
REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK 
0- , ' (See Instructions on reverse) JOB NO 

TO GENERAL SERVICES ADMINISTRATION, NCl-269-79-1 
NATIONALARCHIVESAND RECORDSSERVICE,WASHINGTON,DC 20408 DATE RECEIVED 

1 FROM (AGENCY OR ESTABLISHMENT) June 22, 1979General Services Administration 
NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION 
In accordance with the prnvrsions 01 44 USC 3303a the dlspos"1 re Office of General Counsel Quest, Including amendments, IS approved except for rtems tha~may 

3 MINOR SUBDIVISION be stamped "drsposa' not approved" or "wrthdrawn" In colum 10 

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

eJ-JS-K/ ~~ Raymond Hersh~rger 566-(:j.73 nate 0/ '-'1II("dArc hn ivt the 5101('\ 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed 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, 
o A Request for immediate disposal. 

[i] B Request for disposal after a specified period of time or request for permanent 
retention. 

E TITLE 

Chief, Records Management Branch (~) 

7 8 DESCRIPTION OF ITEM 9 10 
ITEM NO (With lnclusrve Dates or Retention Penods) SAMPLE OR 

JOB NO 
ACTION TAKEN 

Legal Services Program Records 

Files descriptions and requested disposition authoriz-
ations are contained in the attached proposed chapter 
to the HB, GSA Records Maintenance and Dispositmon 
System (OAD P 1820.2). 

Appendix 21-A. Proposed changes to the schedules that NNl68..92 68)
were approved on Dec. 12, 1968 and May, 21, 1973. NNl72-223 (73) 

1 
lIS-107 STANDARD FORM 115 

ReVISed Apr,), 1975 
Prescnbed by General Services 

Adrmrustranon 
FPMR (~1 CFR) 101-114 

http:566-(:j.73


----------------- ----------

OAD P 1820.2 CRGE
 

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 

------.-- ----- --- 1 an-d 2--
, , . ~. 



OAD P 1820.2 CRGE
 

2IAI. General legal subjects. Correspondence, memoranda, and 
documents relating to general 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 J aali;i.t;!9Ra1years. ~ (p .~ M... 

2IAZ - 21A4. Reserved. 

21AS. 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 on GSA 
Board of Contract Appeals cases; claims and other adversary
submissions to the General Counselor 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, bQla 1 year, afta destroy~ I ~ o-eot. 

2IA6 - 21A9. Reserved. 

2IAIO. 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. 

"a. 1)0el:lBl:eRts to eaaet-eti legislat40a l"egu1atiGR-S-;re1a1:ia8 
IhtV Cat off aaaually, abla 2 yea-rs, and Lethe. Destroy after 98 
'VII'-' {S'1J aeaitisftsl ,ears.l 

I II 1~~'~8. aee~6 pciat!!!i:ag to pending leg1:s1:at16u LetljulaLloifs: 
~~ il~fi~Cut off annually, hold 2 years, and retire. Destroy afee~ 3 
r «. fr" a8aft.ieftsl yeaps. ~ S ~ H:et. 

\01/ {-(is/" 
Appendix 21-A
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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. 

~( (~ 2lAll - 21At4. Reserved. 
",1I,:*I/~b jrl digests. Cards or other index documents reflecting

~. title, date, and file location of each opinion rendered by
the General Counse • 

Retain in the needed for 
reference then retire. from date 
of origin. 

opinions. Documents created in researching and 
___o~=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) rende and related records. Excluded 
are basic, nonbasic, and memorandu inions which are filed with~~f the related case file for the project, iry, case, or other,.'1 go action to which the informal opinion pertains. 

1/""VlPl({( Retain in current file area until no longer nee-h~ reference, then retire. Destroy after 100 years 
of origin. 

21kZl 211\2 4 • Res 9P!89 

21A25. 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, suit, 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 
proceeding. 

Cut off annually, hold 2 years, and retire. Destroy
sfte!" 4 seeiUeaal years. .~ ~ ~ ~. 

Appendix 21-A 
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OAD P 1820.2 CRGE 

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 5 additioftal 
ye8:1!8. ~ 7 ~ ~..fcI. 

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. 

a. Litigation pending: Cut off annually, ~~~~ 
6r~	 Y88:P8 S£ Hae!l the litigation has terminated, whichever 

is latero tS8R 88&5£9y. 

Cl~"~b. No litigation pending: Cut off annually, ~ fer 7 .~ cfd-
yeaLS, ani ie~O¥-

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 
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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 2 years, and retire. Destroy after 4 aaaitisftal years. 
~~ ""J~~' 
b.	 Disallowed claims: Cut off annually following disallow-

ance, hold 2 years, and retire. Destroy after S aaaitieftal 
Y9arlil ~ 7 ~ c-4t. 

c.	 Delinquent accounts: Cut off annually following settle-
ment of account,"llele 1 year, aftEidestroy~ I ~~. 

21A4l - 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 

legal advice and counsel to officials of GSA; Presidential Commissions, 

appropriate litigation file. 

Cut off annually, hold 
J aeeiUeRal Y9ars ¥ ~~ 

3 years, 
~ 

and 
~ 

retire. Destroy
1I'{.cf. 

after 

21A46 - 21A49. Reserved. 

21ASO. Legal assistance files. Documents accumulated in providing 

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 after 
J aeeiti9Ral years. ~ t ~ -a. 

21ASl - 21AS4. Reserved. 

21AS5. 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 
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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 
of the General Counselor disposition by court action: 

1-L/ r? I 
11,.16 I / 40~ a. Cases designated as significant by the General Counsel: P€d.."1AAJENT.
tV' ~'D J.! Hold 2 years an~ retire. Dealto; aftez 98 l!taaiti:8ftS:'l r~ +0 ~ 

.J.)/,J" ~ NAI(S ~ .s:- y<A4" Ur-ts ~ 7 ~ ~. ;-;-,
I'" .0' Anli-f..LL/' a.~e.cA40c.~ \' ku ~ I c,,/f .. flel. C'h I.~d: I c."'f!:j
().,.P"~J 6° • Other cases: Hold 2 years and retiret. Destroy a:her
.LI' \')..\o\~\ 5 aaaitieAal yQars.-' ~ 7 ~ ~. • 
}l Note.--Original documents relating to title toaD real property and legislative jurisdiction will 

be withdrawn and forwarded to PBS for inclusion 
in their 40A60, 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 Counselor the Comptroller General; and related 
records. 

Cut off annually following final determination in each 
case, hold 2 years, and retire. Destroy af~er 5 addi~iona± 
)'Iea-rSi ~ 7 ~ ~. 

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
aiteF 21 aaaitieAal years..~ .2 3 ~ t?-I?oI. 

Appendix- 21-A 
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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, hale § years, aud destroy~ 5 ~~ ~. 

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 8 eetiiHeeal years. .<.N-f~ /0 ~ c-f!oI. 

21A76 - 21A79. Reserved. 

21ABO. 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. Of icial agency 4t 197cf. 
file of forms prepared by certain GSA employee.' reflecting formation 
used in reviews for possible conflict of interest violations The 
information requested on n~ fo;r;p}~~confidential and is required 
by Executive Order 11222'A'refdlation~ of the Civil Service Commission 
or it's successor, and the GSA Administrative Manual, ch. 3 (OAD P 5410.1). ,

~perl'~Included are supplemental changes or additions, a/mual SFstatements 'Aand.... .:r}I"JiJ
directly related records. ~ . -,--,) 

111/ ~~+r:~1~~~~~~ -.tf~ ~~-
,~Cut off at end of fiscal ye~ following supersession of form, ~r 

separation of employee from position which required the ~ ,~ 
statement, or separation of employee from the agency; ~ ,~~
-2 years, aRd destroy~ -z: ~ ~_ ,/,....-,

C7 . G~s I/l} a 

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 

I
completed, and 

I
! in the official 

the name of the 

Cut off 

related matters--copies of which may be duplicated 
personnel folders. These files are maintained under 
individual. 

annually, or after separation or departure of 
, employee, asle 1 yes!', Sfte destroy...w4~ / ir-: ",.l-(. r 

'--


