REQUEST FOR RECORDS DISPOSITION AUTHORITY
. § - (See Instructions on reverse)
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TO GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

JOB NO

NC1-269-79-1

1 FROM (AGENCY OR ESTABLISHMENT)
General Services Administration

DATE RECEIVED
June 22, 1979

2 MAJOR SUBDIVISION
Office of General Counsel

3 MINOR SUBDIVISION

4. NAME OF PERSON WITH WHOM TO CONFER § TEL EXT

Raymond Hershberger 566-0673

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 U S C 3303a the disposal re
quest, including amendments, 1s approved except for items that,may
be stamped “disposa' not approved” or “withdrawn” n cqumr‘ 10

20557 lrvQn 2/@

Date Archivast of the Umited States

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;
that the records proposed for disposal in this Request of __8 __ page(s) are not now needed for the business of

this agency or will not be needed after the retention periods specified.

] A Request for immediate disposal.

[x] B Request for disposal after a specified period of time or request for permanent

retention.

Michael G. Barbeour Chief, Records Management Branch (HRAR)
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8 DESCRIPTION OF ITEM
ITEM NO (With Inclusive Dates or Retention Periods)

9

10
SAMPLE OR
JOB NO ACTION TAKEN

Legal Services Program Records

System (0AD P 1820.2).

Files descriptions and requested disposition authoriz=-
ations are contained in the attached proposed chapter
to the HB, GSA Records Maintenance and Dispositaon

Appendix 21-A. Proposed changes to the schedules that |NN166~92 (68)
were approved on Dec. 12, 1968 and May, 21, 1973. NN172-223 |(73)
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0AD P 1820.2 CHGE

This appendix describes legal services program records. Legal services
program records are accumulated as a result of providing legal counsel,
advice, suggestions, and assistance to services and staff offices to
assist them in accomplishing their missions and program responsibilities.
These records are created in carrying out functions assigned in the GSA
Organization Manual (OFA P 5440.1), authority delegated in the GSA
Delegations of Authority Manual (ADM P 5450.39A), and pursuant to provi-
sions of orders and handbooks in the 5000 subject classification series.
This appendix is not applicable to documents accumulated by offices
receiving legal services. Documents of this type should be identified
with, and filed in the particular case file for, the contract, project,
inquiry, or transaction to which the legal service pertains.

Appendix 21 A. Legal Services Program Records
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OAD P 1820.2 CHGE

21Al. General legal subjects. Correspondence, memoranda, and
documents relating to gemeral legal services which, because of
their nature, cannot logically be filed in one of the specific
categories described in this appendix.

Cut off annually, hold 3 years, and retire. Destroy

after—3d—additional—rears.— AM%LhA/ (] foLﬂF ol
21A2 - 21A4. Reserved.

21AS5. Pending action reports. Documents used in reporting the
status of all pending claims, disputes, litigation, and similar
matters being handled in the Office of General Counsel and in
each Office of Regional Counsel. Included are reports omn GSA
Board of Contract Appeals cases; claims and other adversary
submissions to the General Counsel or the Comptroller General;
Court of Claims cases; referrals to the Department of Justice,
including local U.S. Attorneys; and Federal and State court
cases.

Cut off annually, -held-l-—eary—and destroy.«w{e‘u / ,yc.«.«, olof.

21A6 - 21A9. Reserved.

21A10. Legislation and regulations. Documents accumulated in
preparing, reviewing, and commenting on, and providing legal advice
and assistance on proposed and enacted legislation; regulations for
publication in the Federal Register and Code of Federal Regulations;
and changes and additions to Federal Procurement Regulations, Federal
Property Management Regulations, General Services Administration
Procurement Regulations, and General Services Administration Property
Management Regulations. Included are comments, interpretations, notes,
drafts, and similar records. Excluded are formal (numbered) opinions
of the General Counsel which are described elsewhere in this appendix,
and record copies of documents which are to be included in official
directives case files.

' l/ ':&W B D E-am-antes L e g b gy rmemd=rcy PETIaTIe FEF LS > o0
Cut off annually, hold 2 years, and retire. Destroy efter3-
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/g° Retain in the current file

an/1 /go

i ,va/{{ Retain in current file area until no longer nee

OAD P 1820.2 CHGE

Note.——This file category will be used in offices
responsible for providing legal services, instead
of those file categories in ch. 9 of this handbook
which describe similar records.

(wf[”p 21A11 - 21AR4. Reserved.
Lol?]

2tAlS. _ Opinion digests. Cards or other index documents reflecting
title, br date, and file location of each opinion rendered by
the General Counséls

until no longer needed for
reference then retire. Destroy afte ears from date
of origin.

Formal opinions. Documents created in researching and

legal opinions and correspondence on statutes, regulations,
orders, cont ual provisions, and other matters affecting the
activities of GSA. ncluded are requests for opinions, background
material and citations in preparation of opinions, copies of

the opinions (numbered) rendé and related records. Excluded

are basic, nonbasic, and memorandu inions which are filed with

the related case file for the project, iry, case, or other

action to which the informal opinion pertains®s

reference, then retire. Destroy after 100 years from
of origin.

2442 A —TRaserVade—r

2]1A25. Potential legal cases. Documents relating to accidents,
incidents, contracts, actions, or other matters which, although

not in controversy, may result in litigation, suit, claim, appeal,
or other proceeding. When litigation, sult, claim, appeal or other
proceeding arises in connection with a particular matter contained
in this file, the pertinent documents will be withdrawn and filed
in the case file for the litigation, claim, appeal, or other
proceedinge.

Cut off annually, hold 2 years, and retire. Destroy

-after-4—additional-vears. .wwfe,. & Wa&(.
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OAD P 1820.2 CHGE
21A26 - 21A29. Reserved.

21A30. Precedent and legal documents. Model copies of contracts,
leases, easements, letters of intent, contract clauses, mortgages,
deeds, and other legal documents; background material and citations
noted in preparation of such documents, the record copies of those
documents which are included in the appropriate official project or
case files; and similar records accumulated for reference purposes.

Destroy after purpose has been served.
21A31 - 21A34, Reserved.

21A35. Appeal cases. Documents accumulated as a result of repre-
senting GSA in hearings before the GSA Board of Contract Appeals on
contractor appeals of decisions of contracting officers and

officials. Included are copies of decisions, opinions, or reports
made by the Board; statements of fact; briefs; supplementary decisions
or amendments; and related records. Excluded are the official case
files of the GSA Board of Contract Appeals; these are described else-
where in this handbook.

Cut off annually following decision on the appeal by the
Board, hold 2 years, and retire. Destroy after—S—=additieonal
yearsr «ftn 7 ApLons o,

21A36. Protests to Comptroller General. Documents relating to bidder
and contractor protests to the Comptroller General on solicitations
issued or contracts entered into by GSA. Included are General Account-
ing Office requests for reports on the protests, administrative reports,
and related records.

Lcve Tt
a. Litigation pending: Cut off annually, 6 ngdrvo{%(
Sreare-—or-until the litigation has terminated, whichever

is later, thea-destroi.

é‘&m whlen
b. No litigation pending: Cut off annually, T 7.§féarf ol .
yearer=and—destroys

21A37 - 21A39. Reserved.

21A40. Claim cases. Documents relating to claims by or against the
Government resulting from personal injury, property damage, abandoned
or unclaimed property, acquisition and disposal of personal and real
property, delinquent accounts, and other business transactions of GSA.

Appendix 21-A



OAD P 1820.2 CHGE

Excluded are documents relating to claims resulting in litigation; these
are filed in the appropriate litigation file.

a. Settled claims. Cut off annually following settlement,

hold Za'ears, and retire. Destroy after—4—eadditieonal—years.

b. Disallowed claims: Cut off annually following disallow—
ance, hold 2 years, and retire. Destroy after—5—additienad

yoazs. whenw G gears o,

c. Delinquent accounts: Cut off annually following settle—

ment of account,-heldl-—vear;—and deStrOY(C¢£2*, / éfz44“
21A41 - 21A44. Reserved.

21A45. Freedom of information files. Documents accumulated in providing
legal advice and assistance on implementation of the "Freedom of Infor-
mation Act” (5 U.S.C. 552). Included are requests for information,
interpretations, copies of letters denying access to requested infor-
mation, and similar records. Excluded are documents relating to court
actions filed to gain access to GSA information; these are filed in the
appropriate litigation file.

Cut off annually, hold 3 years, and retire. Destroy—after
—Q—edddrsi-enaJ—yea;sq,w-f%égﬁwf&f_

21A46 - 21A49. Reserved.

21A50. Legal assistance files. Documents accumulated in providing
legal advice and counsel to officials of GSA; Presidential Commissions,
Committees, and Libraries; and other Federal agencies to assist them

in accomplishing their missions and program responsibilities. Excluded
are documents relating to actions, claims, cases, and formal (numbered)
opinions which are identifiable with specific file categories described
elsewhere in this appendix.

Cut off annually, hold 3 years, and retire. Destroy aftex
-3 additienal-yearse Al A ,éf&gfﬁ ol

21A51 - 21A54. Reserved.

21A55. Litigation files. Documents relating to litigation by or against
the Government resulting from sales, claims, torts, contracts, fore=-
closures, actions against GSA officials (personal judgments), criminal
actions, titles to real property, and similar matters. Included

Appendix 21-A



OAD P 1820.2 CHGE

are statements of claims, documentary evidence, copies of condemnation
or foreclosure proceedings and decisions, list of witnesses, supporting
documents, correspondence, and related records.

Cut off annually following closing of case by authority
g of the General Counsel or disposition by court action:

1
f/ 4%J¢ﬂ a. Cases designated as significant by the General Counsel: PEAMANENT

H Hold 2 years and retire. 9estruy-afeer-99-a&dte&eﬂai.1ﬁhun4f§f o 3
,JDD NARS m 5= ff“‘*f Alocks w—ﬁau 7 744/11 ot .
° Annvef accumelotueys foss o ( “‘/f' /-7[ on hand : / °“'é’ﬁ'-;
£ o« Other cases: Hold 2 years and retire Destroy -afber
\»;y\ 5-additional yearssy «vlesw 7 plars oJ%? ’
I

Note.=-Original documents relating to title to
real property and legislative jurisdiction will
be withdrawn and forwarded to PBS for inclusion
in their 40460, Title document files. ]

21A56 - 21A59. Reserved.

21A60. Mistake in bid cases. Documents reflecting administrative
determinations and actions taken with respect to resolving mistakes

in bids. These files include copies of invitations to bid, bid
tabulations, bids containing alleged mistakes, statements of bidders,
and supporting data; recommendations of Regional Counsel; records

of approval and disapproval as to legal sufficiency, whether determined
by the General Counsel or the Comptroller Gemeral; and related

records.

Cut off annually following final determination in each
case, hold 2 years, and retire. Destroy -efter—S—additionat

yearss e 7 appers

21A61 - 21A64. Reserved.

21A65. Patent cases. Documents created in reviewing invention disclosures
of employees and contractors to determine patenting, licensing, assignment,
or other disposition action; investigating and disposing of infringement
allegations and claims; reviewing use of contract clauses and actions con-
cerning royalties; developing and providing information for use in patent
infringement and interference litigation; and handling similar matters.

]

Cut off on completion of action; e.g., abandonment of patent
application or invention, issue of a patent or license, com—-
pletion of investigation or review, completion of litigation,
or other applicable action, hold 2 years, and retire. Destroy

—after2l-edditional-years. s 23 ~pears *Caf .

Appendix 21-A

7




OAD P 1820.2 CHGE
21A66 - 21A69. Reserved.

21A70. Personnel action legal assistance files. Documents accumulated

in rendering legal assistance to GSA officials on personnel actions,
advising employees seeking redress of grievances or appealing alleged
adverse personnel actions, representing GSA in hearings on contested
personnel actions, and similar matters. Excluded are documents

relating to legal proceedings in courts of law which are filed with

the particular litigation file concerned. ,

Cut off annually, heldS5—years,and destroywvfies § npears o4,

21A71 - 21A74. Reserved.

21A75. Representation file. Documents accumulated in representing
GSA and other Government agencies in proceedings before Federal and
State regulatory agencies on communications, transportation, similar
public utility services, or other matters. Included are notices,
petitions, briefs, verified statements, transcripts of hearings,
written protests, statements relating to the proceedings, and
related records.

Cut off annually following completion of case, hold 2 years,

and retire. Destroy after—S—sdditional—years. .whes /&>:744/3 oé%(

21A76 - 21A79. Reserved.

21A80, Site registers. Documents relating to the acquisition of sites

for Federal buildings. Most of the papers maintained in these files are
copies of documents filed in the title record jackets. Included are

deeds of conveyance, site selection documents, studies and other papers,
revocable licenses, permits, easements, citations of pertinent author-
izations, legislative authorizations, drawings, plans, documents reflecting
condemnation proceedings, and related records.

Destroy on transfer or disposal of site.

21A81 - 21A84. Reserved.

Appendix 21-A
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21A85. Statement of employment and financial interests. Offlicial agency ¥ 1976 .
file of forms prepared by certain GSA employeeg reflecting formation

used in reviews for possible conflict of interest violations The
information requested on th rj}églconfldential and is required

by Executive Order 11222'%'?f UTatiohd of the Civil Service Commission

or it's successor, and the GSA Admlnistratlv%,Ma‘ual, ch. 3 (OAD P 5410.1). !
Included are supplemental changes or additionglﬂaﬂnual statements,, and

SE 2PR

directly related records. A /
w7 m”ﬁwsz PO enilepesds HM/-J W"ﬂlﬂ-

“Cut off at end of fiscal ye following supersession of form, _ﬁr
separation of employee from position which required the jZ ,34

statement, or separation of employee from the agency; edd

2—yearsy—and- destroyavfes - Spedrs ot

21A86 - 21A89. Reserved.

21A90. Attorney training files. Documents related to selecting
candidates for advanced legal training and in establishing training
positions for, developing training and assignment plans for, and
evaluating the progress of, individuals participating in such legal
training and development programs, including the Junior Attorney
Training Program. Included are documents reflecting duty assign-
ments, general and special courses attended, participation in ac-
tivities of legal societies, certification courses and assignments
completed, and related matters——copies of which may be duplicated
in the official personnel folders. These files are maintained under
the name of the individual. N

Cut off annually, or after separation or departure of l

employee, held—l—yeary-and destroy.wtics 7/ 2}444»
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