
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB
(See Instructions on reverse) 

OATTO:	 GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDSSERVICE, WASHINGTON, DC 20408 

1. FROM (Agency or establishment) 

:;o-;:-?Gener~~~a:;;:l~Se~~~~'c~es=--,Admini"-=='='""s,-"tr=a~t",i,,,on~ ---1	 In accordance with the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISION	 the disposal request, including amendments, is approved 

except for items that may be marked "disposition notOff f ~ approved" or "withdrawn" in column 10. If no records :;o-;::i'f;'~i:=;ce:?';;~o~~Admini~~·"-""=·""s-",tr=a'""t",i,"":vec=...!::S'""erv:t.""--,,,,,·,,,c=-,,e,,,,s<--
3. MINOR SUBDIVISION	 are proposed for disposal, the signature of the Archivist is 

not required. enent Branch 
ONFER	 5. TELEPHONE EXT. 

I hereby certify that I am authorized to act for this agencv..Ul matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of ~t page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: 0 is attached; or GJ is unnecessary. 

D. TITLE 

7. 8. DESCRIPTION OF ITEM ITEM (With	 Inclusive Date. or Retention Periods]NO. 

General Ma!:lageIlElt Program Records 

Records description and proposed disposition schedules are
 
in the attached revised chapter 12 to the HB, GSA Records
 
Maintenance and Disposition System(OAD P 1820.2).
 

NSN 7540-00-634-4064	 STANDARD FORM 115 (REV. 8-83) 
Prescribed by GSA

~~~'j, rr; ~J	 FPMR (41 CFR) 101-11.4 



OAD P 1820.2 CHGE
 
)._).J,.) 

12Al. Agreement documents and controls (fIAt- 17 ). Documents accumulated in controlling and 
reviewing agreements, memorandums of understanding, and similar records signed by 
representatives of GSA and of other Federal agencies and State or local governments. Included are 
control logs, sheets, or registers; a reference set of signed agreements that pertain to committing 
resources delineating responsibility, and related records. Examples of agreements covered by this 
paragraph include (a) establishing standards under which management responsibility for common-
use, commercial commodities is assigned to the Department of Defense or GSA; (b) furnishing 
reimbursable design and construction, transportation, or communications services, and (c) 
delineating responsibility for handling riots or demonstrations. (Agreements with employee unions, 
contracts, leases, easements, job orders, bills of sale, and purchase orders are not covered by these 
instructions.) 

4. Control documents: Destroy when superseded or obsolete. If there is a dispute,
 
hold until dispute is settled.
 

#. Reference copies of agreements and related records: Destroy when terminated, 
canceled, or superseded. 

12A2-12A4. Reserved. 

12A5. Committee management files (/f'!V,t7),'J,.),). Documents created under GSA Order, 
Committee Management (ADM 5420.40C) establishing continuing and dissolving joint, interagency, 
intra-agency, and extragovernmental committees including councils, boards, commissions, panels, 
and comparable groups. Included are committee establishment proposals, approvals, documents 
reflecting changes in committee membership, committee charters or terms of reference, reports on 
the status of committees, and related records. 

Cut off annually after the committee is ended or is not approved. 

a Office in the Central Office responsible for maintaining the GSA-wide centralI 

committee management file: Destroy when no longer needed. 

4. Other offices: Destroy when 2 years old. 

12Afr 12A8. Reserved. 

12A9. Consulting service files ( ). Documents created in the coordinating and controlling 
of consulting contracts. 

Cut off following completion of contract; destroy when 5 years old if the program 
official approves. 

Appendix 12-A 
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OAD P 1820.2 CHGE 

12A10. Management projects (/'1/11.. /7 t -Pj! Documents accumulated in planning. administering. 
conducting. and assisting in management, data processing. and manpower studies. surveys. and 
evaluations (including those performed by contract) of operations. systems. procedures. methods. and 
staffing for developing. recommending. and assisting in the installation of improvements. Included 
are project requests or authorizations: project plans; study. survey. implementation. operational 
review and manpower utilization survey reports; clearance actions; and related records. 

Cut off annually after completing or cancelling the study. survey. or project, or if 
the project is not approved. .J . 

J;JJtJJft!JI' WJ Fif~ 1vItt!" 
a,Office responsihle for conducting and clearing the study or sUl1ley:AHuld 2 ~rd"jIii 

.,ems dnd re~e:- Destroy when 5 years old.. ifffte I?IOgI@iiufficiai dpp16.es . 

.k. Other offices: Destroy when 3 years old 

A Policy Manual changes W/fl'I1YJ.~? Document accumulated in clearing proposed 
changes to the . Manual (ADM 1000.28). Included are copies of proposed policy 
changes. disapproved changes. cleara and related records. 

12A12-12A14. Reserved. 

12A15. GSA organization files (IV",../7)..-1? Documents created in studying. proposing. reviewing. 
and assisting in changes in organization. functions. and relationships of services. staff offices, and 
regional offices. Included are organizational proposals. justifications. analyses of present 
arrangements. proposed arrangements. workloads. staffing patterns. current and proposed 
organization charts. proposed functional statements. management studies. and related records. The 
files include disapproved proposals. comments on other organization studies. and documents created 
in maintaining the executive brief, updating the U.S. Government Manual. and assigning location 
codes. 

a. Changes to GSA s organization: Permanent. Ileia MBa} AS ISA8iF A@@QiQ• 
..lMeftefferto~:lARA.T,..~nJfer'	 eo t:he.. /Y'J.t(dJ~JJ AYGh,v~j, ,.",

'!f' ),CJY b/d"lr~ I/Vhe.17 '-0 ye.Jl'.J o/q, 
b. All other records: Destroy when 1 year old. 

Appendix 12-A 
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OAD P 1820.2 CHGE 

12A16. GSA delegation of authority files ( ) . Documents accumulated in clearing changes 
to GSA Delegations of Authority Manual (ADM P 5450.39C) and delegation of authority orders. 
Included are copies of proposed changes. disapproved changes, clearances, and related records. 

Cut off following revision; destroy when no longer needed. 

12A17-12A19. Reserved. 

12A20. Position management files ( ) . Documents created in conducting position 
management reviews, developing policies. procedures, and standards governing position 
management, and developing staffing patterns. 

Cut off annually; destroy when 5 years old if the program official approves. 

12A21. Productivity management files ( ) . Documents created in developing procedures 
for productivity measurement, conducting studies of productivity, and developing productivity 
reports, including the Bureau of Labor Statistics report 

t:f, Studies files: Cut off after completing of study; destroy when 5 years old-if"-
f 

../;. All other files: Cut off after completing study; destroy when 3 years old. 

Appendix 12-A 
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/ I CAD P 1820.2 CHGE 
.A~C-).(/1'-7t;"'-

ur:_-,-. anagement improvement awards Vr· ). Documents accumulated in recommending, 
nominating. in selecting persons or groups to receive awards for significant manage-
ment improvements during ear. Included are recommendations, coordination actions. and 
related records. Excluded are case files 0 tive Awards Committee. 

Cut off at the end of the fiscal year: destroy when 2 years 0 

1282-1284. Reserved. .J 
...).'~-7b-/

1285. Management improvement reports (~c. ). Documents created in reporting 
management improvement goals, progress. and accomplishments for GSA internal and 
Governmentwide programs. Included are semiannual improved manpower management reports, 
annual management reports, and related records. 

Cut off at the end of the fiscal year. hold 2 years, and retire to FRC. Destroy when 
5 years old. 

1286-1289. Reserved. 

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

Appendix 12-8 
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