests for
information on or copies from NARA holdings.
Included are original incoming correspondence or
records of non-written inquiries, copies of replies,
and related supporting materials. The files may
include copies of reproduction service forms. (See
1tem 1423, Reproduction Service Files.)

1421-1 Communications control files, which include COFF annually, Destroy when 2 years 73A1, 74A1
registers and logs (including automated logs), that old.
list incoming reference requests and replies, with
related information.

1421-2 Routine 1nquiries and replies, and related records. COFF annually. Destroy when 2 years New item
old.
1421-3 Correspondence and supporting documents, maintained Destroy when no longer needed for 73A1, 74Al
at the branch or library level, relating to ‘ current operations.

significant persons, subjects or events, noted
researchers or research projects, or replies
involving repetitive, difficult or complex research.

1421-4 feading files of reference correspondence, including Destroy when no longer needed for New item
extra copies of outgoing letters. reference.
1422 FOIA and Mandatory Review Reguests Files New items

Files created in response to Freedom of Information
Act {(FOIR) and mandatory review requests for

information from accessioned records in the custody
of NARA. Included are original requests, copies of

Rop. 14 - 14



1422-1

1422-2

1422-3

1422-4

1422-5

replies, and related supporting materials. {For
other types of FOIA requests files, see 1033.)

Communications control files, which include
registers and logs (1ncluding automated logs), that
list incoming requesis and replies, and related
inforwation.

a. Log maintained 1n Office of National Archives
(NN)

b. Other files maintained at the branch level.

Documents maintained at the branch level relating to
those records where originating agency authoraty 1s
needed or NN has demed access to all or part of the
requested records. Included in these authority case
files are the original request, a copy of the reply,
agency authorization or demial, and supporting
materials. Arranged by FOIA number. Ann, acc,:
less than 1 cu. ft.

Routine FOIA 1nquiries and replies, and related
records, granting complete access to all the
requested records or responding to requests for
ronexistent records.

FOIA inquiries and replies, and related records,
denying access to all or part of the requested
records maintained in NN,

Files created in responding to appeals under the
FOIA for release of information demied by NRRA,
consisting of the original letter, a copy of the
reply, and related supporting documents.

App, 14 - 13

FILES 203

COFF annually. Destroy when no longer
needed for reference.

COFF annually. Destroy when 2 years
old.

COFF annwll)
PERMANENT.4 Offer to NARA 1n {@.year
blocks when 1@ years old.

COFF annually. Destroy when 2 years

old.

COFF annually. Destroy when 4 years
old.



1423

1423-1

1423-2

FILES 203

a. Files created prior to Rpral 1, 1985, and PERMANENT. Offer to NARA 1n 1995,

maintained by the Office of the National Archives
(NN-B). Arranged chronologically.

b. Files created after Apral 1, 1985, and PERMANENT. COFF annually. Offer to
maintained by the Deputy Archivist (ND}). Arranged NARA in 1@-year blocks when 10 years

chronologically. Ann. Acc.:  less than 1 cu. fi. old.

c. Files maintained in other offices. COFF annually.
old.

Documents created 1n filling requests for
photographic, photostatic, electrostatic,
electronic, printed, recorded, or other
reproductions of accessioned records and donated
materials; requests for authentication of such
reproductions; and requests for authorization to
reproduce restricted material; and related records.
Included are correspondence requesting reproduction
or authentication services, price quotations,
reproduction or authentication service orders, forms
used such as the Order for Reproduction Services
(NRTF Form 72). (Note: Copies of extensive
reproduction service order that relate to
significant use of NARA holdings, such as for a
book, exhimt, film, or relating to a significant
researcher or research topic, should be retained in
the custodial umt finding aids.)

Register or log of reproduction requests and service COFF annually.
orders, old.

Reproduction requests, reuests for authentication, COFF annually.
related correspondence, service orders, invoices old.
from contractors, and related records.

App., 14 - 16

Destroy when 4 years

Destroy when 2 years

Destroy when 2 years

73A25, 74A30

73A25, 74A30



1423-3

1424

1424-1

14242

1424-3

1425

Documents authorizing or not authorizing the
reproduction of agency or donor restricted, or
copyrighted materials. Intluded are requests for
authorization, replies, letters from copyright and
proprietary rights owners granting or denying
permission for NARA to furnish reproductions,
letters of indemnification, and related records.

fgency Loan Files

Documents created in making accessioned records
available to the originating federal agency for
temporary loan. Included are reguests for leans,
external loan receipts, loan registers, forms such
as the Loan Receipt for the National Archives {NA
Form 14014), and related records.

Documents relating to unrecoverable loans and
permanent withdraws.

Registers or logs of agency loans; external loan
receipts, and related records.

Documents accumulated to assist researchers and NARA
staff 1n accessing and finding accessioned records
and donated materials. These documents are usually
created by NARA or by the originating agency or
individual. Included are copies of published and
unpublished finding aids, lists, reference reports,
copies of reference replies, indexes, inventories,
series descriptions, descriptions of NARA holdirgs,
copies of published articles, books, pamshlets, and
other publications,

App. 14 - 17

FILES 203

COFF annually. Destroy when S years 73A26
old.
COFF annually following return and 73A20

inspection of loaned 1tems. Destroy
when { year old.

PERNAVEST,

7 2 New item
~curReR—oparatieRe-OF - Innve/y] .
Transfer To the Adliwrd Arhrves o,
1v 5 >cir bfocks when 10 years o/,
COFF annually followang return and New item
inspection of loaned 1tems. Destroy
when 1 year old.

Retain for current reference. Destroy 73A30

when superseded or obsolete.



1426

1426-1

1426-2

1427

1427-1

DECLASSIFICATION FILES

Declassification Policy Files

Documents created or accumulated in requesting,
establishing, interpreting, implementing,
authorizing, and providing guidance i1n the use of
declassification instructions and policies.
Included are correspondence, memoranda,
authorizations, directives, revisions, corrections,
interpretations, and related records. Arranged
alphabetically, Ann. fce.: 1 cu. ft.  Curvent
vol.: 3 cu. ft.

Documents created in obtaining authorization and
guidance for declassifyinp security-classified
information or material originated by the U.S.
Government or organizations concerned, or within
their area of security interest.

Documents created in obtaining authorization and
puidance for declassifying security-classified
information or material originated by foreign
governments or internmational orgamizations
concerned, or within their area of security
interest,

Declassification_Information Files

Documents created 1n providing general information
to the public and to members of Congress about NARA
declassification program. Included are requests for
information, replies, and related records.

Routine 1nquiries, replies, and related records.

App. 14 - 18

(0FF when 9”/“”’;"‘%’/1

FILES 203

PERMANENT ] Bffer—to—NARA—whan-no—

73D1, 73D5
terger—needed-for-current—reforenee-ant=
operatsone——7 rdx 3 Fev o the
Naleone/ Archives 7 5 Je2v
/7/01,/{‘5 wlre» ;)"(’gys d/’
CoOFF when Sopersedod
PERMANENT 4 BFFer—{o-NARRwher—ro— 73D30

speratronsr— T dns fer o Che
ANatwns/ Archives

] ?—/V(‘Jl/

l/oo hs when 5 yYesrs d/c/,

COFF annually.
old.

Destroy when 2 years

73D35



1427-2

1428

1428-1

1428-2

1428-3

1429

Replies 1nvolving unusually difficult or complex

research, noted researchers or research projects, or

significant persons, events, or subjects likely to
have further 1ingquiries.

Declassification review case files created in
corducting FOIA, mandatory, special, and systematic
reviews of security-classified materials 1n Federal
and non-Federal repositories, Presidential
Libraries, and NARA custodial units.

Record copy of final declassification report for
each project. Arranged by type of review and
thereunder by project number, Ann, Rccum.: 2 cu.
ft. Current vol.: 30 cu. ft.

Researcher and agency requests for FOIR, mandatory
reviews, repository and custodial umit requests for
systematic reviews; agency coordination
corvespondence; Declassification Review Worksheets
(BSA Form 7138) showing 1tems withdrawn, worksheets
showing agency review determinations; copies of
Classified Accountability Records (BSR Form 1237);
loan Receipts for the National Archives (NA Form

14@14) 5 other loan records; recommendations for bulk

declassification; and related records.

Transmittal memoranda and declassification
worksheets which do not reflect 1tems withdrawn or
agency determinations.

Inventory of Withdrawn Documents

Automated inventory containing the project number,
date, classification level, agency, re-review date,

App. 14 - 19

FILES 203

Destroy when no longer needed for
current operations.

PERMANENT. COFF annually. Offer to
NARA 1n S-year blocks when 15 years
old.

COFF annually on completion of project.
Destroy when 13 years old or when no
longer needed for current operations.

COFF annually on completion of project.
Destroy when i year old,

73D35

73D&0

73D45

New item

New items



FILES 203

reason for withdrawal, and location for each
document withdrawn during declassification review.

15E;>f9"?:
1429-1 Master file. Arranged by record group and project g when no

number. Ann. Acc.: less than 1 reel, Current ionger needed for current operations.
Vol.:less than 1 reel.

1429-2 Top Secret 1inventory. Destroy when superseded or cancelled.

1429-3 Project report. File with record copy of final
declassification report. (See 1428-1
for disposition instructions.)

1429-4 Statistical Report of Items Withdrawn. COFF annuaily. Destroy when no longer
needed for current operations.

1429-5 Special reports, Destroy when superseded or cancelled or
when no longer needed for current
operations.
1438 Declassification Log System
fiutomated log contaiming statistics and brief Destroy when superseded or obsolete, New item

narrative i1nformation on the status of
declassification projects including begin and end
dates, and project statistics.

1431 Declassification Planning Files
Documents accumulated from review project work and Destroy when no longer needed for 73D10
used for planming, and replying to inquiries from current reference and operations.

custodial units. Included are copies of reports,
inventories and finding aids, and project summaries.

App. 14 - 20



1432

1432~1

1432-2

1433

1434

Declassification_Report Files

Documents created in preparing the annual report to
the Information Security Oversight Office (I50D),
and 1ts predecessor, the Interagency Classification
Review Committee (ICRC), on NARA declassification
programs, and any sperial reports for the
Information Security Dversight Office (IS00).

Record copy of annual and special reports.

Other records and non-record material, such as
working papers and extra copies of reports.

Securaty Clearance Certification Files

Documents accumulated in ascertaining the security
clearance of military or other non-NARA personnel
involved 1n the NARA declassification program.
Included are requests for security clearance, copies
of replies, and related records.

PRESERVATION FILES

Preservation Administration Files

Documents accumulated in the general operation of
preservation activities, including technical data
and studies, reference materials, plans,
instructions, procedures, guidelines, policy,
spec1fications, and related records. Included are
subject files of general information on preservation
methods, materials, conditions, controls, problems,
solutions, treatments, and types of records.

App. 14 - 21

FILES 203

COFF annually and destroy when no
longer needed for reference.

Destroy 1 year after report 1s
submtted and approved.

COFF annually. Destroy 2 years after
clearance has been approved.

Destroy when superseded or obsolete,

73D40

73D40

New item



1435

1435-1

1435-2

1435-3

1435-4

1436

Preservation Project Control and Assigneent Files

Documents accumulated in recording the activities of
NARA preservation labs. Included are preservation
logs, schedules, laboratory work books, assignment
registers, program plans, proposals, and related
records.

Preservation Master Log.

Preservation Master Log - Microfilm Copy. Arranged
chronologically.

Logs and Registers.

Other records.

Preservation Project Case Files

Case files that document preservation projects
undertaken for individual 1tems, selected groupings,
or whole collections of accessioned records or
donated materials. Included are preservation or
conservation proposals and plans, conservators'
condition reports, treatment reports, photographs,
forms used to document work completed, contracts,
and related records. Forms used include Reguest for

App. 14 - 22

FILES 283

COFF annually, Ficrofilm when 2 years
old. Destroy after microfilm 1s
verified,

PERMANENT, Offer to NARA after film 1s
verified. This certifies that the
records described on this form will be
microfilwed 1n accordance with the
standards set forth in 41 CFR

101, 11, 586.

COFF following completion or other
termination of work. Destroy when 2
years old,

COFF following completion or other
termination of work. Destroy when 3
years old.

79A5

7945



1436-1

1436-2

1436-3

1436-4

1437

14371

Conservation Treatment (NATF Form 72-H); Film
Insoection Record (NR Form 14843); and Document
Preservation History (658 Form 7276).

Case files relating to preservation projects for
individual 1tems, selected groups of records, or
whole collections. Arranged by record group number,
fnn. Acc.:  less than 1 cubic foot. Current Vol.:
2 cubic feet, NNP.

Other records in custodial umts.

Other offices.

Documents relating to preservation of museum
holdings (1f kept separate from 1410, Museum Item
Case Files). frranged by project title. Ann, ficc.:
less than 1| cu. ft. Current Vol.: varies for
Libraries.

Preservation Research_and Testing Files

Documents created by NARR Research and Testing
Laboratory in researching the causes of records
deterioration, methods and materials for arresting
deterioration, ard for rehabilitating, reproducing,
and preserving records and other archival materials;
and 1n testing of archival and conservation
materials.

Research Case Files. Case files on research
relating to paper, paper chemistry, non-paper
materials, and related subjects; and watermark
files. Included are test results, test reports, and

fipp. 14 - 23

FILES 2@3

PERMANENT, COFF annually. Offer to
NARA when no longer needed for
reference.

COFF after completion of work, hold for
3 years, and retire to FRC. Destroy
when 10 years old.

COFF after completion of work., Destroy
when 2 years old.

PERMANENT. COFF annually, hold for 5
years, and retire to FRC, Offer to
NARA 1n S-year blocks when 10 years
old.

PERMANENT. Offer to NARA when no
longer needed for reference or current
operations,

73B10

New item

New item

74B5

New item



1437-2

1438

1438-1

1438-2

1439

1439-1

logs. Arranged by subject. finn. Acc.: 6 inches.
Current Vol.: 8 cubic feet.

Testing files. Records concerming specific ongoing
quality assurance testing of archival and
conservation supplies. Included are residual
thiosul fate tests of processed microfilm, tests of
other paper and non—paper materials, amd related
records.

Environmental Condition Reports

Documents created to monitor environmental
conditions 1n NARA records holding areas. (See 1tem
689 for Environuental Condition Operating Records.)

a, Weekly summary reports maintained by Chemistry
Laboratory.

b. Other copies.

Weekly hydrothermograph charts, and other records.

Preservation Monthly Report to Archivist

Narrative and statistical report on preservation
activities submtted monthly to the Archivist by the
Preservation Officer.

of5rerd/
71 Copy maintained by Preservation Officer. Arranged

chronologically. #nn, Acc.: less than | cubic foot.

App. 14 - 24

FILES 203

Destroy when superseded or obsolete.

COFF annually. Destroy when 13 years
old.

Destroy when 2 years old.

COFF annually. Destroy when 2 years
old.

PERMANENT. COFF annually. Offer to
NARA 1n 1@~year blocks when 19 years
old.

73B15

New items

New item



1439-2

1440

1440-1

1440-2

1441

1442

1442-4

Other copies.

Preservation Survey Files

Records concerning periodic preservation surveys
completed to monitor the condition of NARA records,
including textual records, microfilm holdings,
motion pictures, photographs, and magnetic tapes.

Correspondence, survey forms, survey reports, and
supporting statistical data maintained by
Preservation Officer, Arranged by survey. Ann.
ficc.: 2 cu. ft. Current Vol.: 4 cu. ft.

Working papers and other copies.

Precious Metals Report

finnual report and background materials on NARA
activities regarding precious metals recovery.

RECORDS STORRGE FILES

Records Storane Files

Documents accumulated in creating and maintaining
special storage systems for important accessioned
records and historical materials in NARA. Included
are records relating to the display systems for the
Charters of Freedom 1n the National Archives
building and the Halon protection system. Rrranged
by name of case file. Amnn. Rce.: less than 1 cu.
ft. Current vol.: less than i cu. ft.

fipp. 14 - 25

FILES 203

Destroy when no longer needed for New item
reference.

New items

CofF
PERMANENT. /] B TEFtu-NARA-E~yeare after
completion of survey. TydnS fer to
the /f/lfl'a”d/ﬂroﬁl“’ﬁ /7
5y blochs when 10 jr5 ofef]

Destroy after completion of survey.

COFF annually, Destroy when 3 years New item
old.
PERMAMENT, Offer to NARA when no 79A15

longer needed for current operations.


http:i?/oc.Jr

1442-2

1442-3

Documents created 1n controlling the physical
location of accessioned records and donated
materials in NARA. Included are shelf lists,
location registers, and related forms and records.

Automated Microfilm Location Registers.

a. Register of NARA microfilm held as record copy
by field archives branches.

(1) Master File. Arranged by record group and
subgroup. Ann, Acc.: less than 1 reel, Current
vol.: 1 reel.

(2} Published inventory of any descriptive
material (1f produced). Arranged by record group.
finn, ficc.: less than 1 cu. ft.

{3) Periodic mcrofiche or paper copies of
informat 10n,

b. Register of accessioned and NARA created
microfilm stored 1n off-site location.

{1) Master file. Arranged by record group.
finn. fAce.: less than 1 reel. Cur. Vol.: 1 reel.

{2) Pericdic mcrofiche or paper copies of
informat 1om.

App. 14 - 26

FILES 203

Destroy when superseded or obsolete. 73B15, 74B10

New items

Aﬁ’eﬁj;lfl'o a;

longer needed for current operations.

PERMANENT. Offer record copy to NARA
when published.

Destroy when superseded.

ﬂ&‘b‘)’dﬁ X

longer needed for current operations,

Destroy when superseded.



1443

1443-1

1443-2

REFERENCE LIBRARY FILES

Library Administrative Files

Library administrative files relating to the
development, maintenance, and use of library
collections. Files are maintained in the Office of
National Archives and the Presidential libraries.
Included are records of acquisitions of books,
serials, and other library materials by accession,
g1ft, exchange, purchase or loan; reference
requests; interlibrary loans; and also shelf lists,
catalog cards, and other finding aids,
bibliograghies, reports, book reviews, and related
records,

Acquisition records of library materials for the
library collections or for other NARR umits.

a. Exchange agreements.

b. Records of purchased materials.

c. Bift records.

Loan Records.

a. Inter-library loan records.

b. Circulation Records.

Aop. 14 - 27

FILES 203

Destroy wnen superseded or obsolete.

COFF annually. Destroy when 3 years
old.

COFF annually. Destroy when 5 years
old.

Place in 1nactive file after return of
loaned materials. COFF annually.
Dastroy when 2 years old.

Destroy when superseded or obsolete.

New items



1443-3

14434

Shelf lists, catalog cards, and other finding aids.
Records relating to bibliographic or reference
reports prepared by staff.

a. Bibliographic or reference reports prepared by

staff.

b. Other records.

fipp. 14 - 28

FILES 2083

Destroy when superseded, obsolete, or
when 1tem has been deaccessioned.

~Bubmri-—Requesi-to-Transfor,—Approvady
and—Recerpt—ofRecorde—to-Natrensd

,pejtrtf when 70 fornfer

needed fFor weference

COFF annually. Destroy when 2 years
old.



1450

1450-1

1450-2

Field Branch Inspection Files
Correspondence, memoranda, reports and other
records relating to the inspection of NARA
field branches.

Records maintained by the Field Archives
Division.

COFF annually. Destroy when 10 years old.
Records maintained by field branches.

COFF annually. Destroy when 5 years old.



CATEGORY
NUMBER

1381

ARPENDIX 1500
FEDERAL REGISTER

These records relate to publishing the Federal Renmister, Code of Federai Reguiations, Weekly
Compilation of President:ial Documents, Public Papers of the Presidents of tne United States,
U, S, boverrment Manual, U.5. Statutes at Larpe, slip laws enacted by Congress, and other
publications of the Office of the Federal Register. There are also records concerning
Constitutional amendments, the Electoral College, and interstate agreemwents. Included are
files pertaimng to admmstration, nublicatiorns, staff surveys and studies, Federal rules
ano repulations, legislation, and elections.

DESCRIPTION O-_RECORDS AUTHGRIZED DISFOSITION

ADMINISTAATIVE COMMITTEE FILES

Documents relating to the Admmstrative Committee
of the Federal Register, established by the Federal
Remister fict (44 .5.C. 13596).

Recores created or accumulated by the Committee
which document membershis, oolicy, and
accomplishments of the Cowmittee. Included are
agenda, minutes, final reports, and related records.

{a) Records of the Secretary. Arrariged PERMANENT. COFF 1n S-year blocks.
cnronologically by meeting date. FAnn. Acc.: 1 an, Offer to NARA 1n S-year blocks wnen 18
Currvent vol.: 2 cu. ft. years old. (GRS 16, item 12(b)(!){a))
{b) Coments received from tne public on proposed PERMANENT. COFF 1n S~year blocks.
rulemaking, Arranges chronclogically by year. Offer to NARA 1n S-year bioks when 19
fon. Ace.: 1 oame Current vol.: 1 cu. ft. years old.

{c) A1l other copies. COFF arnuallyy cestroy when 2 years

old. (GRS 16, 1tem 12{b) (1) (b))

App. 1500 ~ 1

CROSS-0OVER

FROM GSA HB

77A5(a)

NEW

77A5(b)



15012

1502

15383

15831

1583-2

1504

15@4-1

13@4-2

Ril other records created by the Committee,

LEGISLATIVE REFERENCE FILES

Fapers relating to legislation affecting
publications of the Office of the Federal Register.
Included are copies of interpretive documents and
related records.

STAFF_SURVEYS AND STUDIES

Documents created in surveying and studying Office
of the Federal Repister admimistrative technigues,
editorial and publication policies, and related
subjects. Ircluded are completed staff surveys or
studies, supoorting papers, and related records.

Record copy of each survey or stuty. Arranged by
survey or study. Amn, fAcc.: less than I cu.
ft. Current vol.: 1 cu, ft.

Workinp or background papers.

AGENCY CORRESPONDENCE FILES

Correspondence from Federal agencies regarding the
orinting and oublishinp of regulations by the Office
of the Federal Repister.

Corresoondence designating Federal Register
Liaisons.

fiop. 1508 - 2

FILES 2283

Dectroy when 3 years oid or when no NEW
longer needed for reference, whichever
15 soorer, (GRS 16, 1fem 12(b)(2))}

Destroy wnen supersedes or chsolete. 77A10

PERMANENT, COFF annuaiiy. Offer to 77A20(a)
NARA 1n S-year blocks wien 18 years

olo.

COFF after completion of project. 77A20(b)

Destroy when 2 years old.

COFF arnually, Destroy wnen 1 year 77B5
ole.

Destroy when superseced or oosolete. NEW



1385

1593-1

1505-¢

1505-3

PUBLICATION PAPERS

Documents accumulated from the Executive and
Lepislative Branches of the povermment wnich are
reguired by iaw or authorized to be published.

Presidenti1al Proclamations, Executive Orders, and
other Presidential documernts, transcripts, and
enrclled public laws and resolutions, and related
papers. FArranged by type of record and thereunder
numerically. Ann, Ace.: 1 cu. fi. Curvent vol.:
2 1n

Legal documeris of Federal agencies published in the
Federal Register, and related materials., All
documents filed prior to January !, 1979,

Lepal documents of Feoeral apencies published in the
Federal Register, and related materials filed after
Decenber 31. 1978,

{a) Rules. Etacn document in this classification
wiil have "Rule” stamped on the first page.

{b) Proposes rules. Each cocument in this
classification will have “Proposed Rule' stamped on
the top of each page.

{c) Notices. Each document 1n this classification
wiil have "Notice" stamped on the top of each page.

fpp. 1380 - 3

FILES 203

PERMANENT., Offer to NARA when
admmstrative need ceases. (NARA wiil
accession these docurents under RG 11,
General Records of the United States
Government. )

Destroy when 15 years cid.

COFF every 6 months, nold 6 morths, and
retire to FRC. Destroy when 13 years
old.

COFF every & months, hoid 6 months, ano
retire to FRC. Destroy when 5 years
old.

COFF monihly. Destroy wnen ! year old.

77B10(a)

77B10(b) (1)

77B10(b) (2) (a)

77B10(b) (2) (b)

77B10(b) (2) ()



1586

1506-2

1587

15071

1507-2

RECORD_SET_OF FEDERAL REBISTER PUBLICATIONG

Recced copy of each issue and publication of the
Office of Federal Register. Excluded are microfiche
comes of the Feaeral Repister and the Loce of
federal Regulations published after Decemoer 31,
{986 (See 15@6-2). Arranged by type of record and
tnereunder numberically. fAnn. Acc. orior to 1987:
582 voluwes. Ann, acc, beminning am (987: 122
volumes.

Microfiche copy of Federal Register and Code of
Federal Regulations publrshed—after—Seceroer—3i,
P386. This certifies tnat tne records described on
this “orm wili be microfiimed in accordance with the
standards set forth 1n 3b CFR 1230, 14. Storage
conditions shail adhere to the stardarcs of 36 CFR
1238, 20 and—i230 2h—ap—frpsb—nsopebienshett

take-—piace—rr1989—rrecordantewith—36CF R
1#%rer, Inspections must be done 11
OLlordance with 3L CFR 1220.22-

FEDERAL _REGISTER DOCUMENT CONTROL FILES

Feaeral Remister Docuwerd Control Log (NR Form
1308), ard related records accumuiated in recording
the publication of documents in the Federal
Register.

Record cooy.

Public 1nspection copy.

App. 13G0 - 4

FILES 203

PERMANENT, COFF annually ano retire to 77A15
FRC. Offer to NARA 1w S-year blocks
when S-years oid,

PERMANENT. COFF annuaily, Offer to 77A15
NARR when 1 year oid.

e
/1c?AlﬁZ and RD- De .
COFF at the end of the calendar year, 77B11(a)
hold 1 year, ard recive to FRL.
Destroy wnen 15 years olG.
Destroy after document 15 referencec in 77B11(b)

tne Federal Remisier index issued
monthly.



1307-3

1508

1569

1518

1511-1599

Document file copy.

NOYICE OF RATIFICATIONS GF CONSTITUTIONAL AMENDMENTS
FROM_STATES

Documents accumulated as reouired by law in
confirnation of oroposed amensments to the
Constitution from the 5@ states. Included are
transmittais and certificates of ratification and
related records, and the orioinal signed certificaie
by the Archivist of the United States mroclaiming
the amendment as part of the Constitution. Brranged
alphabetically by state. Current vel.: 1 cu. ft.

STATE_OGREEMENT FILES

Documents accumulated as a result of the submission
by the States of constitutional acreemerts Detween
the States. Included are duplicates of originals or
authenticated copies of apreements, comnacts, and
related records. Arranged aiphaoeticaily by state.
finn. Acc.: less than | i, Current vol. 2 1n.
(1971-1979).

CERTIFICATE O ASCERTAINMENT OF ELECTORS

Documerts accumulated as a resulv of the votes cast
by the pecple ard the eiectors of the 58 states and
the District of Columbia. Included are ballots,
state certification of those chosen as eiectors,
and related records. Arranged alohabetically by

state. Acc.: 2 cu. ft. every 4 years. Current
vol.: 2 cu. ft.
Reserved.

App. 1509 - 5

il
-
-
(43

Destroy when no lonper needed for
reference,

FERMRNENT, Dffer to wARA after
ratification or cetermination that
prodosed ameromerd will not be
ratified.

PERNANENT., Gffer to NARA 1n S-year
blocks wher I years old,

PERYANENT., Offer to NARR ore year
after the election,

o]
=
[~

77B11 (c)

77B15

77820

77B25



ITEM

NUMBERS

1661

16@2

16gz-1

16@2-2

APPENDIX 16

-1
—
-
m
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fa X,

=
s

PUBLIC PROGRAMS AND EXHIBITS

DESCRIPTION OF RECORDS

PUBLIC PROSRAMS

Conference Support Files

Documents pertaiming to admimsirative support
activities for conferences. Included are lists of
guests and soeakers, oians for hospitality and
logistics, and relateo records.

Interpretive Programs Files

Documents accumulated in preparing interoretive
progrars at the National Archives. Included are
plans for program arrangements, program outines,
lomistic support plans, attendance and speaker

lists, copies of presentations, and related reccrds.

Files created in preparing for ceremchles such as
the Fourth of July, Constitution Day, and other
special events.

Files created in prenaring for film series, theater
oerformances, lectures, demonstrations, and sim:lar
avents.

fioo. 16 -1

These recorcs relate to proprans engaped in promoting and oublicizing MARA and 1ts educaticnai
and culiural services.

AUTAORIZED DISPOSITION

COFF annually, nold ¢ years, anc retire
to FRC. Destroy wnen 7 years ola.

COFF annually, ho:d 2 years, and refire
to FRC. Destroy wnen 7 years old.

COFF annuaily. Destroy wnen 3 years
olc.

CROSS-0OVER

FROM GSA HB

72C10

72C20

72C20



1603

1604

1683

160G-1

1685-2

Documerts accumulated in arranging tours for
coliege groups, orofessional orgarazations, and
other interested proups. Included are lists of
these proups, program outlines, and relatet records,

Interrnational Visitors File

Documents accumulated pertairing to the arrangement
of tours, special education and ecucation
internships for foreign visitors, Included are
t1s5ts of foreipn visitors, trairang mater:als, and
related records.

Volunteer and Tour FProoram Files

Documents createc 1n developing and administering
the volunteer and tour programs for the National
frchives. Inciuded are papers on the development
and adminisiration of the Volunteer fssociatiom,
tour proprams, community and school relations, and
related records.

Development papers, brochures, and olans for orogram
promotion and membersh:ip activities, Arranged by
subject. Ann. fce.: less than 1 cu. ft.  Current
vel,: 4 cu. ft.

Corresoondence, meworanda, and other recorcs
relating to the admimistration of these proorams.

fap. 16 - &

COFF annually. Destroy when 3 years
old,

COFF anrmally., Destroy wnen 3 years
old.

PERMANENT,  COFF every 5 years, hold 2
years, and retire to FRC, Offer to
NARA 1n 1@-year blocks wnen 1@ years
old.

COFF arnually. Desiroy when 3 years
old.

72C25

New

71A20a

71A20b



1606

16@6-1

1686~-2

16@7

1687-1

16Q7-¢

1608

1608-1

1688-2

1609

FILES 223

WORKSHOP, TRAINING, AND EDUCATIONAL ACTIVITIES

Education Workshop Training Files

Correspondence, memoranda, notices, mailing lisis,
and other recores relazing to archival and
gensolagical workshops.

Training materials 1ncluding workshoo outlines,
handouts, and audiovisual materials.

Teacher Workshop Files

Corresaondence, memoranda, notices, mailing lisis,
and cther records relating to workshoos for
teachers.

Training materials including worksnop outlines,
handouts, and audiovisual materials.

Schenl Program Trainming Materials Files

Corresoondence, memoranda, nrotices, mailing lisis,
and other records relating fo school proorams.

Traimrng materials inciuding workshop outlines,
hardouts, and audicvisual materials.

tlodern Archives Insiifuie Files

Docuwerts accumulated to present archival theory,
archival principles, and techmicues of archives

admrisiration for persons holding or presaring for

Rpp. 16 -3

COFF armually, Destroy when 3 years
old.

Destroy wnen superseded or cosclete.

COFF annually., Destroy wnen 3 years

old.

Destroy wnen superseded or cosolete.

COFF armually. Destroy wnen 3 years
olc.

Destroy wnen superseded or cbsolete.

72A15

72A20

New

New

New

New

New



1623-1

1609-2

1689-3

1618

1611

16{1-1

n
—
—
i
ol
(%)
=
(¥

pesitions of responsibility in the Tielcs of
archives, manuscripts, records management, and te

raragerent of special coliections. .. o(b-r/(’ﬂt}
4
A4 AZ?M’ v
en/o,o m(nt @ /

Schedules, class lists, brochuresnand black and FERMANENT. COFT annuaily, Offer to
white photograchs. Ffrranoed chronclogically. Ann. NARA 1n 1@-year blocks when i@ vears
fee. s less than 1 cu. ft. Current vel.: 2 cu. T, ald.

Grade sheets, admimstrative forms, and peneral COFF annually. Destroy when 2 years
corresgondence, oid,

Handouts, reference files, and related records. Destrey when superseced or obsclete.

EXHIBITS

Exhibit Case Files

Documents related to exhimts oresared in the L, SERNGNENT.  COFF woon tarmnation of 72A1

National Archives Building, Federal Recorcs Centers, ennibly,  Rikpeme-diRl tn SayEae—

National Archives Field Branches, Presicential é—l-a%s—men-l@-yeeas—eé&ﬁocan?ﬂb J 2L
Libraries ang Yuseurs and other Archives faciiities, aeliting to the pRnnmp and fﬂ'// et
Inciuded are lisis of exhibited 1tems, captions for of exhib/ts ncledinf /9/901‘0/)«1/_/75 .
exhibit cases, photograpns, backoround materials, Cor ,e}/o,,qlpf,c e, and (s€s of exhibrt jTems
correspondence relating to 1t:ms horrowed for Tyans fer To Che AU Crind/ Archrves ¢
exhibit, loan acreewents, contracts, news cliopings,

and related records. Arranged by exhibit title. g ycav blochS when W Sesrs o/,

' ' fuvre
fnn, Acc.: 2 cu. ft. Current vel.: 26 cu. ft. n ,6-; Reco yds of 2 F.zc,//t‘a tive malv ) e
- covered elsewahprse 3 EHIs Schedrs
ﬂe)fw)’ when 1 Yeprs ofd o% So007¢7”

VIx-A
o foner needes $or referr 2
Braphic_Record Files (3 (4

Exmbit-related grashics. Documents accumulated an COFF uoon termination of exhibit. New
the oroduction of exhibits. Included are Destroy when i@ years cld.

blueprints, tyoeset proofsheets of text,

speci1fications for fabrication and samples of

exhibits as installed.

Roo, 16 - 4



161i-g

1612

16ig-1

i612-¢

1613

P11 other praphics. Documents accumulated in the
preparation of grashics for National Archives
prograns and events. Included are production boards
for NARAR oublications, type and soecifications for
NARA signs, record copy of materials such as
graohics, posiers, etc., and educational orocram
nosters and brochures.

National fAlrchives Facsimilies

Documents accumulated as security cooies of original
documents exhibited or loaned. Inciuded are biack
and white or color negatives, orints,
transparencies, and photographs,

Facsimles acrumulated by Exhibits Branch (NEEX).

Facsimiles accumulated by custodial umiis,

Exhibit Loan File

Docurents accumulated 1n the administration of loans
for exhibition by Federal apencies, museums,
historical sociefies, and educational institutions.
Included are corresponcence, 1ists of borrowers and
1tems leoaned, loan agreemenis, insurance policies,
condition reports, news clippinps, and related
records. Arranged by assigned rumber. Arm. Acces 1
cu, ft. Current vol.: 8 cu. ft.

fop, 16 -5

COFF after oroject 1s comoleten, New
Destiray wien 18 years old.

New
Offer to the custodiai umit when no
longer needed.
Destroy when superseded or obsolete.
chiEMitEe= Clace 1n 1nactive files 72A5

after termination of loan. COFF
inactive files every 5 years. -Effss—tor

KRR T Tyear—ateeke-when LR ypars
(i ﬂeyf/o)’ whe /0 Years 0/5(



16i4

16i4-1

1614-¢

1615

1616

PROMOTION AND SALES

Muzeun Shoo Recorgs

Documents accumulated for the purpose of developing
purchasing history inciuding copies of purchase
orders/agreements, sampies of products, and vendor
files inciuding orcducts ordered, data, guantity,
price, ierms, frequency, etc. Also accumulated are
records relating to sales history, sales promotions,
and product development soecifications.

Documents used to post history file.

History fiie.

Marketirn Files

Docuwments accumulated relativg to broad marketing
plans, specific marketing campaigns for oroducts

{conies of space ads, direct mail pieces, efc.),

marl lists and record of sources, and analytical

resorts.

Reciprocal Advertising File

Documents accumulated 1n arranging reciorocal
agreements with historical societies, educational
institutions, and other orgamizations in orinting
advertisemerts. Included are copies of
advertisements, contracts, and related records.

App. 16 -6

FILZS 283

COFF anrwaily. Desiroy when 3 years
old.

Destroy when obsolete.

COFF arter 1life cycle of camoaign,
Destroy when 4 years olc.

COFF annually. Destroy wien 4 years
old. Earlier disposal authorized, 1f
no longer needed.

New

New

New



1617 Conference Exhibitions
Documents accumulated 1w the presaration and COFF arrually. Destroy wnen 4 years New
scheduling of conference exhibits, incluging files olc,

containing conference rames, purnose for avtendarnce,
arranpements for bocth and shipment of materials,
and lists or samples of materials disolayed.

NATIONAL AUDIOVISURL CENTER

1618 Apency Aoreement Files

Documents accumulated in securing authorization to
loan, rent, or sell audicovisual material produced by
Federal arencies. Included are copies of
agreements, awencments to agreements, data base
output files, and related records.

1613-1 Record copy of each agreement, amendment to COFF after comoletion of agreement, 70A70
apreements, and related backoround bapers maintained hoid 3 years, and retire to FRE,
by the Product Acquisition ard Marketing Branch Destroy when 12 years oid.
{NERM),

Record copy of each agreement, amerdment to COFF after comoletion of anreemert, 70A70
agreene backeround papers maintained hoid 3 years, and retire to FRC,

by the Finance Staff (NEAF), Destroy when 6 years and 3 morths old.
4 1

1618-3 {ther records. Destroy when suoerseded or obsoiete. New
1619 forthly Progress Report file
Documents accumulated to record status of Desiroy when superseded or oasclete, 70A20

audiovisual projects. Included are backoround data,
monthly progress reports, and related records,

App. 16 -7


http:attendar.ce

1628

1621

Manual Title Number File

Documents created to control 1ssuance of title
viumbers for autiovisual manuals. Included are title
rumber lists, data base outout files, and relaied
records.

Film Master Index

Documents created in indexing federally-produced
fiims, film strips, or slides. Included are
backgrourd 1nformation sheets, data base inventory
files, and reiated records.

f11m Tooical Index

Docunents created in indexarg films, film siriops,
and slides by topic and thereunder by titile.
Inciuded are cards, listings, cata base inventory
files, and related records.

Inventory Control File

Documernts created 1n verifying audiovisual holdings
of NEfl. Included are the cutput of the Product
Master F1le and related records,

Audiovisual Promctional and Advertisino File

Documents created in making available to Federal
agencies and the publie, information regarding
audiovisual items, services of NER, and the file
industry. Included are brochures, rcatalegs,
conference announcements, mailing lists, and relateg
records.

fioo. 16 - 8

FILES 203

Desiroy wien superseted or cosoclese.

Destroy when superseded or oosclete.
Update system data base as necessary.

Destroy when supersedec or ocbsoigie.
Upcate system data base as necessary.

Destroy whien superseded or oosolete.
Update data base as necessary.

Destroy when suoerseded or obsolete,

70A10

70A25

70A30

70A90

70A35



1625

1625-1

1625-3

Customer Order System

Documents creates to control customer orcers,
p1liings, and mayments related to the purchase or
rental of auciovicual materials,

firder Ackrowledgment File.

Documents accumulated in acknowledging receipt of
arders from customers. Included are original
orders, processed receipts, the Orders in Process
data base files, and related records.

Invoice Files.

Included are copies of bilis, orders,
nvalces, t ales Order History data base file,
and related recoP

a. Record copy of transaciions o 2 than

410, Bee.

b. Record copy of transactions of $10,800 or less.

Reccounts Receivabie.

Documents relatine to the services order firnancial
records and stores transactions affecting customer
accounts, 1nvoices, payments, and balances.

App. 16 - 9

FILES 203

Place in 1nactive file after order 1s
conpleted. COFF system cata base
armually ard copy to tape. Destroy
when 1 year oid.

COFF at end of fiscal year of final
payment, hold 3 years, and retire to
FAC. Destroy wien b years and 3 months
olo, (GRS 3, item 4all))

COFF at en
payment. Destro
(GRS 3, 1tem 4a(2}))

fiscal year of final
hen 3 years cold.

70A40

70A45

New



FILES 223

a. rd copy of trancsactions of more than COFF at end of fiscal vear of final
410, 60, payment, hold 3 years, and retire to
FRC. Destroy when 6 years and 3 months
olg. (GRS 3, Items 4a{l))
b. Record copy of transaction of $10,802 or less. COFF at en 1scal year of finai
payment. Destroy whem3
{GRS 3, 1tem 4a(2)}
1625-4 Customer Master File.
Documents accumulated from a data base thai records Destray when superseded or obsolete. New
all static customer information such as name, Upcate cata base as necessary.

address, credit data, and constants used in sales
analysis. Rlso retains data identifying
atJustments, refunds, and credit memos.

1625-3 Customer Summary File.
Documerts accumulated from a data base that 1s Destroy when superseded or chsolete. New
updated caily and generated as reeded for Update oata base as necessary.

informatioral purooses. Included are summaries of
invoices, summaries of transactions, and related
records.

Arcounts Receivable Transactions,

Documents ulated from a data base that records
account transactiomsr~Jpcluded are batch files, the
"Transact ion-In-Process” f1 related records.

3. Record copy of transactions of more than tF at end of fiscal year of final

$10, 090, oayment, i 3 years, and retire to
EC. Destroy whe gars and 3 months
old, (GRS 3, items 4a(l

Apo. 16 - 10



of transaction of $12,008 or less. LOFF at end of fiscal year of final

payment. Destroy wnen 3 years old,
(GRS 3, 1tem 4a(2))

order data elements.

a. Record copy of transactions of wore COFF at the end of fiscal year of final

$1@, 00a, payment, hold 3 years, ang refire to
RC. Destroy when b years and 3 monihs
] 85 3, 1tem 4a(i))

b. Record copy of tramsactions of $1@,009 or iess. COFF at the end of fisca r of final

payment. Destroy when 3 years &t
(GRS 3, 1tem 4a(2))

Supplier Purchase Order Files

1626-1 COFF at the end of fiscal year of final
payment, hold & years, and retire to
RC. Destroy when b years and 3 months

old™~J(BRS 3, 1tem 4a(l))

162h-2 Record copy of transactions of $id,00@ or less. COFF at the end of fig

payment. Destroy when 3 yea
{BRS 3, item 4a(2))

fpp. 16 - i1
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LE5 203

1627 Information Index Fiie

Documents accumulated to record location of Destroy wnen superseded or onsolete.
audiovisual materials such as filws, fiim strips,

and slides during reproduction process.  Included

are information cards, mcroforms, and related

records.

Completed Purchase Order Files

unulated 1n verifying the completion
from photo labs. Included are
rs, and related records.

Documents
and receipt of o
packing slips, purchase ©

COFF annually, nold 3 years, and retire
RC. Destroy when & years and 3
months o (GRS 3, 1len tal2))

1626-1 Record copy of transactions of more than $10, 20@,

i62a-2 Record copy of transacticns of 18,008 or less. COFF arrually. Destroy when
old. (B35 3, 1tem 4a(2))

Cash Sales Files

ulated to record prenaid sale of
stock 1tems, Included are
ders, casnier

lated

Documents
audiovisual reprogutd
copres of order logs, custom
rece1pts, acknowledgment of receiot,
records.

COFF at end of }_year, hold 3
years, ard retire to FR
b years and 3 months oid. (GRS
4a{l))

1629-1 Record copy of transactions of more than $10, @28,

Aoo. 6 - 18

70A15

~FOAB0~



Record copy of transactions of $19,00@ or less,

1632 Messenper_Service File

Documents created to record the pickun and delivery
of audiovisual and related materials. Inciuded are
conles of pickuo and delivery receipss, and related
records.

1631-1679 Reserved

Aop. 16 - 13

FILES g3

COFF at enc of fiscat year. Destroy
when 3 years old. (GRS 3, 1tem 4a(z))

COFF every @ months., Destroy when ¢

(GRS 12, 1tem 1)



RECORDS 203

APPENDIX 1782

NATIONAL HISTORICAL PUBLICATIONS AND RECORDS COMMISSION

These records relate to National Historical Publications and Records Commission (NHPRC)
programs to prosote, encourage, and support private and public sector documentary projects
and programs to preserve and @ake avallable for use historical records. Included are files
pertaining to Commission weetings, grant case files, finding aids, traiming materials, final
products, and NHPRC publications,

CATEGORY CROSSOVER
NUMBER DESCRIPTION DF RECORDS AUTHORIZED DISPOSITION FROM GSA
MANUAL
1701 COMMISSION MEMBERSHIP FILES
Documents accumulated 1n recording aopointments to PERMANENT. COFF in S-year blocks. 78A1
NHPRC and other official actions affecting Offer to NARA 1n 18-year blocks when 18
Commission sembership. Included are correspondence, years old.

appointment orders, letters of resignation, other
official actions, and related records., Files are
arranged alphabetically by member. Ann, Acc.: less
than 1 cu, ft. Current vol.: .75 cu. ft.

1782 COMMISSION MEETING FILES
1702-1 Docusents created 1n recording NHPRC proceedings. PERMANENT. Offer to NARA when no 78A5
Included are agenda, minutes, policy papers, longer needed for current operations,

committee reports, typed transcripts, and tape
recordings of meeting proceedings, and related
records. Arranged by subject. Amn. Acc.: less
than 1 cu. ft. Current vol.: 1.5 cu, ft. (1935 -

present)
17822 Circular letters, containing routine information COFF annuaily. Destroy when 3 years New
(1.e., copies of agenda, minutes, etc.), sent from old.

the Executive Director to Commission members.

App. 1708 - 1
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17e3 NHPRC _ANNUAL REPORT

Documents accumulated in compiling NHPRC Annual
Report to Congress. Included are copies of the
report, summary data on NHPRC activities and
achievements, and related records,

1703-1 Record copy of reports submitted orior to 1985, PERMANENT. Offer complete set to NEW
{The record copy of annual reports submitted 1n 1985 NARA 1n 1990,
and thereafter are included 1n the overall NARA
Annual Report to Congress, Ites ___ ) Arranged
chronologically. Current vol.: 2 1inches.

1703-2 Background materials. COFF annually. Destroy when 3 years NEW
old.
1784 PROGRAM CORRESPONDENCE AND SUBJECT FILES
1784-1 Correspondence and/or subject files including PERMANENT. COFF annually. Offer to NEW
meporanda, reports, forms, and other records NARR 1n 19 year-blocks when 2@ years
relating to the legal establishment of the NHPRC old. =

/
grant programs, 1ts policies and basic procedures,

and the managesent and evaluation of the grants.
Arranged by subject. Ann. Acc.: 1/2 inch. Current
vol.: 1 cu, ft.

Correspondence and/or subject files relating to
routine operations and daily activities 1n
ation of the NHPRC grant programs.

a. Records Program Corresponde COFF anmnually, Destroy when 2 years

old. (BRS 3, 1item 17(b))

b. Publications Program Correspondence, COFF annually: troy when 2 years
old. (GRS 3, item {7{

Rpp. 170@ - 2



1785

1705-1

1705-2

1706

1708

GRANT_ADMINISTRATION STUDY FILES

Documents accumulated by the staff in studying
special problems relating to the adminstration of

grants. Included are studies and related background

records.

Record copy of study. Arranged alpnabetically by
subject. Ann. Rcc.: 1 inch. Current vol.: 10
inches.

{ther materials.

GIFT_FUND FILES

Documents accumulated as a result of NHPRC
activities to raise private funds to support NHPRC-
sponsored projects. [ncluded are correspondence,
reports of income and disbursement, and related
records.

GRANT CONTROL FILES

Indexes, registers, logs, or
to control of assigning numbers or identifyi
projects, applications, and grants.

FELLOWSHIP APPLICATION FILES

Documents accumulated 1n accepting, declimng, ard
admimstering annual fellowships. Included are
applications, backpround materials, and listinps of

RECORDS 203

PERMANENT. Place 1n 1nactive file uoon
completion of study. COFF 1nactive
fi1les every J~year blocks. Offer to
NARA 1n S-year blocks when 1@ years
old.

CCGFF annually upon completion of study.
Destroy when 3 years old.

COFF annually, hold S years, and retire
to FRC. Destroy when 28 years old.

Destroy when superseded or obsolete,
(GRS 3, 1tem 16)

78A30(a)

78A30(b)

NEW



1708-1

17e8-2

1709

1789-1

proposed projects and prospective candidates,
correspondence with candidates, and related records.

Accepted applications.

a. Ppplications relating to the Records Program.

b. Applications relating to the Publications
Program.

Unsuccessful (rejected or withdrawn) applications.

GRANT_APPLICATION FILES

Applications, memoranda, correspondence, and other
records relating to the decision to accept or reject
grant proposals; 1.e., staff, reviewer, and panelist
comeents, and correspondence between the staff and
applicant. Files are arranged by type of grant
{Records Prograa grant or Publications Program
grant). Records Program files are arranged
alphabetically by state, and within state by
proposal number. Publications Program files are
arranged alphabetically by title of project.

Accepted applications.

2, Applications relating to the Recoras Program.

b. Applications relating to the Publications
Program.

Qpp. 1700 - 4
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Uoon aoproval, transfer documents to 78A40
1718, Recorcs Program Grant Case Files.

Upon approval, transfer documents to 78A40
1711, Publications Program Grant Files.

COFF annually. Destroy when 5 years 78A40
old.
lJpon approval, transfer documents to 78A10

1719, Records Program Grant Case Files.

Uoon aporcval, transfer documents to 78A10
1711, Publications Program Grant Files.



17@9-2

1718

RECORDS 273

Unsuccessful (rejected or withdrawn) applications. COFF annually. Destroy when 5 years 78A15
old.
RECORDS PROGRAM_GRANT CASE FILES /’ﬁf?ﬂ?ﬁﬂ’éﬂff CoFF annvd/ly
Followrnf completivy of project,
Case files consisting of the grant or fellowship Tvansfer Co FAC when & Yedrs ﬂ/ﬂr/

application, correspondence concerning program and - chve
fiscal matters, grant instrument, payment vouchers, T4 nsfer to the A tund) flvehrves

approved budget with any amendments, interim and im /O JYedr ﬁ/ﬂ chKs w/‘en [0 yexrs

final narrative and expenditure reports, evaluation -/ .
v
materials from reviewers and panelists, rewspaper 0/0{: C(‘-" C//, te ZL’ ve wyeced /0/} love c’o/

clippings, ard related records. Files are arranged else where {7 £h ,‘} sch e,/,//g/ /4 é&

alphabetically by state, and within state by grant vinsfer TJ Ae
number, (Estimated Ann. Acc. of permanent records: 43 9£'0/80/ /7/0'., o T }f 4

.5 cu. ) NeCrne Arehives)

1que grant case files selected annually by tne 78A10
rds Program Director because they meet one or
more Qf the following criteria:

a. the grai established a precedent for changing
Commission pol\cy or procedures;

b. the grant received widespread attention from the

neWs media;

d. the grant was reviewed at length in
rarrative portions of the Commission's annu
report; or

fop, 1728 - 5
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e grant was the subject of extensive PERMANENT, COFF annually following
litigati1ofy completion of project, hold 5 years,
and retire to FAC, 0Offer to NARA in
1@-year blocks wnen 18 years old.

A TEF— All other Records Program grant case files. ually following comoletion of -

project, ho ars, and retire to

1711 PUBLICATIONS PROGRAM GRANT FILES
Case files consisting of the grant or fellowship PERMANENT, COFF on completion of the 78A10
application, correspondence concerning progras and grant. Consohdatema”"( schedu/, e
fiscal matters, grant instrument, payment vouchers, ~Cerrespondempenhide- wi1th Grant Case
approved budget with any amendments, interim and F1] emdiootroy=eti=giinliCatoGue—tifer-
final narrative and experditure reports, evaluation
materials from reviewers and panelists, reference *C_Z’fem /7/0),

reports, newspaper clippings, and related records.
Although a separate Project Correspondence File 1s
maintained for informal correspordence between the
project director and the Publications Program Staff,
these files are consolidated with the grant case
file when the grant 1s completed. Documentary
editing grant files are arranged alphabetically by
project title, Subvention grant files are arranged
alphabetically by name of press. #Ann. fcce: .5 cu.
ft. Current vol.: 3 cu. ft.

1712 FINAL PRODUCT FILES

Published reports, books, studies, audiovisual
materials, or any other final grant products and
related records in textual or machine-readable form.

1712-1 *  Fainal products submitted on or before September 39, PERMANENT, Offer to NARA when mo NEW
1985. Arranged numerically by project. FAnn. Ace. longer needed for referenceo v wAey,

in Records Program: 1 cu. ft. Curremt vol. 15 cu. P /‘/ hi1eh
cars o whicherer 15
ft. Ann, Acc. 1n Publications Program: 4 cu, ft. 20 /
S047e7,

Apn. 1708 - 6



1712-2

1713

1714

1714-4

1714-2

Current vol.: 185 cu. ft. {includes 6,088 reels of
mcrofiim}

Final products submitted after September 38, 1985.

a. Record copy. HArranged numerically by project.
fnn. Acc. 1n Records Program: | cu. ft. Current
vol. 1n Publications Program: 4 cu. ft.

b. Reference copy of final product.

Lists of documents at NARA, the Library of Congress,
and other repositories relating to NHPRC projects.
Lists are compiled by NP staff, Rrranged
alphabetically by project name. Ann. Acc.: less
than 1 inch. Current vol.: 30 lirear ft.

INSTITUTE FOR_DOCUMENTARY EDITING

Documents created 1n preparing, organizing, and
admimstering training sessions in the field of
documentary editing.

Schedules, class lists, correspondence, and related
records.

Harndouts, reference files, and similar documents.

App. 1788 - 7
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PERMANENT. Upon completion of the NEW
project, place final product 1n

1nactive file. COFF 1nactive files 1n

3~year blocks. Offer final products to

NARA in F-year blocks when 2@ years

old.
Destroy when no longer needed. NEW
PERMANENT, Offer to NARA when no NEW

longer needed for current operationo 3~
when 20 jears d/&ﬁ whicheve
/S Soone r,

COFF annually, hold 2 years, and retire NEW
to FRC. Destroy when 7 years old.

Destroy when superseded or obsolete, NEW



1715

17151

17152

1716

1716-1

1716-2

17

PUBLICATIONS CATALCG

Record copy of Publications Catalog and background

mater1als used to compile listing of NHPRC
Publicationg Program projects.

Record copy. Current vol.: 1 catalog.

Background materials.

NEWSLETTER_“ANNOTATION®

Record copy of each NHPRC newsletter
“ANNOTATION, "and backgrourd materials used to
compile the newsletter.

Record set of newsletters. Arranged
chronologically. Amn, Acc.: 2 inches. Curvent
vol.: 2 cu. ft.

Background materials.

NHPRC_DIRECTORY FILES

Documents created in the preparation of the

DIRECTORY GF ARCHIVES AND MANUSCRIPT REPUOSITORIES IN

THE UNITED STATES. Included are survey
questionnaires (Repository Information Forms),
machine-readable data base, record copy of

Directory, and related policy papers concerning the

overall development of the Directory.

fpo. 1700 - 8
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PERMANENT. (Offer to NARA when 1@ years
old.

Destroy 2 years after publication.

PERMANENT. Place 1n 1nactive file uoon
publication. COFF 1nactive files 1n 5-
year blocks. Offer to NARR in S-year
blocks when 1@ years old.

Destroy 2 years after publication.

NEW

NEW

NEW

NEW
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17171 Record copy of Directory and related policy papers. PERMANENT. Offer to NARA when 1@ years NEW
frranged by subject. Ann. Acc.: 2 cu. ft. every 5 old.
years.

1717-2 Survey guestionnaires and other records. Destroy when superseded or otsolete. NEW

1718-1799  RESERVED.

App. 1700 - 9
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RPPENDIX 18
NATIONAL ARCHIVES TRUST FUND

These records relate to the National Archives Trust Fund Board, 1ts meetings and bylaws, and fo
1ts admnistration of trust funds which support various archival programs.

ITEM CROSS-0OVER
NUMBER DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION FROM GSA HB
TRUST FUND BOARD
18o BYLAWS, RULES, AND REGULATIONS FILE
1801-1 Documents created by the Trust Fund to record PERMANENT. COFF when superseded or no 7/ 1A10
amendments, repeals, revisions, and deletions to the longer nreeded, hold 3 years, and offer
bylaws. Included are approved copies of the bylaws, to NARA,

amendments, background papers, and related recoros.
fnn. Ace.:  less than | cu. ft.

1802 TRUST FLUND_BOARD FILES

Documents created and accumulated by the Trust Fund
Board 1n recording Board meetings, proceedings, and
decisions. Included are agenda, minutes,
resolutions, correspondence, memorandums, and copies
of representational budpets.

1802-1 Records maintained by the Secretary of tne Trust PERMANENT, COFF annually. Offer to 71A1/71A5
Fund. Arranged chronolopically. Ann. acc.: less NARA 1n 1@-year blocks when 10 years
than 1 cu. ft. Current vol.: & inches (1982-1986) old.
1802-2 Other copies. Destroy when no longer needed for New item
reference.

App. 1800 - 1



1803

1823-1

1803-2

1804

18@4-1

1805

TRUST_FUND_ANNUAL _REPORT

Documents accumulated 1n compaling the Trust Fund's
fmnual Report. Included are copies of the report,
summary data on Trust Fund expenditures, and related
records.

Record copy of reports maintained by the Secretary
of the Trust Fund. Arranged chronologically. Ann,
acc.: 1/4 inch. Current vol.: less than 1 cu. ft.

Backoround materials and other copies.

FINANCIAL RECORDS

GIFT_FUND FILE

Documents created by the Trust Fund to record the
programs of the Bift Furd: the grant program
administered by NHPRC, cultural and archival
programs sponsored by the Office of the National
Archives, and the Office of Presidential Libraries.
Inciuded are grant applications, correspondence,
copies of the representational budget, publications,
plans of programs, list of speakers, receipis, and
related records.

FINANCIAL TRANSACTIONS FILE

Documents accumulated to record nata on the
collection of payments, recognition of revenue and
li1abilities, and the administration of the National
Archives Trust Fund, especially as 1t relates to the
publication and reproductive service programs.

fop, 1800 - 2
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New item

PERMANENT. COFF 1n S-year blocks.
Dffer to NARA 1n 1@-year blocks when 1
years old.

COFF amnually. Destroy when 3 years
old.

PERMANENT. COFF after comoletion of
orogram or grant. 0Offer to NARA wher

10 years old. /71 5 Year bfoc ﬁj’

New item
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Included are receints, bills, vouchers, coding
documents, purchase orders, batch sheets, deposit
tickets, 1nvoices, and related records.

Summary records used as source documents for entry COFF armually, hold 3 years, and
to the NEAR Accounting System, and related records. destroy. (GRS 6, 1tem 1{h))

1805-2 Records used ord the refund of monies to Trust COFF annually, hold 3 years, and
Fund customers, and ve destroy. (GRS 6, 1tem 1{b))
1805-3 Detail records including cash receipts journ COFf annually, hold 3 years, and
transaction registers, and related records. destroy. (GRS 6, 1tem 1{b))
1803-4 Records used to record accounts receivable, purchase COFF after comp n of order.
orders, and related records. Destroy when 3 years o {GRS 6, 1tem
1{b))
1805-5 Records used to record deposit accounts, museum Destroy when superseded or obsoclete, New item
store recorciliations, swall receipts, and related
records.

FURCHASE AND CONTRACT CASE FILE

Included are rejected bids,
s for bids, abstracts of

amendments, contract summaries, purchase or
procurement source documents, laboratory test
recorgs, purchase case progress records, purchase
file transmittals, correspondence, and related
records.

App. 1820 - 3
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Record copy of transactions of more than $10,000. COFF after final payment. Destroy when

6 years and 3 months old. (GRS 3, 1tem
4a(l))

1806-2 Record copy of transactions of $10,0080 or iess. COFF ar

3 years old. (GRS

ayment., Destroy when

ments accumulated by the Trust Fund to record

historical docum
and related records.

Included are service orders,

1807-1 Record copy of transactions of more th COFF after completion of order.

Destroy when 1 year old. (GRS 23, 1item
)

1807-2 Record copy of transactions of $5.82 or less. ompletion of order, hold 4
months, and d oy. (GRS 23, item 5}
1807-3 Other records. Destroy when superseded or ob

GRS 23, 1ten B

18@8-1 Documents created by the d to record the COFF annually. Destroy when 3 years
collection of checks, money orders, or € old. (GRS 6, 1tem 1 (b)),

publications or reorcductions of documents and the
transmittal of the funds to the G5A finance office.
Included are cash receipts journal forms, and

related records.

Aop. 1882 - 4

SERVICE ORDER FILE Fewtrem

COLLECTION REGISTERS FILE ~FB5—





