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

Request for Records Disposition Authority 

Records Schedule Number . . DAA-0121-2015-0001 

Schedule Status 

Agency or Establishment 

Record Group I Scheduling Group 

Records Schedule applies to 

Schedule Subject 

Internal agency concurrences will 
be provided 

Background Information 

Item.Count 

GAO Approval 

Approved 

General Services Administration 

Records of the Public Buildings Service 

Agency-wide 

Public Building Service Records 

No 

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. 

Number of Total Disposition Number of Permanent Number of Temporary Number of Withdrawn 
Items Disposition Items Disposition Items Disposition Items • 

21 7 14 0 
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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-0121-2015-0001 

Sequence Number 

1 

1.1 

1.2 

1.3 

1.4 

1.5 

1.6 

1.7 

1.8 

1.9 

1.10 

2 

2.1 

2.2 

3 

3.1 

3.2 

3.3 

3.4 

121.1 - Real Property Records 

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

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

020 - Significant Building Drawings and Specifications 
Disposition Authority Number: DAA-0121-2015-0001-0003 

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

030 - Significant Inspections, Reports, Studies, and Certificates 
Disposition Authority Number: DAA-0121-2015-0001-0005 

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

040 - Significant Art Inventory Records 
Disposition Authority Number: DAA-0121-2015-0001-0007 

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

050 - Property Disposal Case Records 
Disposition Authority Number: DAA-0121-2015-0001-0009 

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

121.2 - Construction Program and Project Records 

011 - Routine Construction Program Records 
Disposition Authority Number: DAA-0121-2015-0001-0011 

021 - Construction Project Files 
Disposition Authority Number: DAA-0121-2015-0001-0012 

121.3 - Facility Management Operations, Services, and Leasing Records 

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

021 - Facility Services Records . 
Disposition Authority Number: DAA-0121-2015-0001-0014 

031 - Leasing Records 
Disposition Authority Number: DAA-0121-2015-0001-0015 

041 - Physical Security Operations Records 
Disposition Authority Number: DAA-0121-2015-0001-0016 
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Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001 

4 

4.1 

4.2 

4.3 

4.4 

4.5 

121.4 - Public Buildings Service Program Management Records 

01 0 - Significant Buildings Program Records 
Disposition Authority Number: DM-0121-2015-0001-0017 

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

021 - Guidelines and Standards Records 
Disposition Authority Number:. DM-0121-2015-0001-0019 

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

031 - Routine New Building Methods and Materials Records 
Disposition Authority Number: DM-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 Items 

Sequence Number 

1 

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 

Is this item media neutral? Yes 

Do any of the records covered Yes 
by this item currently exist in 
electronic format(s) other thane-
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 

NN-173-042 / 42D45 
NC1-121-81-001 / 40A61 
NN-171-042 / 43F75/a 
N1-121-91-001 ·/ 43F75/b 
N1-121-91-001 / 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 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 

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 ARCHIYES 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 

Item Status 

Is this item media neutral? 

Do any of the records covered 
by this item currently exist in ' 
electronic format(s) other thane­
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 

N1-121-04-001 / 1/1 
N1-269-93-001 / 19E1/a 
N1-269-93-001 / 19E1/c/1 
N1-26_9-93-001 / 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 

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 property is 
sold, transferred, closed, or otherwise disposed of. 

Retention Period Destroy 10 year(s) after cutoff 

Additional Information 

GAO Approval Not Required 

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. 

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 N 1-121-90-002 / 1/a/1 
Citation N 1-121-90-002 / 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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1.4 

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

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 

021 - Routine Building Drawings and Specifications 

Disposition Authority Number DM-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 thane-
mail and word processing? 

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

GRS or Superseded Authority N 1-121-90-002 / 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 

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 

Disposition Instruction 

Cutoff Instruction 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. 

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

Additional Information 

GAO Approval Not Required 

030 - Significant Inspections, Reports, Studies, and Certificates 

Disposition Authority Number DM-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 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 N 1-121-97-001 / 7E96/b 
Citation 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 

N 1-269-93-001 / 19E 1 /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 yea_r(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 5MB 

Paper 

Microform 

Hardcopy or Analog Special 
Media 

031 - Routine Inspections, Reports, Studies, and Certificates 

Disposition Authority Number DM-0121-2015-0001-0006 

This series contains records related to routine inspections, reports, studies and 
certificates regarding compliance, identification ofmeed, 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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Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001 

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 p_rocessing? 

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

GRS or Superseded Authority N 1-269-93-001 / 19D40/a 
Citation 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 / 43835 
NN-171-042 / 43865 
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 / 4481/c/1 
NC1-121-82-001 / 4481/c/2 
NC1-121-82-001 / 4481/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 / 468106 
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 

Disposition Instruction 

Cutoff Instruction 

Retention Period 

Additional Information 

GAO Approval 

NC1-121-B5-001 / 46B86/a 
NC1-121-85-001 / 46B86/b 
NC1-137-82-001 ! 63D70/b 

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

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

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 

Item Status 

Is this item media neutral? 

Do any of the records covered 
by this item currently exist in 
electronic format(s) other thane-
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 

Permanent 

Active 

Yes 

Yes 

No 

N 1-121-91-002 / 33F1 /a/1 
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 
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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 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/Dig ital 4MB 

Paper 

Microform 

Hardcopy or Analog Special 
Media 

041 - Routine Equipment and Art Inventory Records 

Disposition Authority Number DM-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, 
electrlcal, 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 thane­
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 

No 

N1-121-91-002 / 33F1/d/2 
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 

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. 

Destroy 5 year(s) after cutoff. 

Not Required 

050 - Property Disposal Case Records 

Disposition Authority Number DM-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 

Item Status 

Is this item media neutral? 

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

Permanent 

Active 

Yes 

Yes 
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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 fulfillment 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/Dig ital 1 MB 

Paper 

Microform 

Hardcopy or Analog Special 
Media 

051 - Routine Property Appraisal, Planning, and Disposal Records 

Disposition Authority Number DM-0121-2015-0001-0010 

This series contains records related to the process 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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Request for Records Disposition Authority ~ecords Schedule: DAA-0121-2015-0001 

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 / 19D45 
Citation 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 
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 

Disposition Instruction 

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

Retention Period Destroy 20 year(s) after cutoff .. 

Additional Information 

GAO Approval 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 manag!3ment, 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. 

2.1 011 - Routine Construction Program Records 

Disposition Authority Number DM-0121-2015-0001-0011 
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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 thane-
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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3 

3.1 

correspondence and meeting minutes with both the Architect/Engineer and 
Construction Contractor 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 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 servi~s 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 serie~ 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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preventive and other maintenance on building equipment; managing and operating 
buildings utility services, and related records. 

Fir-1al 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 thane-
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 / 43A1/a 
Citation 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 / 43850 
NN-171-042 / 43855 
NN-171-042 / 43860 
NN-171-042 / 43880 
NN-171-042 / 43885 
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 / 4485/a 
NC1-121-82-001 / 4485/b 
NC1-121-82-001 / 4485/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 / 44C11 Ola 
NC1-121-82-001 /44C110/b 
NC1-121-82-001 / 44G15/a 
NC1-121-82-001 / 44G15/b 
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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 / 46E5 
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 

Disposition Instruction 

Cutoff Instruction Cut off at the end of the fiscal year. 

Retention Period 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. 

Additional Information 

GAO Approval 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 Temporary 

!tern 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 thane-
mail and word processing? 

Do any of the records covered No 
by this item exist as structured 
electronic data? 
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GRS or Superseded Authority 
Citation 

NN-171-042 / 40A95/f 
NN-171-042 / 43B10 
NN-171-042 / 43B15 . 
NN-171-042 / 43B40 
N1-121-91-001 / 43O1/b 
NN-171-042 / 43O5 
NN-171-042 / 43O10 
NN-171-042 / 43O15 
NN-171-042 / 43O20 
NN-171-042 / 43O30 
NN-~71-042 / 43O35 
NN-171-042 / 43O40 
NN-171-042 / 43045 
NN-171-042 / 43O50 
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 
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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Disposition Instruction 

Cutoff Instruction 

Retention Period 

Additional Information 

GAO Approval 

031 - Leasing Records 

Disposition Authority Number 

NC1-121-85-001 / 4685 
NC1-121-85-001 / 46856 
NC1-121-85-001 / 46B90 
NC1-121-85-001 /46B116 
-NC1-121-85-001 / 46E28 
NC1-137-82-001 / 63O70/a 
NC1-137-81-003 / 65F10 
NC1-269-81-002 / 19O21 

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

Destroy 6 year(s) after cutoff. 

Not Required 

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 gro4ped 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 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered 
by this item currently exist in 
electronic format(s) other thane-

Yes 

mail and word processing? 

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

GRS or Superseded Authority 

Citation 

No 

NN-171-042 / 4381 
N1-121-91-001 / 43G21 

NC1-291-91-002 / 3381/a 
NC1-291-91-002 / 3381 /b 
NC1-121-81-001 / 40A5/a 
NC1-121-81-001 / 40A58 
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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 DM-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 

Item 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 
NC1-121-85-0Q1 / 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 / 46E50 
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 
NC1-121-85-0q1 / 46E78/g 
NC1-121-85-001 / 46E78/h 
NC1-121-85-001 / 46E78/i 
NC1-121-85-001 / 46E78/j 
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 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 3MB 

Paper 

Microform 

Hardcopy or Analog Special 
Media 

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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.. 

Is this item media neutral? 

Do any of the records covered 
by this item currently exist in 
electronic format(s) other thane-
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 

Yes 

Yes 

No 

NC1-269-77-001 / 16E35 
N1-269-93-001 / 19E5/a 
N 1-269-93-001 / 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 

Disposition Authority Number DAA-0121-2015-0001-0019 

This series contains records concerned with the development a!ld 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. 
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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 NN-171-042 / 40A40 
Citation NN-171-042 / 43A60 

NN-171-042 / 43890 
NC1-121-82-001 / 44C25 
NC1-291-81-001 / 33D10 

Disposition Instruction 

Cutoff Instruction Cut off at the end of the fiscal year after publishing 
of the guideline or standard, or when superseded, 
canceled, or obsolete. 

Retention Period Destroy 20 year(s) after cutoff. 

Additional Information 

GAO Approval Not Required 

030 - Significant New Building Methods and Materials Records 

Disposition Authority Number DM-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 
similar documents. 

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? 
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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 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 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? 

GRS 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 
(CU I) such as commercially-sensitive or proprietary 
information. 

Additional Information 

GAO Approval Not Required 
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Agency Certification 

I hereby certify that I 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 
fleer 

Office of the Chief 
Information Officer -
Office of Policy and 
Compliance 

06/03/2015 Return for Revisio 
n 

Lloyd Beers Appraisal Archivist National Archives and 
Records Administration 
-ACNR Records 
Management Services 

06/12/2015 Submit For Certific 
ation 

David Simmons Knowledge Manage 
ment Specialist 

Public Buildings Service 
-All os Region 5 GSA 

06/22/2015 Certify Robert Smudde National Records Of 
ficer 

Office of the Chief 
Information Officer -
Office of Policy and 
Compliance 

10/25/2016 Return for Revisio 
n 

Lloyd Beers Appraisal Archivist National Archives and 
Records Administration 
- ACNR Records 
Management Services 

10/28/2016 Submit For Certific 
ation 

David Simmons Knowledge Manage 
ment Specialist 

Public Buildings Service 
- All os Reg ion 5 GSA 

11/01/2016 Certify Robert Smudde National Records Of 
fleer 

Office of the Chief 
Information Officer -
Office of Policy and 
Compliance 

05/17/2017 Return for Revisio 
n 

Lloyd Beers Appraisal Archivist National Archives and 
Records Administration 
- ACNR Records 
Management Services 

05/22/2017 Submit For Certific 
ation 

David Simmons Knowledge Manage 
ment Specialist 

Public Buildings Service 
- All os Region 5 GSA 

05/24/2017 Certify Robert Smudde National Records Of 
ficer 

Office of the Chief 
Information Officer -
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Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001 

Office of Policy and 
Compliance 

04/02/2018 Return for Revisio 
n 

Lloyd Beers Appraisal Archivist 

) 

National Archives and 
Records Administration 
- ACN R Records 
Management Services 

04/10/2018 Submit For Certific 
ation 

David Simmons Knowledge Manage 
ment Specialist 

Public Buildings Service 
-All OS Region 5 GSA 

04/11/2018 Certify Robert Smudde National Records Of 
fleer 

Office of the Chief 
Information Officer -
Office of Policy and 
Compliance 

06/05/2019 Submit for Concur 
rence 

Lloyd Beers Appraisal Archivist National Archives and 
Records Administration 
-ACNR Records 
Management Services 

06/05/2019 Return to Submitte 
r 

Margaret 
Hawkins 

Director of Records 
Management Servic 
es 

National Records 
Management Program 
-ACNR Records 
Management Services 

06/06/2019 Submit for Concur 
rence 

Lloyd Beers Appraisal Archivist National Archives and 
Records Administration 
-ACNR Records 
Management Services 

06/13/2019 Concur Margaret 
Hawkins 

Director of Records 
Management Servic 
es 

National Records 
Management Program 
- ACN R Records 
Management Services 

06/17/2019 Concur 

, 

Laurence 
Brewer 

Chief Records Office 
r 

National Records and 
Archives Administration 
- National Records and 
Archives Administration 

06/18/2019 Approve David Ferriera Archivist of the Unite 
d States 

Office of the Archivist -
Office of the Archivist 
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Item Bucket Title New Retention Serlll!!S Level Cut off Instructions current Serles ntla - lndude flle / m ■ nu ■I code If applicable Supeneded Authority Supeneded Retention FOR PERMANENT 

RECORDS 
Office of Record• 

121.1 Real Property 
Records 

Th• records lncludad In thbl 1roup Include ■ nythln1 of• durable nature 
■ bout GSA's Inventory of propertlet (both dnelop ■d and 
undeveloped, owned ■ nd lusadJ that would be usad ■1 ■ reference 
for lnformln1 future projects or decisions on construction, space 
modification, Je ■sins. ■ nd dlspos■ I. These records h■va ■ lon1 
duration, with the cutoff beln■ usually the Illa of the buTidln1; untU the 
b11Udln1 Is sold, trensferred, dlspoHd of, or ■ II leases ■ ra concluded (In 
th■ case of leased properties). Records for active bulldlnp ■ re to be 
kept under the purview of GSA and onlr to be tr■ nshlrntd ■1 

permanent records to NARA or dntroyad (d ■ p11ndln1 on the retention 
Instructions) after the b11Rdln1 or the leased space Is discontinued. 
Eamples of these record• Include Information reletln1 to property 
ownership, ule, ■ nd transmllt■~ ■ rran1ernentl rn ■ de with entitles 
outside the federal 1ovemrnent reprdln1 the property, 1l1nlflcant 
Improvements to the property lsuch as buRdlnp ■ nd m■Jor 

modemlz■tlon projects), environment■~ s ■fllty, physlc■ I condition, 
value, ■ nd fire Inspection• ■ nd reports, ■ nd documents relllt ■ d to the 
disposal or transfer of the property end related records, 

DAA-0121·2015-0001-0001 010 - Important Property 
Records 

Perm■ nent - Transfer to 
the National Archives 15 
years ■ fter cutoff. 

Cut off at the end of the fiscal year when 
the property Is sold, tramfarred, closed, or 
otherwise disposed of. 

This series conblns the records of a hlderelly,owned bulldln1 used to 
document ownership, property acquisition and fln ■ I dispose~ ■ nd ■ re 

retained for hlstorbl ■ nd lepl purposas, Thne records Include tltles, 
deeds, acqulsltlom ■ nd property transfer docum■ nts, photo1raphs, 
documents related to historic: buDdln1 st ■tus ■ nd preservation ■ nd 

related records. 

Title documents file - a. tltle documents for real property acquired 
before January 1, 1921 

NC1-121·81,()()1 / 40A&IJ/a Permanent - Cut off annually followlns acqulsltlon of title 
and/or renderlna: of Rnal Judsement on condemnation 
cases. Transfer to Netlonal Archives In 5 year blocks when 
10yeersold. 

. Title documents flle - b. tltle documents for real property acquired after 
January 1. 1921 

NC1-121-81-001 / 40A60/b Temporary - Title documents for real property acquired 
after January 1. 1921. wlll be retained In the re1Tonal 
offices and disposed of 3 years after unconditional 11le or 
release by the Government. restriction. mortaa1n or 
otherllens. 

Project prospectus flies NCl-121-81·001 / 40A90 Permanent - cut off In five year blocks, hold for 5 years, 
and retlre to FRC. Offer to NARS when 20 years old . 

Construction pro1ess photo1raphs NN-173-o42 / 42D40 Permanent - Record set: Place In lnactlVf!! flle followln1 
completion ofcontract. cut off Inactive file In 5-year 
blocks. hold 5 years, and retire to Natlonal Archives. Other 
copies: Destroy when no lonaer needed, 

Final construction photo1niphs NN-173-o42 / 42D45 Permanent - Records set: Cutoff In 5 year blocks. hold 5 
flve years and retire to National Archives. Other copies: 
Destroy when no lon1er needed. 

Envlronmental flies. NCl-121·81-001 / 40A61 Permanent - Cut off on completion of project. place In 
Inactive flle, hold 5 years, and retire to FRC. Offer to NARS 
when 10 years old, In five year blocks. 

Hazardous oneration control records• a. Lists. NN-171-o42 / 43F75/a Temnorarv - De-· when sunerseded or obsolete. 
Hazardous operation control records• b. Others Nl-121-91-001 / 43F75/b Temporary• Cut off at the end of fiscal year; destroy 3 

ears later. 
Hazardous materials Inventories Nl-121•9l-001 / 43F76 Temporary. CUt off at the end of fiscal year while current 

lnventones and data sheets are In u1e or stot11e. Hold for 
2 years end destroy when obsolete. 
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DAA-OU140ls-0001-D002 011 .. Durable Prapartf 
Records 

Temporary .. Destroy 1D 
years after cutoff 

cut off at the end of th• fiscal ya■r when 
property ii sold', b'll'l•l'N!df closed, or 
-dlspcw,dof. 

Thil series contains records ofboth fedar■il'f'•OWMd .nd la ■nd 

buRdInes used to document SUndla,: ■rranpments with local entltln, 
and ..-ferltncadDmlHllbfDI aqolq11111napmeat ■nd plannln■ 
■ nd/or lmpra'll'lll'Baab so 1M pmpartles. Then recordl lht maintained 
for compllilm:■ and uftu lnc1uded ln tha dnlp 9"Cfficatioa1 ror 
construction and other lmpnn,u:ram proJedi dllOllihGUC lb 
property's lllacyclo. Thoso ,_,. Include ...,,.1a, -nt,, 

■arnments. mmmblfonln1 and thuli'catlon docu"'8fttt, bafldfnl 
nafu1tlon ■nd mn1tructlon prapam plar,nffla retaNb kM' 1h1t 
buftdlq. R1cord1 relatad to enwl'ronmental ••"-tr, fire. llfe. •nd 
NWrll:7 ofthe proparty, routine pl'Oplltty walu■tlon 111d dilpopl cue 
fllu., ■ nd 111:raf.lld recorda. 

1. PBS Caattat Prolect Case Files• 11\ flaner cnnv N1·ll1-o4-001 / 111 Temnnranr .. Des•- after scaMln•. 
Envlronmental records,. Central office N1·269-9J.OOI./ 19E1/ll I~~='!'"Place In lnadhte Hie after r.vlflll\' of Pl'Olect 11 

Mofd 2 wars and destrtN, 
Environmental Quarterl .. ---. .. Central Off1ce N1-26lMIHJ01/111E ''•" Tem--- D-when 2 VNrsold 
Environmental Quaner1u a---. .. Other Offk:a N1-269·9HJ01/19E ''•" Tem .... - .. o--when4VNrsold 
Real Property dlspcul cue fin .. (cl Other RcQ:irds N1-291-91-ll02/HDl/C Temporary• Transf@r ta lll!W custodian on completlon of 

sale. trade, or d:ortatlan prmeedtn11, DI' acqpw:mce of 
aurcfflne m-m--e. 

ProJectdevelopment .,..,.,. flle•· lhl EJrsllnJ b1dldlne m... NC1•121-11-001 / 40A15/I, Temporary- N off DflllBllv, hold I yon.. and mire to 
FRC. ,,__,_,, 7 ...rsold. 

Project development praaram flies- (c.) Pn,Jea dev!lcpment fllu. NC1-121-11-D01 / 40A15/c Temporary .. Cut off en comphmon or cancellation of 
project., hold 2 years. and mire to RIC. Dmtroy wf19 7 
vearsold. 

Slte acq11Wtlrm fll•L Nl-121-90-001/ 40AS5 Tempor•rv .. Cut off nnu,lly followint: ftnal acquisttlon of 
tltle ll'ld/0r rw1dvtn1 of Ri:ial Judsmcnl can condem.natkm 
cases, hold 2 years and Mire to FRC. Destroy WMft 7 yea,s 
old. 

Be ma,aapment r«0rds • (a) Undeveloped site flies. Nl•lll-90-001/ 40AS5/a onry .. Cut off 1nn111ltv on compJet!ng construction 
of site, Hold 2 years and retire to FRC; dHtray 

NC1·ll1·8HXl1/ 4llAS5/bl1 In rnactlve me after execution. Cut off 
when l vear old, 

NC1-l21-11-001 / 40AS5/</2 aff annualy foDowlng termlnallon or 
tene. hold 1 yelt, and retire ta FRC. 

old. 
NN-173-ll42 / 42D30 In•- r"" lollOWlnl compl.Uon of 

hold 2 YflB. Md rettna. DUtrar when building Is 
sold. traded. donoted, or dotnollwd; rnn.r.. "' new 
owner If renuested. 

Site m•-ent files• !bl Developed site ftles • (11 Central office 

, 
Site fflar,qement records- c. OutJeue records- (2) Re,llonal offices 

Structural computations. 

Mechan!cal and electrical computations. NN-17ll-042 / 42035 Temporary .. 91ace In lnattive fll• ro!Jo\lllna ~pletlon of 
contract hold 2 veers,. and rettrwi. Destroy when bulldlna ts-
sold, traded, donated., or dernolllMd; lltnm:t' ta new 
owner If reauested. 

lndlvldual ln,lldlna Ria NN-111-o42/4JA> Central Offlr:e: Cut off In 2-year blockl., hold 1 yean. alld 
retire. Dedroy after a addltlanal years. ether offices! CUt 

off annually, hald J yaara • .and destrov. 

Fl"'P--rlnl Nl-121·91-001/4JF40 Temporary .. Cut off at th ■ end of flsc,1 year; dntray when 
4years aid. 

Destan review records Nl-121•91-001/ OFIXI Temporary .. Ort off at the end of ffseal year; des&roy I 
1~ars later. 

R&I dniwlng ftlo~ NN•l71•042 / 4JG3S Temporary - Dre#fna,: DeltfOy wt.en SUJ!erleded or on 
compleUon ol profect, \Jlhlcheft:r Is sooner. D!her papen: 
CUt off It the md of the yur. ttold l year, and destroy, 

N1tJonal Register files. NN•171-ll42 / OGSO Temporary - DestRly wht.n superseded o, absclll!tL Not.: 
Dfllclal Notlo..i R-filft held by DOI 

Bulldln1 evaluation report files NN•171-G42 / 4JG85 Tempon,y - Wlthdra• and deflrov fndlvldual dow11118nb 
as they are supermh1d or bCC'Cll'lle otsoleta. Dntruy the 
entlre Die on Ill•, donation. or demolltlon r,f the bvddln&, 
ar on transfer af the bulldrns and cpuaUon and R&I 
responslbUlty to another ■■ency, provided lnfcmnatkm cm 
the dlsposltlrm hH batn entered Into du, JUCO system. 

fluld!ng llll'H and dedlefltlm, '"'11 NC1•1ll-!12-001 / 44Al.S Temporary - Destroy when no lonaer nNdi!d for ~nee 
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Bulldln1 drawings 

. 
NC1-121-82-001 / 44A25 Temporary• Tum over current dniwlnp to new owner 

when bulldln1 Is transferred or sold. Destroy on 
supersesslon or revision of the drawlna, or when the 

bulldln• Is demolished, 
Permit. license,, and easement flies- a. Files relat1n1 to Instruments. the 

laue of which Is a responslbllity of the bulldln,s man11er. 
NC1-121-B2-001 / 44A70/a Temporary - Destroy when 3 years old, 

Permit. license, and easement Ries- b. Flies relatln1 to Instruments. the 
Issue for which Is a responslblllty of hlsher echelons 

NC1-121-B2-001 / 44A70/b Temporary• Destroy when 2 years aid. 

Bulldina evaluation report flies NC1-121-82-001 / 44HS Temporary - Withdraw and destroy lndMdual documents 
when they are superseded or obsolete. Destroy the entire 
file on sale. donation, or demolltlon of the bulldln& or on 
transfer of the bulldln& and operation and R&A 
responslblllty to another 11ency. 

Sprlnlder system leaka1e reports NC1-121-BS-II01 / 46B41 Temporary- CUt off annually, destroy when 2 years old. 

Hazardous area and ODeratlon deslanatlons NC1-121-BS-II01 / 46B71 TemDorarv • Destroy when superseded or obsolete 
Safetv review flies NC1-121-BS-001 / 46B81 Temporarv- Destroy when superseded or obsolete 

Agenda staff meetln1 NCl-121-85-001 / 46895 Temporary- CUt off annually. destroy when 1 year old. 

Fire safety desl,:n committee NC1-121-8S-II01 / 46B100 Temporary• Destroy after completion of the proJect 

Key control records NC1-121·BS-II01 / 46E68 Temporary- tut off annually, destroy when 3 years old, 

DAA-0121-2015-0001-0003 020 • ST1nlflc:ant Bulldln1 
Drawln1s and Specifications 

Penn■ nent - Transfer to 
the National Archives 15 
years after cutoff. 

tut off at th11 end of the fiscal year when 
~uUdln1 Is sold, transferred. cloHd, or 
otherwise disposed of. 

This series contains records related to the desl1n ■ nd construction of 
federallyowned or delepted bulldlnp. 511:nlflcant records Include 
orl1lnal desip ■ nd concept dr■wlnp, master sets of dniwln11, ■ nd 

speclffcatlans that document the 
deslln, construction, restonitlon or reh■ bllit■tlon, ranov■tlons, and 
modernIntIons of• property or Its openitln, lnfr■ 1tructure. Speclftc 
e11te1orles and typu of ■ rchltectural and :structural records Include 
master plans that comprise site plans, 
floor plans, Interior and exterior elevations, cross 1111ctlons, ornamental 
■ nd structunil plans, and related records. 

Orlsln ■ I and as Bullt Dr■wln11 and Project Speclftc■tlons • Dr■ wln,1 and 
specifications of ■II bulldln,s EXCEPT: warehouses, parkln11■ra1es. 
machine shops, outbulldln1s used for stora1e and maintenance 
equipment, and guard sheds constructed after 1950. 

Nl-121-90-002 / 1/a/1 Permanent• Place In ln ■ct~e file on compleUon of 

bulldln1 sale, donations or demolition. Cut off Inactive file 
at end of flscal year and redre to FRC. Transfer to NARA 10 
yean after cutoff. 

Orlslnal and as Bullt Drawln1s and Project Specifications• Drawings and 
specifications of all bulldln1s EXCEPT: warehouses. parldn1 11rqes. 
machine shops. outbulldln1s used for stonge and maintenance 
equipment, and guard sheds constructed after 1950, (Mlcrofilm) 

N1-121·9D-002 / 1/a/2 Permanent- Place In Inactive flle on compleUon of 
building sale, donations or demolition. Cut off Inactive file 
at end of fiscal year and retire to FRC. Trans~, to NARA 10 
years after cutoff. 

DM-0121-201S-0001-G004 D21 - Routine BuRdln1 
Drawln1s and Specifications 

Temporary- Destroy 1D 
ye■ n after cutoff, If the 
bu0dln1 Is beln1 sold or 
transferred, offer the 
records to the new owner. 

cut off at the end of the fiscal year whan 
bulldln1 Is sold, transferred, closed, or 
otherwise disposed of, or when superseded 
or made obsolete. 

This s ■rl111 contains records ralated to the specifications fer bulldln1 
components, 
Routine records Include bulldln1 structuni~ mech■ nlCII, electric■~ 

plumbln1, and climate control components, and bulldln1 exterior 
space lncludin1 boundary demarcation, landscaplns. external 11,:htlns. 
the pneral use of external 
space related to• property, and related records These routine 
dr■wlnp ■ nd specifications document onpln1 construction 
Improvements and m■ lnten■ nca to a property. 

Orlglnal and as Bullt Drawln1s and Project Specifications• b, Drawln,s 
and specifications of warehouses. parking garages, machine shops, 
outbuildings used for storage and maintenance equipment, and guard 
sheds constructed after 1950. 

Nl-121·90-002 / 1/b Temporary· Place In lnact~e flle on completion of bulldlng 
sale, trade, donation or demolltlon. Cut off and destroy at 
end of flK■I year. 

Design Concept Drawings NN-173-042 / 42C1 Temporary• Place In Inactive file upon completlon or 
termination of the contract. CUt-off Inactive file annually, 
hold for 2 years. destroy after 8 addlUonal years. 
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Tentative Drawinp NN•173-042 / 42C5 Temporary- Place In Inactive file upon completion or 
termination of the contract. Ort-off Inactive Hie annually, 
hold for 2 years. destray after 8 add1donal years. 

DesJan Data Draw1np NN-173-042 / 42C10 Temporary• Destroy when no longer needed. 

Standard Detail Dr■wln11 NN-173-042 / 42C15 Temporary- Destroy when no longer needed, 

Working Drawlnp NN-173-042 / 42C20 Temporary- Destroy after completion of construction 
contract and receipt of contractor's release form. 

Drawlnss Files Indexes NN-173-042 / 42Q5 Temporary - Destroy upon transfer or destruction of 
orl1ln1I drawings. 

Contract Drawlnp NN-173-042 / 4205 Temporary - Place In Inactive flle followlna: conl.pletlon of 
construction contract by delivery and ■ a:eptance of all 
work and materlai or when contract 11 terrrnnated. Cut off 
Inactive flle annually, hold 2 years. and retire, Destroy 
after 4 additional years. 

Full Size Detail Drawlnss NN-173-042 / 42C40 Temporary - Destroy followln1 completion of constructlon 
contract and final acceptance of all work and material. or 
when contract Is terminated 

Blueprints (Bound Sets) NN-173-042 / 42C45 Temporary- Destroy when bulldln1 Is said. traded, or 
demollshed. On. 
disposal and If requested,, these drawrn1s may be turned 
aver to new owner or custodian, 

Shop drawlna: controls NN-173-042 / 42C50 Temporary- CUt off In 2 year blocks. hold 3 years. and 
retire. Destroy after 5 additional years. 

Shop drawlna:s NN-173-042 / 42C55 Temporary - cut off 1n 2 year blocks, hold 3 yean, and 
destmv after 5 additional -an. 

Outline floor plans - Reproduclbles NN-173-042 / 42C60 Temporary - Destroy when superseded or when bulldln1 Is 
sold traded or demollshed. 

Outline floor plans- Plans and sketches used In preparatlon of 
renroduclbles 

NN-173-042 / 42C60 Temporary- Destroy on approval of the reproducibles 

Outline floor nlans- Renroduced lans NN-173-042 / 42C60 Temnorarv- Destrav when no lonrrer needed. 
Gulde and standard snec1flcatlons NN-173-042 / 42C&5 Temnararv- Oestrav when no lonl!ll!r needed. 
ProJect spec1Dcat1ons - Record set NN-173-042 / 42C70 Temporary- Destroy on demollUon of the bulldln1, or on 

completion of bulldln1 sale, trade. or donation 
proceedlnp; except that If requested the specification 
may be turned over to the new owner or custodian. 

Prolect sneclflcatlons - Other cooles NN-173-042 / 42C70 Temaorarv - Destrov when no lonrrer needed. 
Heatlmr and air condltlonlna schedules NC1·121·82·001 / 44C80 Temaorarv- Destrov when suoerseded or obsolete 

DAA-0121-2015-0001-0005 030- Sl1nlflcllnt Inspections, 
Reports, Studies, ■ nd 

Certificates 

Perm■ n■nt - Transfer to 
the National An:hlves 15 
yean after cutoff. 

cut nff at the end of the fiscal year when 
the property Is sold, transfarrad, closed, or 
otherwise disposed of, 

This series contains records related to slsnlftcant Inspections, reports, 
studies and certHJcates reprd Ins compHance, Identification of need, 
or for document In ■ buAdina, equipment, or property conditions. 
-Sl1nlflcance• Is datermlned by th■ scope (full bulldln1 or property 
lnspactlonJ, topic (such ■s environmental haaard 111n1mentsJ1 or 
value (such as a buAdln1 physlcal condition surveyJ. Such reporb 
Include seismic and structural analyses, 1nvlronment■ l lnspectlon11 

monltorfn1 raports, and ralatad records re1ardln1 proparty ■ nd 

hazardous materlals, bulldln1 en1ln1erln1 raports, certlflcata and 
warranties on equipment, and other slmn■ r property- and bulldln1-
n=latad records. 

Asbestos pro1ram records - b, Electronic lma1e of asbestos pro1ram 
documents. 

Nl-121•97-001 / 7E96/b Temporary - cut off at the end of fl seal year; hold 3 years 
and retire to FRC. Destroy when 20 years old. Note:The 
Attorney General and the Director, Office of Manaaement 
and Bud1et (0MB). have directed all a1encles to retain and 
preserve all asbestos related records. 

Asbestos pro1ram records- c, Documents that are retained In hard copy. Nl-121-97-001 / 7E96/c Temporary - CUt off at the end of flscal year: hold 3 years 
and retire to FRC. Destroy when 20 years old, Note:The 
Attorney General and the Director. Office of Manqement 
and Bud1et (0MB). have directed all qencles to retain and 
preserve all asbestos related records. 
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Envlronmental records- Re1lon1I offices. Nl-269-93-001 / l9E1/b Permanent· Place In Inactive file on completln1 project; 
cut off at end of flscal year. hold 5 years and retire to FRC. 
Transfer to NARA when 10 yun old, 

Indoor air quality and radon pro1ram records. Nl-121-91-001 / 43F90 Temporary- cut off records rel1t1n1 to lnactt ve radon and 
Inter air quality Issues at the end of Rscal year. Hold for 2 
years and rettre to FRC. Destroy when 2D years old, 

Hazardous waste pro1ram records Nl-121·91-001 / 43F95 Temporary- Cut off records at end of fiscal year. Hold for2 
years and retire to FRC. Desttoywhen 5 years old, 

DAA-0121-2015-0001-0006 031- Routine Inspections, 
Reports, Studies, and 
C.rtlflcatn 

Temporary. Destroy JO 
years after cutoff, or 10 
years after the bulldln1 Is 
disposed of, whlch ■ver Is 
sooner. 

cut off at the end of the fiscal yen after 
completion ofth■ project, Inspection, or 
study. 

This series contains records nilated to routine Inspections, ntporb, 

studies and certlflcatu r.prdln1 compliance, Identification of need. 
or for plannln1 future projects. •Routine• means It h■s • llmlted time 
valu■ of use, II supenadad by other niporb, ■ nd II usually us■ d to 
ld ■ ntlfy need, or mltl1•t• problemt Identified ■1 part of• construction 
project plan. Such recordt Include traff",c ■tudles, fe ■slbnlty, and needt 
assessment reportt, routine environment•~ project, 11fety, and fire 
Inspections, rnanltorln ■ reports, and related records, certificates on 
equipment, and other slmllar property- and bulldlns-rel ■ted records . 

Real Property UUllzatlon Survey - a. Central Office: Nl-269-93-001 / 19D40/■ Temporary - CUt off followln1 completion of case,hold 1 
year and transfer to FRC. Destroy when 8 yean old. 

Real Property UUllzatlon Survey - b. Reslonal Offices Nl-269-93-001 / 19D40/b Temporary - cut off followlns completlon of case,destroy 
when 1 vear old. 

Real property utlllzaUon case files- a, Central office Nl-291-86-002 / 33D59/1 Temporary- CUt off followlns completion of case. hold one 
year and transfer to FRC. Destroy when 8 yean old, 

Real property utlllzatlon case files• b. Reglon■ I offices N1•291-8&-oo2 / 33D59/b Temporary - cut off followln1 completion of case. Destroy 
when 1 vear old. 

Chorolfluorcarbon ICFC)/Hydroftuorocarbon pro1ram records - a. 
Refrl.1.erant usaae lnventarv 

Nl-121-96-001 / 07E94/a Temporary• cut off at end of fiscal 
lvear. Des•- 3 vears after cutoff, 

Chorolfluorcarbon ICFC)/Hydrofluorocarbon prosram records- b. 
Em~loyee Refrta;erant Certification Record. 

Nl-121-96-001 / 07E94/b Temporary• cut off at end of flscal year after employee 
retires, transfers, or Is reasslsned. Destroy 3 years after 
cutoff. 

Chorolfluorc ■rbon ICFC)/Hydrofluorocarbon pro1ram records• c. 
Refrl1erant Recovery Certification. 

Nl-121-9&-ool /07E94/c Temporary• cut off at end of fiscal year after equipment Is 
sold, transferred, or excessed. Destroy 3 years after cutoff. 

Bulldln1 forecast repon fllet. NN-171-G42 / 40ASO Temporary• File the 18•month forecast report. the revised 
report, and the post-occupancy data report chronoloslcally 
by date, cut off annually, hold 3 years, and destroy. 

Utlllty analysls flies. NN-171-G42 / 43B105 Temporary• Rate schedules and chana:es: Destroy when 
superseded or obsolete. Other papers: cut off annually, 
hold 3 vears and des•-. 

Vertlcal transportaUon flies- a. Inspection schedules. NN•171-D42 / 4383Q/a Temporary - cut off at the end of the year concemed, hold 
2 vears and destrov . 

Vertlcal transportation flies- b, Inspection flet. NN-17l-G42 / 43830/b Temporary- Cut off annually. hold 2 years, and destroy. 

Elevator data cards. NN•171-G42 / 43835 Temporary- Withdraw and destroy lndlvldual cards on 
removal or conversion of the elevator, or when bulldlns Is 
sold traded donated or demolished. 

Water treatment records NN•171-G42 / 43865 Temporary- cut off ■t the end of fiscal year, destroy when 
z-arsold. 

Polychlorlnated Blphenyls •PCB prosram records Nl-121-91-001 / 43F97 Temporary - Cut off followlns the close of the project. hold 
2 years and retire to PRC. Destroy when 2D years old, 

Drlnkln1 water quallty records• ■, Bacterial records N1-121-91-001 / 43F98/a Temporary - Cut off at the end of flsc ■ I year; hold 5 years 
and destmv, 

Drlnkln1 water quallty records- b, Chemical records N1·121-91·001 / 43F98/b Temporary- Cut off at the end of fiscal year, hold 10 years 
and destrov. 

Drlnkln ■ water quallty records• c. Sanitary survey repons N1-121-91-001 / 43F98/c Temporary - Cut off at the end of fl~al year; hold 10 years 
and destrov, 

Underaround stora1e tanks Nl-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 bulldlna evaluation flies. NC1-121-82-001 / 44A20 Temoorarv • Destrov when 2 vears old. 
Nonfederal lnsoectlons. NC1·121-B2-001 / 44A45 Temoorarv- Destrov when 3 vears old. 
Fire orotectlon and safetv lnsoectlon flies NCl-12l-82-001 / 44A46 Temoorarv- Destrov when 4 vears old. 
Soace utlllzaUon su..-.c, NC1-121-B2.Q01 / 44A50 Temoorarv- Destrov when 1 vear old. 



• 

• 

Vertical tr1nsport1t1on files - (aJ Elevator operation authorizations NCl-121-82-001 / 44B1/a Temporary- Destroy when superseded or obsolete 

Vertical transportation files - (b) Vertical transportation operation 
schedules. r11 Schedules 

NC1-121-82-001 / 44B1/b/1 Temporary- Destroy when superseded or obsolete 

Vertlcal transportation fllH - Vertlcal transportation flies- (bJ Vertlcal 
tr■nsaortatlon ooeratlon schedules. f21 Other records. 

NCl-121-82-001 / 44B1/b/2 Temporary- Destroy when 2 yean old. 

Vertlcal transportation flies - (c) Yertlcal transportation Inspection and 
maintenance flies, 111 Certificates 

NC1-121-B2-001 / 44B1/c/1 Temporary- Destroy when spaces thereon are fllled or 
when a new fonn Is reaulred due to wear. 

Vertical transportation files - (c) Vertlcal transportation Inspection and 
maintenance flies. f21 Acknowledaments 

NC1-121-B2-001 / 44B1/c/2 Temporary- Destroy on receipt of ne■ t Inspection 
acknowled•ment. 

Vertlcal transportation files - (cJ Vertlcal transportaUon Inspection and 
maintenance files. f31 Other records 

NCl-121-82-001 / 44B1/c/3 Temporary- Destroy when 2 year5 old. 

Vertlcal transportation files - (dJ Elevator data cards NCl-121-82-001 / 44B1/d Temporary- Transfer with the bu1ldln1, Destroy on 
replacement or removal of the elevator. or on sale,, 
donation or demolltlon of the bulldlna. 

Utllltv consumotlon records NCl-121-82-001 / 44C1DO Temaorarv- Dectrnv when not less than 3 vears old 
Water treatment files- lal Testln• Instructions NC1-121-82-001 / 44C115/a Temaorarv- Destrov when suaerseded or obsolete 
Water treatment flies - lbl Other records NC1-121-B2-001 / 44C115/b Temaorarv- Destrov when 5 vears old. 
Lease manaeement flies NC1-121-82-001 / 44D10 Temaorarv- Destrov when 3 vears old 
Predeslgn meeUng NCl-121-85-001 / 46B106 Temporary- Cut off annually, destroy when 2 years old 

except cases of continuing Interest wlll be destroyed when 
no loner needed . 

Specification review NCl-121-85-001 / 4&8111 Temporary- Destroy after publlcadon and completion of 
the arolect 

Flnal acceatance test NCl-121-85-001 / 46B125 Temaorarv- Destrov when suaerseded or obsolete 
Prelease survevs NC1-121-BS-001 / 46B130 Temaorarv- Destrov when suaerseded or obsolete 
Industrial Hy1ene monltarlna: NCl-121-BS-001 / 468135 Temporary- Cut off annually, transfer ta FRC when 3 yean 

old destrov when 30 vears old. 
Disaster and Cvll Defense status reports - a. Central office NC1-121-8S-001 / 46BB&/a Temporary- Cut off annually, destroy when 5 years old. 

Disaster and Civil Defense status reports - b, Other offices NCl-121-85-001 / 46886/b Temporary- cut off annually. destroy when 2 years old. 

Faclllty fire prevention files - b. Inspection reports NC1-137-B2-001 / 63D70/b Temporary- Destroy upon completion of next Inspection 

DAA-0121-2015-00014)07 040- Sl1nlflcant Art Inventory 
Records 

Permanent - Transl'er to 

th• Natlon ■ I Archives 1S 
years after cutoff. 

cut off at the end of the flscal year when 
the case me Is closed, art Is donated, 
destroyed, or otherwise deaccmsloned. 

This series contains records used In ldentlfyln1 Items within the 
buRdln1 that ■ re removable or r ■placeabl■, or have• sl1nlflc■ nt 

historical and/or ■ rchltectural value. For art associated with a buDdln1 
(such as ltlltYary, palntlnp, and architectural futuresl, records such 
as Inventories, case files, art maintenance records, art appraisals and 
art restoration documents and related materfall are Included. 

I 

Fine Arts Pro1ram Records- a. Art Inventories - (lJ Museum flles N1-121-91-002 / 33F1/a/1 Temporary - CUt off on return of artwork ta Federal 
custody, Create an Art History case FIie and file under 
33Fllc, 

Fine Arts Program Records - a. Art Inventories - (21 Disputed federal 
ownership files 

N1-121-91-002 / 33F1/a/2 Temporary- Cut off when Federal ownership Is 
established; file lnformadon In related art history case file 
33Fl/c, 

Fine Arts Pro1ram Records - a. Art Inventories - (3) Art d1spos1tlon files N1-121-91-002 / 33F1/a/3 Temporary - CUt off when artwork ts decommissioned, flle 
Information In related art history case flle under 33Fl/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 wars after cutoff. 

Fine Arts Progn11m 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 
Immediate! to NARA, 

Fine Arts Pro1ram Records - d. Exhibition and loan requests (11 Requests 
ranted 

N1-121-91-002 / 33F1/d/1 FIie with related art history case flle. 

Art-In-Architecture (A-I-Al pro1ram records- a. Art Inventories. N1·121-91-002 / 33FS/a Temporary - Destroy after related third generation 
lnventorv. 

Art-In-Architecture (A-1-A) prosram records- b. Artists Flies. (1) Artists 
reoresented In the A-1-A nrouam. 

N1•121-91-002 / 33FS/b/1 Permanent- Cut off In IQ-year blocks; transfer ta NARA S 
lvears after cutoff. 

Art-In-Architecture (A+A) pro1ram records - b. Artists flles. (3) Project 
case flies. 

Nl-121-91-002 / 33FS/b/3 Permanent- cut off at the end of the fiscal year In which 
artwork Is donated,, destroyed or otherwise deaccessloned, 
Transfer lmmedlatelv to NARA. 

Historic bulld1n15 preservation pro1ram records. Nl-121-91·002 / 33F15/a Permanent - CUt off at the end of the fiscal year In which 
the bulldlng 11 sold or demolished. Transfer lmmedlately to 
NARA. 

Historic properties files. Information relatln1 ta specific historic bulldln1s 
under GSA ownership. Includes correspondence between Central Office 
and the regions. between GSA and state historic preservation officers 
and related information. 

Nl-121-91·002 / 33F15/b Permanent- Cut off at the end of the flseal year In which 
bulldln1 Is sold or demolished. Transfer lmmedlately to 
NARA. 
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DAMl121-2015-001-0008 041- RautS.. ■ 'Equfprnent and Temporary- Destroy CUt offat the udof the ftKal .-r when This serles contelnl records used ln idehtityln• equ:Tpment and items 
Art lnnntory Rllmnh betvmm 5 ,ears after art or equipment ho been de-amuslvaed, within the bllddlna tffllt ■ I'll i'el'IJCMlbla ar replaceable. Included ani 

cutoff. obsolete, or superselted, • oM fila Is innntorles af hutlna,, crutric:af, '1furttbln1, and •Ir handlln1 
dosed, or when related doarmettts exptre. equipment, Vllltlul traa~kwn 1e1ulpment ■ nd record1 nilated to 

recordln&the condition. tn11fht1111 ■ aca, ■ n.d usoctat■d 1chedules, 
docume~ ■ml sdtamllltb far that equipment, For m■ n ■ lln1 

statuary, p111nt1n:p, and 1.-chfUl~u,-1 fHtures usadatad with a 
buHdtna, records Im.ktdo routine mrnspond■nca and malntma■ na 

reportt, nhl'blllon ■ ad curated colh:i~JDns m1napmant dac:urnents, 
proposal submissions, ■ nd othmr rec:ofU not flied under lll.1/040 -
Sfanfflclnt Art Inventory Records. 

Fine arts pro1nim N,COrds .. d. Cxlhlbltlcm and loan requHl:I t2) Requests Nl-121-91-00Z / 33F1/d/Z iemporary-eutoffatthe end of the FY, Destroy 2 yeers 
not granted aftermolf. 
Art m■lntanance retard&- a. Proposed conservator ftlu. Nl-121-91-002 /3.lFIO/a Temporary .. Destroy when COnNtVltor no tonier wanta to 

be consfdered for GSA contrem or wheh no lonaer-Art malntenaMI! remnts • b. Mlsrelhmeous art management flies. N1-1Z1-91-002 / 33FIDJI, Temporary- CUt off at the end of the ft seal year; dl!'ltroy 2 
,...,.rs .tter cutoff . 

Art In uchltettun!. procram recoffl5 .. b. Artists flies (2) National Rq1strv N1•121-91-002 / 3SF5/b/Z Temporary- Destroy when no lanaer nHdl!'d 
ofArtists. 
Historic buldtngs preservation prasram records - e. MtsceUaneaut N1-121-91•002 / 33F15/c Temporary - CUt off at the end of the fiscal year, destroy 2 
laresenratton ma--ment flies. .,.,.1'5 after cutoff. 
Equipment r.1pc/'1Uon reports, NN-171-o42 / 41825 Temporary- Cutoff annu1Uv~ hold 2 ynar.. and de,trof. 

Equipment Inspection flies. NN-171-<>42 / 43845 Temporary- Destroy an receipt of tM next IMpet.tJOn 
--ort aertlnent to the Item. 

Matntenance control cards NC1-121·82-001 I 44C20 Temaorarv .. Qacuw when 1-old. 
Guarahty and warranty flies NCl-121-82-001 / 44C40 

= 
e1uonntyar 

Equlpme"t history cards. NC1·1Zl•82-001 / 44C45 nt ar destroy an 

Meehanlcal eaulnment date forms NCl-121-82-001 / 44<:SO or obsolete 
Onaratln•e - NC1-121-82-001 / 44C5S 
Batterv lnmt!!:cdon records. NC1-121-82-001 I 44<l!O 
Plant operation lap NC1-121-82-D01 / 44C75 ook or sheet Is 

:ma.., or on dl!IMlsltfOn of the lflUfttment. 
Hufln& and refrigenltkm aperatlng re cards NC1-121-ll2-001 / 44C85 Temporary .. CUt off at the end of the yeer~ destroy when 1 

Vflf aid, ueept that an■ copy Nflectln ■ typical dally 
reacltn,:s for each year may be retained fat as loti1 u 
needed to provide a record of openid111 candtt1ons. 

DAA-01Z1•Z015-0001-0009 050 • Pn,perty llllpanl CU. Permanent• Trandar tD CUt off at the end of the ffsc:al year This serfu contains records ralatad to the process of I ppniillng 
Reconls the National Archives 15 followlna cat• Q:llmplatkm and fulfillment le<lerally-owned ml p...,,.it, (both _......, an<! undeveloped), and 

yaana •ftem.itoff. of ■II restrictions on the dtspOSed property. the dlspaal adfvltl• ■■aactatad with dosinr, •lint, de■troy1111, 
transferrlns, ar ramovln1 from GSA'I flld ■r■ I buifdlna Inventory. 5uc:h 
111cords Include dlsposaf 1:1111111 flla, dltntnln111tfon of rurpbn or m:NI' 
1'1!!11 propertyJ 1:arrupand11nca, ■ nd related recants. 

Real Property Dlspoat case Ries- a. N!-291-91-002/ 3301/a Permanent- Cllt offfoDowirt1 completion of ca1e and salld 
to the a-......&.t--. l'Nlon far retirement. 

DAM1121-2015-0001-0010 051- Routine Property Destro,- 20 yan •fter Temparary. cut off at the end of the fllCII This series contains records related to the proceu af routlnelf 
Appnlsal, Plannfn1, and cutoff. yurfollowine the dose of ca111 fUu, a...-1crn. federal rol pn,pa,ty f,nqrntorles ■ nd buRdS..111sct 
Dlspasal Rec:ardl completion of the ■ e1:lv1ty, or whnn pllnntna, Records fndllde ■ £tlv■ pro patty ■ ppr■ls■ ls, corra■pondanc11t, . 

nparsedad or obtolete. lmrenhtry artd ■ Det pllnntna Nports,, ruourca m■t11rl■ I usad for 
determlnlq S1irplus or a:au rul prap■rty, ■nd related r■ mrd■.. 

Pre-excess files. Correspondence and related doc:LU1\~ concenunc real N1•2119-93-001/ 19045 Temporary .. cut off at the end of tint ftscal year; destroy 5 
property that may be reported as excess to GSA In the future. year5after cutoff. E ■ rftl!'r dlsponl ISauthottzl!d on receipt 

of Jnfomn,thm that propll9ty wlU m be 111parted as 
eiu:1HS. NOTES; On raulpl: of report of cxtea, wlthdnw 
the related fib, and pfac:a II In HOL This n:mn:Jl series 
contains emerpncy aperattna records 

General ,oaralffl tublec:ts NCl-121·711-001 / !OA1 Ttm-"'·~when6varsold. 
Aunralsal schedule .rid oerfomumce ftles NC1•1Z1-79-001 / 30A5 Tem-~• -when suaerseded or obsolete. 
Auaralsalre•lster NC1•121-79-001 / !OMO nm-~• Destrov when s vears old. 
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Appraisal case files- (a) Reports received by the Central Office for spot 
checkonlv 

NC1-121·84-001 / 30A15/a Temporary- Destroy when 2 yean old, 

Appraisal case files- tb\ case files NC1-121·84-001 / 3QA1!ii/b Temnorarv - Destrav when 20 vears old. 

Real property ■eneral sublect files NC1·291-B1-001 / 3302 Temnorarv - Destrav when 9 -ars old. 
Holdln1 apnN real nronertv disnosal records NCl-291-81-001 / 3305 Temnorarv - Destrav when 1 vear old, 

Preexcess flies NC1-291-81-001 / 33D60 Temnorarv - Destrov when 5 -rs old. 
Prolect develonment nro•ram flies- a. General files NCt-121-81·001 I 40A15la Temnorarv - Destrov when 2 -ars old. 
Project development proaram flles-d. Faclllty plannln1 reports flies (1) 
Central office. 

NC1-1Zl·B1-ll01 / 40A15/d/1 Temporary- Destroy when 7 years old. 

ProJect development program flies- d. Faclllty planning reports flies (2) 
Other offices. 

NC1•1Zl•B1•001 / 40A15/d/Z Temporary- Destroy when 2 years old. 

Project development prosr■m files- e. Space requirement files (11 
Central office. 

NC1-1Zl·B1-001 / 40A15/e/1 Temporary- Destroy when 7 years old, 

Project development program files- e. Space requirement flies (21 0ther 
offices. 

NC1-1Zl•B1·001 / 40A15/e/Z Temporary - Destroy when 3 years old. 

PBS/1S data bases - Bulldln1 file NC1-1Zl·B1·001 / 40A96/a/1 Temporary - Retain quarterly tapes for 5 years, 

PBS/IS data bases - Bulldlns file NC1-1Zl·B1·001/ 40A96/a/Z Temporary- Retain annual tapes for 20 years. 

PBS/IS data bases - Lease contract file NCl-121-81-001 / 40A96/b TemnoraN • Retain far 5 -ars and destrov. 

121.Z - Construction 
Program and Project 
Records 

This 1roup of records represent the activities conducted In the coune 
of runnln1 construction, repair, and/or ■ Iteration proar•m• with GSA'• 
Federally-owned and leased bulldlnp. These Include the prellmln■ ry 

project plannln1, budptlns, ■ ppron~ contractor selector and 
mana1ement, project review, and any related proJect records 
pertinent to ch■n1es made to a bulldln1 or portfolio of buDdlnp 
within a 1lven re1lon or service center area. 

DAA-CJ121-201S-0001-0011 011 .. Routine Construction 
Pro1ram Records 

Temporary- Destroy 7 
yea rs after cutoff. 

CUtoff ■tthe end of the ffscalyear. This series contain■ records related to the routine transactions used to 
support• construction proJect man■pment office. These records 
Include correspondence, pl■ nnln1 and pro1rammln1 n1cords for 
potentlel projects, Architect and En1lneer enluatlon records, space 
■ ssl1nment analyses, composite proJect m■ n ■pment reports and 
llstlnp, and related records. 

Space assignment and ut1ll11tlon records, Documents created by 
reslonal offices tn 1n1lyzln1 space requirements. aslla:nm1 space to 
Federal agencies and mana11111 space 1n bu1ldln1s under GSA control. 

N1•269-93·001 / 19ESO Temporary- CUt off at the end of fiscal year after 
assla:nment ends; destroy 5 years after cutoff. NOTE: Bring 
forward to the current file penodlc Inspection and 
utlllzatlon survey reports on recommended actions that 
have not been completed. 

Snace assl1mment flies NC1·1Zl·B1·001 / 40AZS Temaorarv - Destrov when 5 vears old 
Space utlllzatlon flies NN-171-042 / 40A3O Cut off annually, hold 3 years, and retire. Destroy after 3 

addltlonal years. 

Architects and Engineers Evaluatlon Committee Flies NN-171-042 / 4ZA15 Temporary - cut off annually, Hold 4 years and destroy. 

DesJt:n and Construction project flies NN-173-042 / 42D5 Temporary - cut off annually, hold z years, Destroy after B 
addltlonal years. 

Project cost estimates NN-173-G42 / 4ZD10 Temporary - Remove and file In Inactive file followlng 
completion of contnct by acceptance of all work and 
materlal, terlnlnatlon of the contract, or on dlsapproval of 
the project. cut off the Inactive file annually, hold 3 years, 
and retire. Destroy after 7 addltlonal years. Earller 
retirement Is authorized. 

Structural project flies NN-173-042 / 4ZDZS Temporary- Destroy when bulldlng Is sold, traded, 
donated, or demolished; transfer to new owner or 
custodian If renuested. 

Construction engineer and Branch files. NN-171-042 / 4ZE1 Temporary• Destroy on completion of contract by 
acceptance ofall work and material or on termination of 
the contract; eac:ept that ■hop drawlnas shall be tumed 
over to the bulldln1s manager. 

R&A ""''"ram status reoorts- a. Monthlv reoorts N1·1Z1·91-001 / 43G20/a Temoorarv. Destrov 2 months later. 
R&A pro1ram status reports- b. Year-end reports N1·1Z1·91-001 / 43GZO/b Temporary. Cllt off at end of fiscal year; destroy when 2 

vearsold. 
Plan review records N1•1Z1-91-001 / 43GSS Temporary. Cllt off at the end of the calendar year; 

destrov 2 vears later. 
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DAA-0121-2015-0001-0012 021 - Construction Project 
Flies 

Temporary- Destroy 10 
years after cutoff. 

Cut off ■t the end of the fiscal year after 
c:ompletlon of the project. 

This series contains records representln1 lndlvldual constn1ction 
project case flies for GSA's federally-owned and leased buOdln11 and 
properties. Slmller to the Contractln1 Officer Officlal File, this case file 
(usually maintained by the Project M■ naprJ contains more det■ Oed 

Information on the project and r.lllted activities. These records 
Include: project schedules, contract fiJes ■ nd specifications, cost 
estimates, proJect revisions and ch■ np records, pro1reu drawlnp 
and raports, correspondence and meetln1 minutes with both the 
Archltect/En,:lneer and Construction Contractor and related records, 

Plan review flies NN-171-042 / 43E70 Temporary- Cut off annually, hold 2 years. and destroy. 

Repair and ■Iteration bulldlna records - a, Central office N1•121-91-001 / 43G2/a Temporary. Cut off end of flsc ■ I year; hold 2 years and 
retire to FRC. Destroy 1D yean after cut off. 

Repair and alteration bulldln1 records - b. other offices Nl-121-91-001 / 43G2/b Temporary- Cut off at the end of the fiscal year, destroy 2 
lvears after cut-off 

Prospectus progtam records NN-171-042 / 43610 Temporary- Withdraw and include In 4362 R&A program 
records when prospectus project approved or 
dls ■ ooroved . 

R&Anrouam records NN-171-042 / 43615 Temnorarv- Cutoff annuallv. destrov after 5 vears. 
R&A project records- a. Central office NN-171-042 / 43630/1 Temporary - Place In Inactive flle when project Is cancelled 

or completed. hold 2 yeara and retire to FRC. Destry when 
1Dvearsold. 

R& A project records - b, Other offices NN-171-042 / 43630/b Temporary- Place In Inactive fife on cancelllna: or 
comnletlns: the nrolect. Destrov 3 vears later. 

Bullding starb.lp schedules and reports. NC1-121-82-001 / 44A10 Temporary- CUt annually following occupancy of the 
bulldlrui:. deffl'ftll when 3 veers old. 

121.3 - Facility 
Management 
Operations, 
Services, and 
Leasing Records 

This 1roup of records represents the ■ctMtles that take place within 
Federally-owned and fused bulldlnp. These activities Include the 
operations surroundln1 the manapment of a f■ eDlty, bulldln1 servlcn 
extended to the tenants, the leasln1 of tenant space, ■ nd the physical 
security services reprdln1 that f■ dlity, 

DAA-0121-2D1S-OD01-0D19 011- Facility Management 
and Operations Records 

Temporary- Destroy 7 
years after cutoff, or when 
equipment is superseded, 
employees are separated 
from service, or when no 
lonpr needed for 
reference purposes. 

cut off at the end of the flscal year. This series contains the records related to the activities that a property 
or facUlty manapr would undertake to assure that the bulldln1 II 
runnln1 effectively and efficlently, Included ■ re records accumulated 
In plennln1, supervlsln1, admlnlsterln1, and evaluatln1 malntenanca 
and utlllty functions. Aho Included are minor Improvement records 
for palntln1, c■ ulkln1, and patchln1 buildlnp; preventive and other 
maintenance on b11lldln1 equlpmentj mana1ln1 and operatln1 
buRdlnp utlllty Hrvlces, and related records. 

Real property mana1ement and safety and pneral subjects- a, Central 
office 

N1-121-91-001 / 43A1/a Temporary- cut off at the end of fiscal year. hold 3 yers 
and retire to FRC, Destroy when 7 years old, 

Bulldlna:s mana1ement 1ener■ I subjects - Other offices NN-171-042 / 43A1 Temporary- cut off annually, hold 3 years and destroy. 

BM lnspecdon fiJes - a. BM lnspecUons schedulln1 flleL NN-171-042 / 43A15/a Temporary- CUt off annually, hold 1 year and destroy 

BM lnspecUon files - b, BM lnspecUon flies- Central office NN-171-042 / 43A15/b Temporary- CUt off annually. hold 3 years and destroy, 

BM lnspecdon flies - b. BM Inspection flies- Other Offices NN-171-042 / 43A15/b Temporary- Destroy 2 years after colnpletlon of the next 
comnarable lnsnectlon. 

Space Inspections NN-171-042 / 43A20 Temporary - cut off annually, hold 1 year and destroy 

Postln1 flies - Bulletln board llstlnp NN-171-042 / 43A35 Temporary- Destroy when superseded or obsolete, 

Post1n1 flies - Other papers- Central office NN-171-042 / 43A35 Temporary - cut off annually, hold 5 yean, and destroy. 

Posting flies - Other papers- Other offices NN-171-042 / 43A35 Temporary - cut off annually, hold 2 yean, and destroy. 

Monthly chan1e reports- a. Fleld office personnel data NN-171-042 / 43A40/a Temporary - On receipt of report withdraw and file In the 
fleld office aersonnel data flle. Dar. 43895. 

Monthly chan1e reports- Address chan1e reports- Directories NN-171-042 / 43A40/)> Temporary - Destroy when superseded or obsolete. 

Monthly change reports- Address chan1e reports- Other records NN-171-042 / 43A40/b Temporary - Destroy on preparation of the directory. 
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Monthly chtnp reports .. e. Worklou changes NN-171-042 / 43JIAO/c Temporary• C\lt off ..nuelly, hold 2 yea", and destTI>y. 

Laboratory service arrangement records. NN•171-04Z/41A50 Temporary- Cut off annually, hold 2 years, and destroy. 

Squ1pment btspectfcm Khdullns 111ports NN•17l,042 / 411150 TemPOl'lil' ·Cutoff annually. hold 2 years. and destroy. 

Palntln&proll'lfflilR NN-171-042 / 43855 Temporary - Desttoy on supene11lan or obsolescence. 

Pafntlna accompllshntent reports NN•171-04.l / 41860 Temporary• Cut off unually, hold 'Z ..-nm lhd dntrOV", 

Craft workload requirement documents NN-171-<142/41B80 Temponry- Destroywhenfllperseded er absolete.. 

Productive man-hour &Ummarles NN-171-<142 / 43885 Temporary - cut off annually, hold 2 yearsm and r:latmy. 

Inspection fife&• a. BM Inspection and Khe:dulll'fl file, NC1-121-82-001 / 44A40/a Temporary .. Retain untll the next eamparable lllrvey, 
lnsJ)ecllon, or when 4Nillutlon Is conducted. 

IIIIJlectlon Illes· b. BM 1-llons NC1-121-82•001 /44A40/h Temporary"' CUt offannually, destroy when 3 years old. 

communltv- NC1-121-82-001 / 44ABO Temponuy .. CUt offannually, destroy when 1yew !Id· 

Postlngftle NC1•121-82-001 / 44A85 Temporary - CUt off an,u,ally, destroy when 1 year old. 

Monthlychange repam NC1•121-82-<l01/441UOS Temporary- tut off annually, destroy when 1 year old. 

Parldng Illes· a. Parlclnneneral NC1-121-82-D01 / 44BS/a Temporary• cut off annually, destn,y when 2 years old. 

Parking files .. b. P11rkl111 erwe allotments N<:1-121-82-001 / 4485/b Temporary - Destroy when superseded or obsolete. 

Parking ftles - c. Parting space controls NC1·121-82-001 / 44BS/c Temporary - Cut offannually#~ when J vars old. 

. Craft requirement boob: NC1·121-82·001 / 44CS Temporary .. Destroy when superseded crcibsolete . 

Tour 1nd watch assignments NC1-121·B2•001 / 44C10 Temporary .. Destroy when supened111d or obsolete, 

Craft productive staff.hour surnme:rtes NCl-121·B2-001 / 44CU Tom-•CUt off•....UV. destroy when 2 year. old. 

Equ1pment repalrcards NCl-121-82-001 / 44C&S Temporary .. Destroy on pickup or return of equipment 

,._..,--tap NC1•1l1-82-001 / 44C70 Tempor1ry ~ Destroy upon completion of work 

ILigllllngftles NC1•121-82-001/ 44C95 Temporary~ CUt off annually, destroy when 1 year old. 

Painting PtOll"ll'ft Ries~ a. Prapm reports NC1·121-82-D01/ 44C110/a Temporary• cut off annually, destroy when 2 years old. 

Plil1tlns program fBH - b. Other records NC1•121-82-D01 / 44Cllll/b Temporary - De1troy when supen-eded or~-

Equipment operation permit and training fdes .. a. Permit and 
authom:atlon controls whan not maintained rn the personnel 
Information file 

NC1·121-82·001 / 44G15/a Temporary - Destroy en separation of the employee,, or on 
revocation or allsolesanu of l:ha allthcrlntklin. 

Equlpment opet■ thm permit and tnlnlna flies .. b. Other records NC1-121-82-001 / 44GIS/b Temporary- Cut aff annually, destroy when 2 years old. 

R&A Inspection files NC1-121-B2-001 / 44H15 T•m--eut off annually, dutroywhen 2 \'fll'I0ld . 

Staff tnspect!on reccrds- L Staff Inspection, aenerar lnlpectfon, spot 
Inspection, .-dal Inspection, and pan! mntracE!II 

NC1·1U·'5·001 / 46A1/• Temporary - CUt offannuaHy. destroy when 2 years old, 

Preparation and tsue cf lnspedJon schedules NC1-121-8S-001 / 46AS Temporary - Cut r>ff annualt,, destroy when l ~ old. 

Field office lnspect]Gn NC1•121-85-D01/ 46A9 Temporary - Cut off after eompletlon of Inspection. 
destrov when 2 •-- ofd. 

Stall hours dlstrlblltlon NC1-121-as-oo1/ 46A28 Temporery • tut off annually, destroy when 1 year aid. 

Employee aset,nment desrgnatlons NC1-121-as-oo1 / 46E1 Temporary .. D.lt off annue11y, destroy when 1 year old. 

Occupant letters NC1-121-a5-oo1 / 4&ES Temporary .. tut off annua11y, destroy when 1 year old. 

Flog records NC1•121-8S-001 / 4&E34 Tempon:rv - cut offannually, destroy when 1 \fl!llr old. 

Fadllty 11fety flies .. a. General files NC1-137-82•001 / 63D80/a Temporary - cut off annually, dmroy when 2 years otd, 

Faclllty safety flies .. b, 5■ htty cqulpntPt NC1-137-82-001 / 63D80/b Temporary- Cut off nnually, destroy when 2 years old, 

Facility Nfetv flies - d. Fadbttu aafaty mndards NC1·1J7-82•001 / 631lll0/d Temporary• CUt off ann111lly, destroy when 4 years old. 
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S1mplln1 desl1natlons NCl-137-82-001 / 63F1 Temporary- Destroy when superseded or obsolete. 

DAA.Q121-2015-0001-GCJ14 021- Facility Services Records Temporary- Destroy 6 
ye■ n ■&er cutoff. 

cut otf ■t the end of the fiscal year when 
superseded 

or obsolete. 

This Hrle1 contains records related to buDdln1 senrlce1 which Include 
cle ■ nlns and custodllll wark, unlt■tlon, 1round1 m■ lnten ■ nce, 

concessions, and outl ■■tln1 lrentln1 space to non-fadel'III entltlasJ, 
service calls, snow ramon~ hNlth unlb, elevator and e1e1l ■tor 

operations, and related services, These ■ ctlvltlos ■ ra either conducted 
by GSA staff or contl'llct ■d wark records, Also Included In thll series 
are fire, life, safety, and environmental m ■ n■pment support l'l!COrds 

and centralized lre1lon ■ I or n■tlon ■ I offlcesl ch■ rpd with coordln■tln1 
faclllty m■ n■pment activities ■cro11 several buDdlnp. 

Space management report records - f. Bulldln1 and other reports. NN-171-042 / 40A95/f Temporary- cut off at the end of the flKal year. De.troy 1 
ear later. 

Bulldlns cleanlng survey files NN-171-042 / 43810 Temporary - Destroy when superseded or obsolete. 

Cleanln1 standard Flies NN-171-042 / 43B15 Temporary- cut off annually fallowlna: supenesslon, 
cancellation, or obsolescence of the standard; hold 2 
e■ rs! and destrav. 

Snow removal files• Plans NN-171-042 / 43B40 Temporary - Destroy on superse:sslon, cancellatlon. or 
obsoleKence. 

Snow removal files - Other records, NN-171-042 / 43B40 Temporary- CUt off annually, hold 2 yean. and destroy, 

. AJ:ency agreement files• All other 11reements NN-171-042 / 43D1/b Temporary- CUt off annually following super-session, 
cancellatlon, or obsolescence of the agreement; hold 2 
vears• and destrav. 

Concession establishment files NN-171-042/ 43D5 Temporary - Place In Inactive file upon completion of the 
bulldln,: or proJect. cut off the lnacthte file annually, hold 3 
ve•rs. 
and destrov. 

Concession Inspection flies NN-171-042 / 43D10 Temporary- CUt off annually, hold 1 year, and destroy, 

Concession operation reports NN-171-042 / 43015 Temporary- CUt off annually, hold 3 yean, and destroy. 

Concession operaUon files NN•171-042 / 43D20 Temporary - CUt off In 2-year blocks, hold 3 years. and 
destroy, except that service questionnaires m1Y be 
destroyed when they have served their purpose. 

General conceulon administrative flies NN-171-042 / 43D30 Temporary- CUt off In 2-year blocks, hold 3 years, and 
dl!!Strov. 

Concession equipment control flies 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 lnactlW!! file annually, 
hold 1 year, and destroy. 

Vending machine flies NN-171-042 / 43D40 Temporary• Place In Inactive ftle on removal of the 
vending machine or when Information 11 brought forward 
to a new card. Cut off the inactive file annually, hold 1 
_., and destrov, 

Concession record flies NN-171-042 / 43D45 Temporary• Place In an Inactive file on completion or 
termination of the contract,, permit, license, or agreement; 
cut off the lnactNe file annually: hold 1 year; and destroy, 

Cafeteria project books NN-171-042/ 43050 Temporary- Destroy Individual documents as they are 
supeneded or become obsolete. Destroy the complete 
book on discontinuance of the cafeteria or requirement 
for the nrolect book 

Safety and envlronmental management records - b. Other records and 
other offices 

Nl-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 / 43FS Temporary- Cut off at the end of the fiscal year when the 
deslsnatlon superseded or obsolete. Destroy 1 year later, 

OSH committees N1-121-91-001 / 43F10 Temporary- Cut off at the end of the Rscal year. Destroy 
when 2 vears old. . 

Accident statistics and analysis• a. Records relat1n1 to reco1nlzed 
Federal mishap reduction proarams 

Nl-121-91-001/ 43F35/1 Temporary- Cut off followlna: the discontinuance of the 
pro1ram to which the statistics apply. Destroy when 3 
vearsold 

Accident statistics and analysls • b. Other flies N1-121-91-001 / 43Fl5/b Temporary- Cut off at the end of flscal year. destroy when 
3vearsold 
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5EM and 05H surveys Nl.-121-91-«11/ Uf45 Temporary - CUt off at the end of fiscal year: destroy when 
S,l#Ul'Sokf 

Annual saretv and awfntnmental management reports Nl·l21-91-a)1 / 4lFSI! Temporary-Cut off at the end of the fiscal ,;ear. Destroy S 
............ later, 

Health unit fD:n .. a. Agrwrnent5 NC1-121-82-m1 / -7S/a Temporary - Destroy when superseded or cmt:lleta. 

Health untl me,- b. Oth ■ rrecords NC1-121-82-m1/-75/b Temporary .. Cut off annually~ des\r'Qlf when 2 year1 old. 

Ground Improvement coodlnatlon flies , NCl-121-82-ml/44810 Temporary• Cut off annually~ destroy when 2 yun old, 

aeanlna: and sanitation files- a, Cleanlng and nnitatlon general flies: NC1•121-12-m1/ 44815/e Temporary- cut off ann11allJ1 destrar when 2 yeart Did. 

aeanlns and sanitation flies- b. Cleanlna IIIMlfl NC1-121-ll2-«11 / 44B15/b Temporary .. Destroy when superseded or obsolete 

Cleanlna and sanitation flles - c. Cleanlfrl staff orttnlut1cn NC1-121-ll2-001 / 44B15/c Temporary - Dll!SIIOY when supene:ded or obsolete 

Ceanln1 and sanitation fll11!5-d. Cleul:ng schedula NC1-121-ll2-«li / 44B15/d Temporary• Dntray when sup11rkded ar obsolete 

Cean1n1 and lllldbt1orl fll.l!!.- a. Cleantq asslgnment,. report and 
1n•-1oo flhos• 111 

NC1-121·12-«11 / 44B15/e/1 Temporary- Destroy when supl'neded ar obsolete 

Cleanlq and mdtatl:m'I file• I!, Clnnln.l assignment. report,, aM 
Inspection flies .. (2J Perkldtc: wo,k iwlanments 1M inspections 

NC1•121•82-«li/ 44815/e/l Temporary .. cut off annuellv, destruy when 1 ¥Hr old. 

Cleaniq and sanitation filn ~ e. Cleanlna assignment, report,, and 
,__.._ fllH-131 Othor records 

NC1•121-12-«ll / 441115/e/3 Temporary• Dest:rov #hen i n,ant'h1 old 

Clnnlnc and sanltatlon flies• f. Safety belt records NCl.-121-82-«11/ 44815/f Temporary - Destroy on dlsposltlcn of'lfut related beJt. 

Snow removal files-- a. Pr.ns end refated records NC1-121-ll2-«11/ 44820/ll Temporary- Destrov when superseded or obsolete 

- Snow removal Files- b, Other re«trds NC1•121-ll2-«11/ 44B20/b Tempataiy • CUt off ■ nnuelly, destroy when 1 year old, 

Service call work authorklo"5 Nl-121-92-001/ 44C30/b Temporary•Clltoff monthly. -3yearalater. 

Cancesslon pneral Ries NC1·121·82-oC>1 / 44E1 Temporary-cutoff annually, destroy wh11n 2 pan old. 

COncesslon records NC1-121-ll2-«11 / 44D Tempotaty ... Place in 11\aCtiW: file on expiration or 
termination af the contnatt,, license, qreement,. or 
nthorfzatlon dacumentt, or Oh disapproval of 
atabUshment. Cllt Dff ll'lactJve file at tfte end of the v-■ r~ 
1......_wh,nlvearold. 

Concenfon op1ratlns Hlcs NC1-121-82-m1 / 44E10 Temporary- tut off annuallv, destroy when 3 \'ff1'I otd. 

Concmlon_..uonre,otts NC1•121-82-«Jl/ 44E15 Temporary- CUt off at the end of the year. Destroy when i 
lwoarsold. 

Concession 1qulprnant carch NC1·121-ll2-001/ 44E20 Temporary., Dntmy when supernded or ~or2 
1-rs after removal of related -ui--

Acddent and Hre pnMl!lntlon plannln1 flies NCl.-121-12-«11/ 44G5 Temporary,.[)"""°" when ~ or ohsotete 

Safety Inspection and survey flies NC1•121-ll2-«11 / 44G20 Temporary-CUI off 1111nU11lly, dutrov when 2 Yftl"II old, 

Accident and Hre prnention promotion fdH NC1-121-ll2-001 / 44G25 Temporary-eut off ann111lfy, dntroy Mien z ye1t1 old, 

Work authorization rqlstll'I' NC1-121-8S-001 / 46Al4 Temporary- Cut off ateitd offtsail weer~ destroy wh111 :i 
,-old 

Wort authorization control record NC1-121-15-001 / 46Al8 Temporary• cut off annuaUy. destrov when 1 year old 

Procurement reamer NC1-121·115-001/46A22 Temporary- Qt off at end of fiscal ye■ r. destroy wh11n ! 
lwarsofd 

safety meetings NC1·121-B5-001 / 46115 Temporary- Qlt off annually,, dHlroV wllen 1 year old. 

Acddent and fire preventlon promotion NC1-121-B5-001/ 4685& Temporary• cut off annually-. destroy when 2 years old 

S!lfetyacddentand H,. evlluatlOn NC1•121-B5-001 / 46B90 Temporary .. Destrav when superseded or obsolete. 

Constructlcn Inspections NC1-121-15-001 / 46B116 Tempororv • DestrGY - comi,iet,on al pn,Ject. and 
resolution of baardl or deficlendu 

Spec:lal orders NC1-121-ll5-a)1/ 46E28 Temporary- Destrcy when supermded or cancellied 

Facdlty fire prevention ftles- (a) prevenUon ftles IIC1-137-ll2-001 / 63D70/a Temporary• Destroy when 1 yarofd 
Oaeratln.a: uuloment sa--otkms NC1-137-ll1•003 I G5F10 Tem---.. n--.when2-nold 
Parkins contra! files. NC1•269-B1•002 / 19021 Temporary-CUI off annually. d111:slroy Mien J ye■ rs old 

https://obsolete,.or
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DAMl121-2015.(1()(11-0015 031- Le■1ln1 Records Temporary- Destroy 8 year 
■ftercutoff. 

cutoff at the end of the fiscal year after 
lease ■sreement Is terminated, 

This series contains records related to the le ■sin1 ofspace to ten■ nb 

within Federally-owned or commercially-leased space, and 
uranpments with commercial property manaprs. Usually, these flies 
are 1rouped In lease case files with ■ retention based on when a le■ se 

Is terminated or renewed ■s the ctatotf. Included ■ re ltams found In 1 
typical case tile, tenant and property m■ n■pment correspondence, 
reports on space Inspections, ne1otiatlons on Improvements, 
relocatlon services, occupancy ■1reements, reimbursable Hrvlces, and 
other related records, 

Bulldlng desl1n review NN-171-042 / 43B1 Temporary - CUt off annually, hold 5 years. and destroy. 

Reimbursable work authorizations Nl-121-91·001 / 43621 Temporary- Place In Inactive flies when cancelled or 
completed, Hold 3 years and retire to FRC. Destroy when 6 
vears old. 

Rehabllltatlon faclllty establishment files. a. F1le1 relatlng to established 
facihtles 

NC1-291·91·002 / 33B1/a Temporary- Hold 2 years and retire to FRC. Destroy when 
3 vearsold. 

Rehabilitation faclllty establishment fileL b. Flies relatlng to facllltles not 
establlshed 

NC1-291-91-G02 / 33B1/b Temporary- Hold 1 year and retire to FRC. Destroy when 3 
vearsold. 

Project schedullna files- a. Central office NC1-121-81-001 / 40AS/a Temporary - CUt off monthly, destroy when 4 months old 

Relocatlon filH NC1-121-81-001 / 40A58 Temporary - cut off annually followln& flnal relocatlon and 
payment of relocation clalms. Hold 2 years and retire to 
FRC. Destrov when 7 vears old. 

Space offer files NCl-121-81-001 / 40A70 Temporary - Cut off In 3 year blocks. destroy when I yean 
old. 

Real property lease flies- a. Central office NC1-121-Bl-001 / 40A75/a/1 Temporary - Place 1n Inactive file after award. CUt off 
inactive file annually, Hold 3 years and retire to FRC. 
D-• when B -•rs old. 

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

Real property lease flies- b. Other offices NC1-121-82-001 / 40A75/b Temporary - Place In Inactive on termination or explrartlon 
of lease. CUt off Inactive file annually, hold 1 year and 
retire to FRC. Destroy when I yean old. 

DAA-D121-Z01S-00014J16 041- Physlcal Security 
Operations Records 

Temporary - Destroy 5 
years after cutoff. 

Ctlt off at the end of the fiscal year after 
beln& canceled, superseded, or obsolete, 

Revised Item Description -This series contains l'l!lcords nlated to the 
physlcal security of the bulldln ■ and It ■ contants, emera:ency operatln1 
plans, and other routine pard and security-related records, Included 
In this series are plans, lo1books, IY■ rd credentlalln1, security 
equipment records, lock and key records, and related records, 

Spedal designations NN-171--042 / 43ES Temporary- Place In Inactive file 
on revocation or when the lndlv1dual Is no lon1er 
employed In the capacity for which the desl1nat1on was 
made, Cut off the Inactive file at the end of the year, hold 
2 years, and destroy. 

Special desla:nltlon registers NN-171-042 / 43E10 Temporary -Destroy 2 years after register sheet or book Is 
filled, 

Physical protection agreements - other agreements NN-171-042 / 43E35 Temporary -Other agreements: cut off annually following 
cancellatlon or obsolescence of the a1reement, hold Z 
lvears, and destrov. 

Speclal protection measures NN-171-042 / 43E45 Temporary -Cut off annually foll owing completlon of the 
visit, hold 2 ye■", and retire, Destroy after 3 addltlonal 

1..... 
Dlstubance control plans - Other offices NN-171-042 / 43ES0 Temporary - Other offices: Place In Inactive file on 

supersesslon or obsolescence, hold 2 years, and destroy. 

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

Nl-121-96-001 / 7D170/b Temporary - Cut off at the end of the nscal year or when 
superseded. Destroy 2 years after cut off. Earller 
dlsDOStltlon Is authorized. 

Control Center alarm records- c, Sescoa tepes maintained to record 
alarms and authorize entrance Into Federal bulldlngs after duty hours 

N1•121-96-001 / 7D170/c Temporary - Cut off at the end of the fiscal year, Destroy 2 
years after cut off. 

Radio frequency records Nl-121-96-001 / 7D175 Temporary - Destroy when superseded or obsolete. 

Control Center communications records Nl-121-96-001 / 7D1B0 Temporary - Destroy when superseded or obsolete. 

Clvll Defense and disaster plannln& flies- a. plans NCl-121-82-001 / 44635/a Temporary - Destroy when superseded, obsolete, or no 
lonrrer needed. 
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Civil Defense and disaster planning files- b. Other records NC1-121·B2-001 / 44G35/b Temporary - cut off annually. destry when 2 yeaB old. 

Daman1e control flies- a. Asslsnments and desl1natfons NC1·121·82-001 / 44G40/a Temporary - Destroy when superseded or obsolete. 

Daman1e control flies - b. Other records NC1-121·82-001 / 44G40/b Temporary - Cut off annually, destroy when 2 years old, 

Cost report . NC1-121•BS-001 / 4&A33 Temporary - Destroy when no lon1er needed for reference 

Alarm systems prosram - a. Security alarm systems NC1·121·85-001 / 46D5/a Temporary- Cut off annually, hold 2 years. retire to FRC. 
Destrnv when 6 vears old. 

Alarm systems program - b. Fire and safety alarm systems NC1-121•BS-001 / 46D5/b Temporary- Cut off annually, hold 2 years, ~tire to FRC. 
Destrav when 6 vears old. 

Alarm systems prosram - c. Other alarm systems NCl-121-85-001 / 46D5/c Temporary - CUI off annually, hold 2 years. retire to FRC. 
Destrov when 6 vears old. 

Security 1011- a. Recordln1 tape 101 NC1-121•BS-001 / 46D6/a Temporary- CUI off annually, destroy when 2 yean old. 

Security logs- b. Safe and cabinet log NC1-121•BS-001 / 4&D6/b Temporary- Cut off annually, destroy when 2 yean old. 

Security logs- c. Alann log NC1·121-BS-001 / 4&D6/c Temporary- Cut off annually, destroy when 2 yean old. 

Security 1011- d. Sescoa tapes NC1-121-8S-001 / 46D6/d Temporary - cut offannually, destroy when 2 years old. 

Systems workload report NC1·121·BS-001 / 4&D17 Temporary- CUt offannually, destroy when 3 yean old. 

Radio frequency management pro1ram - a. Frequenct asslgnement 

committee 

NC1-121-BS-001 / 46D21/a Temporary• Destroy when superseded or obsolete. 

Radio frequency management program - b. lnterdepartment Radio 

Advlsorv Committee . NC1·121-85-001 / 46D21/b Temporary - Destroy when superseded or obsolete. 

Telecommunlcatlon program - a. Control center NC1·12UIS-001 / 46D25/a Temporary - Destroy when superseded or obsolete. 

Telecommunication program - b, National Crime lnfonnatlon Center NC1-121-BS-001 / 46D25/b Temporary• Destroy when superseded or obsolete. 

Telecommunlcatlon program - c. Natlonal Law Enforcement 

Telecommunlcatlon SVstem 

NC1·121·85-001 / 46D25/c Temporary - Destroy when supeneded or obsolete. 

Speclal orden NC1·121·BS-001 / 46E2B Temporary- Destroy when superseded or cancelled. 

Special operatlna: procedures NC1-121•BS-001 / 4&E33 Temporary- Destroy when superseded or obsolete. 

Lost and found property files - a. GSA Fann 252 NC1-121•BS-001 / 46E45/a Temporary- Destroy on return of the property to owner or 

on dlsnosltlon of nronertv, 

Lost and found property flies• b. Other records NC1·121·BS-001 / 4&E45/b Temporary- Cut off annually, destroy when 3 years old. 

Physical evidence flies NCl-121-85-001 / 46ESO Temporary- cut off when property returned to owner or 

dlsnosed of destrov when 2 vears old. 

Evidence log NC1-121-85-001 / 46ESS Temporary- cut offwhen property In the book/realster 

has been returned to owner or disposed of, destroy when 
2 vearsold. 

Incidents occurring on GSA controlled property- d. FPS arrest flies NC1·121-85-001 / 46E63/d Temporary - CUt off annually, destroy when 7 years old. 

Incidents occurrlns on GSA controlled property- e. Court llalson files NC1-121-85-001 / 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•BS-001 / 46E73 Temporary- Cut offwhen employee returns equipment. 

destrov when 6 months old 

Federal protective officer logs - a. Security log NC1·121·BS-001/ 46E7B/a Temporary - CUt off annually, destroy when 2 years old. 

Federal protective officer loss - b. Report 101 NC1·121-BS-001 / 46E7B/b Temporary - Cut offannually, destroy when 2 yean old. 

Federal protective officer loss- c. Tlcket log NC1-121•BS-001 / 46E7B/c Temporary - Cut off annually, destroy when 2 years old. 

Federal protective officer loss- d. Tlcket 101 on thefts NC1-121•BS-001 / 46E7B/d Temporary- Cut off annually, destroy when 2 years old. 

Federal protective officer 1011- f. Detex records NC1-121·BS-001 / 46E7B/f Temporary- Cut off annually, destroy when 2 years old. 

Federal protective officer lo1s- g, Mobile reports NC1-121•BS-001 / 46E7B/1 Temporary- Cut off annually, destroy when 2 years old. 

Federal protective officer logs- h. Code 44 NC1·121·85-001 / 4&E7B/h Temporary- Cut off annually, destroy when 2 years old, 

Federal protective officer loss - I, Activity lo& NC1-121·BS-001 / 46£78/1 Temporary- Cut off annually, destroy when 2 years old. 

Federal protective officer 101s- J, Bulldln1 101 NC1-121•BS-001 / 46E78/J Temporary - Cllt off annually, destroy when 2 years old, 

FPO Deskbooks • a. General Information NC1-121-85-001 / 46EB3/a Temporary- Desb'oy when superseded or obsolete. 



• 

• 

FPO Dmbooks • b, Special Onlen! NC1·121-8S-001 / 46E8i!/h Temporary- Destroy when tu.peneded or oblalete. 

FPO Deskboob: .. C. Emerpm:y procedures NC1•121-85-001/ 46E83/c Temporary- Destroy when superseded or obsolete. 

FPOllesl!boc,b-d,FPOlop NC1-121-85-001 / 46E83/d Temporary- eutoffannually., destroy when 1 yearokl. 

FPO preappolntment tnvestlg1tlon1 .. a. Office cond1.1dln1 the 

~·· 
N~/-/a Temporary .. Place In Inactive flle after tep1ration m 

transfer, hold 1 yur, and retire tG FRC. Destroy when .5 

ears old. 
FPO preappolntment lnvestl1at1ons- b, Other offices NC1--/415US/b Temporary- Desuey when 2 years okl. 

Spedal pratectlon measures NCl-121-Bs.001 / 46E101 Temporary~ cut aff ann111lly after the Yfsll. demvy whan 
2w1qold, 

Crime ereventlon araaram 
Law enforcement agreements 

NCl-121-85-001 / 46E110 
NC1-121-8S-00l / 46E11! Cut off lllftually fallowlrq e,plratlon Of 

of the qrUtNnt,. dll!stroy when 2 yean old, =ln1pectlon reccrd1 .. a. Staff Inspection. pnenl JMpectlon. spot 
lnmect.lon sMdal In-.-..... and euanl contracts 

NCl·l21-85-00I/ 46E117/o Temporary-Cut oft'11111?W1Dy, destroy when 2 years old, 

Inspection recDf'd1 .. b. LIM lmpecthm., IV,larterly line inspections, and 
coma1eted line checks 

NC1-121·Bs.001/ 46£117/1, Temporary~ Cut off annu■tly, destroy when 1 year old. 

Physfc:al protsthm qn:cn111mts ~ b. Other qre1ments NCl•12l.-85-001 / -121/b Temporary - Destroy when superseded or cam:elled. 

Threat lnfo.rmltlon ftle NCl•2tlll-ll0-004 / 251147 Temporary- Cut off annuaRy,. datro'( who 1 ..,ear old. 

Disaster coordination fifes NCl-269-78-002 / ISCl Temporary• cut off .ennu1Dv, hold 2 yean and destroy. 

121.4 • Public 
Buildings Service 
Program 
Management 
Records 

This lfOUP of NC:Drds represents the activities found In PBS redon■I 

■mf nation.al offices with raprdl ta m■ aallnathe Publlc Bulldlnp 
Servb Propam. These ■ cthrltlel Include m■ n■ slnl radon■ I ■ nd 

natlan•I reports, developln1 n■tlonal •aancY ■snamanb. 11111nqlD1 
n■tlanail or rqlon ■ I proaram hnpravttm11nt rn111■trna. Mt■ bUshhq; ■ nd 

rn■ lnt ■ fnlnlf n ■tlonal pldeliaes ■:nd lbnd■~ ■ Rd np&orrq n ■w 

buddln1 methods and materJ■ lr. 

OAA-0121-7 010" Slgnifrcant BuDdlnp 
Pro1n1m Records 

Permanent .. Transferto 
the Natlonol Aml1¥u 15 
years after curoff. 

cut off at tml end of the fiscal year ■ft:er 
publkhfn,; ofthci report, blrmlaatlon of an 
■sreoment, or when record is 1upened■ d. 

canceled, or obsolete. 

Th& series contains records aN used to nus• end plan the PBS 
prqram with rqard tD fb owned and lusad fnventory, th• overall 
JH"Olf'■ ffll manq:ed In nrvlm tD tint fnHntory, 1ml the decJ1lona 
made band on that lnfonutfon. "Slpffkant• records m••n• those 
record■ that nrfled: the Pub11c Bulldinp Service pro1ram H • whole, 
nationwide compilations or nqotfatlom, ■ nd pner■ I documents 
related to the entire prot,111m. Such record■ Include apaemenb with 
natfonal llpnCJu rt111rdtn1 services, environment■), AfetJ, property 
us■• and dlsposal ■ctMty ew.fu.atlona, compned ra~rb, 1tratqk 
plans, service-wide COfflltlpondence,, ■ nd annual 111parb en tml 
PfOl'Offl, 

' 
BM speclflcaUons and standerds .. •· Office respOMible for preparing 
specifications or standardL 

N1-12Ul1-00l / 43MIO/a Permanent- Pflce in lnectlff fde when superseded, 
cancelled or obsolete. cut off lnlctlve ftle ennuellv~ hold 2 
vars and retire tG FRC. T111nlfer to NARA- when 20 yean 

DIStUrbance ,eiantrol cues. Nl-121•91-001 / OE55 Permanent ... cut off at end of fiscel 'flNlr after completing 
adkm; hold 2 yaar1 and retire to FRC, Tr■ nsf■ r to NARA lD 
1-ars after cutoff. 

Aaeneva....,menirecordt N1•12l-9l-001/ OD1/1 Pennanent - cut off et the end of the flKBI vaarwhen 
qreement Is superseded, eantelled, or obsale1a. Hold for 
2 yee;ni ■nd retire to FRC._Trenffllr to NARA when lD yan. 
old. 

Physlcal ncurlty qreements- a. Central office: National aareements Nl-121-91-001/ OUS/o P•rtnanent • cut off ■ t end of fl&c:al year after cancellln,-
the 11reemei,t or when ob1a1eh!; hold 2 years and retire 
to F~C. Trtnsfer to NAM 10 yeau after tutuff. 

orsturbanr:e control plans N1·121-91•001 / OESO/a Permanent - Cut off ■t the end of the fttCBI year when new 
agreement ts Issued .or tli!rmlnllted.. and place ln Inactive 
nre, Cllt off ltmc:tlw! Ille In fl¥I! year blocks. Transfer to FRC 
whenttne rears afd. TrBMferto N'A'RAwhen20yearsold. 



• 
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Safetv and envlronmentll management qreements • a. Central office Nl-121-91·001 / 43fl,/a Permanent- CUt off when new plan rs Issued or.when 
records related to national agrearunb. obsolete and place In Inactive Ole. Hold for 2 years and 

retire to FRC. Transfer to NARA when 10 vear& old. 

Real PfOPffll' dl111oal -!ti· a. Cenll'III Ofllce • (1) cangresslon■I and NCl-291•114-ool / HD55/l/1 Permanent~ CUt offannually. hold for five yurs. tnd 
Wlli!A,H...,.~ retire to FRC. Offer to NARS when z.s f ■ars ol~ in 10 vear . blocks. 

Reel property disposal reports- a, Central office .. !2J Other repom NC!-291-84-001 / HD55/ef,l remporarv - Cut offannually, destro, when superseded, 
canceled, obsolete or no Jonser needed. 

- PBS Project Review Committee - Committee c:haimNm's fdu NN-171-042 / 42AS Permanent· CUtoffevery 5 years. hold Svetrt.c and 
retire. 

Bulldlngs mana1ement study flies. NN-171-042 / 4385 Permanent• Cut off annually followinl completl~ of the 
studv. hold !5 yeara, and redn!.. NOTE: DGcuments rel11tln1 
to itiudles lhat provided the basis-fer, 
or that resulted 1n, die preparation of an Issuance or other 

Wdhdrawn,, ldentlRed with, and flied 

:': 
the e31e fh or IMUMte or ln1trur:tlon concerned. e.g. 
or tl.B'ZS. m 111pproprfate, 

DAA-0121-2015-0001-0018 011 • Routine BuDl!lrlp iemporary- Destroy 10 CUt: affat tha end of th• fiscal vear ■fter This Hries contafm resource m■ tarlafs ued to ■1se11 the PBS proaram 
Prv1ram Racordt vnrs•ftercutoff. publrshlna: of the report, tarmln11don of ■ n In ..,..,.1., and support the Nllcon:ls aa■ ted In 12L4/010. Included In 

ureement, orwh1111 recorcl II lf.lpaseded,. this Hries are suc:h records II aumm■ ry reports on bulldln1 and 
canceled, orab10labt, property portfolo ■nat:1, ■ pam pllnnlns, ■cqulllltlon, ntckm•I ■ nd 

natlanal com11111rdal raal est■ta ■ n■ lysn, ■ nd related program 
mattqement reports ■ nd Initiative nte0rds. 

Real property acco11ntln1 records. GSA Form 712 NCl-%69-77-001 / 15H5 Temporary - Pl ■ CI! In lnactlve file on dls,PSl:fonof the 
property. Cut-off tn actfve file at lhe end of the yar, hold 
2 years and retire. Destroy after S adcldonal y.:ars. 

capital Improvement and leasing program planning records. a, Central N1•2~1/ l!IE5{a 

~ 

file when superseded or 
office. at the end of the flsc■I year, 

Clpltal Improvement and reasmg program plannlng records. b. Other Nl-269-93-001/ 19£5/b Temponuy .. Destroy when superseded or obsolete.-Fedenil Supply Schedule, ADP Schedule, and prlc,, list distribution lists. NC1-352-lll-Oll2/27B30 Temporary• Destroy when superseded or obsolete. 

lnventorf11 ofexcau and surplus real property. NC1-291-81-o01 / 331115 Temporary - Destroy when super.seded or obsolete. 

Rnl property disposal malling lists, NC1491-8H101/33D20 Temporary• Destroy when superseded or oblokrte: 

Real Pl'QJH!rty ectlvlty n,ports. NCl-2111-IIHIOI / 33025 Temporary - Destroy when no IDqer naded. 

Real property disposal ectMty controls• (tt Central office NC1•291-81-C01 / 33D30/a Temporary- Destroy when 1 year old. 

Real Dtaoertv dlsnosal ectl\lltv controls,. fbl RulOnal offices NC1•291-81-001 I 33D30/b Temno.--v - D-when 1 vear old. 
General spai:e mun■genu:nt files NC1•121-81.(1()1 / 4DA1 Temporary- Cllt off an"61Jv, de.stray whan 2 years old . 

National pro1ram fdes - -. program flies NC1•121•81-001 / 40AlD/a Tempotary ~ Cut off annually, held 3 \INrs. and mire to 
FRC.n.w-Ylften&-old. 

National program fltes. b. budget fdes NC1·121-81-001 / 4DA10/b Temporary- Ort off at the end of the FY. Destrovwhan 4 
,-o1cr. 

s.....,,......,..,..,.,,.,.file,.feederropom NN•l71-042 / 40A!IS/b Temporary,. Cut off annually, Destroy when 2 year, old 

Snace ma rt filfl .. GSA lrwento,v re-rts NC1-121-81-oo1/ 4QA95/c Temrtffl'Rru .. Deffl'ftV when 2 Yelts old 
Snace mantnrMflt nMMlrt fJle1~ s-easslsnment renorts NC1•121s&1-0011 ---rd Temaorarv .. Destrov when 2 -..... old 
SpaCll! management report flies- Assli;nabfe space and summary repmtl Nll-171-042 / 40A!IS/e Temporary• Cut off annually. Destroy when 5 yeersold 

PIS p..-.... Review committee - Other members flies. NN-171-042 / 42AS TemDorarv - DedTftv when no lo_,. needed. 
BM ~ repcarts ~ Mortthlv and Annuel cost reports NN•171-042 / 43A30 Temporary• Monthly cast re parts: Cut off annuaDv~ hold I 

year, and de&troy. Annual Cast lb!p:artr. Cut offeMwlfy, 
ho1d for 10 ·- and d-•--·. 

Supply schedule and price 11st dlslrlbutlcn lsts. NC1•352-81-001 / 55130 Temporary ~ Destroy when superseded orobsolete. 



• 
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DM-0121·2015-G001-00l9 021 .. Guldell.nes and 
standards Records 

Temporary- Desl:roy2D 
vears 1fter cutoff. 

Cutoff at the end ofthefisc.ttyearafter 
publfshfna of the 1111dellne arstandard, or 
when Mapel'Hded. u~lad, or nbsolete, 

This serles contains recon:fs concemed with the development and fln ■I 

copies afthe pW.llnu ■nd *nd■ n:11 b PBS' l'lllutlne ac:tlvltle1. Sucb 
records Include auldelnes and standards fur bul1dln1 desla:n, 
spec:lflcatfon.s, lffPllpmcnt sclactlan and m■ fntcnanm, real propertJ 
acqulsWon. leaSffll't and dlspu•L 1p11m allaii:•tlon •nd adjustments 
and noted retllrdm. 

Ot.cupancy 1ulde flies. NlH71-G42 / 4ll"40 Temporary- Place tn hmctlve ftle when supeneded or 
obsolete, destroy when 2 years old. 

J 
BM spec:ffltaUims and standards - Other offices: speaflcatton1 Ibid 
standards. 

NN-171-G42 / 43AOO Temporary - Delllr'vV "" IUIN!neuon. c:anuflatian.. or 
obsolescence. 

BM specifications and standards - Other offlcec: Other papers. NIH71•D42 / 43A&O Temporary - cut offanJ1uaflr# hold 1 't'l'lll'S,, and desiroy. 

Preventive Maintenance Gulde development flln. NN-171-042 / 43890 Tempora,y• Office responsRale for develai:iment: Destro-, 
on supers,esslon of the Gulde. Other offices: 0.lt off 
--~ hold 1-.-.... and d'estrov. 

Prevent.Ive m.alnten1mee aide devel--- NC1-121-82-001 / 44C25 Tem..-.o ..... ~ when 1 war old. 

Aaencv real property requfrcmlUlb- NC1•291•81•001 I !3010 Temporary- Destray when superseded or obsolete 

DAA-0121-2015-0001-00ZO mo .. Sflnffk:,mt New 8uildln1 
Methods and M ■terlals 

Records: 

Pennanent-Tnnsferto 
NARA 15 years after cutoff. 

cut off1tthoend of the fiscal year when 
report fl publrlhed, project Is completed, 
or 'lllfflen the record h .1uperseded. 

This Hrlet containt records docutuntln1the uplonttlon of nllW' 
materials •nd lnllkllnl metll:Dd:I pcrtentlally to Improve nraf praperty 
assets. -"'Sllnffla_.- meaiM that th• 11111111 matarJ1I or methods W9III 
utenJfvetf tated and adoa,ted by more than 10 buRdlnp In GSA'• 
Inventory* Tham lm:lud ■ n,Potb on trends In constructTon methods. 
materials ■nd cqulpmcnl,, enzln■erilll teehHlolY, ■nd ardlltecturaJ 
desf&n.: studln. ■ n.■l'vtn,, brothuras, •I'll taehnlcll lltltl"lture end 
slmltar documeMJ. 

Dutgn 111d Construction (D&f;J Research FRn .. llemrd cop{e:1 of reports 
of research conduded or contncted for by O&c 

NN-171-042 / 42A30 Permanent .. CVt off annuaDy# hold 2 years.and retire. 

DM-0121.-- on .. Routim1 New aundrn■ 
Method's ■ nd Materials 
lleconb 

Temponuy- Dmtnar7 
years after cutoff. 

Cut aff at the end of the ffsel1 yur when 
report is publilh ■ d, projec:t rs campletad, 
or when the record [s superseded. 

This series contafns records used In the l'OUllna purch■ n ■ nd 

evalu.tlon of nD"NI equipment,. materfllll, ■nd urwb:s for UN fn 
maintainht& ■ ncl operatlnt buBdlnp. Included ■ re .such remrds u 
requests to determine Interest. p,aJed: requests, proJecb,. tmt reports, 
and nlllled records. 

Design and Cmutrutllon (D&Cl Reseon:h FIi.. • Reports prepared by 
other ■pndes ind commerctal cimcems, dupllcate copJcs of reports of 
research amdumd ar contncted ror by D&C. brochures and trade 
public.dons. and slmll ■r rethnleal documents. 

NIH71-G42/42A30 Temporary .. Desiroy when superaede:d or cibsclete.. 

Desfgn and Ca!lnstrurtlim (D&CJ Research FUes- Other paper.1, N!\1·171-042 / 42A30 Temporary., CUt off atmually, hold 2 ymrs and dntrov 

New matertals mu, NN•171-G42 / 43A45 Temporary-Cel'ltrel Dffrw. cut off ■ nnueffy fellowrtta: 
completlon of evtl\l•tion or demmlnatton of no Intl.rest, 

lholdlye,u.,aod retire. Datroy llfl•rl 1dd~1on,1.,,n. 
. Cut off amwally, hold 2 _,. and dcttro, . 

New methods and materials Information,.. NN•171-042 / 4aASS Temporary• Memorandums cir comparable documents 
used to liSW! the Information: Destroy when no lonaer 
needed fer refl!rence. Other pape:n;: cut off annually, hold 
2 years, Ind destroy. 




