
-LEAVE BLANK 
REQUEST FOR AUTHORITY DATE RECEIVED JOB NO 

TO DISPOSE OF RECORDS JULSg 197S. ~ 64-76-2 
(See Instructions on Reverse) NC-

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

3 MINOR SUBDIVISION 

Ro&&Pd& ~ana~e~ont irancb 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT 

Raymond F. Hershberger 183-5132 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I h,ae,!!Y certify that I am authorized to act for this agency In matters perta1n1ng to the disposal of the agency's records, that the records proposed for disposal in th1S Request of 
~ page(s) are not now needed for the business of !hrs agency or wrll not be needed after the retention periods specrfred 

11~$,~~ 
Michael G. Barbour Chief, Records Management Branch(BRAR) 

Date (Signature of Agency Representative) (Title) 

8. DESCRIPTION OF ITEM 
ITEM NO 

7. 
(With Inclusive Dates or Retention Periods) 

National Archives and Records Service Program Files 

Files descriptions and requested disposition authorizatjon 
are contained in the attached proposed chapters 70-78,affl 
the HB, GSA Records Maintenance and Disposition System
(OAD P 1820.2). 

9, 10SAMPLE OR ACTION TAKENJOB NO 

~.,N(JI)7~-78 ~~>, 

J'I. Qj,u..,J,... 

3>--,1~llP 

115--106 STANDARD FORM 115 
Revised January 1973 
Prescribed by General Services 

Admm1strat1on 
FPMR (41 CFR) 101-11 4 ✓ 

I /I-5 
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OAD P 1820.2 CHGE 

TABLE OF CONTEMTS CONTINUED 
1
CHAPTER 50. MOTOR TRANSPORTATION PROGP-AM FILES 

I 

.CHAPTER 51 • MOTOR POOL PROGRAtl FILES 
i 

CHAPTER 52. TRAtlSPORTATION PROGRAM FILES 

:cHAPTEn 53. PUBLIC UTILITIES PROGRAM FILES 
I 
i 

piAPTER 54. RESERVED 
' i 

'CHAPTER 55. TELEC011MUtlICATim1s PROGRA~, FILES 
! 
' 
:CHAPTER 56. SHITCHBOARD Arm RECORD cm 11 1ur1ICATim: 
I STATION PROGRAM FILES 
I 

tHAPTERS 57 - 59. RESERVED 
: 
:CHAPTER 60. STANDARD IZATIOM AND QUALITY corrrqoL 
i PROGRAl1 FILES 
i 
I 

1CHAPTER 61 o PROCUREMENT PROGRAM FILES 
i 
I 

'cHAPTER 62. SUPPLY CONTROL PROGRAM FILES 
! 

'.CHAPTER 63. SUPPLY DISTRIBUTIOfl PROGRAM FILES 
I 
! 

!CHAPTER 64. SELF-SERVICE STORE PROGRAM FILES 

:CHAPTER 65. SUPPLY DISTRIBUTION FACILITY PROGRAM FILES 
i 
,CHAPTER 66. t!ATIONAL SUPPLY SYSTEM PROGRN1 FILES 
I 
CHAPTER 67. SOCIOECotlOMIC PP.OGRAM FILES 
I 

~HAPTER 68 - 69. RESERVED 
i 

~HAPTER 70. NATIONAL AUDIOVISUAL CENTER PROGRAr1 FILES 
I 
I 

fl.l\TIONAL ARCHIVES TRUST FUND BOARDIHAPTER 71. 
PROGRAM FILES 

CHAPTER 72. EDUCATIONAL PROGRA11S FILES 
I 
i 

fHAPTER 73. /\RCHIVAL PROllRAt1 FILES 

PRESIDEtffIAL LIBRARIES PROGRAM FILES 

. t:APT~R, ,74. ,, 
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·.CHAPTER 75. 

CHAPTER 76. 

CHAPTER 77. 

CHAPTER 78. 

.-

OFFICE OF FEDEML RECORDS CENTERS 
PROG!1Al1 FILES 

RECORDS MAUJ\GEMENT PROGRA11 FILES 

FEDERAL REmSTER PROGRAM FILES 

NATIONA.L HISTORICAL PlJRLICATIOllS ANI) 
RECOROS COMMISSIOtl PROGRAi1 FILES 

..• ( 
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I ' I 

CH/\PTER 70. tl/\TION/\L /\UDIOVISUAL CEflTER PROGP-Aft FILES I 
I 
! 

1. General. This chaptP.r provides documentation, Maintenance. and dis­
position instructions for the national /\udiovisual Center rrogram files. 
These instructions are contained in appendix 70-A. 

2. RP.served. 
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OAD P 1820.2 CHGE 

This appendix describes files created in providing Ferleral agencies and the 
public \'11th qPneral infomation; loan, rental and sales services; and tech­
nical assistance pertaining to federally produced audiovisual materials. 
tlational Audiovisual Center (MAC) proqram files are created pursuant to 
National Archives Board /\ct 44 U.S.C. 2301-2308, the GS.I\ Organization '.1an­
ual {OF/\ P 5440. l) and the HB, !!ational Archives Trust Fund 13oard ('J.fi.q P 
1829. 1) . 

i Appendix 70-A. rlational Audiovisual Center Program Files 
i 

• I • 

I.,: r· ,, , , :; -1 and?. 
r - ,, •,• 

-: I 1• • ,• \ \ I', l. i 1 , 'I 
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I
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OAD P 1820.2 CHriE 

70Al. Statistical rP.port inVf~ntory control file. Documents accumulated 
in verifying audiovisual control inventory. Included are monthly reports
and related records. 

Cut off annually, hold l year, and destroy. 

70A2 - 70A4. Reserved. 

70A5. Utilization log report. Oncuments accumulated in recordinq errors 
found in the monthly utilization report. Included are listings and re­
ilated records. 

Cut off annually, hold l year, and destroy. 

,70A6 - 70AQ. Reserved. 

70Al0. Manual title numher file. Oocuments created to control issuance 
:of title numbers. Included are title numher list and related records. 

.Jc'Y'
Oestroy when superseded!\ ohsolete. et 110 le11ge1 P'leeFleFI. iY' 

70Al l 70Al4. Reservedo 

70Al5. Information index file. Oocuments accumulated to record location 
of audiovisual materials sue~ as films, film strips, and slides during
,reproduction prrcess. Included are informati~n cards and related records. 

nestroy when supersede~bsolete,. gr Re leA~eia r:ieoaeQ, 
1 
I 
70Al6 - 70Al9. Reserved. 

1·70/\20. Monthly proqress regort. Documents accumulated to record status 
'of projects. Incluaed are ackqround data, monthly progress reports, and 
related records. 

e,y" 
Destroy when superseded;1 ohso l ete. 91" Re 1eA~c•• Aee(4ed, 

.70/\21 - 70A24. P-eserved. 

70/\25. Master data file. Oocuments created in indexing federally produced
,films, film strips, or slides. Included are hackground information sheets 
and related records. 

~Y 
nestroy when supersededl)obsolete. -e, Re leR~@I" Ree~eFI. 

l;1;:,t 1-f -'.Jll {1r•,t Ji1 1 _J1' 01 i:_~ 
1 

\',I' . ' 

I 
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'70A26 - 70A29. reserved. 

70A30. FilM topical index file. Documents created in indexinq films, 
film strips, and slides hy topic and thereundP.r by title. Included are 
cards, listings, and related records. 

Destroy when supersede![obsol ete., 012 Re l er,~e1· Aeedd. 

70A31 - 70A34. Reserved. 

·70A35. Pronotional and advertising file. ~ocuments created in making 
·available to Federal agencies and the puhlic, information regardinq au~i0-
visual items, services of tl/\C, and the fil,.,, industry. Included are hro­
chures, catalogs, conference announcements, mailing lists, and related 
records. 

ot' 
Destroy \'/hen superseded.4 obso1ete• ..9-J2 ,,e 1eA~e12 RerndeGl. 

70A36 - 70A39. Reserved. 

70A40. Order acknm·1ledger1ent file. Documents accur,ulated in acknowledging 
·receipt of order from a customer. Included are original orders, processed
receipts, and related records. 

Cut off c1fter order is co111pleted, hold 1 year, and destroy. 

:70A41 - 70A44. Reserved. 

:70A45. Invoice file. Documents created in verifying the billing of a 
custo111er. Included are copies of bills, orders, invoices, and related 

:records. 

Cut off at the end of the fiscal year, hold l 
year, and retire. nestroy ~fte12 .f""4dditi0Aa~ yearso/t/,..,,, ~,,, 

,70A46 - 70A49. Reserved. 

70A50. Supplier purchilse orrler file. Docur1ents accur,ulated in recordin~ 
:requests for audiovisual reproductions to be processed by photo lahs. In­
:cluded are order logs, purchase orders, customer orders, and related re-
, cords. 

Cut off at the end of fiscal year of final payment, 
hold 3 years, and rlestroy. 

i70A51 - 70A54. Reserved. 

'r Appendix 70-A . 
1 

. 
\~\' I .) ' '1t1 I ,. l : .10\, ,"i ~ I 'I ,I 

( .. ,1 , ,,. p.\r.r r· - ·: 11:• !r-•r .... ,, , 
------------ -- _________"' ____·-----~···-: 4,----- :.__ __ ._. ---

it c, ,,.::,1dl-,Jr,t ;-1t.J ... --- ~ 
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I OAD P 1820.2 CHriEi . . •.• , 
!70A55. Cash sales file. nocuments accumulated to record prepaid salP. of 
:audiovisual reproductions stock items. Included are copies of order logs, 
,customer orders. cashier receipts, acknov~edqement of receipt, and related 
,records. 

Cut off at the end o~ the fiscal year. hold 3 
years. and destroy. 

70A56 70A59. Reserved. 

70A60. Completed sales file. nocuments accumulated to record shipment of 
,special orders for audiovisual reproductions. Included are copies of mail 
receipts, air freight receipts, custom forms for overseas mailinq, and re­

!1 ated records. 

Cut of at the end of the fiscal year, hold 3 
years. and destroy. 

,70A61 - 70~64. Reserved. 

70A65. Pending ordr.r file. nocuments accumulated in recordinq unfilled 
orders. Included are copies of order forms, acknowledgment forms, order 
:logs. and related records. 

I 
! 
~OA66 - 70A69. Reserved. 
! 
I 

70A70. Aqency aqreement file. nocuments accumulated in securing author­
lization to loan, rent, or sell audiovisual material produced hy Federal 
agencies. Included are copies of agreements, amendments to agreements, and 
~elated records. 
I: • Cut off after completion of agreement, hold 1 year, 
: and retire. Destroy ifteP 11 tidditie,rnl years.oft:/.
'. ,,., I, C-,, / :,.._ , 

(OA71 - 70A74. Reserved. 

70A75. 11anual inventor sr1les recorrl. nocuments created in recordinq the 
~ale of au 1ov1sua mater,a s. Inc uded are listings of audiovisual items 
~old and related records. 

l ~~ 
Oestroy when supersede½ ohso1ete. OP no 1onqeP R89~9d, 

1 OA76 - 70A79. Reserved. 
I 

! 

('.)o 1 .. Appendi~ 70-A 

/'II l 
I 1I _ \ ' ·~ ' "' I LI ' 
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70A80. CoJT1pleted purchase order file. nocurnents accumulated in verifyinq
the completion and receipt of orders from photo labso Included are packaqe
slips, purchase orders, and related records. 

Cut off annually, hold 2 years, and destroy. 

70A8l - 70A84. Reserved. 

70A85. Project files. ~ocuments created for administrative control of 
project ass1qnments. Included are work assiqnment reqisters, proqress re­
ports, and related records. 

Cut off after completion of project, hold 2 years, and 
destroye 

70AR6 - 70A89. Reserved. 

70A90. Inventory control file. nocurnents created in verifyinq audiovisual 
holdings of NAC. Included are audiovisual lists, inventories, and related 
records. 

or" 
nestroy when superseded,1 obsolete-. e.- Ao 181H'JC1 Aeef4ee, 

70A91 - 70.1\94. Reserved. 

70A95. lltil ization rr.port file. nocuments created to verify frequency of 
the use of audiovisual materials. Included are lists of audiovisual items 
that have been loaned, rented, or sold, and related records. 

IJ~ 
nestroy when superseded-" obsolete • .gp FIB 1BFl(tF.?tt ReeaeA, 

70A96 - 70A99. Reserved. 

70Al00. r.omnuter ro<1ri'lrn files. nocuments created in proqraminq and main­
taining I~ s au 1ov1sua cata OI"). Included are punch cards, computer 
programs, listings, and related records. 

t>f' 
nestroy when supersede<iA obsolete • .e.- 1"16 l e11t1e,· i,eefted.w-

70A l Ol - 70Al04. Reserved. 

70Al05. Messenger service files. Documents created in recording the pick­
up and delivery of audiovisual and related materials. Included are copies
of pickup and delivery receipts and related records.~,,

nestroy when supersede~ obsolete. gp RQ 1QR9@P Aaoaes, 

..-.., ,,,Appendix, 70,-A I \ 
; Ir f , 

i 
I 
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CHAPTER 71. tlATIONAL ARCHIVES TRUST FUND BOARD PROGRAM FILES 

1. GP.neral. This chapter provides documentation, maintenance, and dis­
position instructions for the files of the tlational Archives Trust Fund 
Board. These instructions are contained in: 

a. /\ppendix 71-A. 

b. Appendix 71-B. 

2. RP.served. 

national Archives Trust Fund Board Program Files. 

National Archives Trust Fund Board Finance Pro­
gram Files. 

r 

(; 

C: ,, 
--"-

0 

..0 

i 
i ~ I , , .,, .. , ___ -~- .- ._ 1 . , - .,__ l and 2 " CHAP 71--1 
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This appendix describes files created or accumulated hy the rtational Ar­
chives Trust Fund Roard (MATFR) that docl1ment its activities. These files 
pertain to the membership of the Board, its meetinqs and hylaws, the 
Americana Project. -:-nd the f\sc;ociates of the rlational Archives proqramo
National Archives Trust Fund Board program files are created pursuant to 
the r1ational Archives Trust Fund Roarci /\ct 44 lloS.C. 23; and the HB. 
National Archives Trust Fund Roard (NAR P 1829.1). 

.) 

I 
Ii _Appendix 71-A. tJati~_,n_al_,-1\rc ~-~ve~ Trust.Jund Board Program Files 

1 

: •·., _ , •• ;,. - 1•. -- r ,. 1 and 2 
Li , .{ <. l f 1 r • t :: , t ur, . ..:.r ,}i,L \', 

' , ~ i '' .. 11 /.J :;; J t 
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71Al. 11embership files. Documents accumulated in recording the member­
ship of the flational /\rchives Trust Fund Board (N/\TFB). 

Pennanent. Cut off every fifth year, hold 5 years, 
and offer to the National Archives. 

71A2 - 71A4. Reserved. 

71A5. Meetinq files. Documents created in recording ~IATFB meetings.
Included are agenda, minutes, policy papers, documents discussed at the 
meetings, and related records. 

Pennanent. Cut off every fifth year, hold 5 years,
and offer to the flational Archives. 

71A6 - 71A9. Reserved. 

71Al0. BylaNs, rules, and regulations file. nocuments created to record 
amendments, repeals, revisions, and deletions to the hylaws. Included are 
approved copies of the bylaws, amrnendrients, hackground papers, and related 
records and resolutions adopted hy the Board. 

Pennanent. Cut off v1hen superseded, or no 1 anger needed, 
hold 5 years, and offer to the ~lational Archives. 

71All - 71A14. Reserved. 

71A15. Americana Project. nocuments accumulated in recording the solici­
tation and acquisition of gifts and patrons for the purpose of acquiring
historic period funishings for the national Archives collection. Included 
are listings of patrons and donors, deeds, copies of brochures, and re- . 
,lated records. .,4 ,6t1,.ir--!, a,,t!( ""~u.,,,_e,,e~t"'~ 

ye./i t: ,.,, to •r IJ b111J'.J a#~ 
Pemanent. Oeeds, patron 1ists, '-.e it- • _ 
&1ctivi'6ie:, ef tl1t pr&aee,. Cut off every 5 years, hold 5 
years, and offer to the flational Archives. ,_ / 

o/J~11/et:e or ,5v/Jer.See/~,
Other records. Destroy ,-,he?t:Q 10ngor i:ieese8 iR ti:ig col-. 
JectioR ao~eet ef tho ~rojo~-

71A16 - 71~19. Reservr.d. 

Appendix 71-A 
I 
I 
I 
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·oAD P 1820. 2 CHGE 

~ ;71A20. /\ssociatPs of the r1ational Archives. Oocuments created in devel­
glft"-1, oping and administering a ~eneral public membership organization to qain

public support for Mational Archives' programs and activities. Included 
are papers on rlevelopment of the associatAs organization, register of mem­
bers, plans for program promotion, plans for membership activities, 
brochures, and related records. ~ n jJ .,_~ br-oc.~uyt.j i-n4' p la.,'- ~o .,-

Pfe"e./tJIJ~elfr; r'd.rt! -~ ~ -:,, I, • v. • 7 •
yo~f'd.m, ~r•~«t[l>"I a11 ~~"1Dfr1. IP a~f:1Y,-tf~.J'

Permnn~nt~ ReeWEP.J7!8~P.MlFI~ t-tie t'IC 1v, tH~i g:f trte ' 
or9aniini1e1i11 C11t off every 5th year, hold 5 years,
and offer to the National Archives. 

Records essential to prograri administration. Destroy ,,.,1,c,,., 
.wkeR AB lm,~e,• Reedee. t:76,o/et:e. c,y 5f/l'er5eel8e/_, 

Appendix 71-/\ 
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:This appendix describes files created or accumulated in the administration 
of the financial papers of the ~ational Archives Trust Fund Board. T~ese 
files pertain to gifts or bequests of monies, securities, or other personal 
property for the benefit of or in connection with the t1ational ~rchives. 
National Archives Trust Fund Board finance proqra,., fi 1 es are created pur­
suant to the national Archives Trust Fund Board Act 44 U.S.C., Chap. 23; 
and the HB, National Archives Trust Fund Roard (~/\RP 1829.1). 

I 
I 
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I 
I 

.J 

" 
:, 

.....: 
0 

...:i 
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71B1. Collection document co~y file. Documents accumulated or created 
in the sale of publications an reproductions. Included are copies of 
vouchers, purchase orders, invoices, deposit certificates, and related 
records. 

Cut off at the end of the fiscal year, hold 3 years, 
and destroy. 

71B2 - 71B4. Reserved. 

7185. Collection registers. Documents created to record the receipt of 
checks, money orders, or cash. Included are registers of reMittance forms 
or comparable documents and related records. 

Cut off at the end of the fiscal year, hold 
3 years, and destroy. 

71B6 71B9. Reserved. 

71B10. Delinquent payment listinqs. Documents accumulated to record audio­
visual delinquent payment accounts. Included are monthly reports of de­ ---

·' 
"_')linquent accounts and related records. ,. 

r 

Cut off at the end of the fiscal year, hold 3 
years, and destroy. 

71B11 - 71014. Reserved. 

71815. Delinquent accounts file. nocuments accumulated to record actions 
r 

taken to collect delinquent accounts in the sale of reproductions and pub­
lications during the prescribed 1-year period from the date of first 
billing. Included are records of telephone conversations and summaries of 
meetings with agency representatives, lists of delinquent accounts, copies
of bills and vouchers, and related records. 

Cut off at the end of the fiscal year, hold 
3 years, and destroy. 

71016 - 71B19. ReservP.d. 

71B20. Insurance policy files. Copies of policies retained to record ac­
tions taken to protect or receive monetary compensation for losses suffered 
through damage or theft of NATFB holdings or property. Included are copies
of insurance policies and related records. 

Withdraw expired or canceled policies, from the active 
file and place in an inactive file. Cut off the inactive 
file at the end of the year, hold 1 year, and destroyo 

I (,;,_: Appendix 71-:B, .-: ., 
1 ,l r-,, l . , • ~ ·) • ~ "r : ,. •• _ - 3 · :. 'i l ,- . J 
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71821 - 71B24. Reserved. 

~ 71B25. nrant and foundation file. Documents accumulated to record receipt
?}tr'-,1, and expenditure of fund~. Included are progress reports, invoices, copies 

"~of grants, and related records.,\r . 
I,') :'1' ' 

'Ii ::;'2e1•man@n~ Cut off after completion of the grant.
~eld i yea,s, aA~ effe1 te the NatieRal Orcbives
o~,tr•y /0 YeJ1'7 "ftel' -te,,--:,,,,i11lt-1c1.-, 

71826 - 71829. Reserved. 

'71830. Customer service files. nocuments accumulated to record the sale 
of Archives publications. Included are sales registers for microfilm and 
printed publications, and related records. 

()/J,Jo/et-e 01" '"/J",5eJet/
Institutional files: Destroy whery•RQ 19RQO¥' R00Q9Qu ' 

Individual files: Destroy 1 year after last order. 

71831 - 71834. Reserved. 

71835. Circulation files. Documents accumulated in recording subscrip­
tion information for Archives publications. Included are subscriber's 
records, labeling and billing information, and related records. 

Destroy l year after expiration of subscription, 
or when no longer needed, whichever is sooner. 

(I,_, 
Appendix 71-B 
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CHAPTER 72. El1UCATIOW\L PROr,R/\MS FILES 

1. General. This chapter provides rlocumentation, maintenance, and rlis­
posit,on instructions for the files of Erlucational Programs. T~ese in­
structions are contained in: 

a. J'i.ppendix 72-/\. Educational Proqram Files. 

h. Appendix ?l-R. Editorial Publication Program Files. 

c. Appendix 72-C. Public Information rro~ram Files. 

2. ~eservPrl. 
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'This appendix describes files created in documenting, developinq, and im­
plementinq programs to promote and publicize qARS educational and cultural 
services. Educational Programs oroqram files are created pursuant to 44 
u.s.c. 21; the ~SA Organization P1anual (OFA P 5440.l); thP HR, ~ational 
Archives Procedures (NAR P 1848.lA); and the HB, NARS Arlministrative Proce­
dures {NAR P 5410.2). 

Appendix 72-Ao Educational Program Files 
' I 

( 1 and 2 
' ,. • 1• 

' I I •~ I ,1 ~ { , r , i ! '' Oft r ' I_', 
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7?.Al. Exhihit casP file. nocurnents accumulated in preparinq exhibits 
for the Archives, Federal Records r.enters, Federal agencies, professional
meetings, and non-agency conferences. Included are lists of exhibited 
items, captions for exhihit cases, backqround materials, expense vouchers, 
contracts, listings of conferences, and related records. 

Cutoff o,r -te,,.,,,,,tJt",>,-, df- e-,..1,i6, -l:" bd/,J '7Jel1'JJ a,,J tis) t;~"Y. 
1PerfflaAoR4iu Qf:f:er M the r1~1!ie1qf\f A1 eld .e!t .Jh@A ' 

AO 1e~er Mettecj fe1• eti1 , e11 t e11e11 @'t!4 e~:;.... • 1\ (Af,J-ce-,,: J .,f V6/ve fe,.. fvt;,,,L eJ(ltilJi t-s -,,,,,1.y J,e. >-ct~,., e~ 

72A?. - 72A4. Reserved. 

72A5. Loan file. nocuments accumulated in the administration of loans 
to Federal agencies, professional organizations, and educational institu­
tions. Included are lists of horrowers and items loaned, insurance poli­
cies, photographs of articles loaned, news clippinqs, and related records. 

Cut off after return of loan, hold 1 
year, and destroy~ 

72A6 - 72Aq. Reserved. 

72AlO. riraphic record file. nocuments accumulated to record displays
sponsored hy the rlational Archives. Included are actual size photostats,
dry mounted prints and negative prints of items displayed, and related 
records. 

()~ 

nestroy \~hen supersededA obso1ete. gr RO 
1OR9eio Aeeeleeh 

72All - 72A14. Reserved. 

72Al5. Education trnining files. nocuments accumulated relating to 
courses on the availability of source material and research procedures.
Included are requests for notification of, and arrangements for traininq,
brouchures, and related records. 

Cut off annually, hold 2 years, and destroy. 

72Al6 - 72Al9. Reserved. 

72A20. Education traininq materials file. nocuments accumulated in the 
preparation and use of traininq materials. Included are training outlines, 
texts, handouts, training aids, and related records., 

o'Y' 
[)estroy when supersededA obso1 ete • .e,...., 
AO leRge, noodo6'-r 

__ , Appendix 72-A 
~ ~,I (J I 'l ) ' ' ' I ' , ' I I ' \..' ' , t' I :- ( I I I ' ' 
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This appendix describes files created in documentinq, developinq, and im­
plementing editorial functions for Archives puhlicationso Editorial nuh-
1 ication program files are created pursuant to 44 11.s.c. ?.l; the GSA 
Organization r,anual (OFA P 544001); the HB, flational /\rchives Procerl11res 
(HARP 1848.1/\); and the HB, NARS Administrative ~rocedures (NAR P ~410.2). 

Appendix 72-B., Editorial Publication Program Files
\i..J r,,.. , , ' I t Ji d ,. , , , . , , 

,-· - ,- , 'I r h ,1, and 2 · 1 • • • r' , , , . -. 

·LJ:::. n,·, ~,r-:.+ r :J:: 1·r ..:;•,!--. ... , :L ,,. •. ~!/'-~' 

; 1 c 11 

( U \,, : .: ,., · 1 '-.f' f "r l t : -j r , ' •.~, ) 
r,
-.) ,,, 

~ .. ·tn•.(--t C1 .\Tt~ Q,1 ~-.,~-.! ..~· c1!1•:ir•.:-d -:t 1d;., ,Jp ,.1: ,:, '_} 
1
·:,, '•,.: ... rl11C; 

1 
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7281. Puhlication file. Documents accumulated in editino, printino, and 
'publishing papers for the Archives, includinq papers on activities at ar­
chival conferences. Included are printing contracts, printers qalleys,
graphics, cover designs, edited manuscript, record copy of~ puhlicationrre,4.,, 
~rP.lated records. . • • J OIU1 1 t J 

~i'tl, PUfA//J't,.,r.· cf e,ic.l, Pv!Jl,L~tl't1'?-.0'flrlf 7 C(J,,twlt6 YeJd, ~~ 
Record copy.YI Cut off annually, hold 5 years, 11~",,-1 111'h •I /Ja./J•~J.
and offer to the ~lational Archives. 
rPt4,:.r
,fo,•lnng papers: Cut off after publication of 
each paper, hold 1 year, and rlestroy.

i 
72B2 - 7284. Reserved. 
I 

72B5. Advertisers file. nocuments accumulated in arranqing reciprocal 
agreements with historical societies, educational institutions, and other 
organizations in printing advertisements. Included are copies of adver­
~isements, contracts, and related records. 

Cut off annually, hold 4 years, and destroy.
Earlier disposal authorized, if no lonqer needed. 

7286 - 7289. Reserved. 

72Bl0. !1icrofilm ~ublicntion file. nocuments accumulated in catalo~ing
microfilm publications of the tlntional /\rchives. Included are lists of 
microfilm puhlication holdings and related records . .~ 

Destroy when supersededJ7ohsolete. ~ 
..no len~eP neeses. 

. , , , . Appendix 72-B . . , . 
\ l..,, (J I '\. , } I .._ I ~ • • I f :) I • I 

- .. ; ,, : ,3 and 4r )' • - '' ' 
,·,1 \.' ' I! I ':: '.. J O \ f Ir '... t 1 ._~, ' :: ~ (. f r , .. , .. • 
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' 
·This appendix describes files created in rlocumentinri, rlevelopinq, anr:1 im-
plementing public information prorirarns rel ating to ~!ARS activities. Public 
information program files are created pursuant to 44 11.s.c. 21; the GSA 
Organization 11anual (OFA P 5440.1); and the HB, t:.~RS .l\rlMinistrative Proce­
dures (flAR P 5410.2). 

'J 

-.,.,, 
0 

Appendix 72-C .. Public Information Program Files 
\'I-(. I I 'It' 1• • -

; , ,· , : , .. ,1 
• J, I 1_,, •.} 
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72<:l. /\rchives /\dvisory Council fi1e. nocumP.nts i'\Ccur1ulated in recording 
activities of the ,\rchives /\dvisnry r.nuncil. Included are copies of noti­
fications of MP.Mher appointments, letters of resignation, reports to the 
Administrator of General Services, Meetin~s i'l.rrangements, plans, a~enda 
and minutes, and related record~. • • 

q, PfIi.Alt.NtK'(':
!lational .'\rchives f,dvisory Council: r:ut off 
after each meeting, hold 5 years, and offer 
to the 'lational /\rchives.

k. /-'f:A'1frtYe/l"f':
l~egional /\rchives Arlviso1"y Councils: Cut off 
i'l.fter each meeting, holrl 5 years, i'l.nrl '-'es;f;rey. offe.., ta ,Nlllf.5_ 

:12c2 - 72C4. Reserverl. 

:72C5. Press release file. nocur.ients accumulaterl in preparing /1.rchives 
press releases. Inclurlerl are hacl:qround material, final press copies, and ; 

·related records. • ~. /J~JfA~.f't.vr.' o.e. ~ol'J of eJ.(J1 
~eJ.) y-,J•11uc.. o~J-e.,,,- to'. .-Njf~ 

Cut off annually, hold 5 years, ~At~t~re,..-, d/~ , ·:·
k. o'tht.,,. ..,,,d~e ,,,~/J - t)e7 ~ydJe J~ 

)2C6 - 72C9. Reserverl. • .._.r-,e,_, 7 ,Yt!tl Y,j d/✓, g• 

;72c10. Conference support files. nocuments accumulated pertaininq to 
:': 

administrative support activities of conferences. Included are lists of 
guests and speal:ers, plans for hospitality a11rl logistics, and relaterl re­
,cords. 

Cut off after each conference, hold l year, 
and destroy. 

;12c11 - 72Cl4. Reserved. 

'72Cl5. n.rchives ne11slettPr fi1e. f1ocuments accumulated rPlatinq to edit-· 
.ing, puhlishing, and rlistributinq ne\'1sletters. Included are notes, editor-
ial material, printing contracts, and related records. 

Record copy: Pennanent. Hold 5 years, 
i'l.nd offer to the national l\rchives. 

Harking papers: Cut off after publication 
of each newsletter, hold l year, and destroy. 

72Cl6 - 72Cl9. Reserved. 

I 

I 

I 
I :;· ·'t••"'rpenrlix 72-C ', _1 ..·, ., 0 : , _. t 1 , , 11 , 

( .(.• ,"' I } • \ '. I. ' ' . I • ,Ir ,:-: , 1 ', _._. ' l i '-
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72C20. <:P.rcmnnial file. Documents accunulated in nreparntion for presen­
tation cerer1onics at the '.lationa1 ''-rchives. Included n. re pl ans for r,roqraM
arrangeMents, ceremony r~ograms, loqistic support plans, pro~ran theme, 
attenrlance and speakers lists, and related records. 

r:ut off annually, hold 2 years, and retire. 
nestroy aftP.iay~Qditienal yearst:J/d.

~Ad" • 
7?.C21 - 72C:24. qeserved. 

72C25. Study tour filP. ~ocu~ents accunulaterl in nrran0ing tours for 
colleges, professional organizations, and ot~er interested grours. In­
cluderl are lists of thesr groups, program outlines, and related records. 

Cut off after tour is coMr1etP.rl, ~olrl 1 
year, anrl destroy. 

7?.C26 - 72<:?.9. P.~serverl. 

~ 7?.C:30. Pres~ cl ip~inri file. Press cl ipninqs froM magazines and ne\·tspapers 
,..&,.1-f:, pertaining to the .'\rchives and its holdinqs. Included are copies and orig­

tvn- .inals of press clippings n.nd relat~d records. 
/Jf:,AJ/ft¥f;/V'17 

r:ut off annually, hold 2 years, and retire. 
-Pestiaey oft!!, 5 atltlitirn,al yea12&, 
offe,, t:o ,;IY/f,f5 whe.., 7 )"eilY-5 di/. 

Appendix 72-C 
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CHAPTER 73. ARCHIVAL PROGRAM FILES 

1. General. This chapter provides documentation maintenance, and dis­
position instructions for files relating to the functions of the Office of 
the tlational Archives, Central Office, and regional ArchivP.s nranches. 

a. Appendix 73-A. Reference Service Proqram Files~ 

b. Appendix 73-B. Archival Project Program Files, 

c. Appendix 73-C. Appraisal, Disposition, and 
Accessioning Program Files. 

2. Reserved. 

,: .• ,•1 i' :, • l and 2 CHAP 73-1 
'li ...:- ...! ,..,n fir-_.f, ·<if(,,,!,~ t.~~:i_ Y,t1i.~ 

rSA 
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This appendix descrihes files created in making available records acces­
sioned into the !'lational Archives of the United States for use in research 
rooms, loans to Federal agencies, or for reproduction, and in supplying 
information and advice concerning these records to researchers and the 
gPneral puhlic. P-.eference service proqraM files are created pursuant to 
44 IJ.S.C. 21; the GSA Organization Yanual (OFA P 5440.1); and the HR, 
National Archives Procedures (NAR P 184R.1A). 

r. 
CJ 

f) 

t, 

"' :::, 

Appendix 73-A. Reference Service Program Files 
\ - l' 1 ' , , • 

-i ~ J I .... ~ l : I 1 and 2 

• • in .... t.·-~ u,·... 1._ 1•,,1 C·.\., '-'~: ) (,t, , t ~ ,._ I ., ,, • I ' { l 1 ,' I ' ~• 

• I ' ,._,I;'l 
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73Al. ReferencP. service Documents created in nro-
vidinq re·erence service y ma, . nc u e are requests for information, 
copies of replies, and related records. ~,,-,-

(q) f'f,A,AJJ'i,vf:, .. , .' 
Cut off annually;,'\ Replies relating to siqnifi­
cant persons or events likely te ~et~@ swbje&t 
ef futwra r@~~eJt!I and replies involving un­
usually difficult or complex research: R@strgy--

-WAQR FIB len~e1• AeesedJ;e, 12e:f\e1·e!'lee,Offe,.,. t;,, /1'19A.5 
wheJII 10 Yed ...s o/ 1 

('-J All other records: Hold ?. years ctnd destroy.
Earlier destruction is authorized. 

73A2 - 73A4. Reserved. 

73A5. Researcher arnlication and authorization files. nocurnents created 
'in issuing researcher identification cards and in authorizinq researchers 
access to security area, classified, or other restricted material. In­
cluded are researcher applications, letters of introduction, official 
documents authorizing individual access to restricted material, and related 
records. 

Cut off annually, hold 1 year, and retire. 
nestroy aoe,~ l,S:aediihnal yearsrb le(,

u,Ae,71 

73A6 - 73A9. Re~ervP.d. 

73Al0. Research room use file. Documents created in recording researchers' 
use of research rooms. Included are research room registers and related 
records. 

Cut off annually, hold 1 year, and re~ire. 
nestroy..afte,a 15'"--aAAii4enal yearsp/rl,..,,.~,,, 

73All - 73Al4. Reserved. 

73Al5. research room reference service files. nocuments created in pro­
viding records to researchers in tlational .~rchives research room. Included 
are reference service slips, papers identifyinq the records that researchers 
have consulted, and related records. 

Cut off annually, hold S-year::s; and destroy. 

73Al6 - 73Al9. Reserved. 

73A20. Transferring aqency loan files. Documents accumulated in makinq
records availahle to originating aqencyo Included are external loan rP.-
ceipts and related records. 
I 
I 
I 

C' ,1 _I ; ;. I ~ I 3 
,, 

- ' 

; (1 • , c'' 
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Cut off annually following return of records, 
hold 1 year, and destroy . 

.73A21 - 73A24. Reserved. 

73A25. ~eproduction and authenticntion service files. nocurnents created 
in filling requests for photographic, photostatic, quick-copy, or other 
reproductions of accessioned records or authentication of reproductions.
Included are correspondence requesting reproduction or authentication 

.service, price quotations, reproduction or authentication service orders, 
and related records.1 

Cut off annually, hold 2 years, and destroy. 

73A26 - 73A29. Reserved. 

73A30. Finding aid files. Documents accumulated to assist researchers 
and Hational Archives staff members to find accessioned records. Included 
are non-record copies of published and unpublished findings aids, descrip­
tion of archives, hooks, paMphlets, and other publications. 

(Jo/'

Destroy when supersede<lA obsolete. -el" Re l en~e, Aeeeed. 

Appendix 73-A 
(L: :- ,.. n i ,1 , , . , '- , t • ..... 1,] ~. ; . 1 ~ : • :-- - , 
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!This appendix describes files created in planning and irnplementinq presP.r­
,vation, arranqefllent, and description projects for records accessioned into 
:the National Archives of the llnited States, documentary and finding aid 
,publication projects relating to Archives and si~ ilar archival project
activities. Archival project program files are created pursuant to 44 
U.S.C. 21; the GSA Organization Manual (OFA P 5440.1); and the HB, t!ational 
Archives Procedures (rl.ll.R P 1848. lA). 

I 

_ (_".,_•::, r•,,: .1 ,and 2• , ..- .. ,_.. _r:_c - -- ! 
I 

• ( I : \ f:•-u~:d c,n fi,~t t'':J:: of CJr,:; r Ct~L \' 
"· In--,~ ~t L)/.,.1 :_ ,lr,d ('' Ui.:,": :: •1 c:1gr--ed ct t0~• GP Gl G:' po .... :: c.11 

I 
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7381. Archival project files. nocuments created in plannin~, directing,
and implementing arrangement, description, and microfilm and letterrress 
publication projects relating to records accessioned into the tlational 
Archives. Included are project descriptions, aut~orizations, background 
papers, any completed publication, and related records. 

Cut off files followin com letion of roject. u.,,,,,/JliJhet/..
Record copy ofl proJect product: Permanen . 
Offer to the National Archives~,h~A RA leRger 
.R9ede'4 £op suri:'ARt &~ere.tiens... ~ )"e""' aft"E"" Go,,,,,/llet,d111. 

Other records: Hold 2 years and destroy. 

NOTE: Working papers, including galley and 
page proofs, are not included and may he 
destroyed as non-record ma teri a1. •,r.11:leR r:ig_ 
~eAge12 Aeeded. 

7382 - 73B4. Reserved. 

7385. Project control file. Documents created within an operating unit 
for administrative control of archival project assignments. Included are 
work assignment registers; daily, weekly, or monthly progress reports; and 
related records. 

Cut off files follm'linq completim, of pro­
ject, hold 2 years, and destroy. 

I 
7386 - 7389. Reserved. 

73810. nocurnent restoration records. nocuments created in planning and 
ordering document restoration service for records accessioned into the 
National Archives. Included are restoration proposals, forms used to order . 
restoration service, and related records. flr111,,;11S, Jot.u.,,,,t,,t'J ye/J.tt>rJ

(4) to ~,j'-,,it;,e.•n t" /Jr~ec..~~
Document Preservation Branch;._,J Permanent.I\ Cut 
off every 5th year, hold 5 years, and offer to 
the National ~rfhives. ~)ot-lte.-- ~~te,,-,11.J - tJ,,,~t",o)' w~ e.,,._ 
,-o )'e, ,,J d Itf. 
Other offices: Cut off annually following re­
turn of rehabilitated records, hold 1 year, and 
destroy. 

73811 - 73814. Reserved. 
I 
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1 

!73B15. Records storage files. Documents accumulated in controlling the 
:physical location of records accessioned into the tlational Archives. In­
:cluded are shelf lists, location registers, storage equipment inventories, 
;and related records. 
I
i Destroy when superseded or obsolete. 
I 

i
I 

- , 
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This appendix describes files created in appraising Federal records for 
1 administrative, legal, fiscal, or historical value; authorizing disposal
'.of nonpermanent Federal records; accessioninq records of permanent value 
:to the rlational Archives; assistinq Federal aqencies to develop and operate 
1records retention prograMs; and related activities. Appraisal, disposi­
:tion, and accessioning 11rograrn files are created pursuant to 44 !l.S.C. 21, 
29, and 33; the GSA Organization nanual (nF/\ P 5440. l); and the HB, '.lr1t ion­

!al Archives Procedures (HARP 1848.lA) . 

• 

Appraisal, Disposition and.Accessioning Program Files 
\· .. l •. , I I. 

I' • 

,. U t' J () fl t I r ., 1 !' J t' 0 i ( : i~ t , C) l l ~~ Y, i 1--lJP ,f ·:. rJ '~"1.1•;~··J 

G ' 1 -~·'\ ...J l t i, ll 

1. :. ' 
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A~A!.,:,__·-j --~;-~~;- ~ .-•• P,~PD~/A'e fe~~e~~~~~J;/,, •~011,·e s. of OAD :~:J~:,·~7E 
P~ 173ct • .QeeoFes aQfiFalsol fll8'9-.~ocuments accumulated in11appralslng re-
/f_A.-r7t:J ! quests for authority to dispose ~f agency records and NARS 'internal 

: records. Included 1re requests for disposal authority, rzeqi&tor& reoorzdin~ 
!tAe Posel~t of &WIA Pe~bs9+9, sAeehl ist&• endorsement sheets, and related
! records. 

-RecorEf9 ltl'l'raf:,al Slaff (efficQ gf rzeeepef). PaPfflei~Ol"i~ 
Q1:1t off IR 5-yeilr:: bleol,9, ~old f? additleRal 9001 9, eA-d­
effor *Q *~o Mo ♦ loMI ."ireRive&+ 

~ offices: Cut off in /-year blocks, Aole, 
-afftH+lol'IBI :,IQilPSp and destroywhe,,,, ~ 7etJ rs d/J, 

73C2 - 73C4. Reserved. 

73C5. Record accession files. Documents accumulated In accessioning 
permanently valuable records into the National Archives. Included are 
record transfer offers, registers recording receipt of such offers, 
appraisal reporis, accession Inventories, and related records. 

Office with custody of the record: Permanent. When 
no longer needed for current operations, offer to the 
Nattonal Archives. 

73C6 - 73C9. Reserved. 

73CIO. Special study case flies. Documents accumulated in preparing 
studies relating to special records appraisal problems, or questions of 
archival theory and practice. Included are special study proposals, reg- ' 
t~ters, completed studies, and related records. 

Special studies: Permanent. Cut off In 5-year 
blocks, hold 5 additional years, and offer to 
the National Archives. 

I 

Other papers: Destroy wbeg gg Ion~eF noodod, o, co-,,,/fJ/ef:i,,~ 
I 
Iof 5-tvt/Y, 
I 

73CI I - 73Cl9. Res~rved. 
I 

173C20. · Change of holdings and status fl les. Documents created to record 
,changes In the volume or custody of accessioned record holdings. Included 
iare change of holdlngs reports and similar records. 

1 

I 

Permanent. Offer to the l~atlonal Archives when 
no tonger needed for current operations. 

' .f]l .... ·11 1\i, __ \1•,1'r:_,_f),'.._(:_t~_ ~ 3 ' 1l•·, .~-,~ I, •·t .,. 1)."',:1 

'U~l J ::, 1 L, ... fr "j ,•: uf o:\1 ... , 0"'-!LY. c:·/\~· if ..., l.l ,.1~,(,•~:• ~... ...,,., •. 

Ir~ I J1, ~ ,J c1 t 

/1: [ ' ,"' ,• ",'' 



OAD P 1820.2 CHGE 

'73C21 - 73C24. Reserved . 

. 73C25. Records restrlctlon flies. Documents created In establishing 
I Imitations on access to records accessioned in the National Archives. 
Included are restriction statements and related records. 

Permanent. Offer to the National Archives 
when superseded_ .eP Ae IBFl~eiz Aeede1h 

173C26 - 73C29. Reserved. 

73C30. Record group registration flies. Documents created In establlsh­
'lng and assigning record groups.
I 

Permanent. Offer to the National Archives when Su,l'e,,;ee/~I, 
A9 IQR98P AOCdud fa, CUI reA+ operations, 

- 73C34. Reserved. 

j73C35. Agency data flies. Documents accumulated for reference use during 
:research Into functions and recordkeeping practices of agencies whose re­
:cords are accessioned Into the National Archives. Included are records 
;management surveys of the agencies, copies of manuals, dtrectlves, and 
other tssuances relating to the management and flt Ing of agency records, 
:copies of agency directories, and related records. 

!I Destroy when supersede~ 
Or' 

obsolete, eiz Fie lon9or Roode~ 

I 
I 
I 

. Appendix 73-C 
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CHAPTER 75. OFFICE OF FEDERAL RECORDS CENTERS PROGRAM FILES 

l. General. This chapter provides documentation, maintenance, and dis­
position instructions for the Office of Federal Records Centers program
files. These instructions are contained in appendix 75-A. 

2. Reserved. 

Ll" 
<:. 

,:. 

r 

CHAP 75-1 
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[·:,~-.>.i.-::•~.',L :,~-::~,:~c::-·:.., .\LY,:-;· i_ •• '~- : ::··· OAD P 1820.2 f:HGE 
I ·}

!This appendix describes records accumulated in appraisinq, schedulinq,
:storing, and servicing the non-current records of Federal a~encies. The 
Federal records center program files are created pursuant to 44 11.s.c. 
21; GSA Organization 11anual (OFA P 5440.1); the HB, Records r:enter 'lper­
:ations (MAR P 1864. lA); and the HB, National Archives Trust Fund Roard 
:(NAR P 1829.1). 
I 

_, 

(J 

Appendix 75-A. Federal Records Center~ Program Files
\,.., \.• , J r ._ j .... 1 , • , • t ~ ,, , 1 _ t ,1, •.I I 

r} 1 t r· l l ; '. i t 1 1 l l __(:C~'1~!_P_1\~_r-_lj and 21,,'.'\f:: _1r_t:_:-<~, , - I 
I -- . 

~ --~1nsc-1t D,\1:_ o,icl Of~['t:~{ )-!O ol1grcd a~ tor ,H1 o!! \ :li po 11 ,;_, rit 11 , ih,~ i ,. • 
r - ' 
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75Ala OfficP. of Federal Records CentP.r~ qenPral files. nocunents ac­
cumulated in rermrtinq Federal records center activities. Included are 
periodic narrative and statistical reports, statistical summaries of re­
cords center holdings, accessions and disposals, )erfomance analysis 
reports, space and equipment availability reports, and related records. 

nestroy when 7 years old, or when no longer
needed, whichever is sooner. 

75A2 - 75A4. Reserved. 

75A5. Agency information filP.s. Documents accumulated in the review 
of agency records retention and disposal proqrams. Included are hack­
ground materials, reference service reports, rlisposal procedures, aqency
record evaluation programs, and related records. 

Oestroy when 7 years old, or \·1hen no l onqer 
needed, whichever is sooner. 

75Afi - 75Ag. Reserved. 

75Al0. Records schedul inq contract case file. Documents accumulated in 
preparation of record control schedules for Federal aqencies on a reirihurs­
ahle basis. Included are contracts, approved records control schedules, 
and related records. 

Cut off after completion of contract, hold 2 
years, and destroy. 

75A 11 75Al4. Reserved. 

75Al5o Records disposition case files. nocuments accumulated in dis­
posing of Federal records. Included are requests for records disposi-
tion authority, P@hi@& appraisal reports, and-t"ela1:efl P8G8P&h ~•,01)t-~5✓ 
e.rrtlor5a.., • .,~ 5h~e't!? d1'c/ ye/.J.t:9 t:/ ree-ord,,J(J.,,~/.,J., ,·.,,,te,,,,~/ a,,,;/ eyte,,.,J,/ 

Permanent. Cut off Hb@R Ro l 0R98r r:uu~ded .alf11l/?' c/1~1'0 .J/t-u,,)
and~ffer to the flational Archives. • 
~~ioJi,dlly 

75Al6 - 75Al9o Reserved. 

75A?.O. OfficP. of Federal Records r.enters num'1erer! memoranda file. Docu­
ments created to inform tlARS Reqional Commissioners and Federal Records 
Center nirectors of certain policies, procedures, and notices pertinent 
to their operations. 

Permanent. Cut off annually, and offer to the 
flational Archives when 10 years old. 

,'Jc •. A~pe~di,xJ~-A. 

• . . , •, 3 and 4I., -. I 
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CHAPTER 76. RECORDS MANAGEMEUT PROGRAM FILES 

1. General. This chapter provides documentation, maintenance, and 
disposition instructions for files maintained hy the Office of RP.cords 
Management. These instructions are contained in appendix 76-A. 

2. Reserved. 

_, 

i 
i 
I 

I . ) . . . i l) ' c,: i--, ; ,-\,.,, l and 2 I I k•\. • CHAP 76-1 
1lJ ...l i.. , f ,:-, 11 f I r · ' l J • , , , .) ~ • ' ~ r: ;-- '-·' : ~- 1 , ...., J 1 ! 1, t, ..: , ) :: . ·~· .. ► ,. .,:: 

11 
}• 1• , .. lr,·~c•t ~),f>.1~ ,,,d or,-! : .) ,,i,.1·~. ::.~ ')' ,(.l'J ·-"P '_' ( • :_.' I_JI: l It' 

. ' ' 
I t ' ,\ I' t 



0/\D P 1820.2 CHGE 

This appendix describes files created in maintaining liaison with FP.deral, 
State, and local governments. This includP.s P.xchanqe of information 
regarding prompt and orderly disposition of records, and advising and 
assisting in forrnulitinq rP.corrls ManaqP.ment proarams and policies. RP.­
cords rnanagement proqram files are created pursuant to 44 ll.s.c. 21; and 
the GS/\ Organization tlanual {OFA P 5440.1). 

-. 
' 

Chapter 76-A. Records Management Program Files 
\ )l..' ' 1 l' 

(- · , .-, 1 and 2 
1; tl ), -. 1,1..:, • ._ k •' -~, • '• 

1•• in·--c-' 1);':.. i L- {11,r: ~.,.·- ..•·~ .. ) ,.1:1,..., ,, nr ..},·\I''I I 
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76Al~ Contract reimbursement file. nocuments accumulated in preparation
for and arranqement of records manaqement analysis and technical assistance 
to Federal, State. and local qovernments. Included··are project proposals, 
contracts, and related records. 

Cut off after completion of the contract, hold" 
year.s. and retire. Oestroy 8f1:e1• 6 aEIElitieRa:i. yearstj/J,

""'he.n 
76A2 - 76A4. Reserved. 

l'ro.)e"~ /,,-t5 ' 
76A5. ~Fl4!1o.ly "' OJ;ct ~ 16till'1 r'!~Bl1

~ file. nocuments accumulated in re­
portinq te status o rem ursah e an non-reimhursable projects. Included 
are listings, ppajoae J~at~J ,ep~rt&. and related records. 

Cut off after completion of the project, hold 5 
years, and destroy. 

76Afi - 76A9. Reserved. 

76Al0. Reimbursable hillinq file. Oocuments accumulated in recording
billing of accounts. Included are non-record copies of bills, copies of 
~ouchers, and related records. 

Cut off after bill is paid, hold 2 years, and destroy. 

76All - 76Al4. Reserved. 

76Al5. Program survey file. nocuments accumulated in analyzinq, evalu­
ating, and recor.irnending chanqes in records manaqement proqrams for Federal, 
State, and local qovernments. Included are contracts, intera~ency aqree­
ments, project outlines. final reports. agency action plans for proqram
implementation, copies of surveys; and related records. 
I 

Cut off after final report is published, hold 2 
years, and retire. nestroy a:fc4;or JO additienel years4/✓, 

"-'he.~ /.l-
76Al6 - 76Al9. Reserved. 

,a,,J ope i-PIU 
76A20. Standar~Forms case file. nocuments accumulated during the ana­
lysis, design, cearance, P.valuation, and approval of forms. Included are 
requests for forms management services, papers relating to developnent of 
forms, drafts of issuances prescribing the forms or written statements 
explaining their purpose, clearances, copies of each edition of the form, 
form action notice, running record of all actions taken, and related re­
cords. 

I 
I 
I 

1,, ~· . ,Appendix 76-A _, .
I \ ,_,, ,._, l , ' I l : • I l I I 
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Permanent. Place in an inactive file upon cancel­
lation or discontinuance of the form. Cut off the 
inactive file at the end of 5 years, hold 5 addi­
tional years, and offer to the national "rchives. 

76A21 - 76A?4. Reserved. 

76/\25. Interaqency reports file. nocuments accumulated in planning,
directing, and administerinq the Government-wide interaqency rerorts pro­
gram. Included are reporting requirements, clearances, report justifica­
tions, action notice, and related records. 

Permanent. Place in an inactive file upon cancel­
lation or discontinuance of the report. r.ut off 
the inactive file at the end of 3 years, hold 3 
additional years, and offer to the tlational /\rchives. 

76A26 - 76A29. Reserved. 

76A30. Symposium conference croqram file. nocuments accumulated in 
planning, arranging, and l1old,ng S.YJ11f')Osiurns and conferences. Included are 
announcements, agenda, minutes, listing of speakers and ~uests, and related 
records. 

r.ut off after symposfom, hold 2 years, and destroy. 

76A31 - 76A34. Reserved. 

76A35. Workshop file. nocurnents accuMulated in providing and conducting
·records management workshops. Included are applications for training, rooM 
·and instructor arrangements, attendance records, and related records. 

Cut off annually, hold 1 year, and destroy. 

76A36 - 76A19. Reserved. 

76A40. \·~or~shop materials file. nocu111ents accumulated relating to the 
preparation, clearance, and issuance of 111aterials for use in records 

-management training. Included are outlines, texts, handouts, training
aids, and related records. 

".,,
nestroy when superseded/J obsolete. e~ AB looqer needQd, 

i 

I 
I 

I 
[_ -·. ------------ ·- --· -· ···-·-- ·--- - -- ·-
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CHAPTER 77. FEDERAL REGISTER PROr,RAM FILES1' ' ' , t ... , 

1. r,eneral. This chapter provides documentation, Maintenance, and dis­
position instructions for Federal Reqister proqrai· files. These instruc­
:tions are contained in: 

i a. Appendix 77-A. Federal P.egister Proqram Files 
I 
I b. Appendix 77-B. Document Input Filesi 
12. Reserved. 

., 

CHAP 77-1 
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This appendix describes files created in puhlishinq the Federal Reqister,
Code of Federnl Regulationst \Ieekly CoMf')ilation of Presirlential Docunents, 
Public Papers of the Presidents of the llnited <;tates, llnited States fiovern­
ment r1anual, llnited States Statutes at l.ar(Je, and other r,uhl ications of the 
Office of the Federal Re(Jister, and in publishin'l slip copies of laws Pn­

acted hy the Congress. Federal P.eqister proqram files are created oursuant 
to the Federal Register ~ct, 44 11.s.c. 15; Arlministrative Procerlures ~ct, 5 
u.s.c. 551 et seq.; rierository for /\rJreements hetween States ,ct, 4~ 11.s.c. 
2109; and the GSA Organization tlanual (OFA P r;440.1). These files are 
accumulated only by the Office of the Federal P-egister. 
I 
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I 

77Al. Cor,r1ittee mPmhershin files. Oocuments accumulated in recordinq
appointments to the Federaf Reqister Administrative Corrtmittee and other 
official actions affecting Committee memhershipo Included are documents 
announcing appointments, resignations, or other official actions affectinq
the Corrrnittee, and related records. 

Cut off every ~th year, hold 5 years and 
retire. Destroy ~fter 4A assitieRal years,4/t/.

...,~e,, :J.S- • 
77A2 - 77A4. Reserved. 

77A5. Committee meetinq files. Oocuments created in recording Federal 
Register Administrative Committee meetings. Included are aqenda, minutes 
of the meetings, policy papers or other documents discussed at the meetings,
and related records. 

Secretary of the Col11Jl1ittee: Permanent. Cut off 
in 5-year blocks, hold 5 additional years, and 
offer to the !1ational Archives. 

Other members: Cut off annually, hold 2 years,
and destroy. 

77A6 77A9. Reserved. 
'f' e/4 611 I t:o 

~ 77Al0. Legislation reference files. Papers ~oow~wla¥e~ iR seow~eRtiA~ 
ic,(~16 legislation affectinq publications of the Office of the Federal Register. 

~ Included arey'interpretive documents and related records. 
\. ~ ," ~o/'t•• of 
., ,+ : Per~net11t. CM+: eff iA Ii ;sea, h~ eelE3 aAQ offer 

1\-j ..tn tlie !lat1011al A, cliioe!t. tJe.>-t,,,y when {)/J~/ete ol" ~"/Je~J•I,/ 
_:,~ , 

77All - 77Al4. Reserved. 

77Al5o Record set of Federal Reqister ouhlications. Record copy of each 
publication of the Office of the Federai Reqister. Included is a copy of 
each issue and publication of the Office of the Federal Register. 

Permanent. Retire when immediate access is no longer neededo 

77Al6 - 77Al9. Reserved. 

! 

I 
I 
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tJ7" ~or 

~AA..~ 77A20. Staff papPrs. Documents created hi}~he staff 8" the Office of t~e 
.,,,~ Federal Reqister in surveyinq and studying Office of the Federal ~eqister 
,i~administrative techniques, editorial and puhlication r )licies, and relaterl 

~subjects. Included are completed staff surveys or studies, supporting
·;'papers. and related records. 
'-~'t' ..,, 

r....1 
I 

Cut off annually, -Rel et 2 yea¥'&, rme eestl"B:'/J 

q, PE:JfAIIHfl't'T. o...,,e yeG.or,I ~ol')' <) f edc. I, _!;~ur/)': 

Offe.1' t::o ,/Y"IIPS ._f,e..,,, !,- .)'erJ,-J '1/IJY. 
I 

k, ~ .,fr,·-,,, .,,,,( .bd.t:.JrtfY'V"~ /Jtl./lerJ. • £/e,j°t~11)' 

, • f • ;J.. )'e,,,_j a f f-e" c. o .,,,~/p ~ ,,;,, of /J>'t1.J ~~ "'C. 

_A.ppendix 77-A 
' 
' 4i, C 
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Thi~ appendix descrihes filP.s createrl in cornpilinq papers for inclusion in 
the FP.rlP.ral RP.riister, r.orle of Ferleral !'1.P.riulations, Heekly Compilation of 
Presirlential nocuments, Puhlic Papers of the PresidP.nt of the llnited 
State~, llnited States Government t1anual, llnitP.ct St.ates <;tatutes at Larqe,
and other nuhlications of the ()fficP. of the FP.rleral qeqistP.r anrl in puh­
lishinri slip copies of laws enacterl hy r.onqrP.ss. 11ocurnP.nt innut files are 
creatP.rl pursuant to the Ferleral ~eriister ~ct, ll.4 IJ.S.r:. 15; 11epositorv for 
Arireernents hP.tween States Act, 44 11.S.C. ?lOQ; and thP GSA Orqanization
t1anual (OAn P '1540.1). These files arP. accur,ulatect onlv hv thP. ()ffice of 
the FP.deral Register. • • 

I 
I 

I 
I 

I
I r·, . ,. , I . t '. , • , 
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77B1. Conqressional information papers. Oocuments accumulated in obtain­
ing authority for oublication of official material related to !J.S. Statutes 
at Large from the Joint Corrrnittee on Printinq. 

Conqressional authority for publication of U.S. 
Statutes at Larqe: Permanent. Cut off in 5-year
blocks, hold 5 additional years, and offer to the 
tlationa l Archives. 

Other papers: Cut off annually, hold 
5 years, and destroy. 

77B2 - 77B4. Reserved. 

77B5. Advisory ooinion filP.s. nocuments received fro111 ~ederal agencies 
requesting the printinq and publishing of requlations ~y the 0ffice of the 
Federal Register. Included are requests froM Federal agencies and related 
records. 

Cut off annually, hold l year, and destroy. 

J786 - 7789. Reserved. 
I 

77B10. Publication naoer. ~ocu111ents accumulated from the Executive and 
Le~islative 8ranches of the Govern1:1ent, required ~Y law or authorizerl to be 
published. Included are reaulations, notices, Presidential documents, news 
conference transcripts, messaqes, and other documents 111ade public by the 
White House, and related records. 

~e.e. cftjl'.$~(.fa~i.tt 5s!l~fl"Q~:!, "~l~:~ ,,ff~"' 7 7tJ;i.~ 
: ,uleiiiieRal r+18Rilih&, aRil irueie: 1'8 ~l:c 

f11rM0Ral Orshhes 

'77B11 - 77814. Reserved. 

77815. flotice of ratifications of Constitutional Amendments from StntPs. 
'Documents accumuiated as required hy la\•t in confirr,ation of proposed a111enrl.­
·ments to the Constitution from the 50 States and the District of Columbia. 
:Included are transmittals and certificates of ratification and related 
:records and the origi,nal signed certificate by the Administrator of GSA 
proclaiiing the Amendment as part of the Constitution. 
i Permanent. Transfer to the National ~rchives 
I after proclamation of ratification.or determination that 
1 proposed Amendment will not be ratified. 
177B16 - 77819. Reserved. 

_ , . _ Appendix 77-B . 
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77820. State aqreeMent files. Oocuments accumulated as a result of the 
requirement of the States to submit constitutional agreements hetween the 
States. Included are duplicate of originals or auther~icated copies of 
agreements, compacts, and related records. 

Permanento Cut off annually, hold l year, and 
transfer to the National Archives. 

77B21 - 77B24. Reserved. 
~ aSt:.eY-tdi,,,.,.J1..,,. 0 ~ 

76 77B25. Certificate of/\electors. Documents accumulated as a result of the 
~~ votes cast by the electors of the 50 States and the District of Columbia. 

Included are the ballots and related records. 

Permanent. Cut off at end of year followinq election, 
and transfer to the National Archives. 

Publication ~apera. (Continued from previous page) 
Disposition: 

(a) Presidential Proclamations, Executive orders, and other 
Pres1dential documents, and enrolled Public Laws and Resolutions, 
with related papers: PERMANENT: Offer to NARS when administrative 
needs cease. 

(b) Rules and Regulations of Federal Agencies, with related materials: 
DISPOSITION NOT AUTHORIZED AT THIS TD-IB: Cut of.f every six 
months, transfer to FARC 6 months after cut off. Resubmit to 
NARS for appraisal when hli. u.s.c. 1503 is amended. 

(c.-. 1 lAppendix 77-B , . , 
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CHAPTrn 78. tlATinnAL HISTORICAL Pll"Llf:Annns Ar-ID 
RECOROS cnrnnssiml PRnr,RAM FILES 

1. ~~nP.rA1. This chapter provirles rlocuMP.ntation, mAintenftnce, anrl rlis­
posit10n instructions for files relatinri to the functions of the "li\tional 
Historical Puhlications anrl Records r.orrnission. These instructions are 
contained in appendix 78-~. 

,2. Reserved. 
' 
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This appendix descrihes files createrl hy thP. ~lational Historical Puhlica­
tions nnd ~P.cords r:ornrnission (NHPP.C). These files rlocumP.nt tlHPRC I s 
encournriement and advice to historical cornnittees, univPrsities, anrl other 
research institutions in research, comnilation, and publication of source 
documents significant to the history of the llnited States, anrl providinq
and arlrninistering grants for these activities. '!HPP.C rrogrnrn files are 
created pursuant to 44 11.s.r.. ?5, nnd the r,sA Orqanization •1nnual (nm P 
5440.1). These files are accumulated only hy NHrrc. 

Appendix 78-A. National Historical Publications and Records 
Co111111ission Proqrarn Files 

(:Jv ;,.JI 1., ,,r > 1 ·' : I., i, ,\1 •• 
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78/\l. r.ommission mpr,hershi~ filP.s. Documents acc11111ulated in recordinri 
appointments to !IHPRC n.nd ot~er official actions affecting Comission mer1-
hership. Included are correspondence appointment orders, letters of resia­
nation, other official actions, and related recor~s. 

r.ut off in S-vear hlocks, hold 5 additional 
years, and offer to the r!il.tional l\rchives. 

78/\2 - 78AA. neserverl. 

7R/\5. Commission r1eetinq files. nocuments created in recordinq tlHPqc 
proceedings. Included are aqenda, minutes, policy oaners, typed tran­
scripts, anrl tape recordinqs of meetinq proceerlinos, and related records. 

r.ut off in 5-year hlocks, holrl S additional 
years, anrl offer to the national Archives. 

78Afi - 78A9. Reserverl. 

78Al0. /\~proved rirant files. Oocurnents accunulaterl in arlrninisterino 1!HP2C 
grants.ncluded are qrant applications, hackrirounrl material on projects
and erlitors, semiannual financial reports nrepared hy project erlitor~, 
official anrl informal correspondence with project staff, and related re­
cords. 

'1rant folders: Cut off in S-year hlocks, hold 5 
additional years and offP.r to the rlational Archives. 

-..,78All - 78Al4. Reserved. 
:) 

78/\lS. Oisnneroverl rirnnt files. l)ocuments accumulated in administerinq 
rejecterl aprlications. Included are qrant nr,pl ications, hackqround -· 
material on arplicants, correspondence with applicants, and related records. 

Cut off annually followinq rejection of gril.nt, hold 
?. years, anrl retire. nestroy a-ft@P lA A~~iiiARil yearsc,/,/. 

lvhen I)... 
78Al6 - 78Al9. ~eserverl. 

78/\~0. l)oCtJrientarv puhlicil.tion filPs. nocurients accur111lated in assistinq, 
encouraqing, planninq, developinri, anrl prerarinq p~hlications. Included 
are copies of puhlications, clearances, and related recorrls. 

netire when immediate nccess is no longer neerlerl. 
Oestroy -ifi:~r 25 .drlhionAl yearso/c/.

1tvAe,, • 

78/\21 - 78/\?.4. Reserved. 
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78/\25. Special cHivisory committ~e files. nocuments accumu1aterl in recorrl­
ing f'!lef'!lhership appoint~ent and actions of special arlvisory cornmittePs of 
the 1rnPRC. Included are official aprointf'Tlents, coMp1eted reports, and 

records. 
PERMANENT 

Cut off fo1fo1Jinq termination of cof'!lmittee, hold 
5 yea rs , and ret i re . ql!-!S~e.~~~l'l+i4i-t11-4· '"·•~..Q~e~!ll"'°t""~o~).,_. -!!al'"l'rf~t~e~1• ... ~~a~l....,,,,_oeet1P1H.i~• 

offcy tu .,A/l'l,fJ ,vf,e,, 10 )'ed"'J o/ef. 
73A29. Reserved. 

78A1n. Staff sturlv files. nocuf'!lents accuf'!lu1ated hy the ~taff in studying 
special prohlef'Tls relatin~ to the adMinistration of qrants or adf'Tlini~trative 
matters. Included are cof'Tlp1eted studies, relevant hackqrounrl ~ateria1, anrl 
re1aterl records. 

Cut off 5 years after conp1etion of each study, hold 
~ 5 years, and retire. tlestiao1c 11:ftP.I" ~A ,uhHtioRal )'P.urs. 
't::IJ .P.ERMAN_ENI.' lfec.o,-.( Go/>)' of Code::.~ 5't:"t/f'-Offe ► r~ H/11415 wlie.,,, 

78A31 - 781\34. !1eserved. 1° )'Cd vJ old,
~) other ~dte~iil,-t)e~f:.,,,,y 1vlte11 /0 )'e.J,,S t1!t/, 

78/\35. r.ornMission seminar files. nocuments created in the preparinq, 
organizinc:1, and adr.iinisterinq 'IHP!1C seminars, instit11tP.s, and related pro-
graMs. Included are agenda, quest anrl attendance lists, copies of ~eminar 
programs, and related records. 

r.ut off after completion of each seminar, hold 3 
years, and retire. nestroy ai:t;P.P lQ aee4itio11e:l year~,t;I/.

,.,,e."" /3
78A36 - 78A39. ResPrverl. 

78,\40. Commission fe11ot-ts'1in file. T)ocuments accuf'!lu1aterl in accepting, 
declining, and arlministerin~ annual fe1101·1ships. Inc1urlerl are fe11m,ship 
applications, backqround material on proposPd projects anrl prospective 
.candidates, correspondPnce with candidates, and related records. 

Cut off annually after each fe11m-,ship is terminaterl, 
hold 3 years, anrl retire. nestroy aftef 10 11:Q~i:t;ioR11:llv~e" /J 
yearso/f/, 

IL: ' 
_ Appendix 78-A 
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