.

L} X

REQUEST FOR RECORDST‘FSPOSITION AUTHORITY
(See Instructions on reverse)

‘l![ Vod e P §p e )'Zé?,

Ld s

LEAVE BLANK

TO GENERAL SERVICES ADMINISTRATION,
’ NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

JOB NO

NC1-269~80-2

General Services Administration |

1 FROM (AGENCY OR ESTABLISHMENT)

2 MAJOR SUBDIVISION

Office of Administrative Services (HR)

DATE RECEIVED

12-5-79

3 MINOR SUBDIVISION
Records Managcement Branch (HRAR)

4 NAME OF PERSON WITH WHOM TO CONFER

Raymond F. Hershberger

5 TEL EXT

566-0673

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 US C 3303a the disposal re
quest, mrludmg amendments, 1S apptoved except for items that may
be stamped “disposa' not approved” or “‘withdrawn in colum

Fy 5/ W hegto—
Date A ;ﬁ “ Archinast k/ the Umited States

6 CERTIFICATE OF AGENCY REPRESENTATIVE

I 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

this agency or will not be needed after the retention periods specified
] A Request for immediate disposal.

page(s) are not now needed for the business of

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

retention.

[ l;ATE D. SIGNATURE OF AG?C REPHESENT E TITLE

’723/ 72 A MICHAEL G. BARBOUR

Chief, Records Management Branch (HRAR)

8 DESCRIPTION OF ITEM

7.
ITEM NO (With Inclusive Dates or Retention Penods)

10.
SAMPLE OR
JOB NO ACTION TAKEN

FILES COMMON TO MOST OFFICES

(0AD P 1820.2)

A” FRC¢ l\)u‘/( bﬁ Mf‘

File descriptions and changed disposition schedules NN-168-138
are contained in the attached chapter 9 to the HB,
GSA Records Maintenance and Disposition System

Jo , Na/B, NIJF ol -

6 weehs~, Rwe E4/€

77 ;W

115-107 OSQJ'-J‘ ; 8-’] -8] . K\_@\‘ .

STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



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, Files Common
to Most Offices, of the HB, GSA Records Maintenance and Disposition

System.

2. Explanation of changes. Chapter 9, Files Common to Most Offices, is
changed as follows:

a. Appendix 9~A is revised to update disposal actions for mail and
file control documents.

b. Subpars. 9B15b and ¢ are revised to clarify the contents of rec—
ords disposition and records reports files.

c. Subpar. 9B25c is revised to change instructions for the disposal
of individual personnel information.

e. Pars. 9B26, 9B27, and 9B28 are added to cover the maintenance and
disposition of records created under the Privacy Act of 1974 (5 U.S.C.
552a).

f. Pars. 9832 and 9B33 are added to cover the maintenance and dis—
position of records created under the Freedom of Information Act.

g Subpar. 9B40d is revised and 9B40e is added to provide instruc-
tions for maintaining employee travel and incidental driver's permit

filese.

h. Appendix 9-C is revised to update instructions on the maintenance
and disposition of common-type program files.

i. Appendix 9-D is amended to provide additional coverage for records
created by the Administrator and other signatory or supervisory officials.

jo Other changes are made to clarify instruction or update organi-
zational nomenclature.

Distribution: A; F; G; plus figure 1 Attachment
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3. Instructions. Remove and insert the following pages of ch. 9:

Remove pages

3 app. 9-A

1 thru 10, app. 9-B

3 thru 8, app. 9-C
1 thru 4, app. 9-D

W. M. PAZ

Assistant Administrator for
Human Resources and Organization

Insert pages

same

1 thru 12, app. 9-B

same
same

Region
Region
Region
Region
Region
Region

1
2
3
4
5
6

70
125
120
125
150
100

CENTRAL OFFICE

REGIONAL OFFICES

copies
copies
copies
copies
copies
copies

e O v 1s we

200
130
125
: 100
150

500 copies to HRAR for distribution to service and staff
office records officers for rediszribution to the records
custodians responsible for the records described therein and
for reserve stock.

The copies specified below are to be distributed to the
regional records officers for redistribution to the regional
offices and field activity records custodians responsible for
the files described therein:

copies
copies
copies
copies
copies

Figure

1.

Supplemental distribution
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9Al. File plan. This is the first file item in a file station. It
reflects all program and nonprogram records maintained by an office.

Cut off with related files. Destroy when all related files
are destroyed or retired.

9A2 - 9A4. Reserved.

9A5. Suspense files. A suspense file consists of papers arranged in
chronological order as a reminder that an action is required on a given
date; a reply to an action is expected and if not received, should be
traced on a given date; or a transitory paper is being held for 30
days or less and then may be destroyed. File numbers are not required
on suspense file folders and drawer labels, nor are they required on
papers included in suspense files. Suspense file folders are usually
numbered 1 to 31--one for each day of the month. However, offices
having a small volume of suspended material may need only two folders
numbered 1-15 and 16-31., Additional monthly folders may be used tem-—
porarily to house suspended material due in the months ahead of the
current suspense file. Examples of papers normally included in a
suspense file and dispostions are:

a. A note or other veminder to submit a report or to take some
other action.

Destroy after action is taken.
b. The file copy, or an extra copy of correspondence, filed
by the date on which a reply is expected. Also includes copies of
conmunications control records when used as suspense controls.
Withdraw papers when the reply is received or dispatched.
If the suspense copy is an extra copy, or a communications
control record, destroy it; if it 1s a file copy, incorporate
it with other papers for file.

c. Transitory papers which may be destroyed on the suspended date.

Destroy papers on the suspense date.

9A6—-9A9. Reserved.

Appendix 9-A
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9A10. Correspondence locators. Copies of communications control records
filed by source to show referrals of incoming correspondence, document
registers, and other documents used for comparable purposes.

Document registers: Destroy 3 months after last entry.

Other records: Cut off in 3-month blocks, hold 3 months,
and destroy.

Note.==Communications control records are usually kept in
a file container behind alphabetical guide cards. The
guide cards may be in complete A-~Z sets for large volumes
or they may be divided into two or three groupings, such
as A-M and N-Z, when the volume is small. Two sets of
these guide cards are needed, each preceded by a guide
card indicating the quarterly period which it covers.

At the end of 6 months, the control slips for the first

3 months are destroyed, thereby freeing the guide cards
to be used for subsequent accumulations. Quarterly guide
cards may be prepared in advance and used on a rotating
basis; i.e., one filed with the curresnt quarter, one with
the quarter being held for 3 months, and the next two
cards filed in the back to be used at the time of rotation.

Appendix 9-A

4
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The files in this appendix relate primarily to administrative and
operational functions within an office, as distinguished from files
relating to the performance of mission or program functions which

are described in succeeding chapters and appendixes of this handbook.
More specifically, office administrative files. (a) accumulate as

a result of routine procedures which are required in, or are an in-
herent part of, normal housekeeping operations in any office; (b) re-
late to the acquisition and use of supplies, services, or adminis-
trative support from, or in conjunction with, the office responsible
for providing them; and (c) provide a source of general and technical
reference material for use within the office. Office administrative
files are normaily accumulated by individuals handling administrative
matters for the office.

Appendix 9-B. Office Administrative Files

1l and 2
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9Bl. Office administration. These are of four types: (1) documents cre-
ated in the preparation of office procedures or comparable instructions
that are applicable to internal administrative practices and operational
details within the preparing office; (2) documents reflecting hours of duty
and individual duties that do not have continuing applicability; (3) docu-
ments reflecting delegation of authority to take certain actions during the
temporary absence of superiors, such as documents listing existing delega-
tions and papers reflecting individual delegations, but excluding those
relating to delegations formalized in the GSA directives system; and (4)
documents used in orientations and briefings given to visitars and newly
assign=d individuals, such as photographs, transparencies, copies of hand-
outs, and related records.

Destroy when superseded or obsolete. i
982 - 9B4. Reserved.

983. Campaigns. Documents reflecting office participation in such matters
as blood donation programs, savings bond diives, fund solicitations, and
sinmilar matters.
dgs-froy when | year old.
Cut off annually, heldl—yeary—and—dastroy.

9B6 - 9B9. Reserved.

9B10. Office financial files. Documents relating to the participation of
offices in matters concerning the expenditure of funds incidental to the
performance of program functions of the office. Included are travel cost
estimates and notifications of availability of fuunds; receipts for, and
other documents regarding the distribution of checks and savings bonds;
similar documents; and related records.

desfroy when | year ofd,

Cut off annually,
9B11 - 9Bl4. Reserved.

9Bl5., Office information management files. These records consist of the |
file categories described below:

a. Office general information management. Documents relating to i
an office's involvement in management activities such as forms, directives,
records, and reports management activities. Included are survey reports,
inventory reports, correspondence, and related records. Excluded are rec-
ords described below and records relating to the initiation of a specific
form, directive, or report.

destroy whem l year old
Cut off annually,

Appendix 9-B
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b. Records disposition. Documents reflecting the location and/or
disposition of records retired or transferred out of an office. Included
are Standard Form 135, Records Transmittal and Receipt; Optional Form 11,
Reference Request — Federal Records Center; GSA Form 3170, Notice of Intent
to Destroy Records, and related records.

Destroy when no longer needed for reference.

c. Records reports. Documents reflecting the preparation of reports
for records management. Included are source documents, retained copies of
reports, and similar records.

destroy when 2 vearss old
Cut off annually, 5

9Bl6 - 9B19. Reserved.
9B20, Staffing. Documents such as extracts from human resources surveys,
worksheets used in preparing data for human resources surveys, and papers
indicating personnel authorizations.

Destroy when superseded or caaceled.

9B21 - 9B24. Reserved.

9B25. Office personnel files. These records consist of file categories
described below:

a. Office personnel administration. Documents accumulated by opera- -
ting officials in administering personnel matters for or about employees in
the office. Inclucded are papers concerning attendance at work, copies of
attendance and overtime reports other than those maintained by time and at-
tendance clerks, and notices of holidays and hours worked; notices about
participation in athletic events and employee unions; notifications and
lists of employees to receive Government medical services, including x—rays
and immunizations; notices and lists of individuals to receive secretarial
or other training; and comparable records.

destroy Whenm | year old ,
Cut off annually, khedld—I-yeary and-destroy. |

b. Employee record cards. Copiles of employee record cards provi-
ding complete information relative to employees, positions, personnel
strength authorizations, and personnel actions in process, but not official
employee cards maintained by personnel offices. Record cards for employees
transferred within GSA will be forwarded to the gaining office. Record
cards for employees who are separated for military service with restoration
rights will be placed in the military service separation file described
in d, below.

Destroy on separation of the employee.
Appendix 9-B
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c. Individual personnel information. Documents accunulated on
individual employees which are duplicated in, or not appropriated for in~-
clusion in, official personnel folders, the position description file, or
the pending personnel action request file. 1Included are notices of indi=-
viduals' security clearances, employee security acknowledgments, retained
copies of reports and other papers concerning individual injuries, letters
of appreciation and commendation, papers indicating training received or
assigned responsibilities, career development plans, affirmative action
reports, EEQ reports, and comparable records.

Review annually; destroy documents which are super—
seded or not applicable. Forward the entire file to
the personnel office for review and disposition on
separation of the employee.

d. Military service separation. Employee record cards used in
considering position changes for employees separated for military service.

Return to employee record cards file (see b, above)
on fulfillment of restoration obligation or destroy
upon termination of restoration obligation, as appli-
cable.

e» Office personnel registers. Documents used in accounting for
office personnel and in controlling office visitors. 1Included are regis-—
ters reflecting personnel arriving, departing, on leave, and on temporary
duty travel..

destroy  whew ¢ months old,
Cut off in 6 month blocks,

f. Pending personnel actions. Operating officials’ or suspense
copies of requests for various personnel actions, such as accessions, posi-
tion changes, pay rate changes, separations, and similar matters, including
certifications required in connection with the GSA Equal Employment Oppor—
tunity Program.

destvory whban L years ofd.
Cut off annually, toid2—yesrs;—amd—destroy.

g. Position descriptions. Extra copies of position descriptions of
an office which are used in day-to-day supervisory relationships.

Destroy when the position description is superseded
or the related position is dbolished.

Appendix 9-B
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h. Standards of conduct. Documents relating to systems designed
to ensure that all personnel fully understand the standards of conduct
and ethics required of them, such as a system requiring the periodic
reading of applicable directives and the signing of a document to indi-
cate that the directives are understood.

dz.s “_,.&Ml MO‘V‘
Cut off annually, ho;;Zg—yeai%—aﬁdgzz;eﬁeyT—bf—dese;qw

after the next application of the system, whichever is
sooner.

i. Time and attendance records. These files are accumulated by
time and attendance clerks and consist of: (1) GSA Form 873, Annual Atten-
dance Record, or comparable document used for verifying payroll printouts
and in managing employee leave and (2) retained copies of overtime reports
and related records.

2
Cut off annually, hold \§ years, and destroy. |

j» Leave application files. Standard Form 71, Application For
Leave, or ivalent, and supporting papers relating to requests for and
approval of takin

(1) If the time ca zs been initialed by the employee,
destroy at the end of the & icable pay period. Tb'ﬂ*ﬁ“”“kﬂ
ﬁuw WM&ﬁk?rv
(2) 1if the time card has not been initia the em~ A
4 /G‘I

ployee, destroy after GAO audit or when 3 years
whichever is sooner.

9B26. Privacy Act files. These records consist of file categories de-
scribed below:

a. Privacy Act general administrative files. Documents accumulated
relating to the implementation of the Privacy Act, including notices, re-
ports, memoranda, routine correspondence, and related records.

Destroy when 2 years old or sooner if no longer needed
for administrative use.

b. Privacy Act requests file. Documents accumulated in responding
to requests from individuals to gain access to their records or to any
information in the records pertaining to them. Included are original
requests, copies of replies, correspondence granting access, and related
supporting documents.

(1) Granting access:

Jeste b K Yeacs ofd .
Cut off annually, hUﬂxk:g5réP1nﬁﬁﬁrfﬂaﬂﬁ+«£&5e—ef—feﬁéy,

and—destroy..

Appendix 9-B
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(2) Denying access:

Cut off annually, he&d:2LH?éF1ﬁxﬂahaéfef—éaee—eé—{ep4y,

-and—destroy-

c. Privacy Act amendment case file. Documents accumulated relating
to an individual's request to amend a record pertaining to that in-
dividual as provided for under 5 U.S.C. 552a(d)(2); individual's request
for a review of an agency's refusal of the individual's request to amend
a record as provided for under 552a(d)(3); and to any civil action
brought by the individual against the refusing agency as provided under
552a(g).

(1) Requests to amend agreed to by GSA.
dotriy where U gears ool
Cut off annually, hotd—4—years—afterCSAls agreement to
arend;—and-destroy..

(2) Requests to amend refused by GSA.

deatrorg prbins ¥ ageacs olel
Cut off annually, he%é:ZLyea%s—eéEef—ééaa4rdé%e%mia&Gie&,

or destroy 3 years after final adjudication by the courts,
whichever is later.

(3) Appealed requests to amend. . '
Cut off annually, hnldqg years-after final-adjudication

by the courts, and destroy. g

d. Privacy Act accounting of disclosure file. Documents accumulated
for maintaining an accurate accounting of the date, nature, and purpose
of each disclosure of a record to any person or to another agency.
Included are forms for showing the subject individual's name, requester's
name and address, purpose and date of disclosure, and proof of individual's
consent when applicable.

Dispose of in accordance with the approved disposition
schedules for the related subject individual's record, or
5 years after the disclosure for which the accountability
was made, whichever is later.

e. Privacy Act control file. Documents accumulated for controlling
and responding to requests. Included are registers and similar records
listing dates, nature of request, name and address of requester, and
related records.

Appendix 9-B
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a. Records of listings.

Cut off after date of last entry, hotd—-S5—yrearss—and
destroymnfien. S5 genrs otd.

b. Other records.

Destroy 5 years after final action by the GSA or final
adjudication by the courts, whichever is later.

9B27 - 9B29. Reserved.

9B30. Reading files. Extra copies of outgoing communications (arranged
chronologically) which are maintained for review by staff members.

¢ /w\d"‘/{dv o&(.

MW‘W
Cut off in 6-month blocks, heid:ELmeaéhsT—and_destxny*

Earlier disposal is authorized.

9B31. Technical and reference materials. These files consist of copies
of directives, including reference binders, and other materials issued by
any element of GSA, other Government zgencies, and nongovernmental organi-
zations, which are maintained by an office for reference purposes. These
files also include instruction letters, messages, or other documents used
to transmit program instructions in advance of official GSA directives.

Destroy when sunarseded, obselete, or no longer needed for
reference.

9B32. Freedom of Information Act(FOIA) report file. Reports on freedom of
information requests relating to how many and what types of FOIA requests
were received and answered during the year.

Cut off annually, go£Efa;yea:sT_and_destxcy..

9B33. FOIA control file. Documents maintained for controlling and respon-

ding to requests. Included are registers and similar records listing dates,

nature of request, name and address of requester, and related records.
destrry wbew, 2 years .

Cut off annually, held—2yearsy—and-destrey.

9B34. Reserved.

9B35. Office security and safety. These records consist of file cate-
gories described below:

a. General security and safety. Documents pertaining to security
and safety within an office, such as security and safety inspection re-
ports, copies of security violation reports, responses to periodic inven-
tories of security classified material, communications and notices about

Appendix 9-B
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security and safety methods, and documents concerning security and safety
in general.

deat abien q sgears obd .
Cut off annually, he&ézgzyea:sT_and_desLLa;.

b. Classified document inventory. Forms, ledgers, or registers
maintained to show internal receipt, identity, routing, and final disposi-
tion of classified documents received by an office. These files are used

to determine the status of all classified documents for which the receiving
office is responsible.

thereon have been tranferred, destroyed,

A
oLﬂﬁgd 7’,,,( Destroy ¥ yearfafter all documents recorded

downgraded, or when the ent:ry is tranferred
to a new sheet.

? -
%3; Sﬂ‘ @wz/ c. Document receipts. Documents used to receipt for the issue and

transfer of security classified documents and registered or insured mail.

Auitrog ko o rgeores obd
Cut off annually, he%d:a—yaa;sr_and_destxax,

except that suspense or retzined copies shall
be withdrawn and destroyed upon receipt of
the signed original.

d. Destruction certificates. Forms or other documents accumulated
by an office which reflect the destruction of security classified documents.

Cut off annually, be4425_y94457—32£f329§;9y.

es Record access authorization files. Documents received or pre-
pared by an oifice that show name, grade, and other identification of indi-
viduals authorized access to official records, particularly classified rec-

ords. 1Included are access requests and approvals or disapprovals, rosters
of authorized individuals, and similar documents.

Destroy whea—aa%he;&sa%&ea—dae&mene—és—eupeﬁeeéed

boslete, . oo e
/8) dividual concerned.—

f. Record container combinations. Records of all current office
safe and padlock combinations together with other information necessary

to identify and locate the safes or containers and individuals having
knowledge of the combinations.

Destroy when combinations are changed or when cont:iiners
are returned to stock.

Appendix 9-B
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g. Record container security forms. Forms placed on safes, cabinets,
or vaults containing security classified documents which provide a record
of the entries into the containers.

Destroy on the day following the last entry on the form,
except forms involved in investigations which will be
retained until completion of the investigation.

he Security awareness. Documents relating to systems designed to
obtain compliance with security regulations by all personnel, such as a
system requiring each employee to periodically read applicable security
directives and sign a document to indicate that the directives are under—
stood. Excluded are retained copies of individual employee security ac-—
knowledgements which are included in the individual personnel information
file.

Destroy after 1 year or on next application of
the system, whichever is first.

i. Tests and drills. Documents concerning tests or drills in civil
defense, fire, or comparable emergency evacuation procedures.

Mv?,«r&&vv/ old ,
Cut off annually, he&d—%—yea%;—aagtgg;££ey~

9B36 ~ 9B39. Reserved.

9B40. Service' and supply. These records consist of file categories de-
scribad below:

a. General service and supply. Documents relating to the acquisi-
tion, maintenance, utilization, and control of office equipment, supplies,
utilities, and space; and documents relating to telecommunications, trans-
portation, printing, publication, custodial, and other services. Included
are requisitions for equipment, supplies, and services; communications |
about the requisitions or services; and related records. Excluded are of-~-
ficial purchase order and contract files described in chapter 19 and other
chapters of this handbook.

deateey putan | f,
Cut off annually, he&dgﬁ—11§n3—1n;g:;;;troy.

b. Office equipment control. Documents maintained by offices for
equipment used within their area of accountability. Included are cards,
lists, receipts, or comparable documents showing equipment charged to an
office.

Place in inactive file when equipment is removed from
office's control. Cut off inactive file annually, dwfroy when 32?“*‘dg-

+otd—2—years;—and—destreys Listings may be destroyed l

after verification and receipt of next listing.
Appendix 9-B
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c. Telephone call controls. Telephone call data used to document
prior approval for official long distance telephone calls.

Destroy after verification of calls approved or made.

d. Travel (employee) files. Documents concerning official travel
of employees but not papers for arrangements, reservations, etc. that are
normally filed in the suspense file. Also excluded are "payment” copies
accumulated by finance activities. Establish case files for travelers if
volume warrants.

(1) Authorizing officials' files:

IS 3
&#anN W Cut off annually, hold/K years, and destroy.
Mw/’q/f' W= (2) All other files:

deotroay sbin 3 mmpontle ol .
Cut off at the end of 3 months, hoidzg—meaehs,
-aadodestrow

e. Incidental drivers permit. Documents accumulated in the issuance
cf incidental driver's permit. Included are request for issuance of the
permit, physical fitness inquiry for motor vehicle operators, certificate of
medical examination, and related records.

Cut off annually, or on expiration of the permit,

Mllp" 'A/ R-*-  nold 2 years, and destroy. devbeny cban 3 gacs .
e

Appendix 9-B
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9Cl. Program administration. Documents relating to the general routine
administration of a program, but not specific files described elsewhere

in this appendix or the succeeding chapters applicable to the program con-
cerned. When any of the documents in this file results in the initiation
of, or affects a specific program process, project, directive, or case

(the files of which are described elsewhere in this appendix or in a sub-
sequent chapter), the record copy should be filed in the official file for
the process, project, directive, or case. Duplicate copies may be included
in the program administration file as cross—references. Representative
examples of files in this category include but are not limited to:

a. General correspondence. General routine correspondence not de-—
scribed elsewhere in this appendix or in succeeding chapters. If volume
warrants, subdivide by specific program element or alphabetically by sub-—
ject, name, or geographical location.

b. Accounting. Documents accumulated in monitoring and coordina-—
ting the status, receipt, expenditure, maintenance of the stability, con-
trol, reimbursement, reporting, and accounting for appropriated and
revolving funds used to finance program operations. This paragraph is
not applicable to files accumulated by offices responsible for budget and
financial programs or to files of imprast fund cashiers. Included are cost
reports and statements, tabulations, and related records.

c. Audit. Extracts of and comments on audit and evaluation reports
pertaining to a program.

d. Automatic data processing. Documents accumulated in participa-
ting in the establishment, development, and application of ADP systems to
program activities, but exclusive of counterpart documentation accumulated
by the Office of Data Systems, MPB, regional Data Systems Divisions; and
offices of data processing coordinators (individuals responsible for coor-
dinating data processing activities on a service- or staff office- wide
basis). Included are working group plans and study reports, reports of
reviews, coordinating actions, feasibility and detailed design reports,
approvals, and directly related records.

e. Clearance comments. Comments on directives, plans, and similar
publications prepared by another office, but not directives case files or
instruction files.

f. Congressional. Documents relating to congressional inquiries’
and replies thereto, but not documents accumulated by the Office of Con-
gressional and Intergovernmental Relations.

Appendix 9-C
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g. Information. Comments on, or contributions to, mews releases
or other media publicizing a program, but not relsted documents accumu-
lated by the public information program office of GSA. |

h. Legislation files. Documents accumulated in drafting or
commenting on proposed legislation affecting a program, but exclusive of
docunents accumulated by the Office of Congressional and Intergovernmental
Relations, other offices in the Office of External Affairs, and the Office
of General Counsel.

i. Management. Documents relating to management improvement, cost
reduction, performance analysis, work measurement, and similar management
matters, but not documents relating to the particular program activity or
project that produced the saving or improvement. This subparagraph does not
apply to files accumulated by offices having GSA—~, service—, staff office-,
or regional office-wide program responsibility for these functions.

j» Program and budget. Documents created in preparing and submit-—
ting planning, programing, budgeting, and program review and analysis data,
but not records accumulated by offices having GSA-, service—, staff office-,
or regional office-wide program responsibility for these functions.

k. Routine reports. Routine uncontrolled and controlled reports ]
not described elsewhere.

l. Suggestion evaluations. Documents created in evaluating sug-
gestions that do not affect specific program processes, projects, or casese.
Excluded are related documents accumulated by incentive awards committees.

4&4252 cher - 2 Eﬁz;; ol .
{. Cut off annually, 3

(Disposition applies to all records described in
9C1l, above, except for legislative files.)

2. Legislative files 9Clh: Cut off at the end of the
second session of the Congress concerned, hold—

ﬂ—yvm,—and—desﬁeywwmzwo&/.

Note.—— To ensure flexibility, program administration files may be subdi-
vided in accordance with lower case letters and titles used to identify
subparagraphs above or in any other manner that satisfies the reference
requirement of the file station concerned.

Appendix 9-C
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9Cc2. Xgstructions.
paring,
structions,
are accumula
the extent acc

Correspondence and other documents created in pre~

and other publications relating to a program. These
d only by the office preparing the instructions
ulated, consist of:

a. Official
nating office instea
officer.

directive case files, when maintaine
of by the office of the directiv

by the origi~
clearance

b. Retained copies gf documents that are
case files maintained by direwtives clearance

ncluded in directive
ficers.

c. Record copies of documents pert
have not been included in, directivV
research findings, and other document
directive; clarifications of, interp

ning to, but which heretofore
files. For example, studies,
hich provided a basis for the

ions of, and authorized exceptions

issued under the GSA directiye system.

Cut off annua
canceled, o

y after the instruction i
has expired.

superseded,

tral Office and National Capital Region\W:
ermanent. Hold 2 years and retire. Offer
to NARS when 10 years old.

Other offices: Hold 2 years and retire.
Destroy after 3 additional years.

Notgl{~— Material described in b, above, when maintained separately, may
destroyed at any time.

9C3. Nonrecord files. These files consist of nonrecord material which is
required longer than like material included in suspense files for destruc-
tion within 30 days or less. Nonrecord files include, but are not neces-
sarily limited to, the following types:

a. Copies of documents maintained by action personnel which are dup—
licated in the record files of the same office.

b. Documents received for general information that require no action
and that are not required to document a particular action, case, or project.
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9C2, Non-official directives case files and instructional letters. These files
consist of working papers used to develop directives, maintained in the
originating office and records relating to the development and issuance of temporary
directives (instructional letters, numbered memos, etc.). This item covers
only records of offices which are not covered elsewhere in this handbook,

Records of the directives control office are covered by OAD P 1820,2, Chapter
11,

a. Working papers used in the development of official directives, but
maintained in the office of origin, These may include studies, research
findings, or other documents which provide a basis for the directive,

b, Instructional letters and other forms of temporary directives,

Cut off anmally after directive o¥ instruction is superseded,
cancelled, or expired, Destroy 5 years after cutoff,

é%ﬂpuh«ﬁéf 7- C
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OAD P 1820.2 CHGE

¢c. Cards, listings, indexes, registers, and similar documents used
in controlling or facilitating program work. Excluded are file indexes
which are normally retired or destroyed with the file concerned. Also ex—
cluded are registers required by directives; these are described specifi-
cally elsewhere in this handbook.

d. Notes, drafts, feeder reports, clippings, and other nonessen-
tial working papers leading to final results or findings in a project,
study, or case, but not formal recommendations, clearances, or similar
. material essential to the record file.

e. Directives and other publications used for a specific project, |
study, survey, or case.

Destroy documents described in d and e, above, on i
completion of the related action or project, except

that publications or directives needed for future

cases or general reference shall be withdrawn and )
placed in the 9B31 Technical and Reference Materials t
files.

Cut off all other nonrecord files at the end of the year,
hotd—3—yeary—and destrov. Jﬁbfrgf whenr ol oﬂ{y

Note.—— Nonrecord material, when required for inclusion in record files

" to facilitate reference, shall normally be retired or destroyed (without
screening) with the record file concerned. However, nonrecord material
included in a record file may be destroyed at any time, especially if the
accumulation presents a reference, storage, or retirement problem.

"9C4,. Policy and precedent files. Duplicate coples of documents estab—
lishing policy or precedent for future and continuing action. These files
are normally maintained at action levels and their maintenance is optional.

+ Included are policy and procedure statements, copies of documents regarding
organization and functions, examples or models of typical cases, and similar
., documents which are duplicated in official files.

Destroy when superseded, obsolete, or no longer needed
for reference.

9C5. Unscheduled files. Documents reflecting the performance of a speci-
fic program function, process, or transaction, and for which documentation,
maintenance, and disposition instructions are not provided elsewhere in
this appendix or the appendix applicable to the program concerned.
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OAD P 1820.2 CHGE

Cut off annually, or on completion of the project or other
applicable action, hold until records are scheduled.

Note.=— The action specified in chapter 8-37b must be taken to schedule
these records before the next review date of the file plan.

9C6. Committee files. Documents created in establishing, operating,
and dissolving committees whose purposes are to consider, advise, recom-
mend, or take action. Thi. file category is not applicable to files of
ad hoc committees, committee files described specifically elsewhere in
this handbook, and files of committees whose operations are an integral
part of a specific process, project, or case. Included are proposals,
approvals, and disapprovals concerning committee establishment; charters;
copies of directives establishing, changing, continuing, or dissolving
committees; documents reflecting the nomination, appointment, and relief
of committee members; notices, agenda, minutes, and reports of comnmittee
meetings; and related records.

a. Office of the chairman or secretariat, whichever is
designated office of record: Permanent. Cut off
annually and retire when no longer needed for current
operations. Offer to NARS when 10 years old.

b. Files of committee members: Cut off annually, troid-2

yeaxrs,—and destray. dkah;7 when 2.2F4M4 olol .
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9C7. Contracting officer designation files. Documents designating individuals
by name, organizational title, or position to serve or act as contracting
officers. Included are GSA Form 3409, Personal Qualification Statement for
appointment as Contracting Officer, GSA Form 3410, Request for appointment,
limitations on scope of authority, designation revocations, and related records.

Place in inactive file following reassignment,
termination of employment, or revocation of
designation. Cut off annually, destroy when
2 years old.
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This appendix provides special instructions for the maintenance and dis-—
position of signatory records accumulated by offices of signatory or
supervisory officials. These signatory records are those copies of let-—
ters or similar types of documents that require signature or concurrence
at higher levels than the action office. Each level above the action
office that concurs or signs receives a copy of the letter or document
after signature. These copies are the signatory records providing the
signatory official a complete record of all documents signed. See fig.
9D-1 for a graphic explanation of signing levels. For the purpose of
this appendix, offices of signatory or supervisory officials include
offices of Regional Administrators and Heads of Regional Services and
Staff Offices.

Signatory or supervisory officials should forward official record copies
of papers originated or received by them and which document program
functions under their supervision or direction to the file station ser—
vicing the action office concerned. This procedure will ensure complete
documentation and simplify disposition.

The disposition of personal files maintained by high—level officials will
b2 determined by the individual who designated the file as personal. These
records shall be examined by the appropriate records officer prior to the
departure of the official from the agency.

Maintenance and disposition of record copies of documents of the type
described in 9Cl, when maintained by signatory or supervisory offices,
stall be disposed of in accordance with instructions in this appendix.
Maintenance and disposition of record copies of all other program
documentation, which must be maintained at the signatory or supervisory
level, shall be disposed of in accordance with the applicable instructions
in appendix 9~C or the appendix of the subsequent chapter that describes
the particular record category concerned.

The files described below may be classified and arranged in any manner
that suits the reference requirement of the office concerned. For ex—
ample, these files may be arranged by any one or a combination of the
methods set forth below:

a. In chronological order with the most recent communication on
top;

b. By correspondence symbols or titles of responsible action
offices;

Appendix 9-D. Signatory or Supervisory Official's Files
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OAD P 1820.2 CHGE

c. In alphabetical order by subject, name, or geographical
location; and

d. By the titles of appropriate paragraphs and subparagraphs in
appendix 9-C and the appendixes applicable to the programs under the staff
supervision or direction of the officials concerned, preceded by the
alphanumeric file symbol 9DI1,

Appendix 9-D
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9D1. Program files of the Office of the Administrator and offices of Heads
of Services amd=Stefi=G&biees. Documents created by the Office of the

Administrator and offices of the Heads of Services and-Steff—Offiees in
managing and carrying out the functions assigned to GSA. Included are
requests for information, decision papers, clearances, letters of instruc-
tions, interpretation of laws and directives, correspondence, and related
records. (Records of a personal nature shall be maintained in accordance
with ch. 2 of this handbook.)

Permanent. Cut off annually, hold 2 years, and retire.
Offer to NARS after 10 years.

9D2 - 9D4. Reserved.

9D5. Regional Administrators and Heads of Regional Services and Staff
Offices program files. Documents accumulated in these offices in managing

and carrying out assigned functions. Included are requests for information,
decision papers, letters of instructions, issue and interpretation of direc-
tives, planning documents, reports, correspondence, and related records.

Cut off annually, hold 2 years, and retire. Destroy efter—5-
additional-vears. Aphira 7 13&&/5 olel .
9D6 - 9DS. Reserved.
9D10. Division or branch level supervisory office program files. These
files consist of records or duplicate copies of documents of the type de-

scribed in par. 9Cl and duplicate copies of documents, the record copies
of which are maintained at the file station serving the action office.

Aeatr /RHKLM// o .
Cut off annually, he%d—ga;ea;sT—aad_deézgggi

Appendix 9-D

3




OAD P 1820.2 CHGE

Permanent
Administrator 9D1
4
Heads of Services 9Dn1 Program
vand—-sta-fE-0fLicas Files
Temporary
Regicnal Administrators and Heads of 1
Regional Services and Staff Offices
- T 95 Program
Files
Division directors 1
9D10 Program
Files
1
Branch chiefs 9D10 Progran
__factzon oiifce) . Files

Figufe 9D-1. Signatory levels
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