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00 41 1
Item Description of Records " Disposition Instructions
No.
ADP Standards
Inclu a Processing Cutoff when standard is
Procedures, s i relative superseded or obsolete.

to Federal Standardiza
Program, Federal Information

n 2 years after

Processing Standards. cutoff,
File by standard or
publication.

00:13 Notices : Supersedts N/-309-87-3
Temporary agency Cutoff after expired or
communication, procedures, canceled.
and information concerning '
agency programs. (a) Central Office and

Regional Offices issuing
(a) AIB in Central Office * Notices PERMANENT retain
and Regional Offices as part of directives
issuing Notices maintain system.

master set. ;

* Paper Records. Destroy
‘after microfilm has been
verified by SBA staff
that an accurate and
correct copy has been
made.

Volume on hand: Approx.

8 cubic feet. '

Annual Accumulation: less
than 2 cubic feet.
Restrictions: None.

Effective Date: ' Page



00 41 1

Item Description of Records Dispositi Instructions

=
o

Microfiche. PERMANENT.
After verification
process store offsite.
Transfer silver-based
microfiche and one silver
copy to NARA in 5-year
blocks. .

Other diazo copies
destroy when no longer
needed.

Volume on hand: Approx. 2
cubic feet.

Annual Accumulation:
Less than 1 cubic foot.
Restrictions: None. *

(b) Central Office program (b) Program Offices

offices maintain desk destroy Notices 6-months
reference set of Notices. after cutoff.

(c) All Field Offices (c) Field Offices destroy
maintain desk reference Central Office and

set of Notices issued from Regional Office Notices
Central Office. 6-months after cutoff.

File by Notice number.

Facsimile Files.

of incoming messages Cutoff each calendar

and origi utgoing year.
messages, aneous
correspondence. (a) Central Office

oy 1 year after
File Chronologically. cutoff.

(b) Field Offices des
6 months after cutoff.

Effective Date: Page



Item Description of Records

*00:17 Checklists

Weekly compilation of SBA’s
issuances and cancellations
of Standard Operating
Procedures (SOP’s),
Notices, forms, and
publications.

File chronologically by
number.

Effective Date:

00 41 1

Dispogigign Instructions
SBupusedes N1-309-86-1

Cutoff each calendar
year.

(a) Central Office.
PERMANENT.

Paéer Records. Destroy
after microfilm has been

verified by SBA staff
that an accurate and

correct copy has been
made.

Volume on hand: Approx. 2
cubic feet.

Annual Accumulation: less
than 1 cubic foot. '
Restrictions: None.

Microfiche. PERMANENT.

After verification
process store offsite.
Transfer silver-based
microfiche and one silver
copy to NARA in 5-year
blocks.

Other diazo copies
destroy when no longer
needed.

Volume on hand: Less
than
1 cubic foot.

Annual Accumulation:
Less than 1 cubic foot.

Restrictions: None.

(b) Field Offices destroy
1 year after cutoff. *
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