
....REQUEST FOR RECORD.• SPOSITION AUTHORITY 
(Sse Instructions on reverse) 

NC1 26~ 78 2 

ro- GENERAL SERVICES ADMINISTRATION, 
__ N_AT_IO_N_A_L_A_RC_H_IV_E_S_A_N_D_R_E_CO_R_D_S_S_ER_V_IC_E..;.... _W_AS_H_IN_G_T_ON-=.._D_C_2_04_0_8 
1. FROM (AGENCY OR ESTABLISHMENT) 

__ --f DATE RECEIVED 

1 6 MAR 1978 
General Services Administration 

4. NAME' OF PERSON WITH WHOM TO CONFER 5. TEL. EXT 

Ray Hershberger 566-0673 

6. CERTIFICATE OF AGENCY REPRESENTATIVE' 

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 2 page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal. 

GJ B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE 

3/9/78 Chief, Records Management Branch 
9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO . (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

File descriptions and requested disposition authorizatio s 
are contained in the enclosed proposed change to ch. 15 
appendix 15-8, of the HB, GSA Records Maintenance and 
Disposition System (OAD P 1820.2). NN-168-79 

·re.,.; 
J-/eC ~ - ~ .>-~7C- ~ANDARD FOAM 115 

a ReVISed April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 
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OAD P 1820.2 CHGE
 

This appendix describes fi les created in planning, coordinating, and imple-
menting measures designed to minimize danger to Iife and property arising
from the effects of attack, fire, flood, explosion, weather disturbance, or 
other disaster affecting bui Idings owned and occupied by GSA. Bui Iding 
disaster coordination fi les are created as a result of requirements contained 
in the HB, Disaster Control and Civi I Defense in Federal Bui Idings (PBS P 
2460~IA). They are accumulated only by offices of individuals ~ppointed as 
disaster control coordinators. Documents accumulated by other offices in 

'{coordinating or participating in disaster control activities are not bui Id-
\\ing disaster coordination fi les. Instead, such records pertain to the non-

program responsibi Iities of the offices concerned and are described accord-
ingly in chapter 9. I 

Appendix 15-C. Bui Iding Disaster Coordination Fi les 
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OAD P 1820.2 CHGE 

15C1. Disaster coordination fi les. Documents accumulated by offices of 
bui Idings disaster coordinators in coordinating the emergency activities 
required by faci Iity protection plans. Included are requests for instal la-
tion of alarm systems; papers regarding the recruitment of emergency
service personnel; communications with occupant agencies, local civi I 
defense directors, and fire protection personnel; documents relating to 
acquisition, storage, and inspection of shelter suppl ies; notices and 
other papers relating to civi I defense dri IIs, but not notices and an-
nouncements that are issued through the GSA directives system; documents 
relating to the training of disaster organization personnel; and simi lar 
records. 

Cut off annually, hold 2 years, and destroy. 

15C2 - 15C4. Reserved. 

15C5. Disaster control plans. Documents created in developing and 
clearing plans for minimizing danger of Iife and property arising from 
attack, fire, flood, explosion, serious weather disturbance, or other 
disasters that may affect GSA faci Iities. Excluded are documents created 
as a result of GSA's Government-wide responsibi Iity for protecting Iife and 
property in federally owned or occupied property. !ncluded are clearance 
act ions, minutes of adv isory comm ittee meet ings, __ 'f ac i Iity protect ion 
plans, supplementary shelter management plans, and related records. 

Cut off annually fol lowing cancellation, discontinuance, 
or obsolescence of the plan: 

Office responsible for preparing the plan: Hold 5 
years and destroy. 

Other offices: Hold 2 years and destroy. 

15C6 - 15C9. Reserved. 

15C10. Disaster staff designations. Documents created in designating in-
dividuals to perform emergency duties in bui Iding disaster planning, exer-
cises, and operations. Included are letters of designation and records 
directly related to them. 

Destroy when superseded or obsolete. 

15CI I - 15C14. Reserved. 

15C15. Disaster personnel rosters. Documents used in Iisting names and 
other informat ion about bu iIding disaster organ izat ion personne I. Inc Iuded 
are rosters and directly related records. 

Destroy when superseded or obsolete. 

Appendix 15-C 
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