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LEAVE BLANK
REQUEST FOR AUTHORITY DATE RECEIVED JoB NO
TO DISPOSE OF RECORDS 29 1975 64-76-2
(See Instructions on Reverse) JUL ) N C - a
TO GENERAL SERVICES ADMINISTRATION —
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 NOTIFICATION TO AGENCY
1. FROM (AGENCY OR ESTABLISHMENT) !
Genera] SerVi ces Administration In accordance with the provisions of 44 U S C 3303a the dis

posal request, including amendments, 1s approved except for

: ] / - VI(;‘ items that may be stamped ‘‘disposal not d”’ “‘with-
2. MAJOR susonvnsmNa/‘YglJ r“”i[ d;‘ﬁ/"’ Viéc&rl} Ser items that may be < appraved”’ or “‘wi

3 MINOR SUBDIVISION

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT .
Raymond F. Hershberger 183-5132 4/-65—7Q§
6. CERTIFICATE OF AGENCY REPRESENTATIVE (Date) Archivist of the United States

g

| hereby certify that | am authonized to act for this agency in matters pertaining to the disposal of the agency's records, that the records proposed for disposa! in this Reguest of
__55"_. page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified

precho ¥, Gerloer—

/~25-/8"  Michael G. Barbour Chief, Records Management Branch(BRAR)

Date (Signature of Agency Representative) (Title)
9.
7. 8. DESCRIPTION OF ITEM 10
ITEM NO (With Inclusive Dates or Retention Periods) SAMPLE OR | AcTION TAKEN

JOB NO

National Archives and Records Service Program Files

Files descriptions and requested disposition authorizatjon -
are contained in the attached proposed chapters 70-78, 75-78 Rty w0
the HB, GSA Records Maintenance and Disposition System
(OAD P 1820.2). N AUA

Coneedazays A EACS 117 Cens

115-106 i / STANDARD FORM 115
LJVIB-‘\ICJUC@ Revised January 1973
Prescribed by General Services
Administration
FPMR (41 CFR) 101-11 4 /




CHAPTER
ECHAPTER
TCHAPTER
CHAPTER
iCHAPTER
iCHAPTER
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50.
51.
52.
53.
54,
55.
56.

CHAPTERS 57 - 59,
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OAD P 1820.2 CHGE

TABLE OF CONTECHNTS CONTINUED

MOTOR TRANSPORTATION PROGRAM FILES

MOTOR POOL PROGRAM FILES

TRANSPORTATION PROGRAM FILES

PUBLIC UTILITIES PROGRAM FILES

RESERVED

TELECOMMUNICATINNS PROGRAM FILES

SWITCHBOARD AND RECORD COMMUMICATINN
STATION PROGRAM FILES

RESERVED

CHAPTER 60. STAMDARDIZATION AND QUALITY CONTROL
g PROGRAIT FILES
%CHAPTER 61. PROCUREMENT PROGRAM FILES
;CHAPTER 62. SUPPLY CONTROL PROGRAM FILES
;CHAPTER 63. SUPPLY DISTRIBUTION PROGRAM FILES
iCHAPTER 64. SELF-SERVICE STORE PROGRAM FILES
'CHAPTER 65, SUPPLY DISTRIBUTION FACILITY PROGRAM FILES
|
CHAPTER 66. HATIONAL SUPPLY SYSTEM PROGRAM FILES
|
CHAPTER 67. SOCIQECONOMIC PPOGRAM FILES
CHAPTER 68 - 69, RESERVED
|
hHAPTER 70. NATIONAL AUDIOVISUAL CENTER PROGRAM FILES
i
CHAPTER 71. NATIONAL ARCHIVES TRUST FUND BOARD
PROGRAM FILES
FHAPTER 72, EDUCATIOMNAL PROGRAMS FILES
bHAPTER 73. ARCHIVAL PROGRAM FILES
CHAPTER 74, PRESIDENTIAL LIBRARIES PROGRAM FILES i
1Do HOT tvpe tovt bnlaw thie hined S - . l‘
|
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OAD P 1820.2 CHGE

CHAPTER 75. OFFICE OF FEDERAL RECORDS CENTERS
‘ PROGRAM FILES

CHAPTER 76. RECORDS MANAGEMENT PROGRA! FILES
CHAPTER 77. FEDERAL REGISTER PROGRAM FILES

CHAPTER 78. NATIONAL HISTORICAL PUBLICATIONS AND
- RECORDS COMMISSION PROGRAM FILES
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CHAPTER 70. MNATIONAL AUDIOVISUAL CENTER PROGRAM FILES

1. General. This chapter provides documentation, maintenance, and dis-
position instructions for the tlational Audiovisual Center program files.
These instructions are contained in appendix 70-A.

-

2. PReserved,
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0AD P 1820,2 CHGE

This appendix describes files created in providing Federal agencies and the
public with general information; loan, rental and sales services; and tech-
nical assistance pertaining to federally produced audiovisual materials,
Mational Audiovisual Center (MAC) program files are created pursuant to
National Archives Board Act 44 U,S.C, 2301-2308, the GSA Nrganization Man-

ual (OgA P 5440,1) and the HB, "ational Archives Trust Fund Board ('IAR P
1829.1).

Appendix 70-A. Natiopal AudiovisanIQenter Program Files

IR [
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OAD P 1820.2 CHGE

70A1, Statistical report inventory control file. Documents accumulated
in verifying audiovisual contro1 inventory. Inciuded are monthly reports
and related records,

Cut off annually, hold 1 year, and destroy.
70A2 - 70A4, Reserved.
70A5, Utilization log report. Documents accumulated in recording errors

found in the monthly utilization report. Included are listings and re-
"Tated records.

Cut off annually, hold 1 year, and destroy,
i
J0A6 - 70A9. Reserved.

70A10. HManual title number file. Documents created to control issuance
of title numbers., Included are title numbher list and related records.

ar’
? Destroy when superseded,‘obso1ete. er—Tro—tonger—neededs
JOAT1 - 70A14, Reserved.

70A15, Information index file. Documents accumulated to record location
of audiovisual materials such as films, film strips, and slides during
reproduction precess. Included are informaticn cards and related records.

; NDestroy when superseded’ obsol ete, -or—po—toRgen—headady—
7OA16 - 70A19, Reserved.

7OA20 Monthly progress report. Documents accumulated to record status
'of projects. Included are background data, monthly progress reports, and
related records.

or
Destroy when supersedeq,‘ohso1ete, Sr—po—longer—peadad.-
J0A21 - 70A24, Reserved,

70A25. Master data file. Documents created in indexing federally produced

i

|

films, film strips, or slides. Included are hackground information sheets .

and related records.

| or

s NDestroy when supersedeq/qobso1ete..er—ne—leﬂger-ﬁeedeér
|

(e 1.0 Appendix 70-A .
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OAD P 1820.2 CHGE

‘70A26 - 70A29. Reserved.
70A30. Film topical index file, Documents created in indexing films,
film strips, and slides by topic and thereunder by title. Included are
cards, listings, and related records.
4
Destroy wvhen supersedecrA obsolete 4 er—Ro—tonger—rnecded—

70A31 - 70A34. Reserved.

-70A35, Promotional and advertising file. Nocuments created in making
available to Federal agencies and the public, information regarding audio-
visual items, services of MNAC, and the film industry. Included are bro-
chures, catalogs, conference announcements, mailing lists, and related
records.

or
Destroy when supersededA obsolete, or—mo—tonaer—pacdad.,
70A36 - 70A39, Reserved.

70A0. Order acknowledgement file, Documents accumulated in acknowledging
‘receipt of order from a customer., Included are original orders, processed
receipts, and related records.

Cut off after order is completed, hold 1 year, and destroy.
'70A41 - 70A44, Reserved.
‘70A45, Invoice file. Documents created in verifying the billing of a

customer. Inciuded are copies of hills, orders, invoices, and related
.records,

\ Cut off at the end of the fiscal year, hold 1
\ year, and retire. Destroy IFten 5 addisionet years a/{
| when

:70A46 - 70049, Reserved.

70A50. Supplier purchase order file. Documents accurmulated in recordino
‘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 destroy.
!

170A51 - 70A54, Peserved.

. [ . -
T Contor PACE 4 T S T
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i70A55, Cash sales file. DNocuments accumulated to record prepaid sale of
‘audiovisual reproductions stock items. Included are copies of order logs,
.customer orders, cashier receipts, acknowledqgement of receipt, and related
records,

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

70A56 -~ 70A59, Reserved.

70A60. Completed sales file. Documents accumulated to record shipment of
special orders for audiovisual reproductions. Included are copies of mail
receipts, air freight receipts, custom forms for overseas mailing, and re-
'1ated records,

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

;70A61 - 70A64, Reserved,
70A65. Pending order file., Documents accumulated in recording unfilled

orders, Included are copies of order forms, acknowledgment forms, order
1ogs. and related records.

i Destroy wher=—ho=longer—meeded=O7 Camp/et'/oy of ova/c/
370A65 - 70A69. Reserved,

70A70 Aqency agreement file, Documents accumulated in securing author-
{ization to Toan, rent, or sell audiovisual material produced hy Federal
agencies, Included are copies of agreements, amendments to aqreements, and
re]ated records,

l

1

!

1

. Cut off after completion of agreement, hold 1 year,
and retire, Destroy.afier—ti—adcitionat years
y when (2, Y o/q/
70A71 - J0A74, Reserved,

70A75. lanual inventory sales record. DNocuments created in recording the

§a1e of audiovisual materials. Included are listings of audiovisual items
sold and related records,

oy
Destroy when supersedeq,7ohso1ete,'on-ne-lonqen-ﬁaededv
JOA76 - 70A79, Raeserved,

(tie )t Appendix 70-A [T
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0AD P 1820.2 CHGE

70A80. Completed purchase order file. DNocuments accumulated in verifying
the completion and receipt of orders from photo labs. Included are packaqe
slips, purchase orders, and related records.

Cut off annually, hold 2 vears, and destroy,
70A81 - 70A84. Reserved. '
70A85., Project files. Nocuments created for administrative control of

project assignments. Included are work assignment reqgisters, progress re-
ports, and related records.

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

70A86 - 70A89. Reserved.
70A90. Inventory control file. Documents created in verifyinqg audiovisual

holdings of HAC. Included are audiovisual 1ists, inventories, and related
records.

or
NDestroy when supersededA obsoletee Or=—no—tonner—neededr
70A91 - 70494, Reserved,
70A95, Utilization report file. Documents 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.

oY
NDestroy when supersedeqﬁ obsolete, -or-ho—tongrp-peadad,
70A96 - 70A99, Reserved.

70A100, Comnuter proqram files. Documents created in programing and main-
taining NAC's audiovisual cataloq, Included are punch cards, computer
programs, listings, and related records.

or
Nestroy when supersededq obsolete, er—ne—tomger-needed,
70A101 - 70A104. Reserved. :

70A105. Messenger service files. DNocuments created in recording the pick-
up and delivery of audiovisual and related materials. Included are copies .
pf pickup and delivery receipts and related records. ;
i

or
NDestroy when supersedeqﬂ obsolete, Sk-Ro-lonRger—hoadedy |

|
|
|
|
|
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CHAPTER 71. MNATIOMAL ARCHIVES TRUST FUND BOARD PROGRAM FILES
1. General. This chapter provides documentation, maintenance, and dis-
position instructions for the files of the Mational Archives Trust Fund
Board. These instructions are contained in:

a. Appendix 71-A. Hational Archives Trust Fund Board Program Files,

b. Appendix 71-B, Mational Archives Trust Fund Board Finance Pro-
gram Files.

2. Reserved,
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OAD P 1820.2 CHGE

This appendix describes files created or accumulated by the Hatijonal Ar-
chives Trust Fund Board (MATFR) that document its activities. Thaese files
pertain to the membership of the Board, its meetings and hylaws, the
Americana Project, >nd the Associates of the Mational Archives proqgram,
National Archives Trust Fund Board program files are created pursuant to
the Hational Archives Trust Fund Roard Act 44 1,S.C. 23; and the HB,
National Archives Trust Fund Board (NAR P 1829,1).

h Appendix 71-A. ﬂatiggallﬁrchjve§ Trust .Fund Board Program Files
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OAD P 1820.2 CHGE

71A1, !Membership files. Documents accumulated in recording the member-
ship of the National Archives Trust Fund Board (NATFB).

Permanent. Cut off every fifth year, hold 5 years,
and offer to the Mational Archives.

71A2 - 71A4, Reserved,
71A5, Meeting files. Documents created in recording NATFB meetings.

Included are agenda, minutes, policy papers, documents discussed at the
meetings, and related records.

Permanent. Cut off every fifth year, hold 5 years,
and offer to the !ational Archives.

71A6 - 71A9, PReserved.

71A10. Bylaws, rules, and requlations file., Documents created to record

amendments, repeals, revisions, and deletions to the hylaws. Included are
approved copies of the bylaws, ammendments, background papers, and related
records and resolutions adopted by the Board.

Permanent. Cut off when superseded, or no longer needed,
hold 5 years, and offer to the Mational Archives,

71A11 - 71A14, Reserved.

71A15. Americana Project. DNocuments accumulated in recording the solici-
tation and acquisition of gifts and patrons for the purpose of acquiring
historic period funishings for the !Mational Archives collection., Included
are listings of patrons and donors, deeds, copies of brochures, and re- .
lated records. rochored, Ind Aoco mentalion
velifing’ to sor ’z.;:hm,"f and

Permanent. Deeds, patron lists, ¢
R jeets Cut’off every 5 years, hold 5
years, and offer to the !lational Archives.
ob}o/e te or ,9.0/0 ers ec/e/,

ata alalaloV B .VoVaVaFaVa

Othef records.

Destroy whe

71A16 -~ 71A19. Reserved.

Appendix 71-A !
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OAD P 1820.2 CHGE

71A20. Nssociates of the Mational Archives. Documents created in devel-
7 oping and administering a qeneral public membership organization to gain

gt public support for National Archives' programs and activities. Included

are papers on development of the associates organization, register of mem-
bers, plans for program promotion, plans for membership activities,

Ibrochures. and related re‘c'g%is.me”t papeys, brochores and plivs For
rownat

an » e y t ,-t' .
Permanent/\ re o membership Fctiv les

5 Cut off evéry 5th year, hold 5 years,
| and offer to the Mational Archives.

Records essential to program administration. Destroy u&-hen

wher-po—tonger—reededr b Sofcte ov juperjedaq{

Appendix 71-A
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‘This appendix describes files created or accumulated in the administration
of the financial papers of the Hational Archives Trust Fund Board, These
files pertain to gifts or bequests of monies, securities, or other personal
property for the benefit of or in connection with the Mational Archives.
National Archives Trust Fund Board finance proqgra.: files are created pur-
suant to the 'lational Archives Trust Fund Board Act 44 U,S.C., Chap. 23;
and the HB, Mational Archives Trust Fund Board (NAR P 1829.1).

l
i
'r
l
Appendix 71-B. National Archives Trust Fund Board Finance Proqram Files
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OAD P 1820.2 CHGE |

71B1. Collection document copy file. Documents accumulated or created
in the sale of publications and 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.
71B5. Collection reqisters. 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 1istings. Documents accumulated to record audio-

visual delinquent payment accounts. Included are monthly reports of de-
linquent accounts and related records,

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

71B11 - 71814, Reserved.

71B15. Delinauent accounts file. Documents accumulated to record actions
taken to coliect 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, 1ists 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.

71816 - 71B19. Peserved.

|
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 destroy.

.., Appendix 71-B, ., |
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OAD P 1820.2 CHGE
71821 - 71B24., Reserved,

71B25. Grant and foundation file. Documents accumulated to record receipt
/Mﬂﬂb and expenditure of fundc, Included are progress reports, invoices, copies
~nof grants, and related records.

“\}\r
N .
- <Pevmamendd Cut off after completion of the grante

ngtro)’ /0 Years 5ter <terminition of jvdnt"
71B26 ~ 71B29. Reserved.

71830, Customer service files. DNocuments accumulated to record the sale
of Archives publications. Included are sales registers for microfilm and

printed publications, and related records.
, 0bsolele or seperseded

Institutional files: Destroy wheqqne-lengen-naeded-

Individual files: Destroy 1 year after last order.

71B31 - 71B34. Reserved,

71B35. Circulation files. Documents accumulated in recording subscrip-
tion information for Archives publications. Included are subscriber's
records, labeling and billing information, and related records.

i Destroy 1 year after expiration of subscription,
’ or when no longer needed, whichever is sooner.

Appendix 71-B
e, X v .
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NAD P-1820.2 CHGE
CHAPTER 72, FEDUCATINNAL PRNOGRAMS FILES

1. General. This chapter provides documentation, maintenance, and dis-
position instructions for the files of Fducational Programs. These in-
structions are contained in:

a. Appendix 72-A.  FEducational Proqram Files.

b. Appendix 72-B. FEditorial Publication Program Files.

c. Appendix 72-C.  Public Information Proqram Files,

2. Peserved,
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NAD P 1820.2 CHRE

This appendix describes files created in documenting, developing, and im-
plementing programs to promote and publicize NARS educational and cultural
services. FEducational Programs program files are created pursuant to 44
U.S.C. 21; the GSA Organization Manual (NFA P 5440,1); the HB, Hational
Archives Procedures (NAR P 1848,1A); and the HB, NARS Administrative Proce-
dures (MAR P 5410,2).

Appendix 72-A, IEdueationa1 Proaram Files

IR, ¢ -+ 1 and 2 L
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72A1., Exhihit case file. Documents accumulated in preparing exhibits
for the Archives, Federal Records Centers, Federal agencies, professional
meetings, and non-agency conferences. Included are 1ists of exhibited
items, captions for exhibit cases, background materials, expense vouchers,
contracts, listings of conferences, and related records.

Lutof§ on Lermmativy of @rbib €, hold 5 Yeirs, dnd desCrey,

-Permanen%1-—ﬂ*4k9-4xr4Hms-Hat#ena4iﬁrehn~m5r*#n§h
C,f]afeﬂ:j'j of Valve fFor Fetere exhibi€s miy be rctdl.n ei)

72A? - 72704, Peserved,

72A5. lLoan file. Documents accumulated in the administration of loans

to Federal agencies, professional organizations, and educational institu-
tions. Included are lists of borrowers and items loaned, insurance poli-
cies, photographs of articles loaned, news clippings, and related records.

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

72A6 - 72A9, Reserved.

72A10, Graphic record file. Documents accumulated to record displays
sponsored by the Hational Archives. Included are actual size photostats,
dry mounted prints and negative prints of items displayed, and related
records,

oy
Destroy when supersedeq4 obsolete, -0r—Ro-

72A11 - 72A14, Reserved.

72A15. Education training files. Documents accumulated relating to
courses on the availability of source material and research procedures.
Included are requests for notification of, and arrangements for training,
brouchures, and related records,

Cut off annually, hold 2 years, and destrov.
72A16 - 72A19, Reserved,

72A20, Education training materials file. Documents accumulated in the
preparation and use ot training materials. Included are training outlines,
texts, handouts, training aids, and related records,
or
Destroy when supersedqu\obso1ete.-er~

ho—tongen—paadodr

Monendix 72-
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This appendix describes files created in documenting, developing, and im-
plementing editorial functions for Archives publications. FEditorial nub-
lication program files are created pursuant to 44 1J,S,C. 21; the GSA
Organization "anual (OFA P 5440.1); the HB, Hational Archives Procedures
(NAR P 1848,1A); and the HB, NARS Administrative Procedures (NAR P 5410.2).

Appendix 72=B.HJF¢jgorta]lPgb]icatipnlProgram Files
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t72B1. Puhlication file. Documents accumulated in editina, printina, and
¢ ‘publishing papers for the Archives, including papers on activities at ar-
ﬁﬂkﬂ7 chival conferences. Included are printing contracts, printers qalleys,
graphics, cover designs, edited manuscript, record copy ofydhs publicationg refr’
] d records., . .. Cach
:_El’-r‘p]ate Peécxﬂﬂﬂg'vr. of edch fuﬁ/,cthO')J’ld 7eport'u'l%b Ye/&tvﬂt
' - baylrjravnl /93.’00/5,
Record copy,/] Cut off annually, hold 5 vears,
! and offer to the Mational Archives.
f other L.
| Heomkng=papers: Cut off after publication of
! each paper, hold 1 year, and destroy.
:

72B2 - 72B4. Reserved.

72B5, Advertisers file, DNocuments accumulated in arranqing reciprocal
agreements with historical societies, educational institutions, and other
organizations in printing advertisements. Includad are copies of adver-
tisements, contracts, and related records.

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

7286 - 72B9, Reserved.

72B10, Microfilm publication file. DNocuments accumulated in cataloqing
microfilm publications of the ational Archives. Included are 1ists of
microfilm publication holdings and related records,

oY
Destroy when superseded,7obso1ete.-en-

i
t
|
i
|
|
i
i
i
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This appendix describes files created in documenting, developing, and im-
plementing public information programs relating to MARS activities. Public
information program files are created pursuant to 44 1,S,C. 21; the ASA
Organization Hanual (OFA P 5440,1); and the HB, N3RS Administrative Proce-
dures (HNAR P 5410,2).

Appendix 721Q1 ;thjicx}nformatiqn Program Files
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72¢1.  Archives Advisorv Council file. Documents accumulated in recording
activities of the Archives Advisory Council. Included are copies of noti-
4%' /A fications of member appointments, letters of resignation, reports to the
rgA4047 Administrator of General Services, mepf1nqs arrangerments, p]ans, anenda
and minutes, and related records.
a. Péﬂ/lﬁ/vbff
Hational Archives Advisory Council: fut off
after each meeting, hold 5 years, and offer
to the Hational Archives.
L. PeRmAy et
Regional Archives Adv1§0ry Councils: Cut off
after each meeting, hold 5 vears, and desteew Offev Lo NARS

'72€2 - 72C4. PReserved.

’6? 76 :72C5. Press release file. DNocuments accumulated in preparing Archives
press releases. Included are backqround material, final press copies, and

\'\w ‘related records. . l’ékﬂ)bveyr Ove copy of eJL/7
AN Press vefease, osfer o) MAg
5 Cut off annually, hold 5 vears, cd s d// g
f other mdteriils - ﬂejtro -
.72C6 - 72C9. Reserved. C when 5 yvegrs o/d Y
| =
\72C10. Conference support files. Documents accumulated pertaining to 3 j

administrative support activities of conferences. Included are lists of
guests and spealers, plans for hospitality and logistics, and related re-
cords. ,
| ;
! Cut off after each conference, hold 1 year,

and destroyv.

!
L

Use broken foe

, |
72611 - 72014, Reserved. |

72C15, Archives nevusletter file., DNocuments accumulated relating to edit-
.ing, publishing, and distributing newsletters, Included are notes, Pd1tor-

1a1 material, printing contracts, and related records.

Record copy: Permanent. Hold 5 years,
and offer to the llational Archives.

( Horking papers: Cut off after publication
of each newsletter, hold 1 vear, and destroy.

72C16 - 72C19, DReserved. ‘

. appendix 72-C .
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72C20. Ceremonial file. Documents accumulated in nreparation for presen-
tation cereronies at the 'lational Archives., Included are plans for program
arrangements, ceremony rrograms, logistic support plans, program theme,
attendance and speakers lists, and related records.

Cut off annually, hold 2 vears, and retire,
Destroy~af%e&j?aédi%iena¥ years g /d
hen ‘

72C21 - 72C24, Deserved.

72C25, Studv tour file. Nocuments accumulated in arranaing tours for
colleges, professional organizations, and other interested groups. In-
cluded are 1lists of thease groups, program outlines, and related records.

Cut off after tour is comnleted, hold 1
year, and destroy.

72C26 - 7229, DPaserved,

72C30, Press clipning file. Press clippinas from magazines and newspapers
7% pertaining to the Archives and its holdings. Included are copies and orig-
Via inals of press clippings and related records,

\ PERMANENT,
‘}V oY Cut off annually, hold 2 vears, and retire.
N ~Hestpagy—aiter—S—rrittitiomat—yearsy

off—erv to WARS5S when 7 years olf

Appendix 72-C
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CHAPTER 73, ARCHIVAL PROGRAM FILES

General. This chapter provides documentation maintenance, and dis-
position instructions for files relating to the functions of the 0Office of
the Hational Archives, Central 0ffice, and regional Archives Branches,

a. Appendix 73-A.
b. Appendix 73-B,

¢. Appendix 73-C.

Reserved.
odan firet cag s af ondes Sl
,lf‘.'E"‘ l..);gil; a s \::'\“.;i..\ i )]

Reference Service Program Files,
Archival Project Program Files,

Appraisal, Disposition, and
Accessioning Program Files,
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This appendix describes files created in making available records acces-
sfoned into the Mational 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
general public. Reference service program files are created pursuant to
44 1J,S.C. 21; the GSA Organization Manual (OFA P 5440,1); and the HB,
National Archives Procedures (NAR P 1848,1A).

Appendix 73-A111Reference Service Program Files

P FENEE S e -_1 and 2 ) " ) i Sl

for

bionen b

Use



19T

OAD P 1820.2 CHARE

73A1. Reference service corraespondence files, DNocuments created in nro-
viding reference service by mail, Igc?uded are requests for information,
copies of replies, and re]ated records.
P P PERMAN EVT .
Cut off annua]]y/\ Replies relating to signifi-
cant persons or events
and replies involving un-
usually d1ff1cu1t or complex research:

G5O~
-when-nHongeq—neeéedje-n-ne-ﬁem’eerofff’ to KAAS
when (0 Yeqrs ofd;

{6) M1 other records: Hold 2 years and destroy.
Earlier destruction is authorized.

73A2 - 73A4, Reserved.

73A5,. Researcher application and authorization files. Documents created
in issuing researcher identification cards and in authorizing 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 ;ﬁ-ter 15 adeitionat- years o /o,
en

73A6 - 73A9. Reserved,
73A10, 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 retire.
Destroy-a-ﬁ:-er 1§ -addibionad years o/,

73A11 - 73A14. Reserved.

73A15. Pesearch room reference service files, DNocuments created in pro-
viding records to researchers in National Archives research room., Included
are reference service slips, papers identifying the records that researchers
have consulted, and related records.

Cut off annually, hold % yeaxs and destroy.
73A16 - 73A19, Reserved,

73A20. Transferring agency loan files. DNocuments accumulated in making
records availahlie to originating agency., Included are external loan re-
eeipts and related records.

!
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f Cut off annually following return of records,
hold 1 year, and destroy.

.73A21 - 73AR24, Reserved.

73A25. Reproduction and authentication service files. DNocuments created
in fi1ling 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.

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-
ltion of archives, bhooks, pamphlets, and other publications.

oY
Destroy when supersededA 0bso1etey -or—Ro—tloRgar—poodedr

Appendix 73-A !
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lThis appendix describes files created in planning and implementing preser-

vation, arranqgement, and description projects for records accessioned into
‘the National Archives of the lUnited States, documentary and finding aid
.publication projects relating to Archives and sir 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, Mational
Archives Procedures (HAR P 1848,1A). ,

Appendix 73-B. . Archival Project Program Files i
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'7381. Archival project files, DNocuments created in planning, directing,

and impTementing arrangement, description, and microfilm and letterpress
publication projects relating to records accessioned into the HNational
Archives. Included are project descriptions, authorizations, background
papers, any completed publication, and related records.

Cut off files following completion of project. ;
Record copy ofAproject product: Permanent. u»poé/ljbe{
Offer to the National Archives -whep—he-—onger
needed—for—currant-operations, 5 Yedrs dfter cComplet oy,

Other records: Hold 2 years and destroy.

NOTE: Working papers, including galley and
page proofs, are not included and may be
destroyed as non-record material, whern—no-

{onger—neededs
73B2 - 73B4, Reserved.

73B5. Project control file. Documents created within an operating unit
for administrative contro! of archival project assignments. Included are
work assignment registers; daily, weekly, or monthly progress reports; and
related records.

Cut off files following completion of pro-
ject, hold 2 years, and destroy.

|
73B6 - 73B9. Reserved.

73B10. Document restoration records. Documents created in planning and
ordering document restoration service for records accessioned into the
NHational Archives. Included are restoration proposals, forms used to order

restoration service, and related records. p/amung Jowmeqtj ycld,tl;ré‘
zo 5IJ'1/ Grean® proectj

Document Preservation Branchi/ Permanent.A Cut
off every 5th year, hold 5 years, and offer to

the Hational Arghives. () o ther meterisls — Destroy when

20 years old.

Other offices: Cut off annually following re-
turn of rehabilitated records, hold 1 year, and
destroy.

73B11 - 73B14. Reserved.

(s ,,Dl\ppendix 73-B.; .
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%73815. Records storage files. Documents accumulated in controlling the
iphysical location of records accessioned into the tNational Archives. In-
‘cluded are shelf lists, location registers, storage equipment inventories,
and related records.

!

Destroy when superseded or obsolete.
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-fThis appendix describes files created in appraising Federal records for
‘administrative, legal, fiscal, or historical value; authorizing disposal
‘of nonpermanent Federal records; accessioning records of permanent value
‘to the HNational Archives; assisting Federal agencies to develop and operate
‘records retention programs; and related activities. Appraisal, disposi-
‘tion, and accessioning program files are created pursuant to 44 11,S.C. 21,
. 29, and 33; the GSA Organization Manual (NFA P 544n,1); and the HB, "ation-
‘al Archives Procedures (NAR P 1848.1A).

Appendix 73-C, Appraiﬁglt Disposition and Accessioning Program Files
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W ! ! 0/5/7054./& erenceF/S Coﬂes 0? veviewinf
¢ 73Cl. J&yyynﬁa-aepsa4ea+-#hkﬁr/1ﬁpcumenfs accumulated lgqappralslng re-
(G | quests for authority to dispose ‘of agency records and NARS internal

records., Included ire requests for disposal authority, weglsiere—iocordlAg.
o endorsement sheets, and refated

N

.\ ‘ ;

N\’ » Irecords,
i
f

nl

! *

i 14

Ma offlces: Cut off in f-year blocks, -hed=5 z

~eddimlomal—yoarsy and destroysrhen 5 JEars d//
73C2 - 73C4. Reserved.

73C5. Record accession flles, 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 inventorles, and related records.

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

e oLl 605 tmmbostRoyrhon—No—tongor-Rooded,
73C6 - 73C9, Reserved.

73C10. Special study case files, Documents accumulated In preparing
studies relating fto special records appraisal problems, or questions of
archival theory and practice. Included are special study proposals, reg-
Isters, completed studies, and related records.

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

Other papers: Destroyuheo—no—longor—hoadade 01 Co'mﬂ/ef/ 9%
°¢ stvd), %
73CH1 - 73Cl9, Resarved.

73C20. - Change of holdings and status files. Documents created to record
ichanges In the volume or custody of accessioned record holdings. Included
are change of holdings reports and similar records,

Permanent, Offer to the National Archives when
no longer needed for current operations,
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'73C21 - 73C24., Reserved.

.73C25. Records restriction flles, Documents created In establishing
{imitations on access to records accessioned in the National Archives,
Included are restriction statements and related records.

Permanent., Offer to the National Archlives

| when superseded, er—ro—longen—freededy~

173C26 - 73C29, Reserved,

1
73C30, Record group registration files. Documents created in establ!ish=
:lng and assigning record groups.

‘ Permanent. Offer to the National! Archives when 5c99erz59a/£4{
i ao—tonger—needed—for—currentesporationty
f

;73c3| - 73C34, Reserved.

{73C35. Agency data files. 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 agencles, coplies of manuals, directives, and
other lssuances relating to the management and filing of agency records,
:copies of agency directories, and related records.

or
Destroy when supersedegq obsolete, or-pe—longor—noadady

Appendix 73-C
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CHAPTER 75,

1. General.
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OFFICE OF FEDERAL RECORDS CENTERS PROGRAM FILES

This chapter provides documentation, maintenance, and dis-

position instructions for the Nffice of Federal Records Centers proqram

files,

2. Reserved.

TS T B

]

“Uaed en first peac of ooder GiTl
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These instructions are contained in appendix 75-A,
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This appendix describes records accumulated in appraising, scheduling,
storing, and servicing the non-current records of Federal anencies. The
Federal records center program files are created pursuant to 44 {,S.C,
213 GSA Organization Manual (OFA P 5440.1); the HB, Records Center Oper-
ations (HAR P 1864,1A); and the HB, Hational Archives Trust Fund Board
;(NAR P 1829.1).

i
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75A1. 0Office of Federal Records Centers general files. DNocuments ac-
cumulated in reporting Federal records center activities. Included are
periodic narrative and statistical reports, statistical summaries of re-
cords center holdings, accessions and disposals, jerformance analvsis
reports, space and equipment availability reports, and related records.

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

75A2 - 75A4, Reserved,

75A5. Agencv information files. Documents accumulated in the review
of agency records retention and disposal proqrams. Included are back-
ground materials, reference service reports, disposal procedures, agency
record evaluation programs, and related records.

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

75A6 - 75A9, Reserved.

75A10, Records scheduling contract case file. Documents accumulated in
preparation of record control schedules for Federal agencies on a reimburs-
able basis. Included are contracts, approved records control schedules,
and related records.

Cut off after completion of contract, hold 2
vears, and destroy,

75A11 - 75A14, Reserved.

75A15, Records disposition case files. DNocuments accumulated in dis-
posing of Federal records. Included are requests for records disposi-

y tion authority, —sedabeds dppra1sa1 reports, and seterted—recondsy ve S5 t"ﬁ

N
Vyg$

endorsemont Sheets dnd related recordsuelodes iImterni| @and eyte rne
Permanent, Cut off-when—no-lonsarnasdedydrve/ly d/.ﬁfﬂ.s:t/a,)
andybffer to the Hational Archives,
Leriodicdlly

75A16 - 75A19, Reserved.

75A20, Office of Federal Records Centers numherecd memoranda file. DNocu-
ments created to inform HARS Regional Commissioners and Federal Records
Center Directors of certain policies, procedures, and notices pertinent
to their operations.

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

., -Appendix 75-A .,
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CHAPTER 76, RECORDS MANAGEMENT PROGRAM FILES
1. General. This chapter provides documentation, maintenance, and
disposition instructions for files maintained by the 0ffice of Records
Management. These instructions are contained in appendix 76-A.

2. Reserved,
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This appendix describes files created in maintaining 1iaison with Federal,
State, and local governments., This includes exchanqe of information
regarding prompt and orderly disposition of records, and advising and
assisting in formuliting records management proarams and policies. PRe-
cords management program files are created pursuant to 44 U,S.C, 21; and
the GSA Organization !anual (OFA P 5440.1).

Chapter 76-A.A}Reqord§ Management Program Files

. ' ' "_(: TrLe 1 and 2
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76A1. Contract reimbursement file. DNocuments accumulated in preparation

for and arrangement of records management analysis and technical assistance
to Federal, State, and local governments., Included-are project proposals,

contracts, and related records.

Cut off after completion of the contract, hold
years, and retire. Destroyﬁte*-&ed-é-ﬁ-t-i-ena-l vearso/d,
n

76A2 - 764, Reserved,

Project [1st5 ‘
76A5, #hﬁéhi§~mrﬂ§;t1-++st+nq-¢eﬁenﬁ file. DNocuments accumulated in re-
porting the status of reimbursable and non-reimbhursable projects. Included

are listings, progast—stature-—neporss, and related records.

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

76A6 - 76A9, Reserved.

76A10, Reimbursable billing file. Documents accumulated in recording
bi1ling of accounts. InclTuded are non-record copies of bills, copies of
vouchers, and related records.

Cut off after bill is paid, hold 2 years, and destroy.
76A11 - 76A14, Reserved.

76A15, Program survey file. Documents accumulated in analyzing, evalu-
ating, and recormending changes in records management proqrams for Federal,
State, and local governments. Included are contracts, interagencv aqree-
ments, project outlines, final reports, agency action plans for program
jmp1ementation, copies of surveys; and related records,

. Cut off after final report is published, hold 2
< years, and retire. DNestroy afber-ll additienad yearso/7,

‘ hhen (2
76A16 - 76A19, DReserved.

and opt ionad
76A20, Standard,forms case file. Documents accumulated during the ana-
lysis, design, clearance, evaluation, and approval of forms, Included are
requests for forms management services, papers relating to development 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,

, Arpendix 76-A
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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 vears, hold 5 addi-
tional years, and offer to the !lational "rchives,

76021 - 76A?4, Reserved,

76A25. Interagency reports file. Nocuments accumulated in planning,
directing, and administering the Government-wide interagency repnorts pro-
gram. Included are reporting requirements, clearances, renort justifica-
tions, action notice, and related records.

Permanent, Place in an inactive file upon cancel-
lation or discontinuance of the report. Cut off

the inactive file at the end of 3 years, hold B
additional years, and offer to the HNational Archives,

76A26 - 76A29, Reserved,

76A30, Symposium conference proqram file. Documents accumulated in
planning, arranging, and holding symposiums and conferences. Included are
announcements, agenda, minutes, 1isting of speakers and quests, and related
records.

Cut off after svmposium, hold 2 years, and destroy.
76A31 - 76A34, Reserved.

76A35. Workshop file. Documents 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 - 76A39, Reserved,

76A40, \lorkshop materials file. Documents accumulated relating to the
preparation, clearance, and issuance of materials for use in records

management training. Included are outlines, texts, handouts, training

aids, and related records.
V1 d
Destroy when supersededgq obsolete, er—ne—langer neadad.-

e hppendix 76-A
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T CHAPTER 77. FEDERAL REGISTER PROGRAM FILES

1. General. This chapter provides documentation, maintenance, and dis-
‘position instructions for Federal Register prograi- files. These instruc-
‘tions are contained in:

{
|

—

{

odmsert OATE ond ORDLIRG ohignad st iopan 51 2 4

. a. Appendix 77-A., Federal Reqgister Program Files
b. Appendix 77-B.  Document Input Files

2. Reserved,
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T T .
This appendix describes files created in publishing the Federal Reqgister,
Code of Federal Requlations, !leekly Compilation of Presidential Documents,
Public Papers of the Presidents of the lUInited States, United States fRovern=-
ment HManual, tinited States Statutes at larqe, and other publications of the
Office of the Federal Reqister, and in publishinqg slip copies of laws en-
acted by the Congress., Federal Peqgister proqgram files are created bursuant
to the Federal PReqgister Act, 44 U.S.C. 15; Administrative Procedures Act, 5
U.S.C. 551 et seq.; Nepository for Aaqreements between States Act, 44 1.S.C.
2109; and the GSA Organization Manual (OFA P 5440,1). These files are
accumulated only by the 0ffice of the Federal Register.
I

i
|
1

Appendix 77¢A5{,Federa]’RggisteptProgram Files :
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7701, Committee membership files. Documents accumulated in recording
appointments to the Federal Reqgister Administrative Committee and other
official actions affecting Committee membership. Included are documents
announcing appointments, resignations, or other official actions affecting
the Committee, and related records,

Cut off every 5th year, hold 5 years and
retire, Destroy aften—4-additionat yearss/q/

when 25
77A2 - 7704, Reserved,

77705, Committee meeting files. Documents created in recording Federal
Register Administrative Committee meetings., Included are agenda, minutes
of the meetings, policy papers or other documents discussed at the meetings,
and related records.

Secretary of the Committee: Permanent. Cut off
in 5-year bhlocks, hold 5 additional years, and
offer to the National Archives,

: Other members: Cut off annually, hold 2 years, )
! and destroy, 7

7706 - 77A9. Reserved.

e . voliting to :
77A10, Legislation reference files. Papers
legislation affecting pubTications of the 0ffice of the Federal Register.

Included areyinterpretive documents and related records, ?
Eofres of R
Penprnentr—Cut—off—in-b—year—iocke—andoifor .=

] do—tietrttomatfrchivess Jestre y  when obsolete or 5o/eg3¢/é./

77A11 - 77A14. Peserved,

77A15. Record set of Federal Register publications. Record copy of each
publication of the Nffice of the Federal Reqister. Included is a copy of
each issue and publication of the Nffice of the Federal Register,

Permanent. Retire when immediate access is no longer needed.

77A16 - 77A19. Reserved.

I
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, 77020, Staff papers. Documents created byjthe—stafé~es the Nffice of the
m“‘ Federal Register in surveying and studying Office of the Federal Pegister
liﬁ"‘administrat‘lve techniques, editorial and publication 1>licies, and related

wsubjects. Inctuded are completed staff surveys or studies, supportina

‘Npapers, and related records.

‘y1\

o Cut off annually, -Rett—rRaiioaiby—iritmc-estioyy
A. PEAMANENT, One yecord cofy oSeach stvdy
OS5fer Co VAR5 whern 4 pedrs ofy

A Werfring and background pagers: Destros p
whe 2 Yeirs aSter complelion of priject

Appendix 77-A
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This appendix describes files created in compiling papers for inclusion in

. L. I R i 1 o o .
* faaert e Ty oo A 0R0LI 0 e hiandd o fop L T ot

the Federal Reqister, Code of Federal Reaulations, YWeeklv Compilation of
Presidential Documents, Public Papers of the President of the lnited
States, linited States Government Manual, !Inited States Statutes at Large,
and other nublications of the Nffice of the Federal Reqgister and in pub-
1ishing slip copies of laws enacted by Congress, Nocument input files are
created pursuant to the Federal "enister Act, 44 '1.S.C. 153 Nepository for
Aqgreements hetween States Act, 44 U.S.C. 2109; and the GSA Nraqanization
Hanual (NAD P 554n.1), These files are accumulated only by the Nffice of
the Federal Reqister,

Appenq1x 7273' \Document Input Files
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77B1. Conqgressional information papers. Documents accumulated in obtain-
ing authority for publication of official material related to !.S. Statutes
at Large from the Joint Committee on Printing.,

Congressional authority for publication of U.S.
Statutes at Large: Permanent. Cut off in 5-year
blocks, hold 5 additional years, and offer to the
Hational Archives.

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

7782 - 77B4, Reserved.

77B5. Advisory opinion files. DNocuments received from Federal agencies
requesting the printing and publishing of requlations by the Nffice of the
Federal Register. Included are requests from Federal agencies and related
records. :

| Cut off annually, hold 1 year, and destroy.
1786 - 77B9, Reserved.

77B10. Publication paner. Documents accumulated from the Executive and
Legislative Branches of the Government, required by law or authorized to be
published, Included are reaulations, notices, Presidential documents, news
conference transcripts, messages, and other documents made public by the
White House, and related records.

5«. d/;poslt/aa stalement after Itew 77825

| -Ha%#enal-Aush&uaﬁ-

‘77B11 - 77814, PReserved.

77B15. MNotice of ratifications of Constitutional Amendments from States.
4‘23¢i4‘ ‘Documents accumuiated as required by law in confirmation of proposed amend=

‘ments to the Constitution from the 50 States and the District of Columbia.
}4ﬁb'7‘ Included are transmittals and certificates of ratification and related

R9 ‘records, and the original signed certificate by the Administrator of GSA
\§V W proclaifning the Amendment as part of the Constitution.
bl , Permanent. Transfer to the Mational Archives

| after proclamation of ratification,or determination that

! proposed Amendment will not be ratified.

]77816 - 77B19. Reserved.
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77820, State aqreement files. DNocuments accumulated as a result of the
requirement of the States to submit constitutional agreements hetween the
States. Included are duplicate of originals or autherticated copies of
agreements, compacts, and related records.

Permanent. Cut off annually, hold 1 year, and
transfer to the Mational Archives.

77821 - 77824, Reserved.
%“"’ . ascerCiinmant af
76 77825. Certificate ofpelectors. Documents accumulated as a result of the
4 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 following election,
and transfer to the National Archives,

3
i

» T7B10 Publication Papers. (Continued from previous page)
W Dlsposition:
>*,y~7°: (a) Presidential Proclamations, Executive orders, and other

. Presgdential documents, and enrolled Public Laws and Resolutions,
with related papers: PERMANENT: Offer to NARS when administrative
N needs cease,

K ; (b) Rules and Regulations of Federal Agencies, with related materials:
DISPOSITION NOT AUTHORIZED AT THIS TIME: Cut off every six
months, transfer to FARC 6 months after cut off. Resubmit to

! NARS for appraisal when Ll U.S.C. 1503 is amended,

(c- . (Appendix 77-B .. - |
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CHAPTER 78, MNATINNAL HISTORICAL PURLICATINNS AHND
RECORDS COMMISSINN PRNGRAM FILES

1. General. This chapter provides documentation, maintenance, and dis-
position instructions for files relating to the functions of the “Mational
Historical Publications and Records Commission. These instructions are
contained in appendix 78-A,

2. Reserved,

i
|
|
) Appendix 78-A
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This appendix descrihes files created hv the National Historical Pubhlica-
tions and Necords Commission (NHPPC). These files document NHPRC's
encouranement and advice to historical committees, universities, and other
research institutions in research, compilation, and publication of source
documents significant to the historv of the United States, and providing
and administering grants for these activities. "HPPC program files are
created pursuant to 44 11.S.0, 7?5, and the GSA Organization “fanual (NFA P
5440,1), These files are accumulated only hy NHPRC,

Appendix 78-A., Mational Historical Publications and Records
Commission Program Files
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7801, Commission memhership files, Nocuments accumulated in recording
appointments to 'NPRC and other official actions affecting Cormission mem-
bership. Included are correspondence appointment orders, letters of resia-
nation, other official actions, and related records,

fut off in h-vear blocks, hold 5 additional
years, and offer to the !Mational Archives.

78A2 - 78A4, QReserved,

78A5. Commission meeting files, DNocuments created in recording HHPRC
proceedings, Included are aqenda, minutes, nolicv paners, tvped tran-
scripts, and tape recordings of meeting proceedinas, and related records.

Cut off in h-year blocks, hold 5 additional
vears, and offer to the Mational Archives.

78A6 - 78A9, PReserved,

78A10, Approved qrant files. Documents accurulated in administerina "HP2C
grants., Included are qrant applications, hackaqround material on nrojects
and editors, semiannual financial reports nrepared by project editors,
official and informal correspondence with project staff, and related re-
cords,

Afrant folders: Cut off in 5-vear blocks, hold 5
additional years and offer to the HNational Archives,

78A11 - 78A14. DReserved.

78A15, Disapproved qrant files, DNocuments accumulated in administering
rejected applications., Included are qrant applications, background
material on applicants, correspondence with applicants, and related records.

Cut off annually following rejection of grant, hold
2 vears, and retire. Destroy efbep-—td-—additionat vearscub/
hen (2. !
78M16 - 78A19. PReserved. |

78A20, DNocumentarv puhlication files, Documents accumulated in assistinq,‘
encouraqing, planning, developing, and preparing publications. Included .
are copies of publications, clearances, and related records. ;

Retire when immediate access is no longer needed, ,
Destroy a-ﬁ-%w 25 addisbomad vearso/d, 5.

78A21 - 78A24, Reserved. !
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78A25. Special advisory committee files, DNocuments accumulated in record-
ing membership appointment and actions of special advisorv committees of
the YHPRC. Included are official appointments, completed reports, and

related records.
2 PERMANENT
P76 Cut off follouing termination of committee, hold

v

N

)

!

e 5 years, and retire, 4kﬁHaﬂﬁy-a4ee+-4ﬁ-edd#%+z7a+-ye&rsu
n offey Eo AR5 when (0 years o/d,

78A26 ~ 78A29., Reserved,

78030, Staff study files. Nocuments accumulated hy the staff in studving
special prohiems relating to the administration of qrants or administrative
matters. Included are completed studies, relevant backqround material, and
related records,

e Cut off 5 vears after completion of each study, hold
15w 76 5 years and retire, T s e AR o aans e L2
,«?” @) EERMAl\fENT Record copy of €dch stvdy-ofser tv VARS when
‘W 78A31 - 78A34, Reserved, /© Fears “old,
A —_— ((r) O ther materu/;—ﬂestvu)’ when /0 yeirs d//,

78A35. Commission seminar files. Nocuments created in the preparing,
organizing, and administering HHPRC seminars, institutes, and related pro-
grams. Included are agenda, quest and attendance lists, copies of seminar
programs, and related records,

Cut off after completion of each seminar, hold 3
years, and retire. Destroy aﬁte-p—il-ﬂ-a-d-dﬂ-hona-i-vearqa/r/
Mhen /3

‘78A36 - 78A39, Reserved,

78740, Commission fellowshin file. DNocuments accumulated in accepting,
declining, and administering annual fellowships. Included are fellowship
applications, hackground material on proposed projects and prospective
candidates, correspondence with candidates, and related records.

Cut off annually after each fellowship is terminated,
hold 3 years, and retire. Destrov afboral0addisionat khe n /3

yearsofd,
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