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REQUEST FOR RECORDS DISPCSITION AUTHORITY JOH NUMBE
(See Instructions on reverse) ﬁ l’QJQ?‘QJ"/

" LEAVE BLANK (NARA Use ontv)

~———y

" NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
VASHINGTON, DC 20408

DATE RECELV/

q " 30-%2.

IOM (Agency or establishment) .
General Services Adminlistration

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION
Office of Administration

3 MINDR SUBDIVISION
Information Management Division

In accordance with the provisions of 44
U.S.C. 3303a the disposition request,
including amendmcnts, 1s approved except
for stems that may he marked “disposilion
not approved” or “withdrawn® in columin 10

4, NAME OF PERSON WITH WHOM TO CONFER |5 TELEPHONE

Sharon Lighton 202-501-2262 5-/5-93 Qdé, M /fwoﬂ

28
DATE ARCHMST OF THE UNITED STATES

6 AGENCY CERTIFICATION

I hereby certify that ] am authorized to act for this agency in matters pertaining to the disposition of 1ts records
and that the records proposed for disposal on the attached 28
of this agency or will not be needed after the retention
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal

Agencies,

is not rej]uired;[ [:l is attached; or

page(s) are not now needed for the business
eniods specified; and that written concurrence from

[:l has been requested.

DATE s T F AGENCY REPRESENTATIVE TITLE
g INGHAM GSA RECORDS OFFICER
77—

7 ({ 2. GRS OR 10. ACTION
ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
JO JOB CITATION USE ONLY)

1. | Property Program Records

Record descriptions and requested disposition
instructions are contained in the attached
proposed chapter (19) to the HB, GSA Records
Maintenance and Disposition System

(0OAD P 1820.2).
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CHAPTER 19. PROPERTY PROGRAM RECORDS

1. Genperal. This chapter provides documentation and maintenance and disposition instructions for personal
and real property program records. These instructions are contained in:

a.

b.

€.

f.

Appendix 19-A. Personal Property Utilization and Disposal Program Records
Appendix 19-B. Personal Property Rehabulitation Program Records
Appendix 19-C. Real Property Appraisal Program Records

Appendix 19-D. Real Property Disposal Program Records

Appendix 19-E. Real Estate Acquisition and Planning Records

Appendix 19-F. Art and Historic Preservation Records

2.  Microfilming records. The records described in this chapter may be converted to microfilm and the original
paper records destroyed provided that the requirements and standards of the HB, GSA Micrographics
Management Program, chs. 3-1, 3-3, 4-3, and 4-4 (OAD P 1882.1) are met.

3. Electronic records.

a.

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

Information designated for permanent retention in this chapter may be maintained on electronic media. This
information must, however, be written on new or recertified one-half inch 7 or 9 track magnetic tape (in ASCII or
EBCDIC) or paper or microfilm at the time specified for transfer to the National Archives.

b. The terms "document" and "information", used throughout this chapter, refer to electronic as well as
textual (paper) records.

1and?2
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RECORD
SYMBOL  DBSCRIPTION QF RECORD
19A1. Exces\snrg;env catalogs and bulletins
Informauon relating to the
preparation\and 1ssuance of numbered
o publications dged 1n screening excess personal
property for uiNgation by other Federal
agencies. Includey are coordinating actions;
official file copies O the published bulletins,
catalogs or other publiations; and related
19A2-
19A4.
19A5.
excess personal property for items requxed, in
special demand, used by specific agencied\ for
e - redistribution through the FSS stores system\or
for storage for future use. Included are agenc
requests for property, want lists, simiar
documents and related records.
19A6- Reserved.
19A9.
19A10. Personal property utilization case files
(NC1-291-81-1). Information accumulated in
rece1ving reports of, screening for utiizauon
of, and transterning, excess personal property.
L Included are reports of excess, notificauons of
- availability, lists of agencies notfied, requests
of transfer, notices of transfer and other
transfer documents, determinations,
correspondence and related records.
19A11- Reserved.
19A14.
19A15. Personal property donation files

(NC1-291-81-1). Information relating to the
. donation of personal property to eligible non-
Federal organizations and institutions,
Included are reports of excess, requests for

Appendix 19-A Personal Property Uulization and Disposal Program Records

OAD P 1820.2 CHGE

This appendix provides documentauon and maintenance and disposiuion nstructions for personal property

lization and disposal program records Utilization and disposal 1s concerned with the uulization and transfer of
exsess personal property between Federal agencies and thewr contractors or grantees; the disposal of surplus personal
y by donation, sale. abandonment or destruction, and the establishment and operation of surplus personal
sales centers. These records are accumulated by offices 1n the Central Office and regional counterparts and
property sales centers This appendix does not apply to records created 1n using and disposing of ADP

AUTHORIZED DISPOSITION

Cut off at the end of the fiscal year; destroy 1
year atter cutoft.

Review at the end of the fiscal year; destroy
individual items when no longer needed.

w and place 1n inacuve file following
completion of transfer or transacuon. Cut off
mactive at the end of the fiscal year;

destroy 3 yeXgs after cutoff.



OAD P 1820.2 CHGE

RECQRD
SY L DESCRIPTION OF RECORD
property, notices of availability, determina-
tions relating to donation of property, surplus
operty releases, correspondence and related
19A16-
19A19
19A20
cards and lists of property;
reports; correspondence concagning the
property; and related records.
a. Case folders.
b. Inventories.
19A21- Reserved.
19A24.
19A25. Personal property sales center establishment

files. Information accumulated in
establishing, relocating, consolidating, or
continuing surplus personal property sales
centers. Included are requests for
establishment or consolidation, feasibility
studies, recommendations, justifications, final
determinauons, agreements and related
records.

a. Records relating to established sales centers.

(1) Central Office (NC1-291-81-1).

(2) Other offices (N1-291-91-2).

(a) Annual report (N1-291-91-2).

(b) Other recoﬁ(}\lg_lﬁ9l-8l-l).

Appendix 19-A

2

after cutoff. —

AUTHORIZED DISPOSITION

Withdraw upon initiation of disposition or
rehabilitation action and file with the
appropriate utilization, donation, rehabilitation
or sales file.

Destroy when superseded or when all items
listed on the inventory are no longer 1n storage.

Cut off at the end of the fisdal year.
Hold 5 years and retire to FRC.\Destroy 20
years after cutoff.

Cut off at the end of the fiscal year; destro 10
years after cutoff. \

Hold 1 year and retire 1o FRC. Destroy 4 years



RECORD
SYMBOL

OAD P 1820.2 CHGE

DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

19A26-
19A29.

19A30.

b. Recor to sales centers not Cut off at the end of the fiscal year following
established (NC1-291- disapproval.

(1) Central Office. Destroy 5 years after cutoff.

(2) Other offices. Destroy 1 year

Reserved.

Personal property sales case files. Information

accumulated in the sale of Government

personal property by GSA. These records

consist of case files documenting sales of

individual items or lots of personal property - -
that include reports of excess property; reports

of personal property for sale; sales letters;

memorandum receipts; announcements of sale;

advertising orders and vouchers; requests for

bids; abstracts and tabulations of bids; registers

of bidders and persons inspecting property;

sales analysis reports; correspondence; and

other related records. They also contain buyer

contract files (documenting completed sales

with each buyer of personal property) that

include general terms and conditions, sale of

Government property invitations, sales slips,

spot and auction bid cards or similar bid forms

from successful bidders, notices of award,

certificates of release of property,

correspondence with buyer and related 'y
documents. ,QF‘N

a. ions of more than Cut off when final payment is received, place

$25,000 (GRS 4/3a). - or 2 years, and retire to FRC.
Destroy 6 years after cutoff:

b. Case files with transactions of $25,000 or Cut off when final payment is received, place

less (GRS 4/3b). in inactive file and hold locally for 3 years, and
destroy.

¢. Case files covering hazardous materials Cut off when final payment is recetved, place

(- - ). in inacuve file and hold locally for 3 years, and

retire 10 FRC. Destroy 10 years after cutoff.
d. ering sale of aircraft Cut off when final payment is recerved, place
). in inactive fild and hold locally for 6 years, and
GRS H4/3a destroy. -

Appendix 19-A

3
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RECORD

SYMBOL  DESCRIPTION OF RECORD

19A31- Reserved.

19A34.

19A35. Surplus property precedential case files

19A41-
19A44.

19A45.

19A46-
19A49

(- - -). Case files on sales of surplus
personal property documenting the mnitation
and development of transactions that deviate
from established precedents with respect to
general agency disposal or to major disposal
programs.

Reserved.

Abandoned or destroyed property files

. Information accumulated in
recomamending, finding, determining and
approving the abandonment or destruction of

determinauons and findings, €
reports, board recommendations
and related records.

a. Central Office.

b. Regional offices.

Reserved.

Holding agency sales files (NC1-291-81-1).
Information accumulated in assisting holding
agencies in planning and conducting sales of
surplus personal property and in receiving
reports and other documents on sales
conducted by holding agencies. Included are
copies of agency invitations to bid, related
literature and pertinent correspondence.

Reserved.

Appendix 19-A
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AUTHORIZED DISPOSITION

Cut off upon completion of project or sale;
destroy when no longer needed.
NOTE: |F THIS 1S The oRIGINAL.
cAse FILE , AND L0OT A N6N- RRwRD
COPY, TRE oRiGiINAL MUST Re
PeTANED AT LeAST AS AW &
AS PRoYIDeD 2R ,aseR._49Ad 3D .

Nows- Recn D coPfs May NIT Re
ReTiRe)d T The FRC -

Cut off at the end of the fiscal year; destroy 2
years after cutoff.

ut off at the end of the fiscal year; hold 1 year
anthetire to FRC. Destroy 3 years after cutoff.

Cut off at the end 0
years after cutoff.

e fiscal year; destroy 3



DESCRIPTION OF RECORD

19AS51-
19A54.

19A5S.

19A56-
19A59.

19A60.

Personal property activities register
(NC1-291-81-1) Registers contaimng data on
personal property utthizauon and disposal
ctivities, such as actions taken on reports of
exgess property, ceruficates of unavailabuity

. utilization officers’ activities, donation
recerved and approved, ualizations
surplus determinanons made and

that reflects personal pr
disposal transactions and
other Government agencies.

including property replaced under the
exchange/sale authority; machine-prepared
reports on utilizaton, donation, transfer and
sale of excess and surplus personal property,
including property in contractor inventories;
other reports and listings; and related records.

a. Governmentwide and agencywide
consolidated and summary reports acCumu-
lated at the Central Office (NC1-291-81-1).

b. Other reports (NC1-291-81-1).

c. Machine listings (NC1-291-81-1).

d. Unusual cases (determined as significant by
management) (NC1-291-81-1).

Reserved.

Property recovery records (NC1-291-81-1).
Informauon created in providing for the
preservation or collection of wrecked,
abandoned or derelict property within the
jurisdiction of, and which should come to, the
United States. These records may be referred
to as "Treasure Trove" or "Hidden Treasure”

Appendix 19-A

5
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AUTHORIZED DISPOSITION

Cut off after date of final entry; destroy 2 years
after cutoff.

NOTE: Reports accumulated 1n office
responsible for consolidating and-preparing
regional and GSA-wide reports are described
inch. 19.

Cunoff at the end of the fiscal year; hold 1 year
ire to FRC. Destroy 5 years after cutoff.

Cut off at thg end of the fiscal year; destroy 2
years after cutsff.
Destroy when no logger needed.

Destroy when no longe
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RECQRD

SYMBOL DESCRIPTION OF RECORD

records. Included are records reflecting
existence, description, location and plans for
the recovery of the property or alleged
treagure; inquuries, applicanons and copies of

b. Routine inquiries and\geplies.

19A61-
19A64.

Reserved.

19A65.
81-1). Information pertaining to compl
s ance/noncompliance by a State agency dogee
’ such as a copy of the Report of Comphiance
Activity, letters, memos, police reports, FBI
reports, court judgments, criminal indictment
reports, State agency invoices, distnbuaon
documents, newspaper accounts, State law and
other supportive documentation.

19A66- Reserved.
19A69.
19A70. Eligibility donation files (NC1-291-81-1).

Information consisting of the application; copy
of the IRS letter of exemption; copy of
approval, accreditation or license; copy of
applicant’s program narrative; copy of written
NP authonzation signed by the Chief

) administrative head or a resolution by the
governing body of the applicant; copies of the
necessary assurances; copy of a statement on
the types and kind of equipment needed by
applicant; and a copy of letter of determu-
nation.

U

19A71-
19A74.

Reserved.

AUTHORIZED DISPOSITION

Remove applications and related records that
result in a contract and file them 1n the contract
case file in ch. 61. Cut off other applicauons at
the end of the fiscal year; destroy 2 years after
cutoff. o

Cut off at the end of the fiscal year; destroy 1
year after cutoff. - -

Cut off upon completion of case and place 1n
inactive file. Cut off inactive file at the end of
the fiscal year; hold 2 years and retire to FRC.
Destroy S years after cutoff.

Temporarily place in inactive file after
determination of eligibility. Cut off inacuve
file at the end of the fiscal year; destroy 3 years
after cutoff.

Appendix 19-A

6
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RECORD
SYMBOL  DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

19A75 Special donation categories of property files.
Documents pertaining to the provisions under
section 203(j)(4) of the Federal Property and

Administrative Services Act of 1949, as

275 amended, to 1mpose appropriate conditions on

’ the donauon of property having characteristics
that requuire special handling or use limitations,
including: drugs, biologicals and reagents
other than controlled substances; donation of
arrcraft; and vessels.

a. Records relating to the donation of Cut off upon donation of matenal; place in.
hazardous matenals (- - -). inactive file, hold locally for 3 years and retire
to FRC. Destroy when & years old.
19 - -

b—Otherrecords-NC1-291-81-1) Destroy when no longer needed.

19A76- Reserved.
19A79.

19 State plan files (NC1-291-81-1). Information Destroy when no longer needed.
related to the detailed plan of operation of each

gency. The plan consists of operational

inventory con d accounting system,
return of donated pro , financing and
service charges, terms an i
donable property, nonutilized don
property, fair and equitable distribution,
eligibility, compliance and utilization,
consultation with advisory bodies and public
and private groups, audit, cooperative
agreements, liquidation, standard issue forms
and conditional transfer documents.

Appendix 19-A

7and 8
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This appendix provides documentation and maintenance and dispositon instructions for records accumulated 1n the
rehabilitation, maintenance, repair and reclamation of excess personal property; the establishment, consolidation or
discontinuance of Government rehabulitation facilities; selection of property for rehabilitation; and storage of
rehabilitated personal property for future use. These records are accumulated by offices 1n the Central Office and
regions responsible for the personal property rehabilitation program and by rehabilitation facilities or centers.

RECO
SYM\?& DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

19B1. chabilitation facility establishment files

Lgp]

determinations, agreementhand related
records.

a. Records relating to established Yacilities. Cut off at the end of the fiscal year; destroy 3
years after cutoff.
b. Files relating to facilities not establish Cut off at the end of the fiscal year; destroy 2
years after cutoff.

19B2- Reserved.

19B4.

19Bs. Rehabilitation program improvement projects Cusoff at the end of the fiscal year; hold 2
(NC1-291-81-1). Information created in yearsgnd retire to FRC. Destroy 5 years after
determining areas for potential growth, cutoff.

. improvements or discontinuance of specific
R programs for the maintenance, repair,
rehabilitation and reclamation of personal
property. Included are comparability and
capability studies and analyses,
recommendations and determinations;
statistics; and related records.

19B6- Reserved.
19B9.

19B10. Property rehabilitation reports (NC1-291-81-
1). Information created in collecting,
preparing, computing, recording and
submitting data on items of excess personal
PR property rehabilitated or repaired by
commercial and Federal facilities, including
data on acqussition and rehabilitation costs.
Included are commercial and Federal facilities

Appendix 19-B. Personal Property Rehabilitation Program Records
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RECORD

SYMBOL  DESCRIPTION OF RECORD

ports, correspondence, workpapers and other
dosuments used 1n the preparation of the

orders; storage documents; agency
transfer, shipping and transportation
documents; and directly related records.
may be arranged by name, group or class
property.

19B16-
19B19.

Reserved.

19B20. Rehabilitated property stock records
(NC1-291-81-1). Information containing
. descriptions, stock balances and other
TamT information on rehabilitated excess personal
property placed in storage for future use.
Included are cards, lists and similar records.
Files may be arranged by name, group, class,
location of property or using agency.

19B21-
19B24.

Reserved.

19B25. Rehabilitation facility work controls
(NC1-291-81-1). Information used in
scheduling and controlling work at
rehabilitation facilities. These records reflect
the name of agency requesting services;
requisition, purchase order or invoice numbers;
time in and approximate dehvery date; charges
for services; and related information.

Appendix 19-B

2

AUTHORIZED DISPOSITION

Cut off at the end of the fiscal year; destroy 3
years after cutoff.

Cut off at the end of the fiscal year; destroy 1
year after cutoff,

Remove and place in inactive file following
disposition of property. Cut off inacuve file at
the end of the fiscal year; hold 2 years and
retire to FRC. Destroy 4 years after cutoff.

emove and file in inactive file when all
ormaton is transferred to a new card or
1teNys appearing on record are no longer in

e. Cut off inactive file at the end of the
; destroy 2 years after cutoff.

Remove and file in i
completion of services
to owning agency. Cut 0
end of the fiscal year; des
cutoff.

inactive file at the
2 years after


http:orman.on
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RECORD |

SYMBOL  DESCRIPTION OF RECORD AUTHORIZED DISPOSITION
19B27- Reserved.

19B29.

19B30 Equipment logs (NC1-291-81-1). Informaton Transfer with equipment or destroy upon
latmg to the operation, inspecuon, repair and disposal, cannibalization or abandonment of
majntenance of each item of rehabulitation equipment.
- . fac equipment, including installed

equipment. Included are log forms (may be

19B31- Reserved.
19B34,

19B35. les (NC1-291-81-1). Cut off at the end of the fiscal year; destroy 5
Information created in ths management and years after cutoff.
administraton of the propekRy rehabilitation
R S service contracung program cgvenng some 30
commodities. Included are unigye cases
relating to rehabilitation operatonsnot
described elsewhere in this appendi
19B36- Reserved.
19B39.
19B40. Precious material recovery re| 1-291.

81-1). Information on methods used, savings
resulting from, production figures for, surveys

o pertaining to, and other activities about the
recovery of silver, other precious metals and
critical materials from excess property.
Included are agency reports and records
directly related to the precious matenials
recovery program.

p

a. Governmentwide reports (maintained by the Cut off at the end
office responsible for preparation.) years and retre to
cutoff.

b. Other reports. Cut off at the end of the fi
years and retire to FRC. DestQy S years after

cutoff.

Appendix 19-B

3and 4

the fiscal year; hold 2
. Destroy 6 years after

year; hold 2
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This appendix describes records created 1n developing, coordinaung and implementing procedures and methods for
appraising real property to be acquired by the Government, excess and surplus real and personal property to be
disposed of, and rights and interests related to managing real property held by GSA. Property appraisal records are
created as a result of responsibilities outlined in the GSA Organization Manual (OHR P 5440.1) and other directives
in the 1005 sertes. They are accumulated by Central Office and regional offices.

RECO
SYMBOL\, DESCRIPTION OF RECORD
19C1. neral appraisal subjects (NC1-121-79-1).
) Redqrds relatng to appraisal and acquisition of
el real pxoperty that cannot be logically filed in
one of the categones of this appendix or in ch
9Al.
19C2-
19C4.
19CS
(NN-170-30). Reports prdduced for job
L% control and scheduling of sals, the status
2 of appraisal and other control
19C6- Reserved.
19C9.
19C10. Appraisal case files (NC1-121-84-1).

AY

Information accumulated as a result of
appraisals by GSA staff or by contract
appraisers. Included are requests for appraisal
estumates, proposals, notices of acceptance of
proposals, contracts and amendments,
specifications, appraisal reports and supporting
documents.

a. Reports received by the Central Office for
spot check only.

b. Case files.

c. Abstract or certificate of title (GRS 3/1b).

AUTHORIZED DISPOSITION

Cut off at the end of the fiscal year; hold 2
years and retire to FRC. Destroy 6 years after
cutoff.

NOTE: This record series contains emergency
operating records.

Destroy when no longer needed.

NOTE: This record series contains emergency
operating records and records subject to the
Privacy Act of 1974.

NOTE: This record series contains emergency
operating records.

Cut off at'the end of the fiscal year; destroy 2
years after cugoff.

Place in inactivejle after unconditional sale or
release by the Govagnment of conditions,
restrictions, mortgages or other liens. Cut off
the inactive file at the engd of the fiscal year;
hold 5 years and retire to
years after cutoff.

Appendix 19-C. Real Property Appraisal and Acquisition Records
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This appendix provides documentaunon and maintenance and disposition instructions for records created 1n
admnistering programs and acuviues for the utilization by, and the transfer ainong, Federal agencies and authonzed
organizations of excess real property and related personal property; the disposal of surplus real property and related
personal property by sale, donauon. exchange, lease, permut or transfer; and the care of surplus property pending 1ts
disposition. Program records documenung the real property disposal program are created as a result of
responsibilities outlined n the GSA Organization Manual (OHR P 5440.1) and other orders and handbooks of the
4000 subject classificauon series.

RECORD
SYMBOL,  DESCRIPTION OF RECORD AUTHORIZED DISPOSITION
19D1. Real property disposal case files. Informaton NOTE: Thus record senes contauns emergency

used 1n (1) reporung as excess real property operaung records.
and related personal property no longer
required by Federal agencies, (2) screening for
uulization, (3) ransferring property between
Federal agencies, and (4) disposing of property
determined to be surplus to the needs of the -
2deral government Included are reports of

with other Federal agencies, Staté\;
governments, private orgamzations
individuals; and related records.

a. Central Office (NC1-291-83-1), Permanent. Cut off following completion of
case and send to the appropnate region for
retirement to FRC under par. 19D1b.

OTE: Central Office records cannot be
retised to the Washington Nauonal Records
Centes (WNRC). Records retred to the
WNRCbgfore November 13, 1984, are
permanentsgcords and will be offered to
NARA whenR$S years old in 5-year blocks. In
most cases, CO¥ges not maintain disposal
case files but may kgep original documents that
must be forwarded toNhe appropriate region for
inclusion,

b. Regional offices (NC1-291-83-1). Permanent. Cut off followin

Appendix 19-D  Real Property Disposal Program Records
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RECORD
SYMBOL DESCRIPTION OF RECORD

¢ Other records (NC1-291-83-1) Records
necessary or convenient for the use of real
property sold, donated, or waded to non-
Federal ownership since August 21, 1935,
including (if pertinent as determined by the
releasing agency) site maps and surveys, plot
plans, architect’s sketches, working diagrams,
preliminary drawings, bluepnints, master
tracings, utility outlet plans, equipment
ocation plans, specifications, construcuon
progress photographs, inspection reports,

ance records and allowance lists, as
licate copies of title papers,
t (1) the records are not scheduled

1t to the Federal Government immedidgly on
the discontinuance of its use for histonc

purposes.

19D2- Reserved.

19D4.

19D5. Real property disposal general subject files
(NC1-291-81-1). Information relating to real
property disposal which cannot logically be
filed 1n other categories of this appendix.

19D6- Reserved.

19D9.

19D10 Holding agency real property disposal records

(NC1-291-81-1). Information relating to the
utilization and disposal of real property and
related personal property declared as excess by
. holding agencies who are designated or
delegated authonity to act as the disposal
agency. Included are reports of excess;
descriptions of property; documents relating

to the Government’s tide to the property,
notices of availability; correspondence

Appendix 19-D

2

AUTHORIZED DISPOSITON

Transter to new custodian on compleuon of
sale, trade, or donation proceedings. or
acceptance of purchase money mortgage.

ut off at the end of the fiscal year; hold 2
s and retire to FRC. Destroy 9 years after
cuto

Withdraw and placeyn mnactive file following
disposal by the holding agency. Cut off
inactive file at the end oNthe fiscal year;
destroy 1 year after cutoff.

NOTE: This record senes con
operating records.



RECORD

SYMBOL

DESCRIPTION OF RECORD

19D16-
19D19.

19D20.

19D21-
19D24.

19D25.

19D26-
19D29.

19D30.

)

\

19D31-
19D34.

between GSA and other agencies,
organizauons or individuals; disposal acuvity
control data; surplus determinauons; and
related records

Reserved

gency real property requirements (NC1-291-
. Information giving Federal agency
ments for real property. These records
1n screening (for Federal use) real

ies (NC1-291-81-1).
Inventones of excess surplus real property
reported for disposiion. 'Kiese records are
used to answer inquiries abowg or satisfy
requirements for real property.

Reserved.

Real property activity reports (NC1-291-81).
Reports and related records contamning data o
real property utilization and disposal activities,
such as actions taken on reports of excess
property, certificates of unavailability, reports
of utilization officers’ activities, donation
requests, utilization achieved, surplus
determinations made, and similar matters.

Reserved.

Real property disposal activity controls (NC1-
291-81-1). Information used in controlling
activiues and scheduling disposition of excess
and surplus real property. Included are surplus
real property operational control notices, real
property disposal activity controls and related
records.

Reserved.

Appendix 19-D

3

OAD P 1820 2 CHGE

AUTHORIZED DESCRIPTION

Destroy when no longer needed.

NOTE: This record senies contains emergency
operating records.

Destroy when no longer needed.

NOTE: This record senes contains emergency
operating records.

Destroy when no longer needed.

NOTE: This record series contains emergency
operating records.

in inactive file on removal
of property from GS4A inventory. Cut off

inactive file at the en

NOTE: This record series co
operating records.
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RECORD
SYMBOL  DESCRIPTION OF RECORD

19D35 Real property disposal reports (NC1-291-84-
1). Information showing real property
utilization and disposal ransactions and

activities of GSA and other Government

, and consolidated reports of real
rted as excess; agency reports on
sale; and related records
a. Central Office.

(1) Congressional and White House
(Property Review Board) required reports.

(2) Other reports. doThe R, ofFice
CcoPIES ,

19D36-
19D39.

Reserved.

R utilization surveys (- - -).
relating to the utilization of real
property. Inclu eports, photos,

maps and related correspondence.

19D41- Reserv
19D44.
19D45 Pre-excess files INC1-291-81-1) Correspon-

dence and related documents concerning real
- property that may be reported as excess 10
GSA in the future.

Appendix 19-D
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AUTHORIZED DISPOSITON

Permanent. Cut off at the end of the fiscal
year; hold 5 years and retire to FRC. Transfer
to NARA when 25 years old in 10-year blocks.

TE: The official file of the Congressional
Repoit. Explanatory Statement of Proposed

Permanent. Cut off following issuance of a
new survey report or after 6 years and retire to Qﬁb
FRC. Transfer to NARA when 25 yearsoldin Xt

5-year blocks. 776'&/
oz

et D
215705

NOTE: This record s€
operating records.

emergency

Cut off at the end of the fiscal year; destroy 5
years after cutoff. Earlier disposal 1s
authorized on receipt of information that
property will not be reported as excess.

NOTES: On receipt of report of excess,
withdraw the related file and place 1t in 19D1.

This records series contains emergency
operaung recerds. - - — —
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retire to FRC. Offer to NARA when 25 years old in
10-ye blocks.

Note: The
"Explanatory Statement
Real Property" is filed wi
33D1, and a copy is filed in

ficial file of the Congressional Report
Proposed Negotiated Sale of Surplus
the appropriate case file under

(2) Other reports: Cut off ually. Destroy when
superseded, canceled, obsole or no longer needed.

b. Other offices: Cut off annually. Destroy

old, except machine listings may be destroyed w
longer needed.

33D56--33D58. Reserved.

1GPHO

37%9. Real Property Utilization Survey (N1-291-86-2).

Documents relating to the utilization of Real Property. Included
are survey reports, photos, maps, and related correspondence.

a. Central Office: Cut off following completion of case,
hold 1 year and transfer to FRC. Destroy when 8
years old.

b. Regional Offices: Cut off following completion of case,
destroy when 1 year old. =

Preexcess files (N1-291-81-1). Correspondence and
relatée ocuments concerning real property that may be reported
as excess A in the future.

Destroy after ears. FEarlier disposal is authorized

on receipt of info ion that property will not be
reported as excess.

Note: On receipt of report of exc

s, withdraw the
related file and place it in 33Dl.

Appendix 33-D

7 and 8
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This appendix descnbes records created n planning for, acquinng and developing real property. It also includes
planning for, assigning and using space i Government buildings and operaung a space management reporting
system. The records are created under responsibiliues outlined in the GSA Orgamizauon Manual (OHR P 5440 1)
and orders and handbooks 1n the 1600 and 7000 subject classificauon series

RECORD
SYMBOL  DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

19E1. Environmental records (NC1-121-81-1).

Documents created and accumulated 1n

prepanng, reviewing, and maintaining

environmental projects. Included are

environmental impact assessments (EIA),

tindings of no significant impact, environ-

mental impact statements (EIS), histoncal — ——
records on EIA/EIS master plans,
environmental quarterly reports, coastal zone
management records, records related to
floodplains and wetlands, site studies,
landscape plans, specialty contract studies, and
related records.

a. Central Office (- - -). Place 1n macuve file after review of project 1s
completed; hold 2 years and destroy.
nh\tvz

b. Gder offices (NC1-121-81-1). Permanent. Place mn mactive file on
compleung project; cut off at the end of fiscal
year, hold 5 years and retire to FRC. Transfer
to NARA when 10 years old.

c. Environmental Quarterly Reports (- - -).
(1) Central Office. Destroy when 2 years old.
(2) Other offices. Destroy when 4 years old.

19E2- Reserved.
19EA4.

19ES. Caputal improvement and leasing program
planning records (- - -). Documents created

1n providing guidance, direction, planning and
scheduling to assist regions in developing their

programs.

a. Central Office. Place 1n nacuve file when superseded or
obsolete. Cut off macuve file at the end of the
fiscal year, destroy 10 years after cutoff.

b Other offices. Destroy when superseded or obsolete.

Appendix 19-E. Real Estate Acquisition and Planning Records
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RECORD

SYMBOL  DESCRIPTION OF RECORD AUTHORIZED DISPOSITION
19E6- Reserved

19E9.

10 National program records (NC1-121-81-1)
Long-range planning documents created n

lanning for and idenufymg proposed projects

1 border Cut off at the end of fiscal year; hold 3 years

station projects, SSA District Offices,pQstal and retire t0 FRC. Destroy 3 years after cutoff.
acquusitions, historic preservation, policy
procedures reports, and related records. These
records are arranged 1n alphabeucal order by

subject.
b. Budgetrecords Documents created m the Cut off at the en fiscal year; destroy 4
budget formulatuon for prepanng the years after cutoff,

presentation for construcion and acquisiuon
of facilities. These records are arranged
chronologically by fiscal year.

19E11- Reserved

19E14.

19E15. New building file records (- - -). Documents Cut off upon occupancy of the building and
accumulated i preliminary space assignment establishment of the official space assignment
and utihization planning before occupancy of a file; hold 3 years and reure to FRC. Destroy 5
new building or conversion or extension of an years after cutoff.
existing building. Included are copies of
written contacts with the agency nvolved, NOTE: Bring forward to the space assignment
preliminary space study data sheets, space file, 48A33, any records needed as supporung
requirements survey worksheets, funcuonal data. 19 ES?

diagrams, layout drawings, layout approvals,
final paruuon plans, and related records

19E16- Reserv
19E19.

NOTE: These records are arranged first by
state, then city, and finally, according to the
segment 1denufied 1n subpars. b thru e below.
projects for new buildings, leased buildings, ecords 1dentfied 1n subpar a are arranged by
L 2 and for extending, converung, or acquiring region.

' existing buildings. Listed below are

descripuions of and disposition mstructions for

the segments comprising this record category.

Appendix 19-E
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RECORD

SYMBOL  DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

a  General building records. Documents
accumulated that refer to buildings or plans
pertaimng to a city or state, but that do not fit
1nto categories b thru e or other records
described 1n this chapter.

b. Exisung buitlding records. Documents
created 1n managing space asstgnment and use
1 buildings under GSA control. Included are
space studies with supporting documents,
uulizauon survey reports and recom-
endauons, utilizaton studies, fact sheets,
reews and approvals, retention or disposal
evaliagons, correspondence, maps and
photographs, and related records.

acquiring existing butidings. Included are

authonzauons, fact sheets; sp
directives with supporting doc
congressional, agency, and intern
dence; and related records.

d. Facility planning reports. Documents
created in developing short-range plans
covering current and projected Federal agency
space requirements. Included are planning
reports containing comMnunity surveys, maps,
photographs, narrative statements, supporung
data, summary and approval records, agency
space tabulations, building evaluations,
regional planning memorandums and related
records

(1) Central Office.

(2) Other offices.

e. Space requirement records. Documents

created in planning for new buildings and for
extending, converung, and acquiring exisung
buildings. Included are requests for space on
GSA Form 144, Net Space Requirements for

Cut otf at the end of fiscal year; destroy 2
years after cutoff

Cut otf at the end of fiscal year; hold 3 years
and retre 10 FRC. Destroy 4 years after cutoff

NOTE. Files for projects not completed at the
ume of cutoff shall be withdrawn and brought
forward to the current files.

Cut off on compleung or canceling project;
hold 2 years and retire to FRC. Destroy 5
years after cutoff.

Cut off on comple
hold 2 years and re
years after cutoff

g or canceling project,
to FRC. Destroy 5

Destroy 2 years after cut off.

Future Federal Building Construction, and

Appendix 19-E
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2
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RECORD

SYMBOL.  DESCRIPTION OF RECORD

related records

(1) Central Office

(2) Other otfices

19E21- Reserved

19E24

19E25. Projest prospectus records (NC1-121-81-1). A
record Sst of (1) onginal prospectus and reports

T of bulldings project surveys signed by the
o Commussion®g, PBS, and the Admmistrator

and (2) project aythornizations (Central
Office).

19E26-

19E29

19E30.
managing and reporung on space mandgement
projects. Included are GSA Forms 1829,
Schedule and Performance-Space Managem

VL Site Selection and 1830, Schedule and

Performance-Space Management Site
Acquisition, supporting papers, corre-
spondence, and related documents.
a. Central Office
b. Other offices

19E31- Reserved.

19E34

19E35. Real property acquisiuon records. Title papers
and related information documenang the
acquisition of real property by purchase,

o . transfer, condemnauon, donation, exchange or

other action.
a. Records relaung to property acquired after

December 31, 1920, other than abstract or
certificate of title (GRS 3/1a)

Appendix 19-E
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AUTHORIZED DISPOSITION

Cut off on completing or canceling project,
hold 2 years and reure 10 FRC. Destoy 5
years after cutoff.

Destroy 3 years after cut off

Permanent. Cut off 1n 5-year blocks; hold 5
years and reure to FRC. Offer 1o NARA 15
years after cutoff.

Destroy afteNgransferring incomplete projects
to new fiscal ydar schedule.

NOTE: This record series
interests records.

Retain 1n the regional office. Cut off after
unconditional sale or release by the
Government of condiuons, restricuons,



RECORD

SYMBOL  DESCRIPTION OF RECORD

b Records relaung to property acquired before
January 1, 1921 (NC1-121-81-1).

19E36-
19E39

19EAQ.

Documents created in displac

businesses, or farm operauons.

contracts for relocation services, relqcation

- plans, surveys appraisals, general and
individual claim files, claim forms, paym
vouchers, interview and contact reports,
negouations reports, public body coordination
reports, claim appeals, disclaimers, and related
records.

L

19EA41-
19EA4.

Reserved.

19EA45. Space N stan recor 1-12]-
§1-1). Documents created in the preparation,
clearance, and publication of guides for the
use of space by individual agencies. Included
are coordinaung actions, record copies of the
guides, and communications pertarning to the
published guides

19E46-
19EA9.

Reserved.

19ES0. Space assignment and utilization records
(_-_- -). Documents created by regional
offices 1n analyzing space requirements,
assigning space to Federal agencies and
managing space in buildings under GSA
control. Included are space assignment
requests, on-site survey and mspecuon reports,
fact sheets, review and approval actions,
uulizauon reports and studies, retention or

disposal studies, maps, photographs,

Appendix 19-E
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AUTHORIZED DISPOSITION

mortgages or other liens. Destroy 10 years
after cutoft.

Permanent. Cut off at the end of the fiscal ye:r
after acquiring utle or rendenng final judgment
on condemnauon cases. Transfer to NARA 10
years after cutoff.

Transter (0 purchaser after uncondiuonat sale
or release by the Government of condiuons,
restricuons, mortgages or other liens.

Cut off at the end of fiscal year; after complet-
ng final relocation and payment of relocation
clamms, hold 2 years and reure o FRC.
Destroy 5 years after cutoff,

Place m natyve file when superseded or
obsolete; destrOy 2 years after cutoff.

Cut off at the end of fiscal year after assign-
ment ends; destroy 5 years after cutoff.

NOTE: Bring forward to the current file
penodic inspection and utilizauon survey
reports on recommended actions that have not
been completed.
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RECORD
SYMBOL

19E51-
19E54.

19E55

DESCRIPTION OF RECORD

correspondence and related records

escriptions of, and disposal
s for, official copies of these records

real property owngd and leased by the United
States and consistin@\of machine histings for
the current year and boynd printed copies.

(1) Machine listing.

(2) Bound volumes.

b. Feeder reports. Reports providing
information for the master inventory report and
consisting of input data from other
Government agencies, regional consolidal
reports, and supporung records.

c. GSA inventory report. Reports showing
inventory of buildings under GSA assignment
control, building 1dentification data,
occupiable space per building, and similar
data.

d. Space assignment reports. Reports showing
space assignment by building, agency,
occupancy night, and providing data on the
building, the agency, location, space, and
sumilar information.

e. Occupiable space and summary reports.
Reports showing space summary by urban

center, city, and occupancy night; space
utilization by agency and bureau; space
summarnes by occupancy right and by agency;
leases in effect; regional leased space and

annual rentals; summary of buildings and

active leases (including Metropolitan District

of Columbia); vacant space by occupancy

night; and list of mactive records.

Appendix 19-E
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AUTHORIZED DISPOSITION

Destroy upon receiving new edition.

Destroy when no longer needed for reference.
(Permanent copies are maintained by the
Office of Finance.)

Cut off at the end of fiscal year; destroy 2
years after cutoff.

Cut off at the end of fiscal year; destroy 2
years after cutoff.

Cut offat the end of fiscal year; destroy 2

years after cutoff.



RECORD
SYMBOIL,  DESCRIPTION OF RECORD

f. Building and other reports. Master building
records, building register change listings,

master bullding inventories, master

assignment records, lease acuvity and
exprration date records, personnel census

lisungs, and sumilar reports.

19E6GQ.

19E61-

19E64.

19E65.

I, oo and easements through purchs
transfer, donation, or condemnatgn. Included
are site investigation directives; poQlic notices;
offers to sell and synopses of offers; sjte
investigation, inspection, appraisal, and =
negotiation reports; condemnation assembljes;
excess property records and reports; copies 8
title reports; property surveys; certficates of
inspection and possession; disclaimers; and
related documents.

19E66- Reserved.

19E69.

19E70. Site management records.

g a. Undeveloped site files (N1-121-90-1).
Documents created in administering,
supervising, and controlling undeveloped
sites. Included are site directives and sup-

- porting documents, site management plans,
site inspection survey reports, site condition-
1ng acuons and reports, out-lease actions and
supporting documents, lease termination
survey reports, licenses, permits, easement
grants, encroachment data, juntsdictional

~ operating records.

Appcﬁ:il—x_i 9-E
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AUTHORIZED DISPOSITION

Cut off at the end of fiscal year; destroy 1 year
later.

Cut off at the end of the fiscal year; destroy 3
years after cutoff.

Cut off at the end of fiscal year after final
acquisition of title and/or rendering of final
judgment on condemnation cases; hold 2 years
and retire to FRC. Destroy 8 years after cutoff.

NOTE: This record series contains emergen
opmung records.

Cut off at the end\of fiscal year on completing
construction or disp smg of site. Hold 2 years

NOTE: This record series\
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RECORD
SYMBOL  DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

transfer acuons and sumiar records,
rrespondence, and other related records.

veloped site records (NC1-121-81-1).

supervisiig, and controlling developed sites.
licenses, permits, easement

(1) Central Office. Place 1n inacuve file after executuon. Cut off at
the end of fiscal year; destroy 1 year later.

(2) Regional offices. Place 1n inactive file on terminauon,
expiration, or revocation of instrument. Cut
-——— Off at the end of fiscal year; destroy 1 year -

later. STET s

¢. QOutlease records (NC1-121-81-1
Documents created in leasing public biyidings
and grounds on developed sites, includin
Government-leased facilites for commer
use. Included are documents deciding the
availability of space for outleasing; approvals;
consultants’ and real estate brokers’ reports;
appraisals, analyses, and cost statements;
Ceatral Office approvals; bids, abstracts, and
analyses; letters of acceptance and rejection;
originals of leases and amendments; insurance
documentation; initial condition survey re-
ports; alteration, improvement, and repair
records; rental collection records; claims; and
related records.

(1) Central Office.

(2) Regional offices.

Appendix 19-E - ——
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This appendix provides maintenance and disposition mstrucuons for records relaung to the arts and historic
preservation programs and managing the Federal art collecuon. Art and historic preservauon records are created as
the result of responsibiliies and funcuons assigned in the GSA Orgamizauon Manual (OHR P 5440 1), ch 23-55

RECORD

SYMBOL  DESCRIPTION OF RECORD

19K} Fine arts program records (N1-121-91-2)
TIFY a. Artinventores.

(1) Artlnventones Registers, photographs
d slides relating to inventories of artworks
thag are located 1 Federal facihues

10 museum spllections. Includes
correspondencg and other pertinent
informauon.

(3) Disputed Federal ownership files.
Includes registers, photdgraphs and shides of
artworks for which FederM ownership 1s in
question.

(4) Art disposiuon files. Inclddes
information on artwork that has b
deaccessioned, donated or destroyed by either
natural or man-made occurrences.

b. Arusts files. Biographical and other
informatuon, including correspondence with
artists whose artworks are owned by the
Federal government.

c. Arthistory case files. Documentation
relating to acquisition; conservauon,
exhibitions and loans; and the deaccession of
Federally owned works of art, including Art
Examination Worksheet (source of acquisiton,
e.g. donation or transfer), audiovisual
documentation, Questionnaire for Loan of
GSA Antworks for Exhibition, all completed
GSA loan forms including GSA Form 10048,
Liability Agreement for Loan of GSA
Artworks, conservation and inspection reports,
mussing artwork mformauon, correspondence
and other related information.

AUTHORIZED DISPOSITION

Destroy after related third generauon
mventory.

Cut off on return of artwork to Federal
custody. Create an Art History Case File and
file under 19F]c. -

Cut off when Federal ownership 1s established,
file informauon 1n related art history case file
(19F1¢).

Cut off when artwork 1s deaccessioned; file
information 1n related art history case file
(19F1c¢).

Permanent. Cut off in 10-year blocks; transfer
to NARA 5 years after cutoff.

ent. Cut off at the end of the fiscal year
1n whkach artwork 1s donated, destroyed or
othe e deaccessioned. Transfer
immediagly 10 NARA

Appendix 19-F Art and Histonc Preservauon Records
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RECORD
SYMBOL  DESCRIPTION OF RECORD
d Exhibition and loan requests Requests by
museums to borrow Federally owned portable
artworks for exhibiuon Includes
Questuonnaire for Loan of GSA Arntworks for
hibiton, correspondence and related
mn auon.
(1) Requests granted.
(2) Requests not granted
19F2- Reserved.
19F4.
19F5. -in-Architecture (A-

[§3}
)

-

\n

(N1-121-91-2).
a. Artinventories. Registers, photographs and
shides relating to inventories of orks that

are located in Federal facilites.
b Artists files.

(1) Arusts represented in the A-I-A
program. Brographical and other informaton,
including correspondence with commussioned
artists whose artworks are incorporated 1nto the
architecture of Federal faciliues.

(2) National Registry of Arusts.
Information submuitted by artists who want to
be commussioned for the GSA A-1-A Program.
Inciudes correspondence and background
informaton necessary to determine an artust’s
qualificatons and work 1n a specific art media,
such as resumes, catalogs, art reviews, shdes of
the arust’s work and related informauon.

(3) Project case files. Documentation
relaung to acquisition, commission, placement,
conservation and deaccession of artworks 1n
Federal faciliues Informauon includes
backgrounds about proposed and selected
artists, photographs and shdes, mmnutes from

Appendix 19-F
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AUTHORIZED DISPOSITION

File with related art history case file.

Cut off at the end of the fiscal year; destroy 2
years after cutoff.

Destroy after related third generauon
inventory.

Permanent. Cut off in 10-year blocks; transfer
to NARA 5 years after cutoff.

Reéturn slides to artist when s/he no longer
wantg to be considered for commussion.
Destroy remaining information when no longer

NOTES: InfQrmation about artists may be
subject to the Rgvacy Act of 1974

Informaton 1n this\category may be donated to
the public when no 1dgger needed, provided
permission from the arst 15 secured before
such donation and the indtrucuons contained n
ch. 3-21a(2) are followed.

Permanent. Cut off at the end
1n which artwork 1s donated, des
otherwise deaccesstoned Transfer
unmediately to NARA.

the fiscal year
yed or
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RECORD
SYMBOL

DESCRIPTION OF RECORD

19F6-
19F9

19F10

19F11-
19F14.

19F15.

the Arust Selection Panel meeungs, copies of
arust’s contracts, building plans related to the
placement of artworks, conservation
information and art inspecuon forms

tenance records (N1-121-91-2)

a. Proposedconservator files. Information
about conservators who desire to be considered
for GSA contracts, Included are GSA
Conservator Qualifications Questionnatre,
correspondence and rslated records.

b. Miscellaneous art managsment files.
Correspondence, slides, photoggaphs, drawings
and nontextual information relating to the
management of artworks that canno{ be filed
within specific categories elsewhere i
appendix.

Reserved.

1 il reservation
records (N1-121-91-2).

a. Historic structures reports/histonic building
preservation plans. Reports and program plans
10 identify and mamtain historically and
architecturally signmificant buildings under GSA
ownership.

b. Historic properues files. Information
relatung to specific historic buildings under
GSA ownership. Includes correspondence
between Central Office and the regions,
between GS A and state historic preservation
officers and related informaton.

Appendix 19-F
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AUTHORIZED DISPOSITION

Destroy when conservator no longer wants to
be considered for GSA contracts or when no
longer needed. -

NOTE: Informauon about conservators may
be subject to the Privacy Act of 1974,

Cut off at the end of the fiscal year; destroy 2
years after cutoff.

Permanent. Cut
1 which building 13sold or demolished.
Transfer immmediatelyNo NARA.



OAD P 1320 2 CHGE

RECORD
SYMBQOL  DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

iscellaneous preservauon management Cut off at the end of the fiscal year, destroy 2
years after cutoff.

historic structures that cannot be filed wi
specific categories elsewhere 1 this appendix

Appendix 19-F
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