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REQU~ST FO~ RECORDS DISPOSITION AUTHORITY LEAVE BLANK 

(See Instructions on reverse) JOB NO 

HCl....291-83-1 
TO: GENERAL SERVICES ADMINISTRATION, 

_~N:.:...:A..:....TI..:....ON_A_l...:.A_R_CH_I_VE..:....S_A_N_D_R_E_C_OR_D_S_S_E_RV_IC_E...:., _W_A..:....SH...:.I_NG_T_O~N,..:....D_C---=2..:....04_0_8 --I DATE__ RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 5-9-83 
General NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 
In accordance with the provrsims 0144 U.S.C 3303a the disposal reFederal Pro ert Resources Service Quest, Including amendments, IS approved except for Items that Imay 

3. MINOR SUBDIVISION be stamped "dispcsa' not approved" or "withdrawn" In column 10 

Office of Real Pro ert 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT. 

Sandy Groves 566-1643 D,,'e 

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

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

E. TITLE 

Chief, Records and Forms 
Management Branch 

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 

JOB NO. 

Real property disposal case files (See description -170-30 

attached) -171-1 

YIJ*"l ~t~Clearanc Officer 
Federal Property Resources_2~r~ice
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- 33D1. Heal property disposal case files. Dooument~ used in reporting, as 

excess,~eal property and related personal property no longer required by 
Fpderal agencies, screening tor utilization and transferring property between 
F~deral agencies, and disposing of proper~y deter~1ned to be surplus to the 
needs ·of the Federal Government. Included are re,Ports of: excess; notices of: 
availability; requests for ldthdrawal from excess or surplus; inspection and 
appraisal re~rts; requests for property, including authorizations and approvals
of disposition; applications for public use; determinations of: surplus: trans~ 
fer,- donation, exchange, lease, use permit and assignment, and sales documents;
easements and deeds; drawings and specifications; bids and invitations: docu-
ments relating to the care and handling of: property pending its disposition;-
correspondence with other Federal agencies, State and local go~ernments, private I 
organizations, or individuals; and related records. 

- ,
-

a.	 Central _Office: ~JU~2E!~. • i 

(1.) e~nt P.ecoras£- ~ cOl"plet1cn-or- :CCiSe; and-of'f--f'ollorI:i.llf!
!'Ort.:ard to re~on J.3Dlb.the apl:=-ropriate for retirer.ent under 

.. 
(2) Records previously retired to the Uashin;ton !!ational Eecords Center: -

Offer to .appropriate u..~qs Re£:ional .Archives ~r2....'lch 25 ~arswhen 
old in S year blocks. . -I ~ r!ote.--!~oCentral Office records l·:lllbe retired to ~·~acafter th2 

;:.:..='!.i~ tion of this Cha:-!~ to the Handbook. 

'Qec-ionalOf.fices: ?s"!)j-:t_~!EnT. f).lt	 of case, of.f follo~-line'!oo-:pletion
hoid 1 year) and retire to FEC. Cffer to ·~:1..?.s .~hen 25 years old ill.-
S year blocks. F==-

Co	 .itlise mopey martaeae. Records necessary or convenient for the use o~ real pro-
perty sold, donated, or traded to non-Federal ownership since Augus~ 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 listsj 

as well as duplicate copies o~ title papers, provided that (a) the records can . -
Ibe segregated without harm to other documents of enduring vatue, (b) no 

responsibility is attached to the Government because o~ disagreement between the 
transferred documents and the physical condition o~ the property at the time o~ 
conveyance, and ec) if the property is released for historical use or purpose
the user agrees to retain it and return it to the Federal Government immediately
upon the discontinuance of: its use for historic purposes. 

Transfer to a new custodian upon conpletion of snle, trade, or donation 
p~oceedincsJ or acceptance of purch~se coney mort~a~e. 

(Gt<5 '1/1,: 
Appendix 33-D 
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