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SF 115 Supplementary Cover Sheet 
Summary: 

This action revises and updates the records disposition schedule previously submitted for 
the Southwestern Pennsylvania Hentage Preservation Commission (SPHPC), 
predominantly by adding 5 items: 

2903.9 Meeting Correspondence 
2903 .10 Executive Committee Records 
2903.11 Other Committee Records 
2903.12 Survey and Field Notes 
2903.13 Photographs 

The contact for this disposition schedule is: 

Lois L. Breon 
Financial Assistant 
814-695-2212 
lbreon@westsylvarna.org 

Reason for submission: 

( 1) This action provides for the disposition of records produced and used by the 
Southwestern Pennsylvania Heritage Preservation Commission, an entity which has 
sunset as of November 18, 2008. 

(2) This action supersedes the two previous SF 115 submissions for Records of the 
SPHPC (N 1-048-09-07) 

(3) This action also incorporates the schedule and its items into the numbering pattern 
of the Office of the Secretary's new records schedule. 
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2903 - Records of the Southwestern Pennsylvania Heritage Preservation Commission 
(SPHPC). These records concern the SPHPC, which existed from 1988-2008. The Comm1ss1on 
sunset on November 18, 2008 

2903.1 Executive Director Subject Files. Correspondence, program sub_1ect. meetmgs, 
and other files maintained by the Executive Director documenting his activities. 

D1spos1t1on. Temporary. Cut off at termination of Commission. Destroy 6 years after 
cut-off. 

2903.2 Grant Files. Official record of grants issued by Commission, including 
appltcat1on, project description and studies, economic impact statements, correspondence, 
photos, draw111gs and description of building restorations, and documentation of 
payments. Includes State Grant Files, which were Jointly funded by State of 
Pennsylva111a and the Comm1ss1on 

Dispos1t1on· Temporary. Cut off at final payment of grant. Destroy 7 years after cut-off 

2903.3 Project Files. Working papers of the project managers at SPHPC, documenting 
oversight of pro_1ects run by or funded by the Commission. Includes proposals and 
descriptions of pro_1ects, correspondence, meeting records, cost and progress reports, 
newspaper clipp111gs and similar materials necessary to manage pro_1ects Some contain 
copies of final products. 

Disposition: Temporary. Cut off at completion of pro_1ect. Destroy IO years after cut
off. 

2903.4 Minutes. Official record of recurring Comm1ss10n meetings. 

D1spos1tion Permanent Cut off at termination of Commission. Transfer to National 
Archives 1111med1ately after cut-off. 

2903.5 Policy and Bylaws. Directives, poltcy statements and memoranda approved by 
SPHPC that documents the organization and functions of its components 

D1spos1t1on Permanent Cut off at termination of Comm1ss1on Transfer to National 
Archives immediately after cut-off 

2903.6 Reports. Reports and studies produced by or for the Comm1ss1on 

D1spos1tton: Permanent Cut off at term111at1on of Comm1ss1on. Transfer to National 
Archives nnmediately after cut-off 

2903.7 Publications. Books, pamphlets, posters, news releases, and other publtcations 
produced by or for the Commission 

Disposition: Permanent Cut off at termination of Commission. Transfer to National 
Archives immediately after cut-off. 



l_j.Mt1. Iz/ ,/zoo 'J 
2903.8 Commission Member Nominations and 1\:ppaintments. Records of 
nom111at1ons and RpJiemhMnle of members of the comm1ss1on, including membership 
rosters, appomtment documents, and financial disclosure documents 

D1spos1tion. Temporary. Cut off at term111at1on of Commission. Destroy 6 years after 
cut-off. 

2903.9 Meeting Correspondence. Correspondence between SPHPC members 
pertainmg to commission meet111gs and actions. 

D1spos1tion. Permanent. Cut off at tenninat1on of Comm1ss1on Transfer to National 
Archives immediately upon cut-off 

2903.10 Executive Committee Records. M111utes of meetmgs, reports, and 
correspondence of members of stand mg and special comm 1ttees 

Disposition· Permanent. Cut off at tenrnnat1011 of Commission. Transfer to National 
Archives 11nmediately upon cut-off 

2903.11 Other Committee Meeting Files. Correspondence, agendas, meetmg notes, 
travel arrangements and expenses and other records of committees or organizations on 
which the Commission was represented but did not sponsor. 

D1spos1tion: Temporary Cut off at term111at1on of Commission Destroy 6 years after 
cut-off 

2903.12 Survey and Field Notes. Interviews, sometimes recorded and sometimes 
transcribed, notes of meetmgs, public events and historical research gathered durmg 
cultural surveys for publications about geographic, industnal/econom1c, social and ethmc 
life 111 Southwest Pennsylvania. The cultural surveys resulted 111 a series of publications 
about s1gn1ficant aspects of Southwest Pennsylvania heritage 

Dispos1t1on: Temporary Cut off at completion of survey Destroy 10 years after 
publication 

2903.13 Photographs. Fonnal photographs of meetmgs and special events sponsored by 
the Comm1ss1on. 

Disposition. Permanent Cut off at term111at1on of the Commission Transfer to the 
National Archives immediately after cut-off 




