NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

Request for Records Dispdsition Authority

Records Schedule Number DAA-0121-2015-0001

Schedule Status Approved -

Agency or Establishment General Services Administration

Record Group / Scheduling Group  Records of the Public Buildings Service

Records Schedule applies to Agency-wide

Schedule Subject Public Building Service Records

Intemal agency concurrences will  No

be provided

Background Information This schedule covers records created and managed by program

offices within the Public Buildings Service (PBS) of the General
Services Administration (GSA). The PBS is responsible for acquiring
space on behalf of the federal government through new construction
and leasing, and acting as a caretaker for federal properties across
the country, including the preservation of historic properties.

This records control schedule covers records which include all
federally owned and commercially-leased real properties as they
relate to acquisition, construction, maintenance, and disposal;
operations, services, and leasing; as well as PBS program
management records.

This schedule updates and supersedes previously approved record
schedule items for Record Group 121, Records of the Public
Buildings Service, and records scheduled in Record Group 269,
Records of the General Services Administration, specific to building
and space management, and leasing.

ltem Count

Number of Total Disposition | Number of Permanent Number of Temporary Number of Withdrawn
" | ltems Disposition ltems Disposition ltems Disposition ltems -

21 7 14 0

GAO Approval -
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

Request for Records Disposition Authority

Records Schedule: DAA-0121-2015-0001

Outline of Records Schedule Items for DAA—D121-2015-0001

Sequence Number
1 121.1 - Real Property Records
1.1 010 - Important Property Records
Disposition Authority Number: DAA-0121-2015-0001-0001
1.2 011 - Durable Property Records
Disposition Authority Number: DAA-0121-2015-0001-0002
1.3 020 - Significant Building Drawings and Specifications
Disposition Authority Number: DAA-0121-2015-0001-0003
1.4 021 - Routine Building Drawings and Specifications
Disposition Authority Number: DAA-0121-2015-0001-0004
1.5 030 - Significant inspections, Reports, Studies, and Certificates
Disposition Authority Number: DAA-0121-2015-0001-0005
1.6 031 - Routine Inspections, Reports, Studies, and Certificates
Disposition Authority Number: DAA-0121-2015-0001-0006
1.7 040 - Significant Art Inventory Records
Disposition Authority Number: DAA-0121-2015-0001-0007
1.8 041 - Routine Equipment and Art Inventory Records
Disposition Authority Number: DAA-0121-2015-0001-0008
1.9 050 - Property Disposal Case Records
Disposition Authority Number: DAA-0121-2015-0001-0009
1.10 051 - Routine Property Appraisal, Planning, and Disposal Records
Disposition Authority Number: DAA-0121-2015-0001-0010
2 121.2 - Construction Program and Project Records
21 011 - Routine Construction Program Records
Disposition Authority Number: DAA-0121-2015-0001-0011
22 021 - Construction Project Files
Disposition Authority Number: DAA-0121-2015-0001-0012
3 121.3 - Facility Management Operations, Services, and Leasing Records
3.1 011 - Facility Management and Operations Records
Disposition Authority Number: DAA-0121-2015-0001-0013
3.2 021 - Facility Services Records .
Disposition Authority Number: DAA-0121-2015-0001-0014
33 031 - Leasing Records
Disposition Authority Number: DAA-0121-2015-0001-0015
34 041 - Physical Security Operations Records
Disposition Authority Number: DAA-0121-2015-0001-0016
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

Request for Records Dispasition Autharity Records Schedule: DAA-0121-2015-0001

4 121.4 - Public Buildings Service Program Management Records

4.1 010 - Significant Buildings Program Records

' Disposition Authority Number: DAA-0121-2015-0001-0017

4.2 011 - Routine Buildings Program Records
Disposition Authority Number: DAA-0121-2015-0001-0018

4.3 021 - Guidelines and Standards Records '
Disposition Authority Number: DAA-0121-2015-0001-0019

4.4 030 - Significant New Building Methods and Materials Records
Disposition Authority Number: DAA-0121-2015-0001-0020

45 031 - Routine New Building Methods and Materials Records
Disposition Authority Number: DAA-0121-2015-0001-0021
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

Records Schedule ltems

Sequence Number

1.1

121.1 - Real Property Records

The records included in this group include anything of a durable nature about
GSA's inventory of properties (both developed and undeveloped, owned and
leased) that would be used as a reference for informing future projects or decisions
on construction, space modification, leasing, and disposal. These records have a
long duration, with the cutoff being usually the life of the building; until the building
is sold, transferred, disposed of, or all leases are concluded (in the case of leased
properties). Records for active buildings are to be kept under the purview of GSA
and only to be transferred as permanent records to NARA or destroyed (depending
on the retention instructions) after the building or the leased space is discontinued.
Examples of these records include information relating to property ownership, sale,
and transmittal, arrangements made with entities outside the federal government
regarding the property, significant improvements to the property (such as buildings
and major modernization projects), environmental, safety, physical condition,
value, and fire inspections and reports, and documents related to the disposal or
transfer of the property and related records.

010 - Important Property Records
Disposition Authority Number DAA-0121-2015-0001-0001

This series contains the records of federally-owned buildings used to document
ownership, property acquisition and final disposal, and are retained for historical
and legal purposes. These records include titles, deeds, acquisitions and property
transfer documents, photographs, documents related to historic building status
and preservation, property related hazardous operations records, safety controls,
permits, and related records.

Final Disposition Permanent
Item Status Active
[s this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority NC1-121-81-001 / 40A60/a

Citation NC1-121-81-001 / 40A60/b
NC1-121-81-001 / 40A90
NN-173-042 / 42D40
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

1.2

NN-173-042 / 42D45
NC1-121-81-001 / 40A61
NN-171-042 / 43F75/a
N1-121-81-001./ 43F75/b
N1-121-81-001 / 43F76

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year when the property
is sold, transferred, closed, or otherwise disposed of.

Transfer to the National Archives  Transfer to the National Archives 15 year(s) after
for Accessioning cutoff.

Additional Information

What will be the date span ofthe From 1930 To 1950
initial transfer of records to the
National Archives?

How frequently will your agency Every 5 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation

Electronic/Digital 1 MB
Paper

Microform

Hardcopy or Analog Special
Media

011 - Durable Property Records
Disposition Authority Number DAA-0121-2015-0001-0002

This series contains records of both federally-owned and leased buildings used

to document standing arrangements with local entities, and reference documents
for ongoing management and planning and/or improvements to the properties.
These records are maintained for compliance and often included in the design
specifications for construction and other improvement projects throughout the
property’s lifecycle. These records include permits, easements, agreements,
commissioning and dedication documents, building evaluation and construction
program planning records for that building, records related to environmental safety,
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-0121-2015-0001

fire, life, and security of the property, routine property evaluation and disposal case

files, and related records.
Final Disposition

[tem Status

Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured

- Temporary

Citation

electronic data?
GRS or Superseded Authority

Disposition Instruction

N1-121-04-001 /111
N1-269-93-001 / 19E1/a
N1-269-93-001 / 19E1/c/1
N1-269-93-001 / 19E1/c/2
N1-291-91-002 / 33D1/c
NC1-121-81-001 / 40A15/b
NC1-121-81-001 / 40A15/c
N1-121-90-001 / 40A55
N1-121-90-001 / 40A65/a

NC1-121-81-001 / 40A65/b/1
NC1-121-81-001 / 40A65/c/2

NN-173-042 / 42D30
NN-173-042 / 42D35
NN-171-042 / 43A5
N1-121-91-001 / 43F40
N1-121-91-001 / 43F80
NN-171-042 / 43G35
NN-171-042 / 43G50
NN-171-042 / 43G85
NC1-121-82-001 / 44A15
NC1-121-82-001 / 44A25
NC1-121-82-001 / 44A70/a
NC1-121-82-001 / 44A70/b
NC1-121-82-001 / 44H5
NC1-121-85-001 / 46B41
NC1-121-85-001 / 46B71
NC1-121-85-001 / 46B81
NC1-121-85-001 / 46B95
NC1-121-85-001 / 46B100
NC1-121-85-001 / 46E68
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-0121-2015-0001

Cutoff Instruction Cut off at the end of the fiscal year when property is
soid, transferred, closed, or otherwise disposed of.

Retention Period Destroy 10 year(s) after cutoff
Additional Information
GAO Approval Not Required

1.3 020 - Significant Building Drawings and Specifications
Disposition Authority Number DAA-0121-2015-0001-0003
This series contains records related to the design and construction of federally-
owned or delegated buildings. Significant records include original design and
concept drawings, master sets of drawings, and specifications that document the
design, construction, restoration or rehabilitation, renovations, and modernizations
of a property or its operating infrastructure. Specific categories and types of
architectural and structural records include master plans that comprise site plans,
floor plans, interior and exterior elevations, cross sections, ornamental and
structural plans, and related records.
Finai Disposition Permanent
ltem Status Active
Is this item media neutral? Yes
Do any of the records covered Yes
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
Do any of the records covered No
by this item exist as structured
electronic data?
GRS or Superseded Authority N1-121-90-002 / 1/a/1
Citation N1-121-90-002 / 1/a/2
Disposition Instruction
Cutoff Instruction Cut off at the end of the fiscal year when building is

sold, transferred, closed, or otherwise disposed of.

Transfer to the National Archives  Transfer to the National Archives 15 year(s) after
for Accessioning cutoff.
Additional Information
What will be the date span of the From 1930 To 1950
initial transfer of records to the
National Archives?
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

1.4

How frequently will your agency Every 5 Years
transfer these records to the

National Archives?

Estimated Current Volume | Annual Accumuiation

Electronic/Digital 5 MB
Paper

Microform

Hardcopy or Analog Special
Media

021 - Routine Building Drawings and Specifications
Disposition Authority Number DAA-0121-2015-0001-0004

This series contains records related to the specifications for building components.
Routine records include building structural, mechanical, electrical, plumbing,

and climate control components, and building exterior space including boundary
demarcation, landscaping, external lighting, the general use of external

space related to a property, and related records These routine drawings and
specifications document ongoing construction improvements and maintenance to a

property.

Final Disposition Temporary
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-121-90-002 / 1/b

Citation NN-173-042 / 42C1
NN-173-042 / 42C5
NN-173-042 / 42C10
NN-173-042 / 42C15
NN-173-042 / 42C20
NN-173-042 / 42C25
NN-173-042 / 42C35
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-0121-2015-0001

1.5

Disposition Instruction

Cutoff Instruction

Retention Period

Additional Information
GAO Approval

NN-173-042 / 42C40
NN-173-042 / 42C45
NN-173-042 / 42C50
NN-173-042 / 42C55
NN-173-042 / 42C60
NN-173-042 / 42C65
NN-173-042 / 43C70
NC1-121-82-001 / 44C80

Cut off at the end of the fiscal year when building is
sold, transferred, closed, or otherwise disposed of, or
when the last lease is terminated.

Destroy 10 years after cutoff. If the building is being
sold or transferred from GSA's inventory, offer the
records to the new owner.

Not Required

030 - Significant Inspections, Reports, Studies, and Certificates

Disposition Authority Number

DAA-0121-2015-0001-0005

This series contains records related to significant inspections, reports, studies
and certificates regarding compliance, identification of need, or for documenting
building, equipment, or property conditions. “Significance” is determined by the
scope (full building or property inspection), topic (such as environmental hazard
assessments), or value (such as a building physical condition survey). Such
reports include seismic and structural analyses, environmental inspections,
monitoring reports, and related records regarding property and hazardous
materials, building engineering reports, certificates and warranties on equipment,
and other similar property- and building-related records.

Final Disposition
ltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

GRS or Superseded Authority
Citation

Permanent
Active
Yes

Yes

No

N1-121-97-001 / 7TE96/b
N1-121-97-001 / 7E96/c
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority ) Records Schedule: DAA-0121-2015-0001

1.6

N1-269-93-001 / 19E1/b
N1-121-91-001 / 43F90
N1-121-91-001 / 43F95

Disposition Instruction

Cutoff Instruction ' Cut off at the end of the fiscal year when the property
is sold, transferred, closed, or otherwise disposed of.

Transfer to the National Archives  Transfer to the National Archives 15 year(s) after
for Accessioning cutoff. |

Additional Information

What will be the date span of the From 1930 To 1950
initial transfer of records to the
National Archives?

How frequently will your agency  Every 5 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation

Electronic/Digital 5 MB
Paper

Microform

Hardcopy or Analog Special
Media

031 - Routine Inspections, Reports, Studies, and Certificates
Disposition Authority Number DAA-0121-2015-0001-0006

This series contains records related to routine inspections, reports, studies and
certificates regarding compliance, identification ofineed, or for planning future
projects. “Routine” means it has a limited time value of use, is superseded by other
reports, and is usually used to identify need, or mitigate problems identified as

part of a construction project plan. Such records include traffic studies, feasibility,
and needs assessment reports, routine environmental, project, safety, and fire
inspections, monitoring reports, and related records, certificates on equipment, and
other similar property- and building-related records.

Final Disposition Temporary
Item Status Active
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-0121-2015-0001

Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

GRS or Superseded Authority
Citation

Yes
Yes

No

N1-269-93-001 / 19D40/a
N1-269-93-001 / 19D40/b
N1-291-86-002 / 33D059/a
N1-291-86-002 / 33D059/b
N1-121-96-001 / 07E94/a
N1-121-96-001 / 07E94/b
N1-121-96-001 / 07E94/c
NN-171-042 / 40A50
NN-171-042 / 43B105
NN-171-042 / 43B30/a
NN-171-042 / 43B30/b
NN-171-042 / 43B35
NN-171-042 / 43B65
N1-121-91-001 / 43F97
N1-121-91-001 / 43F98/a
N1-121-91-001 / 43F98/b
N1-121-91-001 / 43F98/c
N1-121-91-001 / 43F99
NC1-121-82-001 / 44A20
NC1-121-82-001 / 44A45
NC1-121-82-001 / 44A46
NC1-121-82-001 / 44A50
NC1-121-82-001 / 44B1/a
NC1-121-82-001 / 44B1/b/1
NC1-121-82-001 / 44B1/b/2
NC1-121-82-001 / 44B1/c/1
NC1-121-82-001 / 44B1/c/2
NC1-121-82-001 / 44B1/c/3
NC1-121-82-001 / 44B1/d
NC1-121-82-001 / 44C100
NC1-121-82-001 / 44C115/a
NC1-121-82-001 / 44C115/b
NC1-121-82-001 / 44D10
NC1-121-85-001 / 46B106
NC1-121-85-001 / 46B111
NC1-121-85-001 / 46B125
NC1-121-85-001 / 46B130
NC1-121-85-001 / 46B135
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

Request for Records Disposition Authority

Records Schedule: DAA-0121-2015-0001

1.7

NC1-121-85-001 / 46B86/a
NC1-121-85-001 / 46B86/b
NC1-137-82-001 / 63D70/b

Disposition Instruction

Cutoff Instruction ~  Cut off at the end of the fiscal year after completion of
the project, inspection, or study.

Retention Period Destroy 30 years after cutoff or 10 years after the
building is disposed of, whichever is sooner.

Additional Information

GAO Approval Not Required

040 - Significant Art Inventory Records

Disposition Authority Number DAA-0121-2015-0001-0007

This series contains records used in identifying items within the building that are
removable or replaceable, or have a significant historical and/or architectural value.
For art associated with a building (such as statuary, paintings, and architectural
features), records such-as inventories, case files, art maintenance records, art
appraisals and art restoration documents and related materials are included.

Final Disposition Permanent
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-121-91-002 / 33F1/a/1

Citation N1-121-91-002 / 33F1/a/2
N1-121-91-002 / 33F1/a/3
N1-121-91-002 / 33F1/b
N1-121-91-002 / 33F1/c
N1-121-91-002 / 33F1/d/1
N1-121-91-002 / 33F5/a
N1-121-91-002 / 33F5/b/1
N1-121-91-002 / 33F5/b/3
N1-121-91-002 / 33F15/a
N1-121-91-002 / 33F15/b

Disposition Instruction
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

Cutoff Instruction Cut off at the end of the fiscal year when the case file
is closed, art is donated, destroyed, or otherwise de-
accessioned.

Transfer to the National Archives  Transfer to the National Archives 15 year(s) after
for Accessioning cutoff.

Additional Information

What will be the date span ofthe From 1930 To 1950
initial transfer of records to the

National Archives?

How frequently will your agency Every 5 Years
transfer these records to the

National Archives?

Estimated Current Volume |Annual Accumulation

Electronic/Digital 4 MB
Paper

Microform

Hardcopy or Analog Special
Media

1.8 041 - Routine Equipment and Art Inventory Records
Disposition Authority Number DAA-0121-2015-0001-0008

This series contains records used in identifying equipment and items within the
building that are removable or replaceable. Included are inventories of heating,
electrical, plumbing, and air handling equipment, vertical transportation equipment
and records related to recording the condition, maintenance, and associated
schedules, documentation, and schematics for that equipment. For managing

| statuary, paintings, and architectural features associated with a building, records
include routine correspondence and maintenance reports, exhibition and curated
collections management documents, proposal submissions, and other records not
filed under 121.1/040 - Significant Art Inventory Records.

Final Disposition Temporary
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

electronic format(s) other than e-
mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-121-91-002 / 33F1/d/2

Citation N1-121-91-002 / 33F10/a
N1-121-91-002 / 33F10/b
N1-121-91-002 / 33F5/b/2
N1-121-91-002 / 33F15/c
NN-171-042 / 43B25
NN-171-042 / 43B45
NC1-121-82-001 / 44C20
NC1-121-82-001 / 44C40
NC1-121-82-001 / 44C45
NC1-121-82-001 / 44C50
NC1-121-82-001 / 44C55
NC1-121-82-001 / 44C60
NC1-121-82-001 / 44C75
NC1-121-82-001 / 44C85

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year when art or
equipment has been deaccessioned, obsolete, or
superseded, a case file is closed, or when related
documents expire.

Retention Period Destroy 5 year(s) after cutoff.

Additional Information

GAO Approval Not Required

1.9 050 - Property Disposal Case Records

Disposition Authority Number DAA-0121-2015-0001-0009

This series contains records related to the process of appraising federally-owned
real property (both developed and undeveloped), and the disposal activities
associated with closing, selling, destroying, transferring, or removing from GSA’s
federal building inventory. Such records include disposal case files, determination
of surplus or excess real property, correspondence, and related records.

Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION .
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

electronic format(s) other than e-
mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-291-91-002 / 33D1/a
Citation

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year following case
completion and fulfilment of all restrictions on the
disposed property.

Transfer to the National Archives  Transfer to the National Archives 15 year(s) after
for Accessioning cutoff.

Additional Information

What will be the date span of the From 1930 To 1950
initial transfer of records to the
National Archives?

How frequently will your agency Every 5 Years
transfer these records to the
National Archives?

Estimated Current Volume |Annual Accumulation

Electronic/Digital 1 MB
Paper

Microform

Hardcopy or Analog Special
Media

1.10 051 - Routine Property Appraisal, Planning, and Disposal Records
Disposition Authority Number DAA-0121-2015-0001-0010

This series contains records related to the proeess of routinely appraising federal
real property inventories and building asset planning. Records include active
property appraisals, correspondence, inventory and asset planning reports,
resource material used for determining surplus or excess real property, and related
records.

Final Disposition Temporary
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Records Schedule: DAA-0121-2015-0001

Iltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

GRS or Superseded Authority
Citation .

Active
Yes
Yes

No

N1-269-93-001 / 19D45
NC1-121-79-001 / 30A1
NC1-121-79-001 / 30A5
NC1-121-79-001 / 30A10
NC1-121-84-001 / 30A15/a
NC1-121-84-001 / 30A15/b
NC1-291-81-001 / 33D2
NC1-291-81-001 / 33D5
NC1-291-81-001 / 33D60
NC1-121-81-001 / 40A15/a

Disposition Instruction

Cutoff Instruction

Retention Period

Additional Information
GAO Approval

Disposition Authority Number

NC1-121-81-001 / 40A15/d/1
NC1-121-81-001 / 40A15/d/2
NC1-121-81-001 / 40A15/e/1
NC1-121-81-001 / 40A15/e/2
NC1-121-81-001 / 40A96/a/1
NC1-121-81-001 / 40A96/a/2
NC1-121-81-001 / 40A96/b

Cut off at the end of the fiscal year following close of
case file, or when superseded or obsolete.

Destroy 20 year(s) after cutoff.

Not Required

2 121.2 - Construction Program and Project Records

This group of records represent the activities conducted in the course of running
construction, repair, and/or alteration programs with GSA's Federally-owned
and leased buildings. These include the preliminary project planning, budgeting,
approval, contractor selector and management, project review, and any related
project records pertinent to changes made to a building or portfolio of buildings
within a given region or service center area.

21 011 - Routine Construction Program Records

DAA-0121-2015-0001-0011
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Request for Records Disposition Authority . Records Schedule: DAA-0121-2015-0001

22

This series contains records related to the routine transactions used to support a
construction project management office. These records include correspondence,
planning and programming records for potential projects, Architect and Engineer
evaluation records, space assignment analyses, composite project management
reports and listings, and related records.

Final Disposition Temporary
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-269-93-001 / 19E50

Citation NC1-121-81-001 / 40A25
NN-171-042 / 40A30
NN-171-042 / 42A15
NN-173-042 / 42D5
NN-173-042 / 42D10
NN-173-042 / 42D25
NN-171-042 / 42E1
N1-121-91-001 / 43G20/a
N1-121-91-001 / 43G20/b
N1-121-91-001 / 43G55

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year.
Retention Period Destroy 7 year(s) after cutoff.

Additional information

GAO Approval Not Required
021 - Construction Project Files
Disposition Authority Number DAA-0121-2015-0001-0012

This series contains records representing individual construction project case
files for GSA's federally-owned and leased buildings and properties. Similar to the
Contracting Officer Official File, this case file (usually maintained by the Project
Manager) contains more detailed information on the project and related activities.
These records include: project schedules, contract files and specifications, cost
estimates, project revisions and change records, progress drawings and reports,
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

3.1

correspondence and meeting minutes with both the Architect/Engineer and
Construction Contractor and related records.

Final Disposition Temporary
ltem Status Active
[s this itern media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority NN-171-042 / 43E70

Citation N1-121-91-001 / 43G2/a
N1-121-91-001 / 43G2/b
NN-171-042 / 43G10
NN-171-042 / 43G15
NN-171-042 / 43G30/a
NN-171-042 / 43G30/b
NC1-121-82-001 / 44A10

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year after completion of
the project.
Retention Period Destroy 10 year(s) after cutoff.

Additional Information

GAO Approval . Not Required

121.3 - Facility Management Operations, Services, and Leasing Records

This group of records represents the activities that take place within Federally-
owned and leased buildings. These activities include the operations surrounding
the management of a facility, building services extended to the tenants, the leasing
of tenant space, and the physical security services regarding that facility.

011 - Facility Management and Operations Records
Disposition Authority Number DAA-0121-2015-0001-0013

This series contains the records related to the activities that a property or facility
manager would undertake to assure that the building is running effectively

and efficiently. Included are records accumulated in planning, supervising,
administering, and evaluating maintenance and utility functions. Also included
are minor improvement records for painting, caulking, and patching buildings;
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Request for Records Disposition Authority

Records Schedule: DAA-0121-2015-0001

preventive and other maintenance on building equipment; managing and operating
buildings utility services, and related records.

Final Disposition
Iltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

GRS or Superseded Authority
Citation

Temporary
Active

Yes

Yes

No

N1-121-91-001 / 43A1/a
NN-171-042 / 43A1
NN-171-042 / 43A15/a
NN-171-042 / 43A15/b
NN-171-042 / 43A20
NN-171-042 / 43A35
NN-171-042 / 43A40/a
NN-171-042 / 43A40/b
NN-171-402 / 43A40/c
NN-171-042 / 43A50
NN-171-042 / 43B50
NN-171-042 / 43B55
NN-171-042 / 43B60
NN-171-042 / 43B80
NN-171-042 / 43B85

NC1-121-82-001 / 44A40/a
NC1-121-82-001 / 44A40/b

NC1-121-82-001 / 44A80
NC1-121-82-001 / 44A85

NC1-121-82-001 / 44A105
NC1-121-82-001 / 44B5/a
NC1-121-82-001 / 44B5/b
NC1-121-82-001 / 44B5/c
NC1-121-82-001 / 44C5
NC1-121-82-001 / 44C10
NC1-121-82-001 / 44C15
NC1-121-82-001 / 44C65
NC1-121-82-001 / 44C70
NC1-121-82-001 / 44C95
NC1-121-82-001 / 44C110/a
NC1-121-82-001 / 44C110/b
NC1-121-82-001 / 44G15/a
NC1-121-82-001 / 44G15/b
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Records Schedule: DAA-0121-2015-0001

3.2

Disposition Instruction
Cutoff instruction

Retention Period

Additional Information
GAO Approval

NC1-121-82-001 / 44H15
NC1-121-85-001 / 46A1/a
NC1-121-85-001 / 46A5
NC1-121-85-001 / 46A9
NC1-121-85-001 / 46A28
NC1-121-85-001 / 46E1-
NC1-121-85-001 / 46ES
NC1-121-85-001 / 46E34
NC1-137-82-001 / 63D80/a
NC1-137-82-001 / 63D80/b
NC1-137-82-001 / 63D80/d
NC1-137-82-001 / 63F1

Cut off at the end of the fiscal year.

Destroy 7 years after cutoff, or when equipment is
superseded, employees are separated from service,
or when no longer needed for reference purposes,
whichever is sooner.

Not Required

021 - Facility Services Records

Disposition Authority Number

DAA-0121-2015-0001-0014

This series contains records related to building services which include cleaning
and custodial work, sanitation, grounds maintenance, concessions, and outleasing
(renting space to non-federal entities), service calls, snow removal, health units,
elevator and escalator operations, and related services. These activities are either
conducted by GSA staff or contracted work records. Also included in this series are
fire, life, safety, and environmental management support records and centralized
(regional or national offices) charged with coordinating facility management
activities across several buildings.

Final Disposition
Iltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

Temporary
Active

Yes

Yes

No
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GRS or Superseded Authority NN-171-042 /] 40A95/f
Citation NN-171-042 / 43810
NN-171-042 / 43B15 .
NN-171-042 / 43B40
N1-121-91-001 / 43D1/b
NN-171-042 / 43D5
NN-171-042 / 43D10
NN-171-042 / 43D15
NN-171-042 / 43D20
NN-171-042 / 43D30
NN-171-042 / 43D35
NN-171-042 / 43D40
NN-171-042 / 43D45
NN-171-042 / 43D50
N1-121-91-001 / 43F1/b
N1-121-91-001 / 43F5
N1-121-91-001 / 43F10
N1-121-91-001 / 43F35/a
N1-121-91-001 / 43F35/b
NC1-121-82-001 / 43F45
N1-121-91-001 / 43F60
NC1-121-82-001 / 44A75/a
NC1-121-82-001 / 44A75/b
NC1-121-82-001 / 44B10
NC1-121-82-001 / 44B15/a
NC1-121-82-001 / 44B15/b
NC1-121-82-001 / 44B15/c
x . NC1-121-82-001 / 44B15/d
" NC1-121-82-001 / 44B15/e/1
NC1-121-82-001 / 44B15/e/2
NC1-121-82-001 / 44B15/e/3
NC1-121-82-001 / 44B15/f
NC1-121-82-001 / 44B20/a
NC1-121-82-001 / 44B20/b
N1-121-92-001 / 44C30/b
NC1-121-82-001 / 44E1
NC1-121-82-001 / 44E5
NC1-121-82-001 / 44E10
NC1-121-82-001 / 44E15
NC1-121-82-001 / 44E20
NC1-121-82-001 / 44G5
NC1-121-82-001 / 44G20
NC1-121-82-001 / 44G25
NC1-121-85-001 / 46A14
NC1-121-85-001 / 46A18
NC1-121-85-001 / 46A22
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Records Schedule: DAA-0121-2015-0001

NC1-121-85-001 / 46B5
NC1-121-85-001 / 46B56
NC1-121-85-001 / 46B90
NC1-121-85-001 / 46B116
-‘NC1-121-85-001 / 46E28
NC1-137-82-001 / 63D70/a
NC1-137-81-003 / 65F 10
NC1-269-81-002 / 19D21
Disposition Instruction
Cutoff Instruction Cut off at the end of the fiscal year when superseded
or obsolete.
Retention Period Destroy 6 year(s) after cutoff.
Additional Information
GAO Approval Not Required
3.3 031 - Leasing Records
Dispasition Authority Number DAA-0121-2015-0001-0015
This series contains records related to the leasing of space to tenants within
Federally-owned or commercially-leased space, and arrangements with
commercial property managers. Usually, these files are groyped in lease case files
with a retention based on when a lease is terminated or renewed as the cutoff.
Included are items found in a typical case file, tenant and property management
correspondence, reports on space inspections, negotiations on improvements,
relocation services, occupancy agreements, reimbursable services, and other
related records.
Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes
Do any of the records covered Yes
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
Do any of the records covered No
by this item exist as structured
electronic data?
GRS_ or Superseded Authority NN-171-042 / 43B1
Citation N1-121-91-001 / 43G21
NC1-291-91-002 / 33B1/a
NC1-291-91-002 / 33B1/b
NC1-121-81-001 / 40A5/a
NC1-121-81-001 / 40A58
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3.4

Disposition Instruction

Cutoff Instruction

Retention Period

Additional Information
GAO Approval

NC1-121-81-001 / 40A70
NC1-121-82-001 / 40A75/a/1
NC1-121-82-001 / 40A75/a/2
NC1-121-82-001 / 40A75/b

Cutoff at the end of fiscal year after lease agreement
is terminated. Longer retention is authorized for
business use.

Destroy 12 year(s) after cutoff.

Not Required

041 - Physical Security Operations Records

Disposition Authority Number

DAA-0121-2015-0001-0016

This series contains records related to the physical security of the building and its
contents, emergency operating plans, and other routine guard and security-related
records. Included in this series are plans, logbooks, security equipment records,
lock and key records, and related records.

Final Disposition
ltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

GRS or Superseded Authority
Citation

Temporary
Active
Yes

Yes

No

NN-171-042 / 43E5
NN-171-042 / 43E10
NN-171-042 / 43E35
NN-171-042 / 43E45
NN-171-042 / 43E50
N1-121-96-001 / 7D170/b
N1-121-96-001 / 7D170/c
N1-121-96-001 / 7D175
N1-121-96-001 / 7D180
NC1-121-82-001 / 44G35/a
NC1-121-82-001 / 44G35/b
NC1-121-82-001 / 44G40/a
NC1-121-82-001 / 44G40/b
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NC1-121-85-001 / 46A33
NC1-121-85-001 / 46D5/a
NC1-121-85-001 / 46D5/b
NC1-121-85-001 / 46D5/c
NC1-121-85-001 / 46D6/a
NC1-121-85-001 / 46D6/b
NC1-121-85-001 / 46D6/c
NC1-121-85-001 / 46D6/d
NC1-121-85-001 / 46D17
NC1-121-85-001 / 46D21/a
NC1-121-85-001 / 46D21/b
NC1-121-85-001 / 46D25/a
NC1-121-85-001 / 46D25/b
NC1-121-85-001 / 46D25/c
NC1-121-85-001 / 46E28
NC1-121-85-001 / 46E33

‘NC1-121-85-001 / 46E45/a

NC1-121-85-001 / 46E45/b
NC1-121-85-001 / 46ES0
NC1-121-85-001 / 46E55
NC1-121-85-001 / 46E63/d
NC1-121-85-001 / 46E63/e
NC1-121-85-001 / 46E73
NC1-121-85-001 / 46E78/a
NC1-121-85-001 / 46E78/b
NC1-121-85-001 / 46E78/c
NC1-121-85-001 / 46E78/d
NC1-121-85-001 / 46E78/f
NC1-121-85-001 / 46E78/g
NC1-121-85-001 / 46E78/h
NC1-121-85-001 / 46E78/i
NC1-121-85-001 / 46E78]/]
NC1-121-85-001 / 46E83/a
NC1-121-85-001 / 46E83/b
NC1-121-85-001 / 46E83/c
NC1-121-85-001 / 46E83/d
NC1-269-83-002 / 46E88/a
NC1-269-83-002 / 46E88/b
NC1-121-85-001 / 46E101
NC1-121-85-001 / 46E110
NC1-121-85-001 / 46E113

NC1-121-85-001 / 46E117/a
NC1-121-85-001 / 46E117/b
NC1-121-85-001 / 46E121/b

NC1-269-80-004 / 25A47
NC1-269-78-002 / 15C1
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4.1

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year after being
canceled, superseded, or obsolete.

Retention Period Destroy 5 year(s) after cutoff.

Additional Information

GAO Approval Not Required

121.4 - Public Buildings Service Program Management Records

This group of records represents the activities found in PBS regional and national
offices with regards to managing the Public Buildings Service Program. These
activities include managing regional and national reports, developing national
agency agreements, managing national or regional program improvement
initiatives, establishing and maintaining national guidelines and standards, and
exploring new building methods and materials.

010 - Significant Buildings Program Records
Disposition Authority Number DAA-0121-2015-0001-0017

This series contains records used to assess and plan the PBS program with regard
to its owned and leased inventory, the overall programs managed in service to

that inventory, and the decisions made based on that information. "Significant”
records mean those records that reflect the Public Buildings Service program as

a whole, nationwide compilations or negotiations, and general documents related
to the entire program. Such records include agreements with national agencies
regarding services, environmental, safety, property use, and disposal activity
evaluations, compiled reports, strategic plans, service-wide correspondence, and
annual reports on the program.

Final Disposition Permanent
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-121-91-001 / 43A60/a

Citation N1-121-91-001 / 43E55
N1-121-91-001 / 43D1/a
N1-121-91-001 / 43E35/a
N1-121-91-001 / 43E50/a
N1-121-91-001 / 43F1/a
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NC1-291-84-001 / 33D55/a/1
NC1-291-84-001 / 33D55/a/2
NN-171-042 / 42A5
NN-171-042 / 43B5

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year after publishing
of the report, termination of an agreement, or when
record is superseded, canceled, or obsolete.

Transfer to the National Archives  Transfer to the National Archives 15 year(s) after
for Accessioning cutoff.

Additional Information

What will be the date span ofthe From 1930 To 1950
initial transfer of records to the
National Archives?

How frequently will your agency Every 5 Years
transfer these records to the
National Archives?

Estimated Current Volume |Annual Accumulation

Electronic/Digital 3 MB
Paper

Microform

Hardcopy or Analog Special
Media

4.2 011 - Routine Buildings Program Records
Disposition Authority Number DAA-0121-2015-0001-0018

This series contains resource materials used to assess the PBS program in
general, and support the records created in item DAA-0121-2015-0001-0017.
Included in this series are such records as summary reports on building and
property portfolio assets, space planning, acquisition, regional and national
commercial real estate analyses, and related program management reports and
initiative records.

Final Disposition Temporary
Item Status Active
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4.3

Is this item media neutral?

Do any of the records covered
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered
by this itern exist as structured
electronic data?

GRS or Superseded Authority
Citation

Disposition Instruction

Cutoff Instruction

Retention Period

Additional Information
GAO Approval

Yes
Yes

No

NC1-269-77-001 / 16E35
N1-269-93-001 / 19E5/a

N1-269-93-001 / 19E5/b

NC1-352-81-002 / 27B30
NC1-291-81-001 / 33D15
NC1-291-81-001 / 33D20
NC1-291-81-001 / 33D25

NC1-291-81-001 / 33D30/a
NC1-291-81-001 / 33D30/b

NC1-121-81-001 / 40A1

NC1-121-81-001 / 40A10/a
NC1-121-81-001 / 40A10/b

NN-171-042 / 40A95/b

NC1-121-81-001 / 40A95/c
NC1-121-81-001 / 40A95/d

NN-171-042 / 40A95/e
NN-171-042 / 42A5
NN-171-042 / 43A30
NC1-352-81-001 / 55130

Cut off at the end of the fiscal year after publishing
of the report, termination of an agreement, or when
record is superseded, canceled, or obsolete.

Destroy 10 year(s) after cutoff.

Not Required

021 - Guidelines and Standards Records
DAA-0121-2015-0001-0019

This series contains records concerned with the development and final copies

of the guidelines and standards for PBS’ routine activities. Such records include
guidelines and standards for building design, specifications, equipment selection
and maintenance, real property acquisition, leasing, and disposal, space allocation
and adjustments and related records.

Disposition Authority Number
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4.4

Final Disposition
Iltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

GRS or Superseded Authority
Citation

Disposition Instruction

Cutoff Instruction

Retention Period

Additional Information
GAO Approval

Temporary
Active

Yes

Yes

No

NN-171-042 / 40A40
NN-171-042 / 43A60
NN-171-042 / 43B90
NC1-121-82-001 / 44C25
NC1-291-81-001 / 33D10

Cut off at the end of the fiscal year after publishing
of the guideline or standard, or when superseded,

canceled, or obsolete.

Destroy 20 year(s) after cutoff.

Not Required

030 - Significant New Building Methods and Materials Records
DAA-0121-2015-0001-0020

This series contains records documenting the exploration of new materials

and building methods potentially to improve real property assets. “Significant”
means that the new material or methods were extensively tested and adopted
by more than 10 buildings in GSA's inventory. These include reports on trends
in construction methods, materials and equipment, engineering technology, and
architectural design, studies, analyses, brochures, and technical literature and

Disposition Authority Number

similar documents.
Final Disposition

ltem Status

Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Permanent
Active

Yes

Yes
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4.5

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority NN-171-042 / 42A30
Citation

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year when report is
published, project is completed, or when the record is
superseded.

Transfer to the National Archives  Transfer to NARA 15 years after cutoff. Note: These

for Accessioning files may contain Controlled Unclassified Information
(CUI) such as commercially-sensitive or proprietary
information. .

Additional Information

What will be the date span ofthe From 1930 To 1950
initial transfer of records to the
National Archives?

How frequently will your agency  Every 5 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation

Electronic/Digital 2 MB
Paper

Microform

Hardcopy or Analog Special
Media

031 - Routine New Building Methods and Materials Records
Disposition Authority Number DAA-0121-2015-0001-0021

This series contains records used in the routine purchase and evaluation of novel
equipment, materials, and services for use in maintaining and operating buildings.
Included are such records as requests to determine interest, project requests,
projects, test reports, and related records.

Final Disposition Temporary

Item Status Active
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Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

G‘RS. or Superseded Authority NN-171-042 / 42A30
Citation NN-171-042 / 43A45
NN-171-042 / 43A55

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year when report is
published, project is completed,.or when the record is
superseded.

Retention Period Destroy 7 years after cutoff. Note: These files

may contain Controlled Unclassified Information
(CUI) such as commercially-sensitive or proprietary
information.

Additional Information

GAO Approval Not Required
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Agency Certification

I hereby certify that | am authorized to act for this agency in matters pertaining to the disposition of its records and that the records
proposed for disposal in this schedule are not now needed for the business of the agency or will not be needed after the retention

periods specified.

Signatory Information

Date Action By Title Organization
05/27/2015 | Certify Robert Smudde |National Records Of |Office of the Chief
ficer Information Officer -
Office of Policy and
Compliance
06/03/2015 |Return for Revisio |Lloyd Beers Appraisal Archivist | National Archives and
n Records Administration
- ACNR Records
Management Services
06/12/2015 |Submit For Certific | David Simmons |Knowledge Manage |Public Buildings Service
ation ment Specialist - All os Region 5 GSA
06/22/2015 Ceftify Robert Smudde |National Records Of | Office of the Chief
ficer Information Officer -
Office of Policy and
Compliance
10/25/2016 |Return for Revisio |Lloyd Beers Appraisal Archivist |National Archives and
n Records Administration
- ACNR Records
Management Services
10/28/2016 | Submit For Certific | David Simmons |Knowledge Manage |Public Buildings Service
ation ment Specialist - All os Region 5 GSA
11/01/2016  |Certify Robert Smudde |National Records Of | Office of the Chief
ficer Information Officer -
Office of Policy and
Compliance
05/17/2017 |Return for Revisio |Lloyd Beers Appraisal Archivist |National Archives and
n Records Administration
~ ACNR Records
Management Services
05/22/2017 | Submit For Certific { David Simmons |Knowledge Manage |Public Buildings Service
ation ment Specialist - All os Region 5 GSA
05/24/2017 | Certify Robert Smudde |National Records Of |Office of the Chief
ficer Information Officer -
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Office of Policy and
Compliance
04/02/2018 |Return for Revisio |Lloyd Beers Appraisal Archivist |National Archives and
n Records Administration
’ - ACNR Records
Management Services
04/10/2018 | Submit For Certific | David Simmons |Knowledge Manage |Public Buildings Service
ation ment Specialist - All os Region 5 GSA
04/11/2018 | Certify Robert Smudde |National Records Of | Office of the Chief
ficer Information Officer -
Office of Policy and
Compliance
06/05/2019 | Submit for Concur |Lloyd Beers Appraisal Archivist | National Archives and
rence Records Administration
- ACNR Records
Management Services
06/05/2019 |Return to Submitte | Margaret Director of Records |National Records
r Hawkins Management Servic |Management Program
es - ACNR Records
Management Services
06/06/2019 [Submit for Concur |Lloyd Beers Appraisal Archivist |National Archives and
rence Records Administration
- ACNR Records
Management Services
06/13/2019 |Concur Margaret Director of Records |National Records
Hawkins Management Servic |Management Program
- es - ACNR Records
Management Services
06/17/2019 |Concur Laurence Chief Records Office | National Records and
Brewer r Archives Administration
- National Records and
Archives Administration
06/18/2019 |Approve David Ferriero | Archivist of the Unite | Office of the Archivist -
d States Office of the Archivist
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Bucket Title

New Retention

Series Level Cut off Instructions

Current Series Title - include file / manual code if

FOR PERMANENT
RECORDS
Office of Record*

121.1 Real Property
Records

about GSA's inventory of proparties {both developed and
undeveloped, owned and leased) that would be used as a reference
for informing future projects or declsions on construction, space
modification, leasing, and disposal. These records have a long

issold, of, or all [eases are concluded {in

the case of leased properties). Records for active buildings are to be
kept under the purview of GSA and only to be transferred ss
permanent records to NARA or d d (di ding on the
Instructions) after the building or the leased spacs s discontinued.
Examples of these records [nclude Information releting to property

hip, sale, and made with entities
outside the federal the significant

to the (suchas b and major
}} I, safaty, physical condition,

value, and fire Inspections and reports, and documents related to the
disposal or transfer of the property and related records.

The records included In this group include snything of a durable nature|

duration, with the cutoff being usually the life of the bullding; until the

DAA-0121-2015-0001-0001

010 -

= Transfer to

|Records

Property

the National Archives 15
years ufter cutoff.

Cut off at tha end of the fiscal yoar when
the Is sold,

This series contains the records of a federally-owned building used to

otherwise disposed of.

and final disposal, and are

for and legal These records include thles,
deeds, acquisitions and property transfer documents, photographs,
documents related to histork bullding status and preservation and
related records.

Title file - a. title d for real property acquired NC1-121-31-001 / 40A60/a Permanent - Cut off annually following acquisition of title

before January 1, 1921 and/or rend of final jud on
cases. Transfer to Natlonal Archives In 5 year blacks when
10 years old.

. Title file - b. title di for real property acquired after |NC1-121-81-001 / 40A60/b Temporary - Title documents for real property acquired

January 1, 1921 after January 1, 1921, will be retained In the reglonal
offices and disposed of 3 years after unconditional sale or
release by the or
other liens.

Project prospectus files NC1-121-81-001 / 40A30 Permanent - Cut off in five year blocks, hold for 5 years,
and retire to FRC, Offer to NARS when 20 years old.

G progess NN-173-042 / 42040 Permanent - Record set: Place in Inactive flle following

{completion of contract. Cut off inactive file in 5-year

blocks, hold 5 years, and retire to National Archives. Other
coples: Destroy when no longer needed.

Final construction photographs

NN-173-042 / 42045

Permanent - Records set: Cutoff in 5 year blocks, hold 5
five years and retire to Natlonal Archives. Other coples:
Destroy when no longer needed.

|Environmental files.

NC1-121-81-001 / 40A61

- Cut offon of project, place In
Inactive file, hold 5 years, and retire to FRC. Offer to NARS
when 10 years old, in five year blocks.

Hazardous operation control records - a. Lists.

Temporary - Destroy when superseded or obsolete.

Hazardous operation control records - b, Others

l!ﬂ-ﬂl—odz /43F75/a
N1-121-91-001 / 43F75/b

Temporary - Cut off at the end of fiscal year; destroy 3
years later.

Hazardous materials Inventories

N1-121-91-001 / 43F76

Temporary. Cut off at the end of fiscal year while current
Inventones and data sheets are In use or storage. Hold for
2 years and destroy when obsolete,




DAA-0121-3015-C001-0002 011 » Durable Property
Racords

Temporary - Destrey 10
years after cuteff

Cut off at the end of the fiscal year when
property is sold, transferred, ciosed, or
otherwise disposad of.

This series contsing records of both fedarally-ownad and leased
bulldings used to with locat entRies,
and i for ongolng and pl

znd/or improvements to tha proparties. These recoids sre maintained
for compllance and often included In tha design specifieations for

and other projecta the
proparty’s Iifecycle. Thesa records include permi, easemants,
and dadi bullding
h and retards far that

bullding, records related to anvironmental safaty, fire, Bfs, snd

sacurky of the proparty, routine lon and disposal case
files, und related records,
1. PBS Capltal Project Case Files « {1} Paper copy N1-12104-001 / 3/1  Temporary ~ Destroy after scanning.
i rds « Central office N1-268-53-001 / 19E1/a Temporary - Place In inactive flle after review of project i

|completed. Hold 2 years and destrey,

Environments! Quarter)
Environmental Quarter]

=~ Cantral Office
=~ Other Offices

N1-268-93-001 / 19E
N1-269-93-00% / 19E:

Tam; -B when 2 years old

Tamy - D when & years. old

Real Property disposal cuse files ~ {¢] Other Records N1-291-93-002 / 33D1/c 'Ternporary - Transfer to new custodlan on completion of
sale, trade, or donatlon proceedings, or acceptance of

Project development pragram flles - (b} Exsting building Rles. NC1-123-81-001 / 40A15/0

Profect development program flles - {c} Project development files. NC1-124-81-001 / 40A15/c
project, hold 2 yesrs, and retire to FRE. Destroy when 7
years oid,

Site sequisition files. N1-121-90-001 / 40ASS Temporary » Cut off annuatlly following final acquisition of
title and/or rends of finml on
cases, hold 2 years and retire to FRC. Destroy when 7 years
old.

Site records - (a} d site flles. N1-121-90-001 7 40A65/a Temporary - Cut off snnually on completing construction

ar disposing of site, Hold 2 years and retire ta FRL; destroy

Site management files - {b} Developed site files « {1} Central office

Site ds- & records - {2} Reglonal offices

NC1-121-81-001 f 40R65/6/2

Teroporary - Cut off annually fellowing termination or
explration of the lease, hold 1 year, and retire ta FRC
De: when 6 oid.

Structural computations.

NN-173-042 / 42030

Teraporary - Place In inactive file following comnpletion of
contracs, hold 2 years, pnd retire. Destroy when bullding Is
s01d, traded, donated, or devnclished; transfer to new
{owner, if requested.

NN-173-042 / 42025

 Temporary - Place in lnactive file follawing cormpletion of
contract, hold 2 yaars, and retire, Destroy when bulkding Is
s0ld, traded, danated, ar dernolished; transfee to new
|owner, If requested.

Individua! bullding fles

NN-171-042 £ 4345

Central Offlze: Cut off ln 2-year biocks, hold 1 years, and
retire. Destroy after 8 additional years. Other offices: Cut
off annually, hold 3 years, and destroy,

Fire protection engineering

N1-121-91-001 / 43F40

Tamporary » Cut off at the end of fiszal year; destroy when
4 years old,

Design review records

N1-121-91-001 / 43760

Temporary - Cut off at the end of fiscai year; destroy 3
Jyearslater,

RE&! drawing files,

NN-171-042 / 43G35

Ternporary - Drowings: Destroy when superseded or on
completion of preject, whichever Is sconer, Other papers;
Cut off at the end of the year, hold 1 yerr, and destray,

National Register files.

NN-171-042 / 43G50

Yeniporary - Destroy when superseded or absolete, Note:
Officlaj Natlonal Register files held by DO!

Suliding eveluation report files

NN-171-042 / 43G8S

porsry - and destroy ind f
as they are superseded or become obsulets. Destroy the
entire flie on sale, domation, ar demolition of the building,
oY on transfer of the bullding and cperation and RA}
responsibliity to another agency, provided information on
the disposition has been entered into the RICD system.

Bullding name and dedication flles

NC1-111-82-001 / 44A15

'Temporary - Destroy when no longer needed for referznce




Bullding drawings

NC1-121-82-001 / 44A25

‘Temporary - Turn over current drawings to new owner
when building Is transferred or sold. Destroy on

| supersession or revision of the drawing, or when the
bullding Is demolished.

Permit, license, and easement files - a, Files refating to instruments, the
Issue of whichisa lity of the

NC1-121-82-001 / 44A70/a

Temporary - Destroy when 3 years old,

Permit, license, and easement flles - b, Flles relating to instruments, the
Issue for which 1s a responsibllity of higher echelons

NC1-121-82-001 / 44A70/b

Temporary - Destroy when 2 years old.

report flles

NC1-121-82-001 / 44H5

p Y- and destroy d
when they are superseded or obsolete. Destroy the entire
file on sale, donatlon, or demolition of the bullding, or on
transfer of the bullding and operation snd R&A
responsibility to another agency.

Sprinkler system leakage reports

NC1-121-85-001 / 46B41

Temporary - Cut off annually, destroy when 2 years old.

Agenda staff meeting

Razardous area and operation designations NC1-121-85-001 / 46871
Sa les NC1-121-85-001 / 46881

NC1-121-85-001 / 46895

Temporary - Destroy when superseded or obsolete

Temporary - Destroy when superseded or obsolete

Temporary - Cut off annually, destroy when 1 year old.

Fire safety design committee

NC1-121-85-001 / 468100

Temporary - Destroy after completion of the project

Key control records

NC1-121-85-001 / 46E68

Temparary - Cut off annually, destroy when 3 years old,

DAA-0121-2015-0001-0003

020 - Significant Bullding
Drawings and Specifications

Permanent - Transfer to
the National Archives 15
years after cutoff.

Cut off at tha end of the fiscal year when
bullding s sold, transferred, closed, or

{otherwise disposed of.

This serles contains records related to the design and construction of

or Significant records include
original design and concept drawings, master sets of drawings, and
specifications that document the
design, or

ofa orfts

and types of and

master plans that comprise site plans,
floor plans, interfor and exterlor alevations, cross sectlons,

and
Specific
records include

and structural plans, and related records.

Original and as Bullt Drawings and Project Specifications - Drawings and
specifications of all bulldings EXCEPT: warehouses, parking garages,
machine shops, outbulldings used for storage and maintenance
equipment, and guard sheds constructed after 1950,

N1-121-90-002 / 1/a/1

Permanent - Place In inactive file on completion of
b sale, d or Cut off inactive flle

at end of fiscal year and retire to FRC. Transfer to NARA 10
years after cutoff.

Original and as Built Drawings and Project Specifications - Drawings and
of all EXCEPT: parking garages,

machine shops, outbulldings used for storage and malntenance

equipment, and guard sheds constructed after 1950. {Microfilm)

N1-121-50-002 / 1/a/2

F - Place in inactive file on completion of
sele, or Cut off inactive flle

st end of fiscal year snd retire to FRC. Transfer to NARA 10
years after cutoff.

DAA-0121-2015-0001-0004

021 - Routine Bullding
Drawings and Specifications

Temporary - Dastroy 10
years after cutoff. If the
bullding Is belng sold or
transferred, offer the
records to the new owner.

Cut off at the end of the fiscal year when
building is sold, transferred, closed, or

This saries contains records related to the specifications fer building
components,

di of, or when
or made obsolete.

records Include building structural, mechanleal, electrical,
plumbing, and climate control components, and building exterlor
space Including boundary external lighting,
the general use of external

space related to a property, and related records Thesa routine
drawlings and speclfications document ongoing construction

and toa

ginal and as Bullt and Project -b,
and specifications of warehouses, parking garages, machine shops,
outbulldings used for storage and maintenance equipment, and guard
sheds constructed after 1950.

N1-121-50-002 / 1/b

Temporary - Place In Inactive file on completion of bullding|
sale, trade, donetion or demolition. Cut off and destroy at
end of fiscal year.

Design Concept Drawings

NN-173-042 / 42C1

Temporary - Place In inactive file upon completion or
termination of the contract. Cut-off inactive file annually,
hold for 2 years, destroy after 8 additional years.




‘Tentatlve Drawings NN-173-042 / 42C5 Temporary - Place in inactive file upon completion or
termination of the contract. Cut-off inactive file annually,
hold for 2 yesrs, destroy after 8 additional years.

Design Data Drawings NN-173-042 / 42C10 Temporary - Destroy when no longer needed.

Detail NN-173-042 / 42C15  Temporary - Destroy when no longer needed.

'Working Drawings NN-173-042 / 42C20 Temporary - Destroy after completion of construction

and recelpt of 's release form.

Drawings Flles Indexes

NN-173-042 / 42Q25

Temporary - Destroy upon transfer or destruction of
original drawings.

Contract Drawings

NN-173-042 / 42C35

Temporary - Place in Inactive file following coni.pletion of
construction contract by delivery and acceptance of all
work and materlal, or when contract is terrrnnated. Cut off|
Inactive file annually, hold 2 years, and retire, Destroy
after 4 additional years.

Full Size Detail Drawings

NN-173-042 / 4240

Temporary - Destroy following completion of construction
contract and flnal acceptance of all work and material, or
when contract is terminated

Blueprints (Bound Sets) NN-173-042 / 42¢€45 Temporary - Destroy when bullding Is sold, traded, or
demolished. On,
di | and If these may be turned
lover to new owner or custodian.
Shop drawing controls NN-173-042 / 4250 Temporary - Cut off in 2 year blocks, hold 3 years, and
retire. Destroy after 5 additlonal years.
Shop drawings NN-173-042 / 42C55 Temporary - Cut off in 2 yeer blocks, hold 3 years, and

Outline floor plans - Reproducibles

NN-173-042 / 42C60

destroy after 5 additional years,
Temporary - Destroy when superseded or when bullding is
sold, traded, or demolished.

Outline floor plans - Plans and sketches used in preparation of
Jreproducibles

NN-173-042 / 42050

Temporary - Destroy on approval of the reproducibles

Outline floor plans - Reproduced plans NN-173-042 / 42C60 Temporary - Destroy when no longer needed.

Guide and standard specifications E-ua-mz / 42C65 Temporary - Destroy when no longer needed.

Project specifications - Record set NN-173-042 / 42C70 Temporary - Destroy on demoalition of the bullding, or on
completion of building sale, trade, or donation
proceedings; except that if requested the specification
may be turned over to the new owner or custodian.

Project specifications - Other coples NN-173-042 / 82C70 Temporary - Destroy when no longer needed.

|Heating and air conditioning schedules INC:I.-:I.ZI-!Z—MI /44c80 Temporary - Destroy when superseded or obsolete
DAA-0121-2015-0001-0005 030 - Significant Inspections, |Permanent - Transfer to Cut off at the end of the fiscal year when | This serles contalns records related to significant Inspections, reports,
Reports, Studles, and the National Archives 15 |the property [s sold, transfarred, closad, or |studies and certificates regarding compllance, identlfication of need,
Certificates yoars after cutoff. otherwise disposed of, or for d bullding, } or
“Significance” is determined by tha scopa {full bullding or property
), topk [such as hazard ), or

valua (such as a building physical condition survey). Such reports

include selsmic and analyses, 1|

monitoring reports, und relatad records regarding proparty and

building reports, certificates and

'warranties on equipment, and other simllar property- and building-

relatad records.

Asbestos program records - b, Electronic Image of ashestos program N1-121-97-001 / 7E96/b Temporary - Cut off at the end of fiscal year; hold 3 years

documents. and retire to FRC. Destroy when 20 years oid.  Note: The

|Attorney General end the Director, Office of Menagement
and Budget (OMB), have directed all agencles to retaln and
{preserve all asbestos related records,
|Asbestos program records - c. Documents that are retained In hard copy. |N1-121-97-001 / 7£96/c Temporary - Cut off at the end of fiscal year; hold 3 years

and retire to FRC. Destroy when 20 years old.  Note: The
Attorney General and the Director, Office of Management
and Budget (OMB), have directed all agencles to retain and
P all asbestos related records.




Environmental records - Regional offices.

N1-269-93-001 / 19E1/b

Permanent - Place in inactive file on completing profect;
cut off at end of flscal year, hold 5 years and retire to FRC.
Transfer to NARA when 10 years old.

Indoor air quality and radon program records. .

N1-121-91-001 / 43F90

Temporary - Cut off records relating to inactt ve radon and
Inter sir quallty Issues at the end of fiscal yesr. Hold for 2
years and rettre to FRC. Destroy when 20 years old.

IHazardous waste program records

N1-121-91-001 / 43F95

Temporary - Cut off records at end of fiscal year. Hold for 2
years and retire to FRC. Destroywhen 5 years old,

DAA-0121-2015-0001-0006

031 - Routlne Inspections,
Reports, Studies, and
Certificates

Temporary. Destroy 30
years after cutoff, or 10
years after the bullding is
disposed of, whichaver is
sooner.

Cut off at the end of the fiscal year nfter
of the project, or

study.

This serles contains records related to routine Inspections, reports,
studies and certificates regarding compliance, Identification of need,
or for planning future projects. "Routine” means kt has a limited time
value of use, is supersadad by other reports, and s usually used to
idantify need, or mitigate problems identified as part of a construction
project plan. Such records Include traffic studies, feasiblilty, and needs
assessment reports, routine environmeantal, project, safety, and flre
Inspections, monltoring reports, and related records, certificates on
equipment, and other similar property- and building-related records.

Real Property Utllizatlon Survey - a. Central Office:

N1-269-93-001/ 19D40/s

y - Cut off of case hold 1
year and transfer to FRC. Destroy when 8 years old.

Real Property Utilization Survey - b. Regional Offices N1-269-93-001 / 19D40/b p y - Cut off' of case,destroy
when 1 year old.

Real property utilization case flles - a, Central office N1-291-86-002 / 33D59/a y - Cut off of case, hold one:
year and transfer to FRC. Destroy when 8 years old.

Real property utillzation case files - b. Reglonal offices N1-291-86-002 / 33D59/b P y - Cut off of case. Destroy

when 1 year old.

Temporary - Cut off at end of fiscal
year. Destroy 3 years after cutoff,

Employee Refrigerant Certification Record.

) Chorolfls bon (CFC)/ bon program records - 8. N1-121-96-001 / 07E94/a
Refrigerant usage Inventory
Chorolfl rbon (CFC)/ bon program records - b. N1-121-96-001 / 07E94/b

Temporary - Cut off at end of fiscal year after employee
retires, transfers, or Is reassigned. Destroy 3 years after
cutoff.

Chorolfl {CFC)/
Refrigerant Recovery Certification.

program records - c.

N1-121-96-001 / O7E94/c

Temporary - Cut off at end of fiscal yeer after equipment is|
sold, transferred, or excessed. Destroy 3 years after cutoff.

Bullding forecast report files.

NN-171-042 / 40A50

Temporary - File the 18-month forecast report, the revised
report, and the p data report
by date, cut off annuelly, hold 3 years, and destroy.

Utllity analysis files.

NN-171-042/ 43B105

Temporary - Rate schedules and changes: Destroy when
superseded or obsolete. Other papers: Cut off snnually,

hold 3 years, and destroy.

Vertical transportation flles - a. Inspection schedules.

NN-171-042 / 43830/a

Temporary - Cut off at the end of the year concerned, hold
2 years, end destroy.

Vertical transportation flles - b, Inspection fles.

NN-171-042 / 43830/

Temporary - Cut off annually, hold 2 years, and destroy.

|Elevator data cards.

NN-171-042 / 43835

y- and destroy cardson
removal or converslon of the elevator, or when building is

{sold, traded, donated, or demolished.

Water treatment records

NN-171-042 / 43865

Temporary - Cut off at the end of fiscal year, destroy when
2 years old.

Polychlorinated Biphenyls -PCB program records

N1-121-91-001 / 43F97

Temporary - Cut off following the close of the project. hold
2 years and retire to PRC. Destroy when 20 years old,

| Drinking water quality records - a. Bacterial records

N1-121-91-001 / 43F98/a

Temporary - Cut off st the end of fiscal year; hold S years.
and dest:

Drinking water quality records - b, Chemical records

N1-121-91-001 / 43F98/b

Temporary - Cut off at the end of fiscal year, hold 30 years
and destroy.

Drinking water quality records - ¢. Sanitary survey reports

N1-121-91-001 / 43F98/c

Temporary - Cut off ot the end of ﬁsg:l year; hold 10 years
and dest

d storage tanks

N1-121-91-001 / 43F99

Temporary - Cut off records upon closure of tank ; hold 2
years and retire to FRC. Destroy when 20 years old,

New bullding evaluation fles.
Nonfederal inspections.
Fire protection and safety Inspection files

|SEue utllization surveys.

NC1-121-82-001 / 44A50

Temporary - Destroy when 2 years old.

Temporary - Destroy when 3 years old.

Temporary - Destroy when 4 years old.

Temporary - Destroy when 1 year old.




Vertical transportation files - {a) Elevator operation authorizations

NC1-121-82-001/ 44B1/a

‘Temporary - Destroy when superseded or obsolete

Vertical transportation files - (b) Vertical transportation operation

NC1-121-82-001 / 44B1/b/1

Temporary - Destroy when superseded or obsolete

files - Vertical flles - (b) Vertical
transportation operation schedules. (2) Other records.

NC1-121-82-001 / 44B1/b/2

Temporary - Destroy when 2 years old.

Vertical transportation files - (c) Vertical transportation Inspection and
maintenance files. {1) Certificates

NC1-121-82-001 / 44B1/c/1

Temporary - Destroy when spaces thereon are filled or
when a new form is required due to wear.

Vertical transportatien files - {c) Vertical transportation inspection and
maintenance files. (2) Acknowledgments

NC1-121-82-001 / 44B1/c/2

Temporary - Destroy on recelpt of next Inspection
acknowledgment.

Vertical transportation files - (c) Vertical transportation Inspection and
malntenance files. {3) Other records

NC1-121-82-001 / 44B1/c/3

Temporary - Destroy when 2 years old.

Vertical transportation files - {d) Elevator data cards

NC2-121-82-001/ 44B1/d

Temporary - Transfer with the building. Destroy on
replacement or removal of the elevator, or on sale,

Utllity consumption records

Water treatment files - {(a) Testing instructions

Water treatment files - {b) Other records

Lease management files

'donlllon, or demolition of the bullding.

Temporary - Destroy when not less than 3 years old

Temporary - Destroy when superseded or obsolete

Temporary - Destroy when 5 years old.

Temporary - Destroy when 3 years old

|Predesign meeting NC1-121-85-001 / 46B106 Temporary - Cut off annually, destroy when 2 years old
except cases of continuing interest will be destroyed when
|no longer needed. -
Specification review NC1-121-85-001 / 46B111 Temporary - Destroy after publication and completion of
the profect

Final acceptance test

Prelease surveys

NC1-121-85-001 / 46B125
NC: 001/ 468130

Industrial Hygene monitoring

NC1-121-85-001 / 46B135

Temporary - Destroy when superseded or obsolete

Temporary - Destroy when superseded or obsolete

[Temporary - Cut off annually, transfer to FRC when 3 years
old, destroy when 30 years old.

lownership files

Disaster and Civil Defense status reports - a. Central office NC1-121-85-001 / 46B86/a Temporary - Cut off annually, destroy when S years old.

Disaster and Civil Defense status reports - b, Other offices NC1-121-85-001 / 46B86/b Temporary - Cut off annually, destroy when 2 years old.

Facllity fire prevention files - b. Inspection reports NC1-137-82-001 / 63D70/b Temporary - Destroy upon completion of next inspection

DAA-0121-2015-0001-0007 040 - Significant Art Inventory| Permanent - Transfer to Cut off at the end of the fiscal year when | This series contains records used in identifying items within the .
Records the Nationsl Archives 15  |the case file Is closed, art Is donated, thatare or or have a significant
years after cutoff. di d, or oth di d. and/for velue. Forart sssoclated with a building|

{such as statuary, and ), records such

as case files, art records, art and

art d and related are included.

)

Fine Arts Program Records - a. Art Inventories - (1) Museum files N1-121-91-002 / 33F1/a/1 ‘Temporary - Cut off on return of artwork to Federal
custody. Create an Art History Case File and file under
33F1/c.

Fine Arts Program Records - a. Art Inventories - (2) Disputed federal N1-121-91-002 / 33F1/a/2 'Temporary - Cut off when Federal ownership is

established; file Information in related art history case file
33F1/c.

Fine Arts Program Records - 8. Art Inventories - {3} Art disposition files

N1-121-91-002 / 33F1/s/3

Temporary - Cut off when artwork Is decommissioned, file
Information In related art history case file under 33F1/c

Fine Arts Program Records - b. Artists files N1-121-91-002 / 33F1/b Permanent - Cut off in 10-year blocks;
|transfer to NARA 5 years after cutoff.
Fine Arts Program Records - c. Art history case files N1-121-91-002 / 33F1/c Permanent - Cut off at the end of the fiscal

year In which artwork Is donated, destroyed
or otherwise deaccessloned, Transfer

|immediately to NARA,

Fine Arts Program Records - d, Exhibition and loan requests (1) Requests
granted

N1-121-91-002 / 33F1/d/1

File with related art history case flle.

and related information.

Art-in-Architecture (A-)-A) program records - a, Art inventories, N1-121-91-002 / 33F5/a Tel'nperarv - Destroy ofter related third generatlon
]Inventory.

Art-In-Architecture {A-1-A} program records - b. Artlsts Files. (1) Artists |N1-121-91-002 / 33F5/b/1 Permanent - Cut oft in [0-year blocks; transfer to NARA 5

represented In the A-1-A program. years after cutoff,

Art-In-Architecture (A-1-A) program records - b, Artists files. (3) Project |N1-121-91-002 / 33F5/b/3 Permanent - Cut off at the end of the fiscal year In which

case flles. artwork is donated, di yed or oth d d
Transfer Immediately to NARA.

Historic buildings preservation program records, N1-121-91-002 / 33F15/a Permanent - Cut off at the end of the fiscal year In which

the building Is sold or demolished. Transfer Inmediately to

InaRa.

Historic properties files. Information relating to specific historic bulldings| N1-121-91-002 / 33F15/b Permanent - Cut off at the end of the fiscal year In which

under GSA hip. Includes d b Central Office Is sold or Transfer diately to

and the regions, between GSA and state historic preservation officers NARA.




DAA-0121-2015-0001-0008 041 - Routine Equipment and |Temporary - Destroy Cut off at the end of the flscal year when | This serlex contains recorsds used In KHentifying equipment and items
Art Invantory Records bstwean 5 years after art or has been d within the bullding that are biz or b fuded are
cutoff. obsolste, or suparseded, u case fila bs of heating, teal, phy and alr handling
closed, or when related doctments expire, wartical i and records related to
recording the conit n and lated schedult
and sch ks far that For
and arehit | features dated witha
bullding, records Include routine d and
teparts, exhibition and curated colk !
propesal submissions, and ather records not flled under 121.1/0480 - |,
Significant Art Inventory Records.
Fine arts program records - d. Exthibitlen and loan requests {2) Raquests {N1-121-91-002 / 33F3/d/2 Termporary - Cut off at the end of the FY. Destroy 2 years
not granted aftar cut off.
Art maintenance records - a. Proposed conservator Ales, N1-121-93-002 / 33F10fa Tempurary - Destroy whan tanservator no longer wants to
e considerad for G3A contracis or when no longer
|nseded.
At records - b rt mana| files. N1-121-91-002 / 33F 1D Teraparary - Cut oft at the end of the fiseal year; destroy 2
years after cutoff.
Art In erchitectura program records « b, Artists flles (2) National Registry |N1-121-91-002 / 33F5/b/2  Temporary - Destroy when no longer needed
of Artists.
Historic bulidings preservation program records - ¢, Miscelleneaus N1-123-85-002 7 33F15/c Temporary - Cut off st the and of the fiscal year; destroy 2
reservation munagement files. years after cutoff,
Equipment aperation raports, Temparary - Cut off annually, hold 2 years, and destroy.
lEquipment inspection flles, ‘Temporary - Destroy on receipt of the next lspeetion
seport pertinent to the item.
lMa[nhenanee control cards !Nn 121-82-001 [ 48C20 Temporary « Destroy when 1 year old.
yand ¥ flles NC1-121-82-001 / 44CA0 Temporary - Destroy on expiration of the guaranty ar
warrsnty
Equipment history cards. NC1-121-82-001 / 44048 Temporary - Transfer with the equipmeamt ar destroy on
ifinat disposition of the equipment.
Mechanlcal equipment data forms Termporary - Destroy whet superseded or obsolete
Operating equipment inspection files Temporary - Destroy when 5 years old.
Rattery Inspection racords. Temporary - Destroy when 5 years ofd.
M Plant operation logs Temparary - Destrey 5 years after log book or sheet s
{filled, or an disposition of the equipment.

N Heating and refrigeration operating records NC1-121-82-001 7 24C85 Temporary » Cat off at the end of the yeer, destroy when 1
year cid, except that ana copy reflecting typlcsl daity
readings for each year may be retainad for as long as
needed to provide o record of opereting conditions.

DAA-0121-2015-0001-0009 050 - Property Disposaf Cise |Permanent-Transferto | Cut off st the end of the fistal year This saries contalns records ralated to the process of aparaising
Records the Natlona] Archives 15 |following cass completion and fulfillment y d real p {both d and d}, and
years aftercutoff. of wll the & the disposa! activities uasoclated with closing, sefiing, destroying,
transferring, or removing from GSA’s federal building inventory. Such
racords include disposal casa files, determination of surplus or Sxcess
real property, correspondence, und related recards.
Real Property Disposaf Case Flles - a, N1-291-91-002 / 3301/ - Cut off i of cose and send
{to the sppropeiate reglon for retirement.
DAA-0121.-2015-0001-0010 051 - Reutine Property Destroy 20 yeurs sfter Temporary. Cut off at the and of the fiscal | This serfes contains records refatad to the process of routinely
Appraisal, Planning, and cutoff, year following the closa of casa files,

Disposal Records

completion of the uctivity, or when
supersedad or obsolete.

sppraising federal real proparty invantories und buflding assat
planning. Records include aetiva p k

v und asset reporty, material usad for
sistermining surplus or excess real property, and relnted records.

Pre-sxcess Rles. G d and related d real
proparty that may be reported as excess to GSA In the future,

N1-263-93-001 / 19D45

Temporary » Cut off at the end of the fiscal year; destroy 5
years after cutoff. Earlter disposal s autharized on recelpt
of Informaticn that property will not be reported as
|excess, NOTES: On recelpt of report of excess, withdrew
the refated file and place it in 190 L This records serfes
contalns emergency operating records

General sppraisal sublects Temporary - Dastroy when 6 years old.
Appralsal schedule and psrformance flles NC1-121-78-001 / 30AS Tem: - when superseded or obsolete,
Appralsal register NC1-121-78-001 / 90A10 Tetsporary - Destroy whan 5 vesrs old,




Appraisal case files - {a) Reports recelved by the Central Office for spot | NC1-121-84-001 / 30A15/a Temporary - Destroy when 2 years old.
check onl;

Appraisal case files - (b} Case files NC1-121-84-001 / 30A15/b Temporary - Destroy when 20 years old.
Real property general subject files NC1-291-81-001 / 3302 Temporary - Destroy when 9 years old.
Holding agency real property disposal records NC1-291-81-001 / 3305 Temporary - Destroy when 1 year old.
Preexcess files NC1-291-81-001 / 33D60 Temporary - Destroy when 5 years old.

Project development program flles - a. General files

NC1-121-81-001 / 40A15/a Temporary - Destroy when 2 years old.

Other offices.

Project development program flles - d. Facllity planning reports flles {1) |NC1-121-81-001 / 40A1S/d/1 Temporary - Destroy when 7 years old.
Central office.
Project development program flles - d. Facllity planning reports flles {2) |NC1-121-81-001 / 40A15/d/2 Temporary - Destroy when 2 years old.

Project development program flles - e. Space requirement files (1)
Central office.

NC1-121-81-001 / 40A15/e/1

Temporary - Destroy when 7 years old.

Project development program files - e. Space requirement files (2) Other
offices.

NC1-121-81-001 / 40A15/e/2

Temporary - Destroy when 3 years old.

P8S/IS data bases - Building file

NC1-121-81-001 / 40A96/a/1

Temnporary - Retain quarterly tapes for 5 years.

PBS/IS data bases - Building file

NC1-121-81-001 / 40A96/a/2

Temporary - Retain annual tapes for 20 years.

PBS/IS data bases - Lease contract file

121.2 - Construction
Program and Project
Records

This group of records the in the course
of running repair, and/or with GSA's

y d and leased Thesa includa the prellminary
profect selector and

rmanagement, project review, and any related project records
pertinent to changes made to a building or portfolio of bulldings
within a given reglon or service center area.

NC1-121-81-001 / 40A96/b Temporary - Retaln for 5 years and destroy.

DAA-0121-2015-0001-0011 011 - Routine Construction | Temporary - Dastroy 7 Cut off at the end of the fiscal year. This saries contains records ralated to the routine transactions used to

Program Records years after cutoff. [] project office. These records
include d and racords for
potentlel projects, Architact and Engineer evaluation records, space

anslyses, projact reports and
listings, and related records.
Space and records, created by N1-269-93-001 / 19E50 Temporary - Cut off at the end of fiscal year after
officestn space space to assignment ends; destroy 5 years after cutoff. NOTE: Bring

Federal agencles and managing space in buildings under GSA control,

forward to the current flle penodic Inspection and
utllization survey reports on recommended actlons that
have not been completed.

Space assignment files

NC1-121-81-001 / 40A25

Space utilization files

NN-171-042 / 40A30

Temporary - Destroy when 5 years old

Cut off annually, hold 3 years, and retire. Destroy after 3
additional years.

and - Flles

NN-171-042 / 42A15

‘Temporary - Cut off annually, Hold 4 years and destroy.

Design and Construction project files

NN-173-042 / 42D5

‘Temporary - Cut off annually, hold 2 years. Destroy after 8
additional years.

Project cost estimates

NN-173-042 / 42D10

' Temporary - Remove and file In Inactive file following
completion of contract by acceptance of all work and
materlal, terinination of the contract, or on disapproval of
the project. Cut off the Inactive file annually, hold 3 years,
and retire. Destroy after 7 additional years. Earller
retirement is autharized,

{Structural project files

NN-173-042 / 42025

Temporary - Destroy when bullding 1s sold, traded,
donated, or demolished; transfer to new owner or
Jeustodian, If requested.

Construction engineer and Branch files.

NN-171-042 / 42E1

y - Destroy on of contract by
acceptance of all work and material or on termination of
the contract; except that shop drawings shall be tumed
over to the bulldings manager.

R&A program status reports - 3. Monthly reports

N1-121-91-001 / 43620/

Temporary. Destroy 2 months later.

R&A program status reports - b, Year-end reports

N1-121-91-001 / 43G20/b

Temporary. Cut off at end of fiscal year; destroy when 2
years old.

Plan review records

N1-121-91-001 / 43G55

destroy 2 years later.

Temporary. Cut off at the end of the calendar year;




DAA-0121-2015-0001-0012

021 - C

Project
Files

P y - Destroy 10
years after cutoff.

Cut off at the end of the fiscal year after
completion of the project.

This series ins records
project case files for GSA's y d and leased and
Similer to the Ce ing Officer Officlal File, this case file

{usually maintained by the Project Manager] contains more detalled
Information on the project and related actlvities. These records
Include: project schedules, contract files and specifieations, cost
project and change records, progress drawings
and raports, correspondence and meeting minutes with both the
/Eng! and C und releted records.

Plan review files

NN-171-042 / 43E70

Temporary - Cut off annually, hold 2 years, and destroy.

Repair and alteration building records - a, Central office

N1-121-91-001 / 43G2/a

Temporary. Cut off end of fiscal year; hold 2 years and
retire to FRC. Destroy 10 years after cut off.

Repair and alteration building records - b. other offices

N1-121-91-001 / 43G2/b

Temporary - Cut off at the end of the fiscal year, destroy 2
ars after cut-off

Prospectus progtam records

NN-171-042 / 43G10

Temporary - Withdraw and include in 43G2 R&A program
records when prospectus project approved or
disapproved.

R & A program records

|nN-271-092 / 43615

Temporary - Cutoff annually, destroy after 5 years,

R & A project records - a. Central offlce

NN-171-042 / 43G30/a

Temporary - Place In inactive flle when project Is cancelled
or completed, hold 2 years and retire to FRC, Destry when
10 years old.

R & A project records - b, Other offices

NN-171-042 / 43G30/b

Temporary - Place In inactive file on cancelling or

Building startup schedules and reports.

NC1-121-82-001 / 44A10

completing the project. Destroy 3 years later.
y - Cut annually of the
building, de: when 3 years old.

121.3 - Facility

This group of records represents the activities that take place within

F V d and [eased These include the
Management the of a facliity, building services
Operations, extended to the tenants, the leasing of tenant space, and the physical
Services, and security services regarding that facllity.
Leasing Records
DAA-0121-2015-0001-0013 011 - Facility Management  {Temporary - Destroy 7 Cut off at the end of tha fiscal year. This series contains the records related to the activities that a property

and Operations Records

years after cutoff, or when
equipment is supersedad,
employees are separatad
from service, or when no
longer needed for
reference purposes.

or facility manager would undartake to assure that the building Is

running effectively and afficiently, Inciuded are records accumuleted

In and

and utility functions. Also included are minor improvement records

for painting, caulking, and patching buildings; preventive and other
on building and

bulldings utility services, and related records.

Reasl property management and safety and general subjects - a, Central
office

N1-121-91-001/ 43A1/a

Temporary - Cut off et the end of fiscal year, hold 3 yers
end retire to FRC, Destroy when 7 years old,

Buildings management general subjects - Other offlces

NN-171-042 / 43A1

Temporary - Cut off annually, hold 3 years and destroy.

8M files-a. BM files.

NN-171-042 / 43A15/a

Temporary - Cut off annually, hold 1 year and destroy

BM inspection files - b, BM Inspection files - Central office

NN-171-042 / 43A15/b

Temporary - Cut off annually, hold 3 years and destroy,

BM Inspectlon flles - b. BM Inspection files - Other Offices

NN-171-042 / 43A15/b

Temporary - Destroy 2 years after coinpletion of the next
comparable inspection.

Space Inspections

NN-171-042 / 43A20

Temporary - Cut off annually, hold 1 year and destroy

Posting flles - Bulletin board listings

NN-171-042 / 43A35

Temporary - Destroy when superseded or obsolete,

Posting flles - Other papers - Central office

NN-171-042/ 43A35

Temporary - Cut off annually, hold 5 years, and destroy.

Posting files - Other papers - Other offices

NN-171-042 / 43A35

Temporary - Cut off annually, hold 2 years, and destroy.

Monthly change reports - a. Fleld office personnel data

NN-171-042 / 43A40/a

Temporary - On recelpt of report withdraw and file In the
fleld office personnel data file, par. 43B95.

Monthly change reports - Address chenge reports - Directorles

NN-171-042 / 43A40/b

Temporary - Destroy when superseded or obsolete.

Monthly change reports - Address change reports - Other records

NN-171-042 / 43740/

y - Destroy on of the directory.




Monthly chenge reports - & Workload changes

NN-171-042 / 43840/¢

Temporary - Cut off annually, hold 2 yeors, and destroy.

Laboratory service arrangement records.

NN-171-082 / ABAS0

 Temporary - Cut off annually, hold 2 years, and destroy.

Equipment Inapection scheduling reports NN-171-042 / 43850 Tenporary - Cut off ennuelly, hold 2 years, and destroy,
Painting program {lies NN-171-042 / 43855 potary - Desiroy on sup or ebsol
Painting aczomplishment reports NN-171-042 / 43860 Temporary - Cut off annually, held 2 yezrsm shd destroy.
Craft workload requirement documents NN-171-042 / 43880 Temporary - Destroy when supersaded or absalete.
Productive man-hour summaries HN-171-042 / 43885 Temporary - Cut off annuslly, hold 2 yearsm and destroy,
files « a. BM and files MC1-121-82-001 / 44A40/a Temporery - Retain until the next comparatile survey,
or when is

7 files - b, BM 2t NC1.123-82-001 / 44A40/b Temporary - Cut off annually, destroy when 3 years old.
Comimunity sctivities NC1-121-82-001 / A4ABD Yemporary - Cut off annually, destroy when 1 year gld.
Posting file NC1-121-82-001 / 44A85 I Tamporary - Cut off annually, destroy when 1 year old.
Monthly change reports NC1-121-82-001 F 44A108 Temporary - Cut off annually, destroy when 1 year old.
Parking files - &, Parking general NC1L-121-82-001 / 4485/a Temporary - Cut off annually, destroy when 2 years old.
Parking files - b. Parking zres allotments NC1-121-82-001 7 44B5/h Temporary - Destray when superseded or obsolete.
Parking files - c. Parking space controls NC1-121-82-00% / 4488 /¢ Te:mpon‘nf - Cut off annually, destroy when 3 yeors old,

Craft requirement boaks

NC1-121-82-001 / 44C5

Temporery - Dastroy when superseded or obsolate,

Tour and watch assignments

NC1-121-82-001 / 44C10

Temporary » Destroy when superseded or obsolete,

Craft productive staff-hour summaries

NC1-121-82-00% / 44C15

Teraporsry - Cut off sanuslly, destroy when 2 yeers old,

Equipment repsir cards NC1-121-82-001 / 44C65 Tempaorary « Destroy on plckup or return of equipment
Repair notice tags NC1-121-82-001 / 44C70 Temporary - Destroy upon completion of work
Ughting files NC1-121-82.001 / 44C95 Tamporary - Cut off annually, destroy when 1 yaar old,
Pabting program files - 2, Progress raports NC1-121-82-001 f 44C110/a Termporary - Cut off annually, destroy when 2 years old.
Painting program files - b. Other records NC1-123-82-001 7 43C130/0 Temporary - Destroy when superseded or absclete.
Equipment pperation parmit and training files ~ a. Permit and NC1-121-82-001 / 44G15/2 porary - Destrey on the empl oron
th controls when not In the { ar ! of the puth

Hinformation file .
Equipment operation permit and training files « b, Other records NC1-121-82-001 / 44G15/b Temporary - Cut off annually, destroy when 2 years old.
R&A inspection files NC1-121-82-001 / 4415 Temporaty - Cut off annually, destroy when 2 years oldl,

Staff inspection records - a. Staff inspection, general Inspection, spot

NC1-121-85-001 / 46A1/a

Temporary - Cut off annually, destroy when 2 years old,

special Hon, and guard
P and issue of o NC1-121-85-001 / A8AS Yemparary - Cut off ennually, destroy when 1 year old.
Fleld office Inspection NC1-121-85-001 / 46A9 Temporary - Cut off after completion of inspection,

Jdestroy when 2 years ofd,

Staff hours distribution NC1-121-85-001 / 46A28 Temporery - Cut off annually, destroy when 1 year old.
Employse assignment designations NC3-121-85-001 / 46E1 Temporary - Cut off annually, destroy when 1 year old.
Decupant letters NC2-121-85-001 7 46ES [Temporary « Cut off annually, destroy when 1 year old,
Flag records NC1-121-85-001 / 46E34 Temporary - Cut off ennually, destroy when 1 yeer old,
Facility safety files ~ a, General files NC1-137-82-001 / 63D80/a Termporary - Cut off annually, destroy when 2 years old,
Facliity safety files - b, Safety equipment NC1-137-82.001 / 63D80/b Temporary - Cut off annually, destroy when 2 years old,
Facility safaty files - . Facihnes safety standards NC1-137-82-001 / 63D80/d  Temporary - Cut off annually, destroy when 4 years old.




Sampling designations

NC1-137-82-001/ 63F1

Temporary - Destroy when superseded or obsolete,

DAA-0121-2015-0001-0014

021 - Facllity Services Records

Temporary - Destroy 6
years after cutoff.

Cut off at the and of the fiscal year when
superseded
or obsolete.

This series comtalns records related to bullding services which include
leaning and work, grounds

concessions, and outleasing (renting space to non-federal entitles),

service calls, snow removal, health units, elevator and escalator

and related services, These activitios are elther conducted

by GSA staff or contracted work records, Also included in this series

are fire, [ife, safety, and environmental menagement support records

and centralized (regional or national offices) charged with coordinating|

facllity management nctivitles across several bulldings.

Space management report records - £. Building and other reperts.

NN-171-042 / 40A95/f

| Temporary - Cut off at the end of the fiscal year. Destroy 1
ear late:

Building cleaning survey files

NN-171-042 /43810

year later.
Temporary - Destroy when superseded or obsolete.

Cleaning standard Files

NN-171-042 / 43B15

 Temporary - Cut off snnually following supersession,

Snow removal files - Plans

NN-171-042 / 43840

or of the dard; hold 2
yeors; and destroy. N
y - Destroy on il or
obsolescence.

Snow removal files - Other records.

NN-171-042 / 43840

Temporary - Cut off annually, hold 2 years, and destroy,

Agency agreement files - All other agreements

NN-171-042 / 43D1/b

Temporary - Cut off annually following super-session,
or | of the hold 2

years; and destroy.

Concession establishment files

NN-171-042/ 43D5

Temporary - Place in inactive file upon completion of the
building or project, cut off the inactive file annually, hold 3
years,

|and destroy.

Concession inspection flles

NN-171-042 / 43D10

Temporary - Cut off annually, hold 1 year, and destroy.

Concesslon operation reports.

NN-171-042 / 43D15

Temporary - Cut off annuzlly, hold 3 years, and destroy.

Concesslon operation files

NN-171-042 / 43D20

Temporary - Cut off in 2-year blocks, hold 3 years, and
destroy, except that service questionnaires may be
destroyed when they have served their purpose.

General concession administrative files

NN-171-042 / 43D30

Temporary - Cut off In 2-year blocks, hold 3 years, and
| destroy,

Concession equipment control flles

NN-171-042 / 43D35

Temporary - Place In an Inactive flle upon disposition or
tranfer of the equipment or when Information Is brought
{forward to a new card. Cut off the Inactive file annually,
hold 1 year, and destroy.

Vending machine files

NN-171-042 / 43D40

Temporary - Place In Inactive file on removal of the
vending machine or when informstion is brought forward
to a new card. Cut off the inactive file snnually, hold 1

year, and destroy,

Concesslon record files

NN-171-042 / 43D45

Temporary - Place In an Inactive file on completion or
termination of the contract, permit, license, or agreement;
cut off the inactive file annually; hold 1 year; and destroy.

Cafeteria project books

NN-171-042/ 43050

y - Destroy d as they are
superseded or become obsolete. Destroy the complete
book on discontinuance of the cafeteria or requirement

for the project book

Safety and environmental management records - b, Other records and
other offices

N1-121-91-001/ 43F1/b

Temporary - Cut off at the end of the fiscal year when
superseded, terminated, or obsolete. Destroy 5 years later.

Safety designations N1-121-91-001 / 43F5 Temporary - Cut off at the end of the fiscal year when the
designation superseded or obsolete. Destroy 1 year later,
OSH committees N1-121-91-001 / 43F10 Temporary - Cut off at the end of the fiscal year. Destroy

when 2 years old. ~

Accident statistics and analysls - a. Records relating to recognized
Federal mishap reduction progrems

N1-121-91-001 / 43F35/a

y- Cutoff the of the
program to which the statistics apply. Destroy when 3
ars old

|Accident statistics and analysis - b. Other files

N1-121-91-001 / 43F35/b

Temporary - Cut off at the end of fiscal year; destroy when
3 years old




SEM and O5H surveys

N1-121-81-001 / 43745

Temporary - Cut off at the end of fiscal year; destroy when
5 years ofd

Annua! safety and emdronmental manggement reports

N1-121-91-001 / 43F60

 Ternperary - Cut off st the end of the fiscal year. Destroy 5
years later.

Heaith unit files - o, Agreements NC1-121-82-001 / 44A75/a Temporary - Destroy when superseded or obsolets,
Health unht fikes - b. Other records NC1-121-82-001 / 44A75/ Termporary « Cut off ennuelly, destroy when 2 years oid.
Ground improvement coodination flles » NC1-121-82-001 f 44810 Temporary  Cut off annually, destroy when 2 years old,
Cfeaning and sanitation files - 8, Cleaning and sanitation general flles NC1-121-82-001 7 44815/ Temporary - Cut off snnually, destroy when 2 years old.
g and files - b. Cleaning surveys NC1-121-82-001 f 44B15/b Termporary « Destroy when superseded or obsolete
Cleaning and sanitation files - c. Cleaning staff arganization NC1-121-82-001 / 44815/c Tempuorary - Destroy when supetseded or obsalete

Cleaning and sanitation files - d. Cleuning schedules

NCI-121-82-001 / 44815/d

‘Ternporary « Destroy when superseded or obsolete

Cleaning and sanftation files - . Cleaning assignment, report, and NC1-121-82-001 / 44815/e/1 Temporary - Dastroy when superseded or obsolete
Iy ton files - {1}
Cleaning 2nd sanitation files - &, Cleaning assignment, report, and NCY-123-82-001 7 44D15/e/2 Temporary - Cut off annually, destroy when 1 year old,
Inspection files « (2] Pertodie work assignments and inspections
Cleaning and sanitstion files - ¢, Cleaning assignment, report, and NC1-121-82.001 / 44B1S//3 Temporary - Destroy when 2 months cld

{inspection files - {3) Other records
Cleaning and sanitation fles « £, Safety belt records NC1-121-82-001 [ 44B15/7 Temporary - Destroy en dispositon of the relatad beft.
Sriow removal files - a, Plans and related records INC1-121-82-001 / 44B20/a Temporary - Destroy when superseded or obsolete
Snow removal Files - b, Other records NC1-121-82-001 / 44820/b Temporary - Cut off ennually, destray whan 1 yesr oid,

Service call work authorizions

N1-121-92-001 / 44C30/k

Temporary - Cut off monthly, Destroy 3 years later.

Concesslon general files

NC1-121-82-001 / 44E1

 Temporary « Cut off annually, destroy whan 2 years old.

[Concession records NC1-121-82-001 / 44E5 Temporary - PIace in Inactive file on expiration or
termination of the contract, license, agreement, or
h k ot on of
establishment. Cut off active file at the end of the yeer,
|destroy when 3 year old.
files NC3-121-82-001 / 44E10 Temporary - Cut off annually, destroy when 3 years old.
ration reports NC1121-82.001 / 44E15 Tempoerary - Cut off at the end of the year, Destroy when 3
years old.
Conzession equipment cards NC1-121-82-001 7 44E20 Temporary - Destray when superseded or obsolete,or 2
years after removal of related saulpment,
Acclident and fire prevention planning files NC1-121-82-00 f 44GS Temporary - Destroy when superseded ar obsolete
Safety Inspection and survey flies NCI-121-82-001 / 44620 | Yemnporary - Cut off ennually, destroy when 2 years old,
dent and fire files. NC1-121-82.001 / 43G25 Temporary - Cut off annually, destroy when 2 years old.
Work authorization reglster NC1-121-85-001 / 45A14 Temporary - Cut off at end of Rscal year, destroy when 2

years ofd

(Work authorization control record .

NC1-121-85-001 / 46A18

Temporary « Cut off annually, destroy when 1 year old

Procurement register NC1-121-B5-001 7 46422 Temparary - Cut off at end of fiscal yeer, destroy when 3
yzars ofd

Safety mestings NC1-121-85-001 f 4585 Temperary - Cut off annually, destroy when 1 yeer aid.

Accident and fire prevention promotion NC1-121-85-001 / 45856 Temporary » Cut off annuslly, destroy when 2 yeass old

Safety accldent and fice evaluation NC1-121-85-001 7 46BS0 Temporary - Destroy when superseded or obsofete.

NC1-121-85-001 / 46B116 Temparary - Destray upah compietion of project, and

resoiution of hezards or deficlencles

Special orders NC1-121-85-001 7 46E28 | Temporary - Destroy when superseded or canceiled

Facility fire prevention flles - {a) pravantion files NC3I-137-82-001 / 63D70/a Temporary » Destroy when 1 year old

Operating equlpment sa otons NC1-137-81-003 / 85F10 Temporary - Destroy when 2 years old
Parking contro! files. NC1-269-81-002 / 19D21 Temporary - Cut off annually, destroy when 3 years old



https://obsolete,.or

DAA-0121-2015-0001-0015 031 - Leasing Records  Temporary - Destroy 8 year | Cutoff at the end of the fiscal year after This serles contains records related to the leasing of space to tenants
after cutoff. lease agreement Is terminated, within F d or 1 d space, and
with Usually, these files

are grouped in lease case files with a retention based on when a lease

is terminated or renewed as the cutoff, Included are items found Inn

typical case file, tenant and d

reports on space i on

k lon services, services, and

other related records.

Bullding design review NN-171-042/ 43B1 Temporary - Cut off annually, hold 5 years, and destroy.

Reimbursable work authorizetions N1-121-91-001 / 43G21 Temporary - Place In Inactiva files when cancelled or
completed. Hold 3 years end retire to FRC, Destroy when 6
years old.

facllity files. 2. Files relating to established |NC1-291-91-002 / 33B1/a Temporary - Hold 2 years and retire to FRC. Destroy when
facilities 3 years old.

facility files. b. Flles relating to facilities not | NC1-291-91-002 / 33B1/b Temporary - Hold 1 year and retire to FRC. Destroy when 3
established years old.

Project scheduling files - a, Central office NC1-121-81-001 / 40A5/a Temporary - Cut off monthly, destroy when 4 months old

Relocation files NC1-121-81-001 / 40A58 Temporary - Cut off annually following final relocation and
payment of relocation claims. Hold 2 years and retire to
FRC. Destroy when 7 years old.

Space offer files NC1-121-81-001 / 40A70 Temporary - Cut off In 3 year blocks, destroy when 6 years
old.

Real property lease flles - a. Central office NC1-121-81-001 / 40A75/a/1 Temporary - Place in inactive file after award. Cut off
inactive file annually, Hold 3 years and retire to FRC,

D when 8 years old.

Real property lease files - b. Other offices NC1-121-81-001 / 40A75/a/2 Temporary - Place in inactive file on termination or
explration of the lease. Cut off the Inactive file annually,
hold 1 year, and retire to FRC. Destroy when 6 years old.

Real property lease flles - b, Other offices NC1-121-82-001 / 40A75/b Temporary - Place in inactive on termination or expirartion
of lease. Cut off inactive file annually, hold 1 year and
retire to FRC. Destroy when 6 years old.

DAA-0121-2015-0001-0016 041 - Physical Security Temporary - Destroy 5 Cut off at the end of the fiscal year after Revised item Description - This serles contains records related to the
| Operations Records years after cutoff. being or security of tha building and Its contants, emergency operating

plans, and other routine guard and security-related records, Included
in this serles sre plans, logbooks, guard credentlaling, securlty
equipment records, lock and key records, and related records,

Special designations

NN-171-042 / 43E5

‘Temporary - Place In Inactive file

on revocation or when the individual Is no longer
employed in the capecity for which the designetion was
made, Cut off tha inactive flle at the end of the year, hold
2 years, and destroy.

Special designation registers

NN-171-042 / 43E10

Temporary -Destroy 2 years after register sheet or book Is
Jﬂlled.

= other agi

NN-171-042 / 43E35

Temporary -Other agreements: Cut off annually following
i or of the agi t, hold 2
years, and destroy.

Speclal protection measures

NN-171-042 / 43E45

Temporary -Cut off annually following completion of the
visit, hold 2 years, and retire, Destroy after 3 additional
ars

Distubance control plans - Other offices

NN-171-042 / 43E50

Temporary - Other offices: Place In inactive file on
supersession or obsolescence, hold 2 years, and destroy.

Control Center alarm records - b. Computerized logbook of alarm system
codes for bullding.

N1-121-96-001 / 7D170/b

Temporary - Cut off at the end of the flscal year or when
Destroy 2 years after cut off. Earller
| dispostition Is authorized.

Contro] Center alarm records - ¢, Sescoa tepes maintalned to record N1-121-96-001 / 7D170/c [Temporary - Cut off at the end of the fiscal year, Destroy 2
alarms and authorize entrance into Federal buildings after duty hours years after cut off,
Radlo frequency records N1-121-96-001 / 7D175 Temporary - Destroy when superseded or obsolete,

Contro] Center communications records

N1-121-96-001 / 7D180

[ Temporary - Destroy when superseded or obsolete,

Civil Defense and disaster planning files - a, plans

NC1-121-82-001 / 44G35/a

Temporary - Destroy when superseded, obsolete, or no
llonger needed.




Civil Defense and disaster planning files - b. Other records

NC1-121-82-001 / 44G35/b

[Temporary - Cut off annually, destry when 2 years old.

Damange control flles - a. Assignments and designations

NC1-121-82-001 / 44G40/a

Temporary - Destroy when superseded or obsolete,

Damange control flles - b, Other records

NC1-121-82-001 / 44G40/b

Temporary - Cut off annually, destroy when 2 years old,

Cost report

NC1-121-85-001 / 46A33

Temporary - Destroy when no longer needed for reference

Alarm systems program - a. Security alarm systems

NC1-121-85-001 / 46D5/a

Temporary - Cut off annually, hold 2 years, retire to FRC.
Destroy when 6 years old.

Alarm systems program - b. Fire and safety alarm systems

NC1-121-85-001 / 46D5/b

Temporary - Cut off annually, hold 2 years, retire to FRC.
Destroy when 6 years old.

Alarm systems program - c. Other alarm systems

NC1-121-85-001 / 46D5/c

Temporary - Cut off annually, hold 2 years, retire to FRC,
Destroy when 6 years old.

Security logs - a. Recording tape log

NC1-121-85-001 / 46D6/a

Temporary - Cut off annually, destroy when 2 years old.

Security logs - b, Safe and cablinet log

NC1-121-85-001 / 46D6/b

Temporary - Cut off annuslly, destroy when 2 yeers old.

Security logs - c. Alarm log

NC1-121-85-001 / 46D6/c

‘Temporary - Cut off annually, destroy when 2 years old.

Security logs - d. Sescos tapes

NC1-121-85-001 / 46D6/d

Temporary ~ Cut off annually, destroy when 2 years old.

Systems workload report

NC1-121-85-001/ 46D17

Temporary - Cut off annually, destroy when 3 years old.

Radlo frequency management program - e, Frequenct assignement

committee

NC1-121-85-001 / 46D21/a

Temporary - Destroy when superseded or obsolete.

Radio program - b. tment Radio NC1-121-85-001/ 46D21/b  Temporary - Destroy when superseded or obsolete.
Advisory Committee 'y

Telecommunication program - a. Control center

NC1-121-85-001 / 46D25/a

Temporary - Destroy when superseded or obsolete.

Telecommunication program - b, National Crime Information Center

NC1-121-85-001 / 46D25/b

Temporary - Destroy when superseded or obsolete.

Telecommunication program - c. National Law Enforcement

Telecommunication System

NC1-121-85-001 / 46D25/c

Temporary - Destroy when superseded or obsolete,

Speclal orders

NC1-121-85-001 / 46E28

Temporary - Destroy when superseded or cancelled.

Special operating procedures

NC1-121-85-001 / 46E33

Temporary - Destroy when superseded or obsolete.

Lost and found property files - a. GSA Form 252

NC1-121-85-001 / 46E45/a

Temporary - Destroy on return of the property to owner or
on disposition of property.

Lost and found property files - b. Other records

NC1-121-85-001 / 46E45/b

Temporary - Cut off annually, destroy when 3 years old.

Physical evidence flles

NC1-121-85-001 / 46E50

Temporary - Cut off when property returned to owner or
disposed of, destroy when 2 years old.

Evidence log

NC1-121-85-001 / 46E55

Temporary - Cut off when property In the book/register
has been retumed to owner or disposed of, destroy when

2 years old.

on GSA

lled property - d. FPS arrest files

NC1-121-85-001 / 46E63/d

 Temporary - Cut off anaually, destroy when 7 years old.

on GSA property - e. Court llaison files

NC1-122-85-001 / 46E63/e

Temporary - Cut off annually on completion of case, hold 3
years, retire to FRC, Destroy when 7 years old.

FPO equipment records

NC1-121-85-001/ 46E73

Temporary - Cut off when employee returns equipment,
|destroy when 6 months old

Federal protective officer logs - a. Securlty log

NC1-121-85-001 / 46E78/a

Temporary - Cut off annually, destroy when 2 years old.

Federal protective officer logs - b. Report log

NC1-121-85-001 / 46E78/b

Temporary - Cut off annually, destroy when 2 years old.

Federal protective offlcer logs - c. Ticket log

NC1-121-85-001 / 46E78/c

Temporary - Cut off annually, destroy when 2 years old.

Federal protective offlcer logs - d. Ticket log on thefts

NC1-121-85-001 / 46E78/d

Temporary - Cut off annually, destroy when 2 years old.

Federal protective officer logs - f. Detex records

NC1-121-85-001 / 46E78/f

Temporary - Cut off annually, destroy when 2 years old.

Federal protective officer logs - g. Mobile reports

NC1-121-85-001 / 46E78/g

Temporary - Cut off annually, destroy when 2 years old.

Federal protective officer logs - h. Code 44

NC1-121-85-001 / 46E78/h

Temporary - Cut off annually, destroy when 2 years old,

Federal protective officer logs - . Actlvity log

NC1-121-85-001 / 46E78/1

Temporary - Cut off annually, destroy when 2 years old.

Federal protective officer logs - J. Building log

NC1-121-85-001 / 46E78/)

Temporary - Cut off annually, destroy when 2 years old,

FPO Deskbooks - a. General

NC1-121-85-001 / 46E83/a

 Temporary - Destroy when superseded or obsolete.




FPD Deskbooks - b, Special Grders NC1-121-85-001 / 46E83/B Temporary - Destroy when superseded of obsolete.
FPO Deskbooks pr NC1-121-85-001 7 46E83/¢ ‘Temporary - Destroy when superseded or obsclete.
FPO Deskbooks - d. FPD Logs NC1-121-85-001 / 46E83/d ‘Temporary - Cut off annually, destroy when 1 year old.
FPO . Office the NC1-0269-83-00% 7 46£88/2 Temporary « Place in Inactive file sfter sepsration or
nvestigation. transfer, hold 1 year, and retire to FRC. Destray when 5
years old,

. FPO preappolntment Investigations - b, Other offices NC1-0269-83-002 / 46E88/h 'Temporary - Destrey wiien 2 years old,

Speclal pratection measures NC1-121-85-D01 7 46E101 Temporary - Ot off annuaily sfter the vish, desuoy when

2 years old,

Crime prevention program

NC3-121-85-001 / 46E130

Law enforcement agreements

NC1-121-85-001 / 46E113

 Temporary - Destroy when obsolete,

Yemporary - Cut off annually following expiration of
termination of the agrasment, destroy when 2 years old,

inspection records - a, Staff Inspection, general Inspection, spot

NC1-121-85-001 / 45E117/a

‘Temporary - Cut off annually, destroy when 2 years old,

inspection, special in: and guard contracts
inspection records - b Line fine and RC1-121-85-001 7 ASEL17/b  Temporary - Cut off annually, destroy when 1 year old.
completed line thecks
Physical pi b, Other NC1-121-85.001 7 48E121/b Temporacy - Destroy when superseded or cancelled.
Threat Information file NC1-269-80-004 7 258487 Temporary - Cut off annually, destrey when 1 year old.
Disaster coordination files NC1-269-78-002 7 15C1 Ternporary - Cut off annually, hold 2 years and destroy.
121.4 - Public This group of records reprasents the activities found In PBS regional
Idi i and national offices with regards ro managing the Public Buitdings
Buildings Service Servico Program. Thess activites inshude managing reglonal and
Program natlans| reports, developing natlonsl ngancy sgresments, managhng . -
lonal or reglonal initiatives, k and
Management Intalning national ines und standards. and axploring new
Records bullding methods snd materials.
DAA-0121-2015-0000-0017 010 - Significant Bulldings Permanent - Transfertc | Cut off at the end of the fiscal year after | This series contains records are used to assess snd plan the PBS
Program Records the Natfonal Archives 15 bik of the report, ofan with regerd to s cwned and kzased Inventary, the overell
years after cutoff. or when record s d, d In servica to that inventery, and the decisions
cancaled, or cbsolete. made based on that Information. "Significant™ records means thase
records that reflact tha Public Bulldings Service program as s whole,
or and general di
telated to the entire program. Such records include agraementa with
lonal services, ), sufety,
use, snd disposs] nctivity eval lled raparts, gt
plans, service-wide correspondence, and annual raports an the
program.
i,
BM and 8. Office for N1-121-91-001 / 43A80/2 Permanent - Place in Inactive file when superseded,
fi or or obsolete. Cut off Inagtive file annually, hold 2
years snd retire to FRC. Transfer to NARA when 20 years
il
Disturbance control cases, N1-123-93-001 / 43E55 Permanent - Cut off at end of fiscal year sfter completing
action; hold 2 years and retire to FRC. Transfer to NARA 10
Iyears after cutoff.
Agency agreement racords N1-121-91-001 / 43012

Parmunent - Cut off st the end of the fiscal year when
ds led, or obsalete. Hold for

2 years and retire to FRC. Trensfer to NARA when 10 years

)

Physical security agreements - a. Central office: National agreements

N1-121-91-001 / 43E35/0

Permanent - Cut off st end of flscal year after canceliing
the agreement or when ohsofete; hold 2 years and retire
to FRC, Transfar to NARA 10 years after cutoff.

Disturbance control pfans

N1-121-91.001 / 43E50/a

Permanent - Cut off at the end of the fisc year when new

g 1s Issued or and place in Inactive
fife, Cut off Inactive Ri= in five year blocks. Transfer to FRC
when three years old. Transfer to NARA when 20 years old,




Safety and t n.Central office  {N3-121-91-001 / 43F1/s | Permanent - Cut off when new plan fs Issued or.when
records related to netional agreements. obsolete and place In Inactive Ale. Hold for 2 years and
retire to FRC. Transfer to NARA when 10 years ofd,
Real proparty disgosal reports - 8, Centrel Office - (1) Congressionel and | NC1-291-84-001 / 33D5578/1 Permanent - Cut off snnually, hold for five years, snd
‘White House reports retire to FRC. Offer to NARS when 25 years old, in 10 year
- blacks.
Real property disposal reporis - 4, Central office « (2) Other reports NC1-293-84-001 / 33055/a/2 [ Temnporary » Cut off annually, destray when superseded,

fcanceled, obsolete or no longer needed.

PBS Project Review ¢

NN-171-042 / 4225

Permanent - Qut off every 5 years, hold 5 years, and
retire.

Py

study flles.

NN-171-042 / 4385

« Cut off annusily foliowing complation of the
study, hold 5 years, and retire. NOTE: Documents relating
o studies that provided the basis for,

or that resulted {n, the praparetion of an lssuance or other
instructions should ba withdrawn, Identified with, and filed
with, the ¢ase Rle or issuance or instruction concerned, e.g.
9C2 or 11825, as nppropriate,

DAA-0121-2015-0001-0018

011 - Routine Bulldings
Program Records

Temporary - Destroy 10
yexrs after cutoff,

Cut off at tha end of the fiscal year after
blishing of the report, ofan

wgreamant, or when record ls superseded,
cancaled, or absolate,

In general, and support the records created In 121.4/010. Included In
this serles are such racords as summary reports on building and
praperty partfolic ussety, spaca planning, scquhsition, reglonai and
natlonal commercial real estate anulyses, snd relsted program
reporty and Infl records,

This series contalns resource matarlals used to assess the PBS progam

Real property accounting records. GSA Form 712 NC1-269-77-001 / 16E35 Temporary - Place In Inactive file on dispostion of the
property. Cut-off in active file at the end of the year, hold
2 years and retire. Destroy after 8 additional years.

Capitaf Improveiment and leasing program planning records. a, Central  |N1-269-93-001 7 19E5/a Temporary - Place in inactive file when superseded or

. office. obsolete, Cut off tnactive file at the end of the fiscel year,
{Bestroy 10 years after cut off,
Capital improvement and leasing program planning records, b, Other N1-265-93-001 / 19E5/b Temporary - Destroy when superseded or obsolete.
joffices

Federal Supply Schedule, ADP Schedule, and price list distribution tists,  |NC3-352-81-002 / 27830 Ternporary - Destroy when superseded or sbsolete,

Inventories of excess and surplus real property. NCI-293-81-001 7 33D15 Ternporary - Destroy when superseded or obsclete,

Real property disposal maliing lists. NC1-291-81-001 / 33020 Temporary - Destroy when superseded or obsolete.

Raal proparty activity reports. NC1-291-81-4001 / 33025 | Temporary - Destroy when no loager needed.

Real property disposal activity controls - {a} Centrei office HC1-291-81-001 7 33D30/a Temporary - Destroy when 1 year old,

Real praperty disposal setivity controls « {b) Regions! offices HC1-291-81-001 / 33030, Temparary - Destroy when 1 year ald,

General space manegement files MC1-121-81-001 / 40A1 Temporary - Cut off enrually, destroy when 2 years old,

program files - &, program fles NC1-121-81-001 / 40A10/a Temporary - Cut off annuaily, hoid 3 years, and retire to
FRC. when§ ofd.
National program fifes - b. budget fifes NC1-121-81-001 7 40A10/6 Ternporary - Cut off at the end of the FY. Destroy when 4
years old,

NN-171-042 / 40A95/b

Temporary - Cut off annually, Destroy when 2 years old

nent reports

Temporary - Destroy when 2 yeses old

Tamporary - Destroy when 2 years old

Space manegement report flles - Assignable space and sumvmary reports |NK-175-042 / 4049 ‘Termporary - Cut off annually, Destroy when 5 yearsoid
PBS Project Raview Committee - Other members flles, [u_udn-mz {4285 Tamporary - Destroy when no longer needed.
- BM cost reparts - Monthly and Annuel cost reports NN-171-042 / 43A30 Temporary « Monthly cast reports: Cot off annually, hold 1
year, and destroy. Annual Cast Reports: Cut off ennuraly,
jhold for 10 years, and destroy.
Supply Sehedale and price list distribution Bsts NC1352-81-001 / 55130 Temporery - Dastroy when suparseded or obsolete.




DAA-0121-2015-0001-0039 021 « Guldel and y - Destroy 2D Cut off a2 the end of the fiscal year after | This sarles contalns reconds d with the and final
Standurds Records years after cutoff. blishing of the line of d, or ]copies of the guldallnes and stundurds for PBS’ routine activities. Such
when superseded, canceled, or nheolete. | records Include guldelines and standards for bullding design,
specifications, dectlan and real
scqulsition, leasing, und disposs), spaca allacation and adjustments
and reinted records,
guide files, NN-171-042 / 40030 Temporary - Place in inactive file when superseded or
obsolete, destroy when 2 years old.
. BM specifleations and - Other offlzes: T and NN-171-042 / 43A60 perary - Destroy an aor
Z lmdavds. {obsolescence, .
BM specifications and standards - Other offces: Other papera. NN-171-042 / 43A60 Tempearary « Cut off annually, hald 2 years, and destroy.
F Gulde Tiles. NN-171-042 / 43890 Office for Destroy
on supersession of the Suide, Other offices: Cut off
{annually, hold 1 yesr, snd destroy,
Preventive malntensnce guide devel NC1-121-82-001 / 44C25 Tem) - when 1 year old.
Agency real property requirements NC1-291-81-001 f 33010 Temporary - Destroy when supersaded or obsolete
DAA-0121-2015-0001-0020 630 - Significant New Building | Permanent - Transfer to Cut off st the end of the fiscal year whean | This series records i h k of new
Methads snd Materials NARA 15 years after cutaff. report I published, project is d, nnd bullding oyl to improve reul property
Records ar when the record b superseded. assets, “Significant” meany thet the new matarial or methods ware
extensively tested and adopted by nmore than 10 bulldings in GSA's
inventory, These inchude reports on trenda in construction methods,
is wnd insarl hnok and
design, studles, aniyses, brach and technlcal and
similar dacuments,
Design snd Construction {D&L) Rezearch Fites - Record coples of reports [NN-171-042 { 42A30 P « Cut off annurlly, hold 2 years,and retire,
of research conducted or contracted for by DEC
DAAO121-2015-0001-0021 031 - Routina New Bullding | Yemporary - Destry 7 Cut off al the end of the fiscal year when | Thix serles contelns records used In the routina purchase und
Methods and Materials yeurs after cutoff. report is project is d, of noval and services for usa In
IRecords or when tha record [s and included are such records as
requests to determine fnterest, profect requests, projects, test raports,
and related records.
DBesign and Construrtion (D&C) Research Files - Reports prepared by NN-171-042 / 42430 Tarmporary - Destroy when superseded or obsolete.
othar des and fal dupll coples of reports of
h or for by D&C, broch amd trade
#nd similar d
Design and Construetion (D&C) Research Files - Other papers. NN-171.082 7 42430 Temporary - Cut off ansually, hold 2 years and destroy
New materials files, NN-171-042 7 43A45 Temporary - Central Office: Cut off annuafiy fallowrng
of or of no Interest,
held 2 years, and retire, Destroy sfter 3 additional years.
Other affices: Cut off annually, hold 2 vears and destroy.
New methods and s nf files NN-171-042 / 43A55 dums or d

used to issue the Information: Destroy when no longer
needed for reference. Other papers: Cut off annuaily, hold
2 years, and destroy.






