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. REQUEST FOR RECORDS DISPOSITION AUTHORITY — LEAVE BLANK
(See Instructions on reverss) AR G- e9-2
TO! GENERAL SERVICES ADMINISTRATION TE RECEIVED
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 7/5/ ?7
1. FROM (Agency or estoblishment) NOTIFICATION TO AGENCY '
General Services Adhinistration In accordance with the provisions of 44 U.S.C. 3303e
2. MAJOR SUBDIVISION ;he dits)fosal.treeque::\, im:l\.ldir::,ge amr‘\‘gg'\e'\:\dt_s, is a'aprove?
. s s x or items that ma marf isposition no
Office of Administration apg‘:gved" or "withdrawn)'l in column 10, sI‘fmrzo ‘records
3. MINOR SUBDIVISION aretprop_oﬁ for dj |, the signature of the Archivist is
. . not required.
Information Collection Management Branch e /s Eﬁ .
3. NAME OF PERSON WITH WHOM TO CONFER S. TELEPHONE EXT. [DATE RC IST OF THE UNITED STATES
Maury Grundy 535-7983 ////[ 2@/{( >Q/é ( iz (—
{

6. CERTIFICATE OF AGENCY REPRESENTATIVE v T VJ7 / ﬂ

I hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;
that the records proposed for disposal in this Request of _ 30 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: D is attached; or [ﬂ is unnecessary.

/
8. DATE TURE OF AGENCY REPRESENTATIVE O. TITLE
/ ﬁ Chief, Info. Coll. Mgmt. Branch &
—_—] GSA Records Officer
N L 9. GRS OR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Inclusive Dates or Retention Periods) Jos {NARS USE
- CITATION ONLY)

Chapter 9 REQORDS COMMON TO MOST CFFICES

Record descriptions and requested disposition authorizations |NN-168-138

are contained in the attached proposed chapter to the HB, NC1-269-8p~-2
GSA Records Maintenance and Disposition System (QAD P 1820.2) .| NC1-269-81-5
N1-269-86+1

[/4/0,01‘4(/09/ as ~ed I"‘CMS/ g C /e and GEYO.

Lttt qélg wa s W/)“ia/ﬁau-‘d beécavse ('%‘wr'//
be covered /. ¥ie RS vndder a /k’cusc'c/
/e For pm'u‘a’c)/ Ae # £9Cavo/s

3;'/&\.5

S ——

115-108 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 8-83)

Copie’ put T dopnty N U m/r@

FPMR (41 CFR) 101-11.4



GENERAL SERVICES ADﬁINISTRATION
Washington, DC 20405

OAD P 1820.2 CHGE
GSA ORDER '

SUBJECT: GSA Records Maintenance and Disposition System

1. Purpose. This order transmits revised pages to ch. 9 of the
HB, GSA Records Maintenance and Disposition System.

2. Explanation of changes. Ch. 9, Records Common to Most
Offices, 1s revised to expand coverage of administrative and
common program records, including records pertaining to the
Freedom of Information and Privacy Acts in the new appendix 9-E.

3. Instructions. Remove ch. 9 and insert the attached new
ch. 9.

PAUL T. WEISS
Associate Administrator
for Administration

Central Office
200 copies to CAIR for reserve stock.

Regional Offices

2

Distribute the copies below to each regional CAI records
officer for distribution and reserve stock.

Office Copies - Office Copies
Region 2 ........ 100 Region 7 ......... 100
Region 3 ........ 75 Region 9 ......... 100
Region 4 ........ 75 Region W ......... 75
Region 5 ........ 75 NARA/NIRC ........ 15
Region 6 ........ 75

Figure 1. Supplemental distribution.

Distribution: A; B; F; G; H; plus figure 1 Attachment
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CHAPTER 9. RECORDS COMMON TO MOST OFF1CES

1. General. This chapter provides documentation, maintenance, and disposition
instructions for records common to most nffices. The records covered by this ached-
ule are accumulated as the result of routine internal administrative (housekeeping)
activities, functions common to most program areas, and documents requiring signature
or concurrence at higher levels than the action office (signatory records). The
tecords accumulated in app. 9-E are accumulated as the result of an o(flce's involve-
ment in the FOIA and PA programs within GSA. This schedule also covers certain types
of records created in electronic form. The instructions are contained in:

a. Appendix 9-A. Mail and File Controls
b. Appendix 9-B. Office Administrative Records
c. Appendix 9-C. Program Administration Records

d. Appendix 9-D. Signatory or Supervisory official's
Records

e. Appendix 9-8., Freedom of Information Act (FOIA) and
Privacy Act (PA) Program Records

2, Microfilming records. The records described in this chapter may he converted tn
microflim and the orlginal paper records destroyed provided that the requirements and

standards of the HB, GSA Micrographics Management Program (OAD P 1882.1), chs., 3-1,
3-3, 4-3, and 4-4 are met.

3. Electronic records. The records described in this chapter are eligible tor
disposal in both hard copy and electronic form.

1 and 2
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This appendix describes records created In controlling mail and files.

Appendix 9-A. Mail and rile Controls



RECORD
YMBOL

9Al

9A2.-9MN4.
9AS.

9IAN6.-9A9.

9IAlG.

DESCRIPTION OF RECORD

Records plan (NC1-269-8¢-2).
The first file Item in a
records station. GSA Form
2639, Records Maintenance
plan, lists all program and
non-program records maintained
by an office. 1Included on the
form are record symbols, de-
scriptions of records, and
cutoff and disposition dates.

suspanse files. Documents
arran n chronological
order a remindar that an
action iy required on a glven
date or that a reply to action
is expected\ and, {f not re-
ceived, shouNd be traced on a
given date. ecord symbols
are not requir on suspense
flle folders, ddgywer labels,
or on papers inclhded in sus-
pense files, Suspégse file
folders are usually qumbered 1
to 31: one for each y of
the month., Offices hading a
small volume of suspende
material may need only tw
folders numbered 1-15 and -
31. Examples of papers not

mally included in a suspense
file ares

a. A note or other reminder
to take action (GRS 23/6a).

b. The file copy or an extra
copy of an outgoing communica-
tion, filed by the date on
which a reply is expected.
This includes copies of commu-
nications contrnl records when
used as suspense controls (GRS
23/6b).

(1) Suspense copy is an
extra copy.

(2) Suspense copy is the
fite copy or a communications
control record,

Reserved,

Transitory Files (GRS 23/7).
Documents of short-term Inter-
est that have no documentary
or evidential value and

Appendix 9-a

OAD P 1820.2 ClHGE

AUTHORLIZED DISPOSITION

Cut ottt with related records,
Destroy when all related
records are destroyed or re-
tired,

Destroy after taking action.

Withdraw documents when reply
{s sent or received,

Incorporate into the official
flles.

Destroy when 3 months \old;
earlier destruction la qutho-
rized if no longer neede
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9AlLL. -
InL4.

9Al5.

9Al16.~
9A19.

9A20.

DESCRIPTION OF RECORL

AUTHORIZED DISPOSITION

normally need nnt be kept more
than 96 days. FExamples of

transitory correspondence are
shown below.

a. Routine requests for
information or publications
and coples of replies that
require no administrative
action, no policy decisafon,
nd no special compilation or
earch for reply.

tiginating office's
of letters of
ttal that do not add

in the transmitted
nd recelving

y if flled

om transmitted

matecrial,
office's c
separately
material.

c. Quasl-offic
including memora
records that do n serve as

the hasls of officiyl actlons,
auch as notices of hijlidays or
charity and welfare £
sppeals, bond campalign
similar records.

t notices,
a and othert

Reserved.

Tracking and control records
(GRS 23/B). Logs, registers,
and other records {n hard copy
or electronic form used to
control or document the status

of correspondence, reports ot
other records.

Destroy when no longer needed,

Reserved,

Finding aids/indexes (GRS .
23/9). 1ndexes, (lsts, regis-
ters, and other finding aids
in hard copy or electronic
Eorm used only to provide
access to records authorlized
for destruction by this hand-
book. Excluded are records
contalining ahstracts or other
information that can be used
as an information source apart
from the related records.

oy or dalete with the
d records or when no

Appendix 9-A

4
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The records in this appendix relate to administrative and oparational functions

within an office, as distinguished from records related to the performance of mission
or program functions that are described in succeeding chapters and appendizes nof this
handbook.

Offlice administrative records (a) accumulate as a result of routine proce-
dures that are part of normal housekeeping operations in any office;

{b) relate to
the acquisition and use of supplies, services, or administrative support from the
oftice responsible for providing them; and (c) provide a source of general and tech-
nical reference material for use within the office. Office administcative recotrds

are normally accumulated by individuals handling administrative matters tor the
office. NOTP:

Records pertaining to the Preedom of Information and Privacy Acts are
now filed under app. 9-E.

Appendix 9-8. oOffice Administrative Records



RECORD
SYHMDOL

1.

982.-98B4.

9B5.

9B6.-9B9.

9B1o.

Init. -
9B14.

DESCRIPTION OF RECORD

Office administration records
éﬂ‘ﬂiﬂ_’é).- These are of
our typest (1) Documents
crented in preparing office
procedures or inatructions
that apply to internal admin-
istrative practices and opera-
tional details within the
prteparing office; (2) pocu-
ments showing hours of duty
and individuval temporary du-
ties; (3) bocuments showing
legation of authority, such
those listing existing
gations and papers autho-
individual delegations,
luding those relating
ations found in GSA
s;: and (4) Documents
entations and
ven to viaitors
i{gned personnel

Reserved.

campaigns (GRS 23/1).
ments tetlecting offic
ticipation in such matt
blood donation programs,
ings hond drives, fund soilNcl-
tations, and similar matter

Reserved.

Office financial records (GRS
23/1). Documents relating to
the participation of offices
in matters concernling the
expenditure of funds unmed in
pecforming program functions
of the office. 1Included are
travel cost estimates and
notices of avallability of
funds; recelpts for, and other
documents regarding the dis-
tribution of checks and sav-
ings bonds; and trelated
records.

Reserved.

Appendix 9-B

‘OND P 1829.2 CHGE

AUTHORIZED OISPOSITION

Destroy when superseded or
obsolete.

Cut off annually; destroy when
2 years old, Earlier destruc-
tion ims auvthorized {f no long-
er needed,

Cut off annually; destrny when
2 years old. Earlier destrue-
tion is authorized if no long-
er needed,
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RECORD
SYMBOL DESCRIPTION OF RECORD

AUTHORIZED DISPOSITION

Office information management
recotds. Theme records con-
sist of the categories de-
scribed below:

a. Office general
information management
(GRS 23/1). Documents related
to an olflce's involvement in
forms, directives, records,
d reports management activi-
Included are reports,
spondence, and trelated
Excluded are records
to the initiation,
management, or disposition (of
stocks) of\a sperific form,
directive, report. These

are maintained as specified in
ch, 11.

Cut off annually; destroy when
2 years old. PRarlier destruc-
tlion I8 authorlized {f no long-
er needed,

b, Records disposition.
Documents showing t location
and/or disposition of\records
retired out of an offi

(1) Basic documentatiyn
of records description and
disposition programs, includ-
ing SF 115, Request for
Records Disposition Authority;
SF 135, Records Transmittal
and Recelpt; SP 258, Request
to Transfer, Approval, and
Receipt of Records to National
Archives of the United States;
NA Form 1301, Notice of Intent
to Destroy Records; NA PForm
1394, Agency Review for Con-
tingent pDisposal; NA Form
13916, Notice of Accession
Location Change; and telated
documentation (GRS 16/2a).

Destroy when trelated records
are destroyed or transferred
to the Natfonal Archives, or
when no longer needed for
administrative or reference
putposes.

(2) Routine correspondence

Destroy when no\longer needed
and memoranda (GRS 16/2bh).

for reference.
Inle .- Reserved,

9Isly.
Nel-2éf-%1-5

9827, . Dbocu- Cut off annually; deatroy when
ments such as human reso eatrn old, Earlier
surveys and papers showing destruc i€
staffing authorizations, no longer needed.

9821.- Reserved,
9B24. -

Appendix 9-B
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RECORD

SYMBOL

DESCRIPTION OF RECORD

Office personnel trecords.
These records consist of the
categories deacrihed below:

a. Office personnel adminis-
tratlion (GRS 23/1}. Documents
accumulated by operating ofti-
cials in administering petrson-
nel matters for or about em-
ployees in an office. 1Includ-
ed are documents accounting

or office personnel and in
ntrolling offtice visitors,
ies of attendance and over-
reports other than those
mainbdained by time and astten-
dance\clerks, notifications
and lists of employees to
receive Qovernment medical

ployee ath

tic events,
unions, and

imilar records.

b. Employee rycord caxds.

(1) Employe
cards, such as SP
outaide personnel

fices (GRS
1/6).

(2) Employee record chrds
used in conslidering ponitio
changes for employees separa
ed for military service (NCl-
269-81-5).

c. Supervisor's personnel
records and dupllicate OPF
documentation.

(1) supervisor's person-
nel records (GRS 1/18a).
Correspondence, [orms, and
other records relating to
ponitions, authorizations,
pending actions, coples of
position descriptions, re-
quests for personnel action,
and records on indlviduals
duplicated In or not appropri-
ate for the OPF.

(2) Statements of employ-
ment and financial interests
(GRS 1/2db). GSA Forms 2157
and 2158 and related records,
including confidential

Appendix 9-n

OAD P 1824.2 CHGE

AUTHORIZED DISPOSITION

Cut off annually; destroy when
2 years old. rarlier destrue-
tion is authorized {f no long-
er needed,

Destroy when employee leaves
the agency.

NOTE: Record cards for em-
ployees transferred within GSA
will be forwarded to the gain-
ing offlice.

Return to 9B25h (1) on Ffulfill-
ment of restoration obligation
or destroy on termination of
renstoration obligation, as
applicable.

Review annually and destrny

tms, or destrny all docu-

n relating to an indlvidu-
lnyee within 1 year
after\separation or transfer.

Destroy when years old,
except that doc\ments needad
in an on-going i{kvestigation
will be retained til no
longer needed in t
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RECORD

DESCRIPTION OF RECORD

atatements flled under Execu-
tive Order 11222,

(3) buplicate documentation

‘GRS lgfsb!. othex coples of
documents duplicated in opPP's
not provided for elsewhere in
this schedule, :

S

. Notifications of personnel

tions. §F 5@, documenting
ual personnel actions
as employment, promo-
transfers, or separa-
excluding the copy in

coplies, inkluding fact sheets
(GRS 1/14a)

(2) All other coples (GRS
1/14b).

e. Employee tral
1/29b) . Correspondence, memo-
randa, reports and other

ability of, and employ
ticlpation in, tralning
grams sponsored by Gover

agencies or other organiza
tions,

f. Employee travel. Records
relating to relmbursing indiv-
{duals, such as travel orders,
pet diem vouchers, transpor-
tation requests, hotel resmer-
vations, and all supporting
documents relating to otticial
travel by officers, employees,
dependents, or others autho-
rized by law to travel., Fx-
cluded are "payment" coples
accumulated by finance activi-
ties. Establish case flles
for travelers {f volume war-
rants.

(1) Travel administrative
office records (GRS 9/3a).

(2) oObligation coples
(GRS 9/3b).

" Appendix ‘9-B
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AUTIORIZED DISPOSITION

investigation.

Destroy when 6 years old.

Destroy when 2 years old.

Destroy when 1 year old.

Destroy when 5 years nld or
when superseded or obsolete,
whichever occurs first.

NOTE: Reference coples of
pamphleta, notices, catalogs
and other documents that pro-
vide information on courses or
programs offered by Government
agencies nr other organiza-
tions, are nonrecord infonrma-
tion and may be destroyed when
superseded ot obsolete,

Destroy when

Destroy when
gated,



RECORD

SYMBOL

DESCRIPTION OF RECORD

g. Interview recotrds (GRS
1/8) . Correspondence, reports
and other records relating to
employee interviews,

Standards of conduct (GRS
Cotrrespondence, memo-

and attendance.
ccumulated by time

GSA Foxm 873,
ance Record; §PF
n for Leave, ox

Annual Atte
71, Applicat
equivalent an

Attendance Recor
994, Daily Flexit
copies of overtime
and comparable docu

GSA Frotm T-
e Reginster;

the National Payroll Centyr
ate covered in ch., 16 of this
handbook.

(1) Leave application

file

(a) I1f timecard (GSA
Form 3575) has been initialed
by employee (GRS 2/8a).

(b) 1f timecaxrd (GSA
Form 3575) has not been ini-

tialed by employee (GRS 2/8h).

(2) Time and Attendance
Report Files.

(a) Coplies of GSA
Form 3575, Time and Attendance
Record (GRS 2/3a(2)).

(b) Flexitime Atten-
dance Records (GRS 2/3b). GSA
rorm T-949, hally Flexitime
Register, and related docu-
ments, such as sign-in/sign-
out sheets and work ceports,
used for time accounting under
flexitime systems.

(3) oOther records ( -
—_— =) RS 23~/

Appendix 9-B

OAD P 1820.2 CHGE

AUTHORIZED DISPOSITION

Destroy 6§ months after trans.-
fer or sepatation of employee,.

Desntroy when superseded or
obsolete.

Dastroy at end of applicable
pay period,

entroy SF 71, Application for
ave, after GAO audit or when
ears old, whichever is

Dentroy after
when 3 yeatrs ol

whichever
occurs tlest,

Cut off annually; destroy when
2 years old,
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RECORD

DESCRIPTION OF RECORD

WITHDRAWN DY CHGE
(See app. 9-E)

9B27.~ Reserved.
9B29.

98346, Reading flles (GRS 23/1).

FExtra coples of outgoing com-
munications (arranged chrono-
logically) which are main-
tained for review by statt

9B3l.

rlalk (NC1-269-80-2). Flles

consikting of coples of direc-

any element of GSA,
nment agencies, and
nongovernmeRtal organizations,
that are maiktained by an
office for reBerence purposes,
Included are ingtructional
letters, messagég, or other
documents providiyg instruc-
tions in advance of official
ditectives.

9832.~

WITHORAWN BY CHGE
9833,

(See app. 9-E)
9B34. Word processing files,
documents, such as letters
messages, memoranda, reportk,
handbonks, directives, and
manuals, recorded on electron
fc media (such as hard disks
or floppy diskettes) that is
uned to produce a hard copy
maintained in organized files
(GRS 23/2a).

aft

983S. Office security and safety.

Records accumulating from
measures taken by offices to
protect classified Information
from unauthorized disclosure;
from measures taken to protect
tacilities Erom unauthorized
entry, sabotage, or loss; and
from the formulation and im-
plementation of plans, such as
evacustion plans, for protec-
tion of life and property
during emergency conditions.
NOTE: This category does not
cover records documenting
policies and procedures accu-
mulated in offices having

Appendix 9-B

ter ety

AUTHORIZED DISPOSITION

Cut off in 6-month hlocks;
destroy when 6 months onld.

EBarlier disposal is autho-
cized.

Destroy when no longer needed
for reference.

pelete when no longer needed
to create a hard copy.




RECORD

SYMBOL

DESCRIPTION OF RECORD

gencywide responsaibilities
r security and protective
sexvices programs. Such
rechrds are scheduled in ch.
this handbook.

sified documents ad-
ministrative correspondence
records (GRS 18/1). Corres-
pondence rtaining to the

accounting fol clasaified
documents not vered else-
vhere in this s

b. Security awareness (NCl-
269-86~2) . Documenys related

ance with security re
by personnel, such as
requiring employees to
fcally read security dir
tives and certity that the
directives are understood.
Excluded are coples of emplo
ee gsecurity acknowledgments i
the individual personnel tile.

c. Document receipt records
iGRS 18/2) . Records document-
ng e [ssuance and recelpt

of classitied documents.

d. Destruction certification
records (GRS 18/3). Cecrtifi-
cates, such as GSA Form 12137,
Classified Document Account-
ability Record, relating to
the destruction of classitied
documents.

e, Classified document inven-
tory records (GRS 18/4).
Forms, ledgers, or registers
usad to show identity, {nter-
nal routing, and final dispo-
sition made of classifled
documents, but excluding clas-
sified document recelpts,
destruction certificates and
documents relating to Top
Secret material covered In
9B3SE.,

Appandix 9-B

" OAD P 1828.2 CHGE

AUTHORIZED DISPOSITION

Destroy when 2 years old,

Destroy when 1 year old ot
after next application of the
system, whichever occurs
flrst,

Destroy when 2 years old.

estroy when 2 years old.

Destroy en 2 years old,
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RECORD
SYMBOL

DESCRIPTION OF RECORD '

é\‘ Top Secret accounting and
cogtrol records.

1) Reglsaters maintained
at cowtrol points to Indicate
accounkability for Top Secret
documenks, reflecting the

(2)
documents to
control, showi
persons handlin
ments, intra-off
and comparable dat
18/5b).

accompanying
sure continuing
names of

the docu-

g. Access request rekgords
(GRS _18/6) . Requests jnd
authorlzations for indikiduals
to have access to classiXied
records,

h. Classified document con
tainer securlty records (GRS
18/7). Forma or Ilsts umed t
record safe and padlock combi-
nations, names of individuals
who know the combinations, and
comparable data (such as forms
placed on classified contain-
ers to record entries) umed to
control access to classified
document containers.

{. pPersonal property
accountabllity. Records re-
lating to accountability for

personal propecrty lost or
stolen.

(1) tedger records (GRS
18/15a).

(2) Reports, loss state-
ments, receipts and other
documents relating to lost and
found articles (GRS 18/1Sb).

j. Rey accountability.
Records relating to account-
ability for keys issued,

(1) For areas under maxi-
mum security (GRS 18/16a).

(2) For other areas (GRS
18/16b).

" -+ Appendix: 9-B
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AUTHORIZED DISPOSITION

Destroy S years after dncu-
ments shown on fotrms are down-
graded, transferred, or de-
stroyed.

Destroy whan related document

is downgraded, transferred, or
destroyed.

Destroy 2 years after authori-
zation expires,

Destroy when superseded by a
new form or list, or when
conntainer is returned,

Destroy years after final
entry.
Destroy 1 year old, .

Destroy 3} years afted turn-in
of key.
Destroy 6 months after
of key,
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RFECORD

SYMBOL

9nl6.~
9IB139.

9B49.

DESCRIPTION OF RECORD

. Visitor control. Regis-
thrs or logs used to tecord
nages of contractors, service
perjonnel, visitors, employeen
admitted to areas, and reports
on avgomobiles and passengers,

{2)
18/17b).

1. Personnel s
ance status reco
1822%1. Lists or

showing the curren
clearance status of \Individu-
als.

m. Emergency operatio
j%gnggl%_L. Records acgum-
ulating from tests conducted
under agency emergency pl
such as Instructions to me
bers pacrticipating in tesats,
staffing asaignments, men-
aages, testm of communication
and facilities, and teports
excluding consolidated and
comprehensive reports,

Reserved.

Service and supply. These
tecords consist of the records
described below:

a. General service_and ”“9213
(GRS 23/1 .~ Documents relate
to the acquisition, mainten-
ance, utilization, and control
of offtice equipment, supplies,
utilities, and space; and
documents related to telecom-
munications, tranapocrtation,
printing, publlication, custo-
dial, and other services.
included are requisitions for
equipment, supplies, and ser-
vicens; communications ahout
the requisitions or services;
and related records. Excluded
are official purchase order
and contract records described
in ch. 19 and other chapters
of this handbook.

Appendix 9-8B
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AUTHORIZED DISPOSITION

Dentroy 35 years after flnat
entry or § years after date of
document, as appropriate.

Destroy 2 years after final
entry or 2 years after date of
document, as appropriate,

Destroy when superseded or
obsolete,

Destroy when ) years old,

Cut\of € annually; deatrny when
2 yeagrs old. Eaclier destruer-
tion s anthorized i€ no long-
er nealed,
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DESCRIPTION OF RECORD

AUTHORIZED DISPOSITION

Office equipment control

1). Documents maln-
offices for equip-
ithin their areas
of accountab ty. Included
are cards, list receipts, or
comparable documen
equipment charged to a
fice.

Place in inactive (lle when
equipment I8 removed from
office's contrnl., Cut off
inactive file annually; de- .
stroy when 2 years old, Par-'!
lier dastructinn is avthorized
if no longer needed. '

c., Telephone call controls
iGRs 23/1). Telephone call
ata documenting approval for
ofticial long-distance tele-
phone calls,

Cut off annually; deatroy when
2 years old, EBarlier destruc-
on is authorized {f no long-

ar ded. |

4. Motor vehicle operation
(GRS 18/7). Records relating
to individual employee opera-
tion of Government-owned vehi-
cles, including driver tests,
suthorization to use, safe-

deiving awards, and related
correspondence.

owned vehicle, whichever o
curs Eirst,

"t -Appendix 9-B-*
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" . .
The records in this appendix are common to most programs and, therefore, are accumu-
1ated by most officen., The majority of these tecotds are normally created as a
result of taking certain administrative actions that, although trelated to a proqguam,
are not essential to its performance. Documentation and maintenance and disposition

fnstructions are included in this appendix primarily to avoid the need for repeating
them in each succeeding program chapter and appendix.

Appendix 9-C. program Administration Records



RF.CORD

SYMBOL

9C1

DESCRIPTION OF RECORD

program administration.
Records created In routinely
administering a program, but
not records described else-
where Iin this handbhook. 1If a
document in this category
tesults in initiating a pro-
qgram, process, project, direc-
tive, or case (the records
that are descrihed elsewhere

n this appendix or in a later
cRapter), the record copy
shhuld be flled in the related
fal tile, Reference

may be placed in the
administration file.

that simplifies
thelr retdeval, such as using
lowercase tters and titles.
Examples of
tration recor
are not limited\ tos
a. General cotre
(NC1-269-80-2) .
dence not described
in this appendix or {
ceadling chaptera. 1t
warrants, subdivide the
by program unit or alpha
cally by subject, name, o
geographical location.

tespon-

b. Accounting (NC1-269-86-2).
Records accumulated In moni-

toring appropriated and re-
volving funds used for agency
programs. This paragraph does
not apply to records accumu-
lated by offices administaring
budget and financial programa
or to records of imprest fund
cashliers. 1Included are cost
reports, statements, and tabu-
lations,

c. Audit (N1-269-86-1).
Fxtracts of and comments on
audit and evaluation reports
related to a program.

d. Automated data processin
documentatlon (GRS 20/11).
Records accumulated In devel-
oping and operating ADP sys-
tems, but not records main-
tained by IRMS program of-
flces. Included are data

Appendix 9-C
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AUTHORIZED DISPOSITION

Cut off annually; destroy when

2 years old,

Cut off annually; desatroy when

2 years old.

at end of fiscal year
followup actions on
report re%ommendations are
completed; \Jestroy when 6
months old.

Deatroy when n
obsolete, or up
destruction of ¢
file or data bane,

eraeded ot
suthorized
ated master
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RECORD
SYMBOL

DESCRIPTION OF RECORD

AUTHORIZED DISPOSITION

aystems specificationa, flle
specificationa, codebooks,
record layouts, user guides,
output specifications, and
final reports (regardless of
medium) relating to a master
file or data hase that has
heen authorized for disposal
y this handbook or the
meral Records Schedule
§). FExcluded is
mentation related to any
eduled master file/data
r any master file/data

e. C ce comments (NCl- Cut off annually; desatroy when
269-80-2‘. Comments on ditec- 2 years old.
tives, plan and similar

publications prepared by an-
other office, Qut not direc-

files.

. Congressional (
2). Records relate
grtessional inquicies
plies, but not record
lated by the Office of
gressional Affalrs.

1-269-80-~ Cut off annually; destroy when
to con- 2 years old,

g. Information (NC1-269-8W- Cut off
2). Comments on, or contribhu-
tiona to, newa releases or
other issuances publiclizing a
program, hut not documents
accumulated {n the Office of
public Affairs.

annvally; destroy when
2 years old,

h. Legislation (NC1-269-80-
%L. Records accumulated in
tafting or commenting on
proposed legislation atfecting
a program, but exacluding
records accumulated hy the
Office of Congressional Af-
faics, the Office of Public
Aftairs, and the Office of the
General Counsel.

Cut off at end of second ses-
sion of the Congress con-

cerned; destroy when 2 years
old,

1. Management (NC1l-269-88-2).
Records related to management
improvement, cost reduction,
pecformance analysis and work
measurement, but not those
related to the program activi-
ty or project that produced
the saving or improvement.
This category does not apply

Cut of€
2 years o

nually; destroy when

Appendix: 9.C!
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RECORD
YMBOL

/

9c2.

9C3.

DESCRIPTION OF RECORD

to records accumulated by
oftices having GSA,
service/staff office, or
regional program
responsibility for these
functions,

j. pProgram and budget (NCl-

269-8d-2). Records created in
reparing and submitting

ans, budgets, and program

few and analysis data, but

not\records accumulated by

s having GSA, ser-

aff office, or regional
responaibility for

k. Routiné\ reports (NC1-269-
86-2). Rout\ne and controlled
reports not scribed else-

where.

1. Suggestion evaluations

(NC1-269-80-2). Racords cre-
ated In evaluating
tions that do not at

cluded are records of i{hcen-
tive award committees.

m, Directives clearance files
( = - =). Flles mnin-
taine y clearance otficers
to manage and track dlirectives
and regulations assigned for
clearance. Included are di-
rective binders maintained for
reference; logs, registers and
other tecotrds {n hard copy ot
electronic form used for

tracking purposes; and similar
records,

NUnotficlal directives case
!s%es and instructional let-
te NC1-269-80-2). Flles of

papers, maintained in
ating office, used
frectives, in-
structional tters, memos,
etc. Records
ttives control of
cluded from this ca

thay are dencrihed {n

of this handbook,

Nonrecord files. These tile
consist of Information re-
quired longer than similac

Appendix 9-C
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AUTHORIZED DISPOSITION

Cut off annually; destroy when
2 years old,

Cut off annually; destroy when
2 years old,

Cut off annually; destroy when
2 years old,

Destroy or delete when no
longer needed for reference.

Cut off annually alter dicec-
tive or instruction ls super-
seded, canceled, or explites.
Retire to FRC; destroy S5 years
after cutoft.



IR II L
Toot e, D 0 eer o

¢ etaser e KR

OAD P 1820.2 CHGE

RECORD
SYMBOL

9cCd.

DESCRIPTION OF RECORD

ntormation included in sus-
pknse files tn be destroyed
wixhin 36 days. Nonrecord
infQrmation included in record
Eil for reference purposes
only Ywust be retired ot da-
stroy (without screening)
with ¢t record file con-
cerned.\ Such material may be
destroyed at any time, espe-
cially {f\their volume
presents a\storage problem,

a. Nonreco information
consisting of\ notes; drafts;
feeder report news clip-
pings; unessentjial working
papers from a pioject, study,
or case, but not\formal recom-
mendations, clearinces or
similar {nformatioy needed for
the officlial record\file; and
directives and other\ publica-

study, survey, or casé (NCl-
269-80-2) .

b. Nonrecord informatio
consisting of coplies of djcu-
ments duplicated in the regord
files of the same office;
information coples requirin

no action and not required t
document an action, case, or
project; and cards, listings,
indexes, registers, and simi-
lar information used in con-
trolling program work. FEx-
cluded are file indexes retir-
ed or destroyed with the file
concerned and registers re-
quired by directives (NC1-269-
8“-2) L]

Policy and precedent flles
(NC1-269-80-2). Duplicate
coples of documents establish-
ing policy or precedent for
future and continuing action.
These files ate normally main-
tained at the action office
and keeping them is optional,
Included are policy and proce-
dure statements, coples of
documents regarding organfiza-
tion and functions, examples

of typical cases, and similar
documents.

“ 1. Appendix-9.C»
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AUTHORIZED DISPOSITION

Destroy or delete nn comple-
tion of the related action or
project, except that publica-
tions or directives needad fot
future use must be withdrawn
and placed in 9831, Technical
and Reference Material.

Cut off annually; destroy or
delete when 1 year old.

estroy when no longer needed
t reference.




RFECORD

SYMBOL

9CS.

9C6.

9C7.

DESCRIPTION OF RECORD

nscheduled trecords (NC1-269-

Documents showing the

ormance of a specitic

am function or process,
r which documantation

provided\glsevhere in this

the appendix that

operating, and 4
committees, This
does not apply to ¢
ad hoc committees, c
records described els
this handbook, and recoxds of
comnittees whose operatiyns
atre an integral part of a
ptocess, project, or case.
Included are proposals, ap-
provals, and disapprovals fo
establishing committees; char-
ters; coples of directives
establishing, changing, con-
tinuing, or dissolving com-
mittees; documents reflecting
the nomination, appointment,
and relief of committee mem-
hers; notices, agendas, min-
utes, and ceports of committee
meetings; and related recortds.

a., Office of the chalrperson
or secretariat, whichever is
designated office of record
(NC1-269-080-2).

b. Flles of committee memhers
(NC1-269-80-2) .

contracting officer designa-
tion records (NC1l-269-89-2).
Documents appointing Individu-
als by name, organizational
title, or position to serve or
act as contracting otficers,
Included atre GSA Form 3449,
Parsonal Qualification State-~
ment for Appointment as Con-
tracting Officer; GSA Form
3418, Request for Appointment
as Contracting Officer; limi-
tations on scope of authority;
designation revocations; and
related records.

Appendix 9-C
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AUTHORIZED DISPOSITION

Cut off annually ot on comple-
tion of the project or actinng

hold until ctecords are sched-
uled,

NOTE: Action to sacheduln
these records must he taken
before the next review dnte of
GSA Form 2039, Recotrds Mainte-
nance pPlan. This form i=n
reviewed each fiscal year.

n no longer neaded fdr
opacationns, offec/tn
16 yeacrs old,

Place in (nac®jve tile after
reassignment,
ment, or revocat
nation, Cut offt
destroy when 2 yea
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This appendix provides instructions for the maintenance and disposition of signatory
records accumulated by offices of signatory or supervisory officlials. Signatory
tecords are coples of letters or similar documents that reguire signature or concur-
tence at higher levels than the action office. Each level ahove the action offire
that concurs or signs receives a copy of the document after signature, The coples
provide the mignatory official with n complate record of all documents signed, ror
the purpose of this appendix, offices of signatory or supervisory officials include
offices of Regional Administrators and HHeads of Reglonal Services and Statf nftices.

Signatory or suparvisory officinls are to send record copies of papers originated or

received by them that document program functions under thelr supervislion tn the flle
station servicing the action office. This ensures complete documentation and simpti-
flies disposition.

The disposition of personal records maintained by high-level officials is determined
by the individual who designated the material as personal. The records must be
examined by the records officer before the official leaves GSA, See ch. 2 of this
handbook, Officlal Records and Personal Documents Maintained by GSA Employees.

Record copies of documents described in 9Cl, when maintained by signatory or supervi-
sory offices, must be disposed of as instructed in this appendix (9-D). Record
coplies of other program documentation maintained at the signatory or supervisory
level, must be disposed of as instructed in appendix 9-C or the appendix of the
applicable program chapter that describes the record category concerned.

The files described in this appendix may be classitied and arranged in any manner
that suits the reference requirements of the office concerned, For example, the
files may be arranged by any one or a combination of the methods listed below:

a. In chronological order with the most recent communication on top;

b. By correspondence symbol or title of responsible action oftice;

€. 1In alphabetical order by subject, name or geographical
location; and

d. Py record symbol and title of the appropriate record category in appendix 9-
C or in the applicable program chapter, preceded by the file symbol 9nl.

Appendix 9-D. Signatory or Supervimory Official's Records



RECORD
SYMBOL

901.

902.-9D4.
905.

906.-909.
9ole.

DESCRIPTION OF RECORD

Program records of the Office
of the Adminlistrator, offices
of Regional Adminlistrators,
and offlces of lleads of Ser-
vices and Staff offlices (NCI-
269-80-2 . Documents created
by the Office of the Adminis-
trator, Offices of Reglional
dministrators, and Otfices ot
lleads of Services and
StaXf Offices in managing and
ng out the functions
d to GSA. Included are
tor intormation,
decision \papers, clearances,
letters, ihgtructions, inter-
pretation of\laws and direc-
tives, corres

ndence, and
related record

request

Resarved.

Program records of i
Reglonal Services an
Otflces CAL~-269-80-
ments accumulated In mana
and carrying out assigned
functions. 1Included are re-
quests for intormation, issu-
ances and interpretation ot
directives, planning docu-
ments, reports, correspon-
dence, and related records.

ing

Reserved.

Prxogram records of the offices
of Assistant Commisslioners (ot
g%ulvalentz and subordinate
[ ces (NC1l-269-89-2). Docu-
ments described In 9C1 or in
program chapters, the reacord
coplies of which are maintained

at the record station serving
the action oftice.

Appendix 9-D
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AUTHORIZED DISPOSITION
Trartstfer

Permanent. J[Cut off annually,
hold 2 yeatps, and retire to

FRC, to NARA when 19
years old,

NOTE: Records of a personal
nature must be maintained as
instructed in ch., 2 of this

handbook,

Cut off annually, hold 2
years, and retire to FRC,
Destroy when 7 years old.

off annually; destroy when
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This appendix applies to records accumulated by all GSA offices in carrying out the
provisions of the Freedom of Information and Privacy Acts.

Appendix 9-E. Freedom of Information Act (FOIA) and
privacy Act (PA) Progtam Records



RECORD
SYMBOL

9E

9E2-9EA4.
9ES.

9E6-989.

DESCRIPTION OF RECORDS

Privacy Act general administra-
tive flTes (G

tlve £ GRS 14/38). Docu-
ments created In Implementing
the pPrivacy Act within GSA.
Included are GSA orders, notic-
es, minutes of meetings, agen-

dna, correspondence, and trelated
rvecords,

files. Filws relating to an
Tndividual's

record pertaimng to that

taview of GSA's rtef

al of the
individual's request

o amend a

U.5.C. 552a(d)(3); and
civil action brought by
individual against GSA as
provided under S5 U.S.C.
552a(g).

a. Requests to amend agreed to
by GSA (GRS 14/22a). Includes
individual's requests to amend
and/or review refusal to amend,
coples of GSA's replies, and
related matecials,

b. Requests to amend refused
by GS8A (GRS 14/22b). Includes
individual's requesat to amend
and to review refusal to amend,
coples of GSA's treplies, state-
ment of disagreement, agency
justitication for vefusal to
amend a record, and related
materials,

c. Appesled requests to amend
(GRS 14/22c). Includes all
files created in responding to
appeals under the Privacy Act
for refusal to amend a record.

Resetrved.

Appendix 9-8
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AMUTHORIZED DISPOSITION
estroy uilges Fice years of/cA or

LA iF o /lo zl weeclecl
LY
P AL I PN %a?zu? vse.

NOTE: Recotrds that provide the
basis for, or result in the
prepacation of a ditective or
other instructlon, shonuld be
withdrawn and filed under 9C2
or forwarded to the directlivesn
cleatance officer for inclusion
in the official dicectives cane
file, whichever is appropriate,

Dispose of in accordance with
disposition instructions for
the related subject individu-
al's record or 4§ years »sfter

GSA'a agreement to amend,
hichever is later.

individual®*s cnecord, 4
t Einal determination
by GSA, o\ 3} years after final
by the courts,

whichever is\}Jater. .

Dispose of in nac
the approved disp
structions for tela
individunl®s vecord
after final adjudicat
courts, whichever is la

rdance with
ftlion in-
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RECORD
SYMBOL

9 '.

9E11-9E14.

9E1S.

9E16-9E19.
9E24,

DESCRIPTION OF RECORDS

Privacy Act accounting of
dlsclosure Elles (GRS 23).
Flles maintained under the
proviaions of 5 U.8.C. 552a(c)
for an accurate accounting of
the date, nature, and purpose
of each disclosure of a record
to any person or to another
agency, including forms for
showing the subject individu-
1's name, requester's name and
dress, purpose and date of
dinclosure, and proof of sub-
ject individual's consent when

privacy Ack control files.
Flles maint f t
purponses in sponding te
requests, inclyding registers
and similar recdgds listing
date, nature of

a. Registers or 1is®Nngs (GRS
14/24a).

b, Other files (GRS 14/MDb).

Reserved.

privacy Act requests flles.
Flles created in response to
tequests from individuals to
gain access to their records ox
to any information in the
records pertaining to them, as
provided for under S5 U.S5.C.
552a(d) (1) . Fliles contain
original request, copy of
reply, and all related support-
ing documents, which may in-
clude the official file copy of
tecords requested or copy
thereot.

a. Correspondence and support-
ing documents (excluding the
oftficial flle copy of the
records requested).

(1) Granting access to all
the requested records (GRS
14/21a(1)). .

P

‘' Appandix 9am:

Lt PAry

AUTHORIZED DISPOSITION

Diaspose of in acconrdance with
the approved disposition in-
structions for the related
subject individual's records,
or 5 years after the disclosure
for which the accountahility
was made, whichever is later.

Destroy 5 years after date of
last entry.

Destroy 5 years after tinal
action by GSA or final adjndi-

cation by the courts, whichever
is later.

Dentroy 2 years after \Jate of
reply.
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RECORD
SYMBOL

9E21-9E24.

9E25.

9E26-9E29.
9E10.

OAD P 1028.2 CHGFE

DESCRIPTION OF RECORDS

AUTHORIZED DISPOSITION

(2) Responding to requests
onexistent recotrds, to

ers who provide inade-
ciptiona, and to

f1 to pay agency

(a) Desttoy 2 years after date or
appealed (GRS 14/2Mq(2) (a)). reply.
(h) Request

Destroy as authorized under
(GRS 14/21a(2) (b)).

9ES0.

(3) Denying access to al

or part of the records request-
ed,

{a) Request not estroy 5 years after date of
appealed (GRS 14/21a(3)(a)).

{h) Request appesaled
(GRS 14/21a(3)(b)).

as authorized under
b, Official file copy of

Dispose of
requested records (GRS 14/21b).

approved agenc
instructions tor
reacords, or with t
Privacy Act request,
is later.

accotrdance with
disposition
he related
telated
ichever

Regerved,

vacy Act reports files. LA/tffcfhWLOVy
ts accumulated Iin pre-

rts and providing -
information ating to the

implementation 6 he Privacy

Act within GSA., Inc ed are

onetime reports, feeder
ports, annual reports to the
Congress of the Unitad States,
the Office of Management and
Nudget, the Report on New
Systems, letters canceling old

systems, and related ::Lco;f:.ﬂcf”_/ on New Sys

an

a. Annual repo:ts/\ - - - Permanent, Cut of
). Prepared by the office hold 5 yeatrs, and tretlic®
responsible for administering FRC. Offer to NARA when 1
the program within GSA. yeatrs old,

6R°
r—otirer—reporter—{Gri—t-HfA S r—————Gub—all—annual ly; dastray shen
2 years old.
ofF annwl/ dcsfnz when X
% years w de mg’z:mn' 'S
Ao p fe MO, Cire
é%t'of!.::nua{f;x deatvrn when’};n £
i3, . Documen 2 years old., Earlier destruc- edua
the Implementation of the FOIA

T Tton—ie ::zhnxlz%QTlér;: longer g,
by GSA. Included are notices, required for adminis tve- Pos

Reserved,

rative flles (GRS

A ndix 9-B
ppendix % chot a/o,or'ouec( by /’/’a,)/

s CUNN/NB hom_ ’5’/1//‘6 9
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RECORD
SYMBOL DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
routina cotreRpomdencer—eand — - pugpose. .
related records. .
9E31-9E34. Reserved.
></ 9E3S. FOIA tracking and control

records. LOgs, registers, and
other records {n hard copy ot
electronic form used to control
and track responmes to FOIA
tequests. Included are date,
nature of request, and name and
address of requester.

s om of Information Act
Tracking 8ys

GRS 23/5? - - - =). Data elem
maintained to control and track
tesponses to FOIA requasts., ~
Included are name and address . Destroy hatd copy when s 7::nwl_
of requester, date, nature of seded or obsolete.

request, request number, action

nftice, date due, denfial {infor-

mation, fees incurred or wajlv-

ers granted, and time exten-

Delete data elements 6 years
after final actinn by GSA ox
after final adjudication by the
hichever is later.

sions.

b? date og

14/13a). last entry.

c. Other recsrow—tens—i4/11b). Destroy 6 years after final

or after final
adjudication by ’
whichever is later.
9E316-9E139, Reserved.
ﬁb 9Ed40. FOIA reports files. Recurring

reports and onetime information
requirements relating to GSA's
implementation of the FOIA.
Included are annual reports to
the Congress and related

records.
\//' a. Annual reports ( - - = Permanent. Cut off annually,
).

hold S years, and retlira to

X FRC. Offer to NARA when 15
ears old in S-year blocks.

/ and re lurla{, rewr(!S y y <

b, Other reportspA( - - Cut off annually; destroy when
)o

2 yearns old, If not requlred,
earlier destruction is autho-
rized.

9E41-9E44. Reserved.

9E4IT EQ, equests files. Friles
create n re

for information under the FOIA

* r‘ew‘sc'uv af)pr‘oa;-c/ ob/
Appendix ‘9<E ) I'WU\y Cv»uw‘uéllam , v/1/<7
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RECORD

SYMBOL

9IE46-9E49.,

9ese.

DESCRIPTION OF RECORDS

onsisting of the original
tiquest, a copy of the reply,

a. Cotyespondence and support-,

ing docupments (excluding the
official \file copy of the
records raguested).

(1) GrAnting access to all
requested rexords (GRS 14/11a
(1.

(2) Responding to requests
for nonexistent tecords, to
reqquesters who provide inade-
quate description and to
those who fall to y agency
reproduction tees,

(a) Request\not
appealed (GRS 14/1la(2)\(a)).

(b) Request aphealed

(GRS 14/11a(2) (b)).

(3) ODenying access to 1

or part of the records requegt-
ed.

(a) Requesat not
appealed (GRS 14/11a(3) (a)).

(b) Request appealed
(GRS 14/11a(3) (b)).

h. oOtticial file copy of
requested records (GRS 14/11b).

Reserved,

FOIA appeals files. Filen
created In responding to admin-
istrative appeals under the
FOIA for release of information
denied by GSA, consiating of
the appellant’s letter, a copy
of the reply, and related
supporting documents, which may
include the official file copy

of records under appeal or copy
thereof.

Appendix 9-B°
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AUTHORIZED DISPOSITION

Destroy 2 years after datae of
reply.

Destzoy 2 years after date of
reply.

Destroy as authorized under
9ESe.

Destroy 6 years alter date of
reply.

Destroy as authorlized under
9850,

Dispose of In accordance with
approved GSA dlspositinn in-
structions for the related
ecords, or with the related
IAN request, whichever is




LALIES BN I ]

OAD P 182¢.2 ClGE

RECORD
SYMBOL

DESCRIPTION OF RECORDS

€lle copy of

h. otticial fille copy of

ecords under
appeal) (GRS l14/12a

tecords under appeal (GRS

14/12b) .

‘- ‘Appendix 9-B°®
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AUTHORIZED DISPOSITION

Destroy 6 years after tinal
determination by GSA or 3 yenrs
after tinal adjudication by the
courts, or 6 yeara after the
time at which a requeater conltd
file sult, whichever is later.

of In accnrdance with

tecord, or with the

FOIA request, whichever
later.



