LEAVE BLANK

REQUEST FOR RECORDS DiSPOSITION AUTHORITY -
(See Instructions on reverse) N / Zq / 9 / ‘Z)
TO GENERAL SERVICES ADMINISTRATION DATE RECEIVED
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 5’,,2?/7/
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY
GENERAL SERVICES ADMINISTRATION In accordance with the prowvisions of 44 USC 3303a
2 MAJOR SUBDIVISION the disposal request, including amendments, 1s approved
f 1 hat be ked “'d tion not
OFFICE OF ADMINISTRATION g;g(:g\t/edc')’r éreTZ|tth§ra£1:‘Y In c'glirmi 10 l?f)o:(l) l:?ao:ords
3 MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is
INFORMATION MANAGEMENT DIVISION not required

4

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT |DAT lw HIVIST OF THEUNITED STATES
MAURY GRUNDY 202-501-298pB %3 7 MN

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the osal of the agency’s records,
that the records proposed for disposal in this Request of 4 page(s) are not now needed for the business of this
agency or will not be needed after the retention periods specified, and that written concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s
attached

A GAO concurrence D Is attachad, or IS unnecessary

B DATE C SIG /U E OF AG CY REPRESENTATIVE D TITLE
a&t%qy a nnj %kgg' GSA Records Officer

7 / 9 GRSOR 10 ACTION
ITE 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Incluswe Dates or Retention Periods) JoB (NARS USE

CITATION ONLY)

Changes in retention periods are requested for
the following records series in Chapter 33 -
PRoperty Program Records: 33A45a(2), 33A954,
33B1, and 33Dlb. These records series are
contained in the GSA Records Maintenance and
Disposition System (OAD P 1820.2).

(o Qs G Ggpmrcig NET g/2209

115-108 NSN/7540-00-634—4064 STANDARD FORM 115 (REV. 8-83)
Prescribed by GSA
FPMR (41 CFR) 101-11.4



RECORD
SYMBOL DESCRIPTION OF RECORD
33A4S5. Personal property sales center establishment

33A95.

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

determinations, agreements and related
records.

a. Records relating to established sales
centers.

OAD P 1820.2 CHGE

AUTHORIZED DISPOSITION

Cut off at the end of the fiscal year.

(1) Cen - Hold S years and retire to FRC. Destroy 20
year £

(2) Other offices -
(a) Annual report.

Destroy 10 years after cutoff.

CI-2A1-81 -1 Hold 1 year and retire to FRC. Destroy 4

b. elating to sales centers not
established (N

(1) Central Office.
(2) Other offices.

Utilization and disposal reports. Information
that reflects personal property utilization and

disposal transactions and activities of GSA
and other Government agencies. Included
are regional, national, summary and
consolidated reports of personal property
reported as excess; agency reports on the
utilization and disposal of excess and surplus
personal property, including property
replaced under the exchange sale authority;
machine-prepared reports on utilization,
donation, transfer and sale of excess and

surplus personal property, including property

in contractor inventories; other reports and
listings; and related records.

a. Gove ncywide
consolidated and summary reports accumu-
lated at the Central Office (NC1-291-81-1).

Cut off at the end of the fiscal year following
disapproval.

troy 5 years after cutoff. )
Destroy 1 year after ci

NOTE: Reports accumulated in office
responsible for consolidating and preparing
regional and GSA-wide reports are de-
scribed in ch. 19.

Cut off at the end of the fiscal year; hold 2
d retire to FRC. Destroy 5 years
after cutoff.



OAD P 18202 CHGE

RECORD

SYMBOL DESCRIPTION OF RECORD

33BL

33D1.

reports (NC1-291-81-1).

c. Machine listings (NC1-291-81-

d. Unusual cases (determined as significant

by management) (FeA-241- g/ - ) )

Rehabilitation facility establishment files
{ - - -). Information accumulated in

establishing, relocating, consohdating or
disestablishing Federal personal property
rebabilitation facilities, and in determining
whether to obtain rehabilitation services
from other organizations instead of establish-
ing Federal facilities. Included are requests
for establishment or consolidation, feasibility
studies, recommendations, justifications, final
determinations, agreements and related
records.

a. Records relating to established facilities.

b. Files relating to facilities not established.

Real property disposal case files. Informa-

tion used in (1) reporting as excess real
property and related personal property no
longer required by Federal agencies, (2)
screening for utilization, (3) transferring
property between Federal agencies, and (4)
disposing of property determined to be
surplus to the needs of the Federal govern-
ment. Included are reports of excess; notices
of availability; requests for withdrawal from
excess or surplus; inspection and appraisal
reports; requests for property, including
authorizations and approvals of disposition;
applications for public use; determinations of
surplus; transfer, donation, exchange, lease,
use permit and assignment, and sales
documents; easements and deeds; drawings
and specifications; bids and invitations;
documents relating to the care of property
pending disposition; correspondence with
other Federal agencies, State and local
governments, private organizations or
individuals; and related records.

AUTHORIZED DISPOSITION

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

Destroy when no longer needed.

no longer needed.

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

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

NOTE: This record series contains
emergency operating records.



OAD P 1820.2 CHGE

RECORD
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

a. Central Office (NC1-291-83-1). Permanent. Cut off following completion of
case and send to the appropriate region for
retirement to FRC under par. 33D1b.

NOTE: Central Office records cannot be
retired to the Washington National Records
Center (WNRC). Records retired to the
WNRC before November 13, 1984, are
permanent records and will be offered to
NARA when 25 years old in 5-year blocks.

In most cases, CO does not maintain disposal
case files but may keep original documents
that must be forwarded to the appropriate
region for mclusion in the regional case file.

Permanent. Cut off following completion of |,y gaws O
case; hold 1 year and retire to FRC. (I THDRAW

year blocks.
c. Other records. Records necessary or Transfer to new custodian on completion of
convenient for the use of real property sold, sale, trade, or donation proceedings, or
donated, or traded to non-Federal ownership acceptance of purchase money mortgage.

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, blueprints, master tracings, utility

outlet plans, equipment location plans,

specifications, construction progress

photographs, inspection reports, building

and equipment management and

maintenance records and allowance lists, as J

well as duplicate _Cfgpit:,S_(i_tiﬂ_cgapms,\’_’ 1) ha mm’g ave nof so/uo'wﬂz for M
provided that €1)the records can be

segregated without harm to other documents A2 fe pb o I—Af G’?(U.n. o This mva (see
of enduring value, @) no responsibility is

attached to the Gov%rnment because of ch, 42 #H3~>
disagreement between the transferred

documents and the physical condition of the

property at the time of conveyance and @ if

the property is released for historical use or

purpose, the user agrees to retain it and

return it to the Federal Government

immediately on the discontinuance of its use

for historic purposes (NC1-291-83-1).
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