
R~QUEST FOR RECORDS DISPOSITION AUTHORITY
 
(S.IIIItrUt:tiDill 011 "I'll)
 

Branch 

I hereby certify that I 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 pagels) are not now needed for the businessof 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 [XJ is unnecessary. 

B.DATE D. TITLE 

9. GRSOR 10. ACTION7. 8. DESCRIPTION OF ITEM SUPERSEDED TAKENITEM (Wit" Inch.... Dat~. or B•• nltan P~rIo.J JOB (NARSUSENO. CITATION ONLY) 

RPXX:RL6 <XJt.I:N ro M:Sl' CFFIC!S 

Record descriptions and requested diSIX>sitian authorizations NN-168-13 
are contained in the attached prqJOsed chapter to the HB, NCl-269-8 2 
GSAPecords Maintenarx:e and Disposition System (aruJ P 1820.2). NCl-269-8 -5 

Nl-269-86 1 

115-108 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 8·83) 
Prescribed by GSA 
FPMR (41 CFR) 101·11.4 
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GENERAL SERVICES ADMINISTRATION 
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 Mainte~ance and Disposition System. 

2. Explanation of changes. Ch. 9, Records Common to Most 
Offices, is 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 

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

Office COEies Office COEies 
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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OAD P 1821.2 CIIGR 

CIIAPTER 9. RECORDS COHMON TO HOST orrICSS 

1. General. This chapter provides documentation, m.intenAnce, And dl~posltlon
instructions for records common to most offices. The records covered by this Rched-
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 (slgnstory records'. The 
records accumulAted in app. 9-E are accumulated AS the result of An orflc ..'s Invotv~-
ment In the rOIA and PA progrAms within GSA. This schedule also covers certain types
of records created In electronic form. The Instructions are contained inl 

a. Appendix 9-A. Hall and File Controls 

b. Appendix 9-8. Office Administrative Records 

c. Appendix 9-C. Program Administration Records 

d. Appendix 9-0. Signatory or Supervisory official's 
Records 

e. Appendix 9-S. Freedom of Information Act (FOIA, and 
Privacy Act (PA, program Records 

2. Hlcrofllmln~ records. The records described In this chspter may be converted to 
microfilm and t e original paper records destroyed provided that the reqlJirements and 
stAndArds of the IIR, GSA Hicrographlcs Hanage.ent Program (OAD P 1882.1', eha , 1-1,
3-3, 4-3, and 4-4 are met. 

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

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

Appendix 9-1\. H~I\ Rnd rile Controls 
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9A2 .-9/\4. 

9/\5. 

91\6.-9/\9. 

9/\U. 

•
 
DESCRIPTION OF RECORD 

Records plan (NCl-269-S1-2).
~Irst tile Item In ~ 
records stAtion. OS/\ For. 
2139, Records MaintenAnce 
plan, lists all pr09ram And 
non-pr09rAm records maintained 
by an office. Included on the 
form are record symbols, de-
scriptions of records, and 
cutoff and disposition dates. 

flIes. Documents arr~A~n~~~n~c~ronol091cAl
 
order A remind~r thAt An
 
"ction I reqlJlred on A 91ven
 
dAte or t t a reply to action
 
Is expecte and, If not re-
ceived, sho d be traced on a
 
91ven date. Bcord symbols

are not requir on suspense

file folders, d wer labels,
 
or on papers Incl ed In sus-
pense files. Susp se file
 
folders are usually umbered 1
 
to 31s one for each y of
 
the month. Offices ha n9 a
 
small volume of suspend.

material may need only tw
 
folders numbered 1-15 and 
31. Examples of papers nor
 
mally included In a suspense

fUe arel
 

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

b. The file copy or An extra
 
copy of an out901n9 communica-
tion, filed by the date on
 
which a reply Is expected.
 
This includes copies of commu-
niCAtions c~ntrol record8 when
 
used as suspense controls (GRS

23/6b).
 

(1) Suspense copy is an
 
extra copy.
 

(2) SuspenRe copy Is the 
file copy or a communications 
control record. 

Reserved. 

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

/\ppendlx 9-A 

3 
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J\UTIIORUED DISPOSITION 

Cut off with related rec~rds. 
Destr~y when ~ll related 
records are destroyed or re-
thed. 

Destroy after takln9 action. 

WithdrAW documents when reply
is sent or received. 

Destroy I 

Incorporate

flIes.
 

ld,
earlier destruction IA ~tho-
rlaed if no 10nger neede 
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DESCRIPTION OF RECORO	 AUTIIORIZ!U DISPOSITION 

normally need not be kept more
 
than 9. days. r.x8mples of
 
transitory correspondence are
 
shown below.
 

a. Routine requeRts for
 
information or publlcatlnns

and copies of replies that
 
require no administrative
 
action, no policy decision,


nd no special r.nmpllatlon or
 
r earch for reply.
 

riglnatlng office's 
of letterll of 
ttal th~t do not add 

any in rmatlon to that
 
contain. in the tranllmitted
 
material, nd receiving

office's c y if filed
 
separately transmitted
 
material.
 

c. Quasi-offic

Including memora
 
recordR that do n
 
the baRls of offlc 1 actlnns,
 
RIICh "s noticell of h lidays or
 
charity and welfare f d
 
appeals, bond campaign

similar records.
 

9/\\1.- Reserved.
 
9/\14 •
 

91\15.	 Tracklni-and control records Destroy when no longer needed.(GRs-i3/![. Logs, registers,
and other records In hard copy
or electronic form uRed to 
control or document the status 
of correspondence, reports or 
other records. 

9/\16 .- Reserved.
 
9A19 •
 

9A2 ••	 Finding aids/Indexes (GRS oy or d"l __t" with the 
23/9). Indexes, tls£i;-tegls- d r..cords or when no 
ters, and other finding aids needed. 
in hard copy or electronic 
form used only to provide
access to records allthorlzed 
for destruction by this hand-
book. Excluded are records 
containing abstracts or other 
Information that can be URp.d

all an information source apart

from the related records.
 

/\ppendIx 9-/\ 

4 
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The records In thlll appendix reJ.llteto admlnhtrlltive and op"r8tlonlll functlonA 
within an office, 1111 distinguished from r8cords related to the performance of millsInn 
or program functions that are described In succeeding chApters and apP8ndixell of this 
handbook. Office ftdmlnlstrlltlve records (a) AccumulAte all II result of routine proce-
dures that are part of norlll81houAekeeplng operatlonA In any office, (b) relate to 
the acqulAltlon and URe of supplieR, RervlceR, or admlnlstrlltlve support from the 
office rnsponAlble for providing them, and (c) provide a lIource of gnn"rl!llAnd tech-
nl~lIl referenc., material for URe within the office. Office admlnlAtrlltlve rr.r.ords 
lire normally accumulated by individUAls handling admlnllltrAtlve mlltters for the 
office. NOTP.I Recordll pertaining to the Preedo. of InforMation and Prl.acy J\ctllare 
now flied under IIpp. 9-E. 

Appendix 9-0. Office Administrative Records 
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982.-984. 

985. 

986.-989. 

9811. 

9nll. -
9814. 

•
 
DESCRIPTION or RECORD 

Office administration records 
~..1M:1".)O). Thelle«eor 

OUr types, (1) Documents
crp.~tp.dIn prep~rlng office 
ptocedure~ or InAtr"ctlonn 
thAt apply to Int~rn~l admin-
Istrative practices and opera-
tional details within the 
prep3rlng office; (2) Docu-
ments showing hourll of duty
and individual temporary du-
tiell; (3) Documents showing

legation of 3uthorlty, such 
those listing existing
 

de gat ions and papers autho-
ri~l individual deleg3tlons,

but eluding those relating

to del atlons found In GS~
 
directi s; and (4) DocQments
 
used In 0 entatlons and
 
briefings ven to vlAltors
 
and newly a. igned personnel
 
such as photo raphs, transpar-
encies, copies f handouts,
 
and related rec ds.
 

Reserved. 

Campaigns (GRS 23/1).
ments reflecting offlc 
tl~lpatlon In lIuch m~tt 
blood donation programs, av-
Ing8 hond drives, fund snl cl-
tatlonll, and similar matter 

Reserved. 

Office financial records (GRS 
2~/1). Documentll relating to 
t e participation of offices 
in matters concp.rnlng the 
expenditure of funds used In 
performing program functions 
of the office. Included are 
tr~vel cost estimates 3nd 
notices of availability of 
funds; receipts for, ~nd other 
documents regarding the dis-
tribution nf checks nn~ sav-
Ings bonds; and relnted 
records. 

neserved. 

•
 
O~D P 18 2'. 2 CIIGI~ 

l\UTIIORlZ£D DISPOS IT ION 

Delll:r"ywhen s"persec1ec1ot 
obsolete. 

Cut off annually; destr"v wh~n 
2 years old. Ratller r!estrllc-
tlon IIIauthotized If no long-
er needed. 

cut off annually; delltt"v when 
2 yeats old. Rartler d~strll~-
tlon III~uthorized If no long-
er needed. 

~ppp.ndix 9-8 

1 
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RECORD 
SYM80l. DESCRIPTION OF RECORD 

a. Office general
Information man!iement
TGRnjllj. l)oCIlm;;mfii r ...l"tp.d 
to ftn orrrce's Involvement in 
forms, directives, recordN,

d reports msnagement actlvl-
s. Included "re reports,

cor s(Jondence, "nd re 1a tef1 
recor Excluded are records 
rel"te to the Inltl"tlon,
m~n"geme t, or dlNpo81tlon (of
stocks) 0 a aper.iflc form, 
directive, report. These 
are maintains as specified In 
eh, ll. 

b. 

(1) Raslc documentat 
of recordN description and 
disposition programs, Includ-
Ing SF 115, Request for 
Records Dlsp081tlon Authority,
SF 135, Record8 TrftnNmlttsl 
and Receipt; SF 258, Request
to Transfer, Approval, and 
Receipt of Records to National 
Archives of the United 8tate8,
NA Form 1311, Notice of Intent 
to Destroy RecordN; NA Form 
13fA, Agency Review for Con-
tingent Disposal; NA For~ 
13f16, Notice of Accession 
Location Chsnge: and re1ftted 
documentation (GRR 16/2a,. 

(2) Routine correspondence
and memoranda (GRS 16/2b). 

9816 .- Reserved.
 
9B19 •
 

9B2g~----------~~~~~~~~~~~~~~~~~ 

9821.- Reserved.
 
9824.
 

•
 
AUT"ORIZED DISPOSITION 

cut off annually; d~Rtroy whp.n 
Z year8 old. ~"rllet d~8ttllr.-
tlon Is ,.uthorl~ed If no long-
er needed. 

Destroy when rp.lated rer.orrJN 
are destroyed or trftn8[errp.rJ
to the National Archives, or 
when no longer needed for 
ad~lnl8tratlve or reference 
purposes. 

Destroy when '~nger needed 
for reference. ~ 

~c~u~t~0~f~f~"~nrn~u~a~l~l~y~;~d~~~R~t~r:o:y~W:henesr8 old. ~"r1Ier
 
destruc
 
no longer needed.
 

Append Ix 9-8 
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DESCRIPTION or RECORD 

Office ~nnel records. 
Th~ecotds consist of the 
categories described belowl 

a. Office ersonnel adminis-
trat on GRS 23 "l. Documents 
accumu ate y operating offi-
cials in administering person-
nel matters for or about em-
ployees in an office. Includ-
ed are documents accounting

or office personnel and In 
ntrolling office visitors,

c ies of attendance and over-
tim reports other than thoRe 
main Ined by time and atten-
dance lerk., notifications 
and 11 • of employees to 
receive ovp.rnment medical 
serviceR, notlcea about em-
ployee ath tic events,
unions, and Imllar records. 

b. 

(1) p!mploye

cards, such as SF
 
outRide personnel

1/6) • 

(2) Employee record c rds 
uRed in consldp.ring posltlo 
changes for employees separa
ed for military service (NC1-
269-81-5) • 

c. Supervisor's personnel
recoras and duplicate opr
documen Ea tlon. 

•
 
01\0 P 1821t.2 CIIGB 

l\UTIIORIZEDDISPOSITION 

cut off annually: deAtroy when 
2 years old. ~arlier deRtruc-
tlon Is authorized if no long-
er needed. 

Destroy when employee leaves 
the agency. 

NOT!I Record cardA for em-
ployees tranAferred within GHI\ 
will be forwarded to the g~in-
ing office. 

Return to 9825b(1) on fulfill-
ment of restoration obligation
or destroy on terminntlon of 
rp.Atoration obligation, aR 
applicable. 

Rp.view annually and destroy
'perseded or obRolete docu-

ts, or deRtrov nil <1~cu-
me a relating to an Individu-
al e Inyee within 1 year 
after Reparation or transfer. 

(2) Statements of em~ years old,
ment and financial interest. mp.ntR np.p.<1ed 
(GRS 1,246). GSI\ Forms 2157 In an on-going I vp.Rtigatlon 
and 21 8 and related records, will be retained til no 
including confidential longer needed In t 

I\pppncll x 9-n 

5 
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DESCRIPTION or RECORD	 I\UTIIORlZ£O DlSPOS IT ION 

Rt8tementR filed under Execu- Investigation.
tive Order 11222. 

(3) Duplicate documentation Destroy when 6 years old. 
\GRS 1/r8b~. Other copr~or-
(ocum~ntsupllcated In OPF's
 
not provided for elsewhere In
 
this schedule.
 

d.	 Notifications of persinne1

tlons. SF 511, document ng--

v usl perRonne1 actions
 
au as employment, promo-
tion , transfers, or separa-
tions excluding the copy in
 
the OP
 

hronol~glcftl file Destroy when 2 yesrs old. 
copies, In ludlng fact sheets 
(GRS l/14a) 

(2) copies (GRB Destroy when I year old. 
l/14b) • 

Destroy when 5 years old or 
when superseded or obRolete,
whichever occurs first. 

NOT!I Reference copies of 
pamphlets, notices, cfttaloqs
and other documents thftt pro-
vide Information on courseR or 
programs offered by Govp.rnment 
agencies ~r other organl~ft-
tlons, sre nonrecord Informs-
tion and may be destroyed when 
superseded or obsolete. 

f. Employee travel. Records
 
relating to reimbursing Indiv-

Iduals, such aR travel orders,
 
per diem vouchers, transpor-
tation re~uests, hotel reser-
vations, and all supporting

dncuments relfttlnq to offlclftl
 
travel by officers, employees,

dependents, or others autho-
rized by law to trsvel. r.x-
cluded are "payment" copies

accumulated by finance sctlvl-
ties. RRtftbllsh case fllos
 
for travelers if volume war-
rants.
 

(1) Travel sdmlnlstratlve Destroy when old. 
office records (GRS ~/l.). 

(2) Obligation copies Destroy when 
(GRB 9/3b). gated • 

. , '" 'Appendlll'9..8 ' 

I	 • ", ••••• 6 .,, '," "' ...•. 
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RECORD 
SYMBOL DESCRIPTION or RECORD AUTIIORIZ!D DISPOS ITION 

g. Interview records (GRS D~.troy ~ months after tr~ns-
l/8t. correspon~ence, reports fer or separation of employee.

~other records relating to
 
employee interviews.
 

Destroy When superseded or 
obsolete. 

I. and attendance.
 
Recor 8 ccumu ated by time
 
and atten ance cler~s con-
sisting of GSA Porm 871,

Annual Attp. ance Record, SF
 
71, Appllcat n for Leave, or
 
e~uivalent an supporting

records= Porm 3 75, Time and
 
Attendance Recor GSA rorm T-
'lA, Dally Plexlt e Register,

copies of overtime aport.,

and compArable docu nts used
 
to verify payroll pri touts
 
And manage employee le yeo

NOTE: Records accumula d by

the National Payroll Cent r
 
Are covered in ch. 16 of t is
 
handbook.
 

(1) Leave application
fUe. 

(a' If timecard (GSA Destroy at end of applicable
rorm 3575) has been Initialed pay period. 
by employee (GRS 2/8a). 

(b) If timecard (GSA estroy SF 71, Appllr.~tlon f.or 
Form 3575) has not been Ini- ave, after GAO audit or when 
tialed by employee (GRS 2/8b). ears old, whichever Is 

(2, Time and Attendance
 
Report r11es.
 

(a, Copies of GSA the end 
Porm 3575, Time and Attendance 
Record (GRS 2/3a(2». 

(b) Plexltlme Atten- o~stroy "ft-.r allt1\ I: or. 
dance Records (GRS 2/3b). GSA when 3 years 01 whichever 
Potm T-9AI, Dally Plexitlm. occurs flrst. 
R~918ter, and related docu-
ments, such as 8ign-In/slgn-
out sheets and wor~ reports,
used for time accounting under 
flexltlme systems. 

(3)	 Other records ( Cut off annualty,
2 yeau old.---- ~). (.r1lS ;).3 ../ 

Appendl x 9-8 

7 



I, ,." ,,, ! 

., 
OAD P 18 21.2 

9827.-
9829.
 

9831. 

9831. 

9832.-
98JJ •
 

9834. 

9835. 

•
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enos 

DESCRIPTION or RECORD 

WITIIDRI\WN OY CnGE
 
(See app. 9-E)
 

Reserved. 

Reading files ~GRS 23/1).
Extra coptes 0 outgoTng com-
municRtlons (arranged chrono-
loglc~lly) which are mnln-
tnlnpd for review by Rt~ff 

mbers. 

WITHDRAWN 8Y CnGE 
(See app. 9-E) 

word processln~ files. aft 
documents, suc RS letters 
me88RgeR, memorRnda, report ,
h~ndbooks, directives, Rnd 
manuals, recorded on electron 
Ic media (such as hRrd disks 
or floppy dlsketteR) that Is 
uRed to produce R hard copy
maintained in organized files 
(GRS 23/2a). 

Office security and safet~. 
Records accumulftfrng-liOm
meRSlires tRken by officell to 
protect cl~s81fled Inform~tion 
from unauthorized dillclollure,
from meRsures taken to protect
facilities from un~uthorized 
entry, IIabotDge, or loss, and 
from the formulation and Im-
plementation of plans, IIlIch.s 
ev~cuatlon plans, for protec-
tion of life and property
during emergency conditions. 
NOTEI This category does not 
cover records documenting
policies and procedures RCCU-
mulated In offices having 

•
 
,.". t • 

AUTHORIZED DISPOSITION 

Cllt off in 6-month hlocks,
delltroy when 6 months old. 
Earlier disposal is autho-
r lzed. 

Destroy when no longer needed 
for reference. 

Delete when no longer needed 
to create a hard copy. 

,." ,.' Appendix 9-8 

I I " '. ...• ,' 
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RF.CORD 
SYMBOL 

•
 
DESCRIPTION OF RECORD 

gencywide responslhllttl~R
r security and protective

se vices programs. Such 
rec rda are scheduled In ch. 
46 0 this handbook. 

b. Securlt 
269-81-2). Documen s related 
to systems to ensure compli-
ance with security re lations 
by personnel, such as syst._
requiring employees to rlod-
Ica1ly read security dlr 
tlves and certify that the 
directives are understoo~. 
Excluded are copies of emp10
ee security acknowledgments I 
the individual personnel file. 

c. Document recei~ecords
 
fGRS l8/l). Recor~ocument-
ng Ehe ssuance And receipt


of classified documents.
 

d. Destruction certification 
records (GRS [S/ll. CerErrr= 
cates, such as GSA Form 1237,
Classified Document Account-
ability Record, relating to 
the destruction of cl.ssifled 
documents. 

e. Classified document inven-
tory records (GRS IS~. 
Forms, ledgers, or reg sters 
used to show Identity, Inter-
nal routing, and final dlspo-
sitton made of classified 
documents, but e.cludin1 clas-
sified document receipts,
destruction certificates and 
documents relating to Top 
Secret material covered in 
9B3Sf. 

•
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AUTIIORIZBD DISPOSITION 

Destroy when 2 years old. 

Destroy when 1 yeRr old or 
after ne.t application of the 
system, whichever occurs 
first. 

Destroy when 2 years old. 

estroy when 2 years old. 

Appendl. 9-B 
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RECORD 
SYMBOl. DESCRIPTION OF RECORD I\UTIIORIZED DISPOSITION 

TOY Secret accounting and
 
tto tecotds.
 

\) ReglRter.s malntalnp.d OeNtroy 5 yeftrN ftft~r ~nc~-
at co trol polntN to Indicate mentN .hown on forms Are down-
accoun ability for Top Secret graded, transferred, or de-
documen s, reflecting the stroyed.
receipt, dispatch, or destruc-
tion of t documents (GRS
18/5a) • 

accompanying Destroy document wht!n rell!1tp.r1
sure continuing Is downgraded, transferred, or 

names of destroyed.
the docu-

routing,
(GRS 

Destroy 2 years ftfter authori-
sation expires. 

De8ttoy when super8p.d~d hy a 
new form or list, or when 
conntalner Is returned. 

I. Personal propertl
accountabIlIty. Record8 re-
lating to accountability for 
personal property lost or 
stolen. 

(1) Ledger records (GRS
18/l5a) • 

(2) Reports, 10s8 8tate-
ments, receipts and other 
documents relating to lost and 
found attlcles (GRS ll/lSb). 

j. Key accountability.
Records relating Eo account-
ability fot keys Issued. 

(1) For areas under maxi-
mum security (GRS l8/l6a). 

(2) For other areas (GRS
18/16b) • 

Destroy 

Destroy
of key. 

Destroy
of key. 

years after flnftl 

1 year old. 

3 

6 months after 

'" ., I\ppendlx' '-B' 
I, .:. 1 I' 10'" , '... 
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RP:CORD 
SYHBOL DESCRIPTION or RECORD 

• Visitor control. R@gls-
t rs or 10ga used-ro r~cord 
na es of contractors, sp.rvlce
p@r onnel, vlsitora, @mployeeR
admi tp.d to areas, and r@ports
on au omobilea and p8aaengera. 

Ar@Aa under maxl-
mum (GRS 18/1 7a) • 

(2)
lB/17b) • 

1. 

m. Emei9!nCY 0 eratlo teats 
(GRS 18 28). Recor s A um-
,,(Rtlng from t@Stll condu @d
und@r ag@ncy emergp.ncy pi 
such lUI Instructiona to me 
bers pArticipating in tellta,
atRfElng ""Rignment", meA-
"~g@s, tt!stllof com"'''nic~tlon 
and facilities, and r~ports
e~cluding consolidated and 
comprehensive r@porta. 

9n36.-	 Reaerved. 
9B39. 

9B4I.	 Service and au~. Theile 
recorda conslstlOl the recorda 
deacribed beiowl 

A. General service and su~e!~ 
(GRS~/[. oocuments rP.rat.a 
to the acquisition, mAinten-
ance, utiliZAtion, and control 
of office equipment, aupplies,
utilities, and Rpace, and 
documents related to telecom-
munications, tranRportation,
printing, publlc"tion, custo-
dial, and Qther a~rvlces. 
Included are r@qulaitions for 
equ Ipmen t, R"PP 11p.s, and IIer-
vices, communlcAtlonA ahout 
the requlllitions Of servicp.s,
and related records. Excluded 
are Official purchase order 
and contract records described 
In ch. 19 and other chapters
of this handbook. 

•
 
O~D P 182'.2 CIIGPl 

AUTIIORUED DISPOSITION 

D@Atroy 5 Y@8rR aft~r fln~l 
entry or 5 yearR ~fter d~t~ of 
document, as appropriate. 

Destroy 2 y@~ra aft@r fln~l 
entry or 2 yearR aft@r d8te of 
document, as appropriate. 

o@atroy wh@n aupera@ded or 
obsolete. 

Deatroy when 3 years old. 

cut ofr IInn,,"11y,d~"tr"y wh..n 
2 ye fS old. r:~rllp.rd~str"~-
tlon a ~~thorized If no long-
er nee ed. 

I\ppendix 9-8 
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RECORD 
SYHBOL DESCRIPTION OF RBCORD l\UTIIORIZID DISPOSITION 

Place In {nAct Ive [lie when 
equipment Is removed from 
offlce's control. cut orf 
Inactive file I!Innually,de- ,
stroy when 2 years old. P:,u- ~ 
ller d~structlon Is 8uthorlzed 
If no longer needed. 

cut off annually, destroy when 
2 years old. Barller destruc, 

on Is Authorized If no 10n9-
ded. I 

d. Hotor vehicle 0eeratlon Destroy 3 yea after sePllrl'l-!
 
(GRS 11/7). Records relAting tlon of employee 3 Y"I'Iu I
 
to Individual employee opera- after canceilltion 0 uthorl-
tion of Government-owned vehi- zation to operate Gover nt- :
 
cles, Including driver tests, owned vehicle, whichever 0
 
authorization to use, safe- cure first.
 
driving awards, and related
 
correspondence.
 

, I " I,·, 'l\ppendtx'9-B·1 
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The records In this appendix are common to most programs and, therefore, Rre accumu-
lftt~d by most offlc~". The mftjorlty of the"" recorda are normally cr...t~d a" R 
result of taking certain ftdmlnl"tratlve RctlnnN that, Rlthough relat ..d to • prn1rftm,
are not essential to Its performance. Documentation and maintenance and dlspo~ltlnn
Instructions 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 Record" 
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RF:CORD 
SYHBOr. DESCRIPTION or RECORD AUTIIORlZED DISPOSITION 

9Cl Pto~m administration. 
ReCorall cre"ted In rOlltlnely
adminilltering ~ program, mit 
not records dellcribed else-
where In thlll handhook. If a 
document In this category
reAlIltA In inltl~ting a pro-
qram, procesII, proje~t, direc-
tive, or case (the recordll 
that Are descrlhed elsewhere 

n thlA appendix or In a later 
c apter), the record copy
sh uld be filed in the related 
off lal file. Reference 
copl may be placed in the 
progra admlnilltration file. 
The fils may be v Ided sube'll In 

th~t slmplif.lell
eval, such all ulling 

tters and titles.
 
Examples of rogram adminis-
tration recor include but
 
are not limite tOI
 

cut off annuallYJ destroy when 
2 years old. 

, . 

b. Accountln~ (NCl-269-S1-2). Cut off annu~llYJ d~Atroy wl,~"
Records accumufifia-rnli;nr:- 2 yearll old. 
toring appropriated and re-
volving fundA used for agency
programs. Thill paragraph does 
not apply to recordll accumu-
lated by offices admlnlRtqring
budget And fln"nci~l progrAm"
or to records of impre"t fund 
cashiers. Included are cOllt 
reportll, statements, and tabu-
lations.
 

c. Audit iNl-269-S6-l). at end of flAc~l y~"r
F.xtractll0 and commentll on in whlc followllp actlonll on 
audit and evaluation reports report rq ommendatlonA are 
related to a program. completedJ est roy when 6 

months old. \ 

-.rAeel,) or..
author l'lerl 

destruction of. rated mallter 
file or data balle. 

Appendix 9-C 
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DESCRIPTION or RECORD 

AyAtems Rreclflc~tlonA, file 
speclflc4tlonA, codebooks,
record layouts, user guides,
output Rpeclflc~tlons, ~nd 
f.lnal reports (regardleRR of 
medium) relating to a master 
file or data base that haR 
been authorlKed for disposal

y this h~ndhook or the 
.neral RecordA Rchedule 

e S). Rxcluded is 
do mentation related to any

eduled master file/data
base r any master file/data
base R heduled for transfer to 
the Nat onal Archives. 

e. Clear ce comments (NC1-
269-ii-2t. Comments on drtic-
tlves, p an and slmll~r 
publications repared by an-
other office, ut not direc-
tive case files or Instruction 
flles. 

9. Information 
2). Comments on, or contr 
trnns to, nevs r-.tp.aReAor 
other IssU4nceA publlcl_lng a 
program, but not documents 
accumulated In the Office of 
public Affahs. 

h. Legislation (NCl-269-a.-
~). Records accumulated in 
arafting or commenting on 
proposed legislation affecting
a program, but 1!1IIt:ludlng
rot:orclsIIccumutnted by tht! 
Office of Con9resslonal Af-
fairs, the Office of Public 
Affairs, and the Office of the 
General Counsel. 

I. Hana~e.ent (NCl-269-a.-2l'
Records related to managemen
Improvement, cost redlJction,
p..rform~nce analysis and vork 
measurement, but not t.hose 
related to the program activi-
ty or project that produced
the saving or Improvement.
This category does not apply 

•
 
.. , ....... ,.
 

I\UTIIORIZED DISPOSITION 

Cut nff annually, deRtroy vhen 
2 years old. 

Cut off annually, destroy vhen 
2 yean old. 

Cut off annually, destroy vhen 
2 yeara old. 

at enf) of Ap.cond ses-
the Congrp.ss con-
deatroy vhen 2 years 

destroy when 

! I :. 4 .., It , •• t ., 

I 

http:Congrp.ss


, . •
 
" 

DESCRIPTION OF RECORD 

to records accumulated by
offices h~ving GSA,
service/stAff office, or 
re9ion81 program
responsibility for these 
functions. 

j. Proqram and budge~NC1-
269-88-2). Recoras creArea-In 

repAring and submitting
ans, budgets, And progra~

r iew 8nd anAlysis dAta, but 
not records accumulated by
offl s h8vlng GSA, ser-
vIce/ aff office, or regional
progra responsibility for 
these fu ctions. 

1. 

m. Directives clearance files 
I - ). riles mnln-
talned by clearance offlcRrs 
to manage and tr8~k directives 
8nd regulations as~lgned for 
clearance. Included ftre di-
rective binders malntnined for 
reference, logs, registers and 
other records In hard copy or 
electronic form used for 
tr8cking purposes, and sl~11ar 
records. 

9C2. 

•
 
OAD P 1828.2 C1IGR 

AUTIIORIZED DISPOS IT ION 

cut off annually, destroy when 
2 years old. 

cut off 8nnually, desttoy when 
2 years old. 

cut off annu811y, destroy when 
2 yeau old. 

Destroy or delet~ ~len no
 
longer needed for tefetenCR.
 

Cut off annUAlly after dltec-
tlve or Instruction Is 8"per-
seded, CAnceled, or e~plr~~.
Retire to F.RC, desttoy 5 year8
anew: cutoff. 

9Cl.	 Nonrecord files. These file 
consist of Information ro-
qulred longer than similar 

AppendIx g-C 
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RF.:eORD 
SYH80L DESCRIPTION OF RECORD AUTIfORIZED DISPOSITION 

nform8tlon Included In RUR-

p nse files to be destroyed

wi hln 31 days. Nonrecor~
 
In rmatlon included In record
 
fll for reference purposes

only ust be retfrea or de-
"troy (without screening)
 
with t record file con-
cerned. such materl8l may be
 
destroye at Rny time, espe-
cl8lly If their volume
 
presents a storage problem.
 

Information Destroy or delete on comple-
notes, dr8fts, tion of the related action or 

news clip- project, except thRt publlclI-
pings: uneRsen al working tlons or directives needed foe 
pRpers from a p oject, study, future us~ must be wlthdr8wn . 
or case, but not formal recOM- snd placed In 9831, Technical 
mendations, clear nces or and Reference Haterlal. 
similar Inform8tlo needed for 
the official recor file, and 
directives and othe publica-
tions uRed for ct,
study, survey, (NCl-
269-8"-2). 

h. Honrecord Informatlo cut off 8nnulllly, destroy or 
con"lstlng of copies of d cu- delete when 1 year old. 
ments dUplicated In the re ord 
fileR of the same office,
Information copies requlrln
no 8ctlon and not required t 
document sn action, cnse, or 
project: and cards, listings,
Indexes, registers, and simi-
lar InformRtlon used In con-
trolling program work. F.x-
cluded Rre file Indexes retir-
ed or destroyed with the file
 
concerned 8nd reglsterA re-
quired by directives (NCl-269-
811-2).
 

9C4. and precedent fl1ea 
~~~~9~-~8~'-2. Duplicate

cop es a ocuments establish-
ing policy or precedent for
 
future and continuing 8ctlon.
 
These files Rre normally mRln-
t81ned 8t the action office
 
and keeping them Is optional.
 
Included Rre policy and proce-
dure stntementA, copieR of
 
documents regRrdlng orgllnlza-
tlon and functions, eX8mples

of typical cases, and similar
 
documents.
 

: I fj' ..., "' ,It t .. 
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9C5. 

9C6. 

9C7. 

•
 
,I 

DESCRIPTION or RECORD 

nscheduled records 
S -2. Documents s ow ng t e 

ormance of a specific
am [unction or pror.ess,

r which docum~nt~tlon 
lind ma nt~nllnce IIntl disposi-
tion In tructions are not 
provided Isewhere in this 
appendix the IIppendix that 
applies to he program con-
cerned. 

Committee reco 
crea e n flsta 
operating, and d 
committees. This ategory
does not IIpply to r 
ad hoc committees, c 
r~cords described els 
this handbook, and rec ds of 
committees whose operati ns 
are an integral part of a 
proce9s, project, or clllse. 
Included are proposIIls, IIP-
provals, lind dlsllpprovIIls [0
eAtllblishlng committees, char-
terA: copies of directives 
estllbllshlng, changing, con-
tinuing, or dissolving com-
mitteeR1 documents reflecting
the nomlnlltlon, Appointment,
lind relle[ of commltt~e mem-
hers, notices, IIqendllB,mln-
ut..., lind reports of committee 
meetings, and related records. 

a. Office of the chllirperllon
or secretariat, Whichever is 
deslgnllted office of record 
(NCl-269-S1-2). 

b. riles of committee members 
(NCl-269-81-2) • 

contractlnl officer designa- ' 
tlon recor s (Nci-269-SI-2l.
Documents appointing indt. du-
als by nllme, orglllnizatlonlll
title, or position to ser.e or 
act aa contracting officers. 
Included are as" Form 3419,
p"rAonlll Ou~llfic"tlon St"te-
ment for "ppolntment as Con-
trllctlng Officer: GSA Form 
3411, Reque.t for "ppolntmflnt
liB contracting Officer, limi-
tations on scope of authority,
d.signlltion revocations, and 
related records. 

•
 
0"0 P 18 21 •'-CIIGP: 

AUTHORIZBD DISPOSITION 

cut off annullily or on comple-
tion of the project or ,,~tlon,
hold until r~cords are sched-
uled. 

NOT!! "ctlon to schedlll'! 
theBe records must be tllk~n 
before the next review dnte of 
aSA Form 2139, RecordA Hllinte-
nance plan. Thill form III 
re.lewed each flRcal year. 

,tcut ff annually: retire to frrrh5-F'fC/l
rRC w n no longer nefl~ed f~r 
curren operlltions. ~Ato 
NARA wh II years old. 

Cut off destroy when 
2 yeara 

Place in Inllc file IIft'!r
 
reaa.ieJnment, of employ-
ment, or ravocat n of delllg-
nation. cut off nUlllly,

destroy when 2 yea old.
 

Appfmd Ix 9-C 
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This appendix provides instruction~ for the m~intenRn~e and disposition of 8lgnntory
records accumulated by offices of signatory or supervisory officials. Signatory
records are coptes of letters or stmllar document" that reqllir'!slgnllture or concur-
rence at higher levels than the action office. Kach level above the action offlc8 
that concurs or Rigns receiveR R copy of the document after signature. Th~ copie .. 
provld-. the Rlgnatory offlclll1 with n complqte record of all document .. "Igned. ror 
the purpose of thla IIppendl., office .. of 81gnntory or Rupervlsory offlclnls Includ8 
officeR of Regional I\dmlnlstrators and lIeads of Regional Services Rnd staff ~fflces. 

Signatory or sI,pervl"ory offlclnl" nre to 8~nd record cople" of pnp'!r" orl?lnnted or 
received by them that document program [unctions under their 8upervlsl'm to th'! rill! 
station servicing the action office. This ensures complete documentation and simpli-
fies disposition. 

The disposition of personal records m~lntalned by high-level officl~ls iR dl!tl!rmlned 
by the individual who designated the material as personal. The records must be 
examined by the records officer before the official leaves GSI\. Ree ch. Z of this 
handbook, Official Records and Personal Documents Maintained by GSI\ Bmployees. 

Record copies of documents described in 9Cl, when maintained by signatory or supervi-
sory offices, must be disposed of as In"tructed in this appendl. (9-0). Record 
copies of other program documentation mnlntained nt the signatory or supervl80ry
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 nppendix may be classified Rnd nrrang-.d ln'any mann ..r 
that Bults the reference requirements of the office concerned. ror .xnmple, the 
flies may be arranged by anyone or a combination of the methods listed beiowl 

a. In chronological order with the most recent communication on tOPJ 

b. By correspondence symbol or title of responsible action offlceJ 

c. In .lphabetical order by subject, name or geographical

10cationJ and
 

d. ny record symbol and title of the appropriate record category In appendix 9-
C or in the npplicable program chapter, preceded by the file symbol 9Dl. 

Appendix 9-D. Signatory or RupervlRory Officln"s Record" 



RECORD 
SYMBOL 

902.-904. 

905. 

906.-909. 

9011. 

•
 
DBSCRIPTION or RECORD 

program records of the Office 
or-the I\dmlnlstrator, offICii 
of Re1ional I\dm{n{strators,
ii1clO flees of lIeadltof Ser-
vIces and sEarr-ofllces (N<:r-269-81-2. Documents creitia 
by the Office of the I\dmlnls-
trator, Offices of Regional
dmlnlstrators, 8nd Offices of 

t lIeAds of Servl ces 'lnd 
Rta f Offlc~s In managing And 
carr n9 out the fllno::tlon" 
asslg d to GSI\. Included are 
request for Information,
decision apers, clearances,
let ters, I truct Ions, Inter-
ptetatlon 0 laws And dlr~c-
tlves, corres ndence, and 
related record 

Reserved. 

• Oocu-

•
 
01\0 P 182" •2 cncs 

AUTIIOR IZ ED 0 IS POS IT ION 
T~ft.r 

perman~nt. cut off ~nnua'ly,
hold 2 year , and r~tlr~ to 
"RC. to NI\R/\when 1. 
years old. 

NOTS, R~cords of a p~r"onal
nature must be malntAln~d as 
Instructed In ch. 2 of thla 
handbook. 

cut off annually, hold 2 
yeara, and retlr~ to Fnc. 
Oestroy wben 7 years old. 

, , 

=m:::e:::n:-i:t:-:::s:-"-::a:-:c=-:c~u:::m=u~-=a'l::t'::eT-J-:n~mA·naIn9 
and carrying out as"lgned
functions. Included are re-
quests for InformAtion, Issu-
ances and Interpretation of 
directives, planning docu-
ments, reports, correspon-
dence, and related records. 

Reserved. 

annually, destroy when 
old. 

I\ppendlll 9-0 
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This appendix 8pp\ies to records accumu1atp.d by all GSA offices In carrying out the 
provisions of the Freedom of Information and prlva~y Acts. 

Appendix 9-~. rrp.~dom of Jnform~t.lon Act (rotA) an~ 
PtlV8CY Act (PA) program Records 
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RRCORD 
SYHBOt. DESCRIPTION or RECORDS 

9El-9R4. 

9£5. 

9B6-9B9. 

amendment case 
es. r s re atrng-~An

TndTVlduAl's equest to amend a 
record per tal ng to that 
Individual as p ovlded for 
under 5 U.R.C. 5 aId) (2)J to 
the IndividuAl's r qu~at for a 
rqvlew of GRI\'IIrf'!r ,,1 of the 
Individual'" requellt 0 amend a 
record aa provided for under 
U.S.C. 552a(d)(J)7 and any

civil Action brought by e
 
Individual against GSA as
 
provided under 5 U.S.C.
 
552a(9).
 

A. Requests to "mend agreed to 
by GSI\ (GRS 14/22"). Includea 
IndlvlduAl'1I requeatll to "mend 
and/or review refullal to amend,
copiea of GSA'a replies, and 
related materials. 

b. Requests to Amend refuaed 
by GSA (GRS l4/22b). Includes 
IndividuAl's requ~at to amend 
lind to review reflu,al to "mend,
coplea of GRA's repllea, stAte-
ment of disagreement, Agency
juatlflcatlon for refusal to 
amend a record, and related 
mater:lala. 

c. Appealed requesta to Amend 
(GRS l4/22c). Includes all 
fllell created In reapondlng to 
nppeAla under the Privacy I\ct 
for refuaal to amend a record. 

Reserved. 

NOTSI Recorda'thllt pr.ovl(lethe 
bAllla for, or reault In the 
prepArlltlon of A dlr-.ctlve or 
other Inatructlon, ahnuld he 
withdrAwn lind filed under ge2
or forwarded to the dlrectlvell 
clearance officer for Inclualon 
In the official dlr-.ctlves cline 

, file, whichever la appropriate. 

olapose of In Accordn"c-. with 
dlaposltlon InAtructlon" ror. 
the related aUbJect Individu-
al's record or 4 yearA ,,[ter
GSA's agreement to IImend,

hlchever Is later. 

oae of In accordAnce with 
proved dillposition In-

struc ona for the relnted 
auhjec indlvlduAl'A r~cord. 4 
years a r flnlll determinAtion 
by GSI\, 0 1 yeara After finAl 
ad:Judicatl by the court ..,
whichever la ater. 

olapolle of In IIC_ rdn"ce with 
the approved dlap Itlon In-
structions for re'" ,d AuhJpct
Indlvldu,,"s r~cord J 
after finAl Adjudlcllt
courta, whichever is 1. 

I\ppt!tndh:9-S 
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RECORD 
SYMBOL DESCRIPTION or RECORDS AUTHORIZBD DISPOSITION 

9 Privacy Act accountln~f Dispose of In accordance with 
3rscIOsure flIes (GRS 23. the approved disposition In-
rries m~lnta{ned un~-.r tle structions for the related 
provisions of 5 U.R.C. 552a(c) subject individual's recorda,
for an accurate accountIng of or 5 years after th~ ~lscloAure 
the date, nature, and purpose for which the accountahllltv 
of each disclosure of a record was made, whichever Is later. 
to any person or to another 
agency, Including forms for 
showing the subject Indlvldu-

l's name, requ~ster's nA_e and 
dress, purpose and date of
 

dl closure, and proof of sub-
jec Individual's consent when
 
appl able;
 

9E1l-9E14 • 

9ElS. control flles.
 
ne for control
 

!lpondlng t"
 
requests, Inc ding registers
 
and similar rer. ds listing

date, nature of quest, and
 
name and address 0 requester.
 

a. Registers or (GRS Destroy 5 years ~fter date of 
14/248) • last entry. 

b.	 Other files (GRS oestroy 5 years aft~r finAl 
action by GSA or fin"l '''lJudl-
cation hy the courts, whichever 
Is later. 

9El6-9E19. Reserved. 

9E28. privacy Act re~uests files.
 
rlies createdn response to
 
requests from Individuals to
 
gain access to their records or
 
to any Information In th-.
 
records pertaining to them, as
 
provided for under S U.S.C.
 
552a(d) (1). riles contain
 
original request, copy of
 
reply, and all related support-
ing documents, which may In-
clude the official file copy of
 
records requested or copy

thereof.
 

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

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

': " •••• o. 
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RP:CORD 
SYHBOL 

/. 9£21-9U4. 

9E25. 

9£26-9E29. 

9E]'. 

•
 
DESCRIPTION or RECORDS 

(2) R~IIIpondlng to reqllelltll
on~xllltent recordll, to 

r'!que ~rs who provide Inllde-
quate d rlptlon", lind to 
tho"e who 11 to pay agency
reproduction 

(II ) 
appealed (GRS 

(h) Reqllelllt

(GRS 14/2la (2) (b) ) •
 

(]) Denying Accelllllto At
 
or part of the recordll requellt-
ed.
 

(D) Requellt not
 
appealed (GRS 14/21a(3) (a».
 

(b) Requellt appealed
 
(GRS 14/21a(3) (b».
 

b. Official file copy of
 
requellted recordll (GRS 14/21b).
 

vacy Act re20rtll file ••
 
Doc tillaccumutitea-rn-pre-
paring rts and providing

Information ating to the
 
implementation 0 he privllcy

I\ct within GSI\. Inc ed are
 
onetime reportll, fe.der
 
ports, annual reportll to the
 
Congrells of the united Statell,

the Office of H"nllgement and
 
nlJdget, the Report on New
 
Systems, tetterll canceling old
 
lIylltemll, and re la ted recordll.,.,

4Hd.. H.L I<#.tfPlN" 
8. Annual reportA - - -
). prepared by the office
 
re"'pon"lble for adml n llltering
 
the program within GSA.
 

• '. 

01\0 P 1821. 2 cllm: 

AUTIIORlZED DISPOSITION 

Destroy 2 yearll after date or 
reply. 

Destroy all authorized under 
U5'. 

5 years after date of 

Dillpolle of accordllnce with 
approved agenc disposition
Instructionll for he 
records, or with t 
prl vllcy Act
is later. 

-I 6/'f H,w Sy.s 
Permanent. Cut of n."ttly,
hold 5 yearll, and ret.lr. 0 

FRC. Offer to NI\R/\when 1 
yearll old. 

I\ppendh 9-£ 
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RECORD 
SYHBOL DESCRIPTION or RECORDS AUTIIORUED DISPOSITION 

rouEln4! cotfWHI,uhdehce, 8". Pllrpose.
related records. 

Reserved.\ / 9E31-9E34. 

~ 9£35.	 rOtA tracking and control
 
records. Logs, reglRtera, Rnd
 
other record" In hRrd copy or
 
electronic form used to control
 
and track reRpOnRe" to rOJA
 
rl!quel!ltR. Inclllded Are dAte,

nRture of request, Rnd name and
 
address of requester.
 

• om of Information Act Delete data element., 6 year~ 
Tracking Sya aft-.r flnRl action hy GRA or 

~( - - -). nata elem aft-.r finAl RdjurllCl1tlnn hy the 
mAlntRlned to control and track hlchever Is later. 
responR.s to rOJA requ~atR.
Included Rre name and address Destroy h"rd copy wh;e;n~s~""~-
of requester, date, nature of seded or obsolete. 
request, request number, action 
~fflce, dAte due, denial Infor-
mRtlon, fees Incurred or waiv-
ers granted, and time exten-
sions. 

h. R@g18tet& Of 11alln,a caR' D·'troy & V•• rl 1ft" date of 
14/l3a) •	 last entry. 

c. Other r ee	 Destroy 6 years after (Inl'll
or "fter [lnl'l1

adjUdication by
whichever Is IRter. 

9£36-9E39 • Reserved. 

.J.~,.J I	 FOIA reports file.. RecurringI' 9E4I. reports and onetime Information 
requirement. relating to GSA's 
Implementation of the rOJA. 
Included are annUl'llr@ports to 
the Congress and related 
records. 

a. Annual reports	 ( Permanent. Cut ~ff I'Innllally,/	 
) . hold 5 years, and retlt .. to 

rRC. Offer to NARA when 15 
years old In 5-year blocks.",,1 rr (.rid. ffWrJ5 II 

b. Other reports~(	 cut off annually, deatroy when/	 
) . 2 year., old. If not re~lIlred,

e"rller destruction Is "utho-
rlzed. 

Re.erved. 

. .,'.' '" I , 6' 0° Iffl " '" , •••• 
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RECORD 
SYMBOr. 

. .. _. .... ~, 

U 46- un , 
9 ES8. 

•
 
DESCRIPTION OF RECORDS 

onsisting of the orlgln~l
r quest, A copy of the reply,
an ~ll related supporting
fll s which ~y Include offi-
cial flle copy of re'1l1ested 
reco or copy thereof. 

espondence and support-,
ents (excluding the 

Ue copy of the 
uested). 

(1) Gr ntlng aCCP-8S to all
 
requested re ords (GRS 14/11a
 
(1) ) • 

(2) Respon ing to requests

for nonexistent ecords, to
 
re'1uestera who p vide Inade-
quate description and to
 
those who fall to y agency
 
reproduction fees.
 

(a) Request not
 
appealed (GRS 14/11&(2 (a».
 

(b) Reqllest ap ealed 
(GRS 14/11a (2) (b))• 

(3) Denying accp-ss to 11 
or part of the recorda reque
ed. 

(~) Request not
 
appealed (GRS 14/11& (3) (a» •
 

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

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

Reserved. 

FOIA asrea1s files. Files 
create In responding to admin-
istrative appeals under the 
FOIA for release of InformAtion 
denied by GRA, consisting of 
the Appellant's letter, a copy
of the reply, ~nd related 
Impportlng documents, which m~y
include the offlcl~l file copy
of recorda under appeal or copy
thereof. 

•
 
DAD P 1828.2 CnGr. 

AUTHORIZED DISPOSITION 

nestroy 2 years after dat~ of 
reply. 

Destroy 2 years after dat. of 
reply. 

Destroy aa authorized under 
U58 • 

Destroy' years after date of 
reply. 

Destroy aa authorized under
 
9158,
 

Dispose of In accordallce with 
approved GSA disposition In-
structions for the re\~tpd

ecords, or with the related 
IA request, whichever is 

Appendix 9-K 
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DAD P 1821.2 cnGI 

RECORD 
SYHBOlt DBSCRIPTION or RECORDS AUTHORIZED DISPOSITION 

rrespondence And support- Destroy 6 years after fln~l 
:Ing doc s (excllJdlng the det.r~lnAtlon by GSA or ] yenr.s 

file copy of ecords under after finAl adjudlc~tlo" hy the 
appea 1) (GRS 14/12a courts, or 6 year~ aft ..r th~ 

tl~e at which a re1lJe~ter ~olJld 
file suit, whichever Is later. 

b. Official fll. copy of In IJcc~rd~ncftwith 
r~cord8 under appeal (GRS dlApos It I,," In-
14/12b) • for r..tatf'!C'1 

record, or with the t~d 
rOtA request, whichever 
later. 

""Appendh 9-1' 
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