
  

 

 

  

  

 

  

 

 

   

 

 

 

 

 

 

 

 

      

 

  

        

  

 
 

  

  

  

  

   

  

  

  

  

   

   

  

  

  

  

  

  

  

  

   

  

  

  

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC-167-75-002 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 2/10/2021 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All items not listed below remain active. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 1 is superseded by N1-167-92-001, item 1 

Item 3 is superseded by N1-167-92-001, item 4 

Item 4 is superseded by N1-167-92-001, item 3 

Item 5 is superseded by N1-167-92-001, item 5 

Item 6 is superseded by N1-167-92-001, item 14 

Item 8 is superseded by N1-167-92-001, item 7 

Item 9a is superseded by N1-167-92-001, item 21 

Item 9b is superseded by N1-167-92-001, item 23 

Item 9c is superseded by N1-167-92-001, item 24 

Item 10 is superseded by N1-167-92-001, items 9, 10 

Item 12 is superseded by N1-167-92-001, items 9, 10 

Item 13 is superseded by N1-167-92-001, item 6 

Item 14 is superseded by N1-167-92-001, item 5 

Item 15 is superseded by N1-167-92-001, item 13 

Item 17 is superseded by N1-167-92-001, item 26 

Item 18 is superseded by N1-167-92-001, items 14, 15 

Item 19 is superseded by N1-167-92-001, item 16 

Item 20 is superseded by N1-167-92-001, item 25 

Item 21 is superseded by N1-167-92-001, item 28 

Item 23 is superseded by N1-167-92-001, item 30 

Item 24 is superseded by N1-167-92-001, items 27, 31 

Item 25 is superseded by N1-167-92-001, item 30 

Item 26 is superseded by N1-167-92-001, item 27 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



  

 

 

  

  

  

  

  

  

  

   

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 27 is superseded by N1-167-92-001, item 27 

Item 28 is superseded by N1-167-92-001, item 26 

Item 29 is superseded by N1-167-92-001, item 27 

Item 30 is superseded by N1-167-92-001, item 27 

Item 32 is superseded by N1-167-92-001, item 32 

Item 46 is superseded by N1-167-92-001, item 1 

Item 58 is superseded by N1-167-92-001, item 33 

Item 59 is superseded by N1-167-92-001, items 11, 73 

Item 60 is superseded by N1-167-92-001, items 11, 74 

Item 62 is superseded by N1-167-92-001, item 18 

Item 65 is superseded by N1-167-92-001, item 41 

Item 66 is superseded by N1-167-92-001, item 41 

Item 67 is superseded by N1-167-92-001, item 42 

Item 68 is superseded by N1-167-92-001, item 43 

Item 69 is superseded by N1-167-92-001, items 17, 20 

Item 70 is superseded by N1-167-92-001, item 44 

Item 71 is superseded by N1-167-92-001, item 54 

Item 72 is superseded by N1-167-92-001, item 55 

Item 73 is superseded by N1-167-92-001, item 55 

Item 76 is superseded by N1-167-92-001, item 17 

Item 77 is superseded by N1-167-92-001, item 18 

Item 78 is superseded by N1-167-92-001, item 17 

Item 79 is superseded by N1-167-92-001, item 19 

Item 80 is superseded by N1-167-92-001, item 20 

Item 81 is superseded by N1-167-92-001, item 69 

Item 84 is superseded by N1-167-92-001, item 72 

Item 95a is superseded by N1-167-92-001, item 93 

Item 95b is superseded by N1-167-92-001, item 90 

Item 95d is superseded by N1-167-92-001, item 91 

Item 95e is superseded by N1-167-92-001, item 92 

Item 95h is superseded by N1-167-92-001, item 94 

Item 96b is superseded by N1-167-92-001, item 96 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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·R~QV~S;T ~--UTHORITY I LEAVE :SLANK 

TO DISPO~ RECORDS f'JOB NO. 

(See lnstru.-tia11s 011 Rererse) OCT 1 8 1974 

wc-1 7-75 -TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFlc"ATION TO AGENCY 

1. 

2. 

3. 

4. 

6. 

FROM (AGENCY OR ESTABLISHMENT) 
ln accordance with the provisions of 44 U.S.C. 33030 the dis­
posal request, including amendments, is approved except for 
items that may be stomped '"disposal not approved" or "with­

Department of Commerce 
MAJOR SUBDIVISION drawn" in column l 0. 

National Bureau of Standards, all Offices 
MINOR SUBDIVISION 

NAME OF PERSON WiTH WHOM TO CONFER 5. TEL. EXT. 

Philip V. Proulx 21-3895 
CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hJHA,by certify that I om authorized to act for this agency in matters pertaining to the dispose.I of the agency's records; that the records proposed for disposal in this Request of 
~ poge{s) ore not now needed for the business of this agency or will n_ot be needed after the retention periods specified. 

9-27-74 Records Management Officer 
(Date) (Title) 

9.7. 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

INT.ROD UC TIO N 

The National Bureau of Standards was estab­
lished on March 3, 1901, by 11 ]1.n Act to Estab­
lish the National Bureau of Standards 11 (31 
Stat. 1449). Extensive amendments were made 
in 1950 by passage of Public Law 81-619 (64 
Sta. 371); in 1956 by Public Law 84-940 (70 
Stat. 959; and in 1958 by Public Law 85-890 
(72 Stat. 1711). 

The work of the Bureau includes basic and 
applied research, development, engineering, 
instrumentation, testing, evaluation, calibra­
tion services, and various consultation and 
information services. 

The results of the Bureau's work take the 
form of either equipment and devices or pub­
lished papers and reports. Reports are issued 
to the agency sponsoring a particular project 
or program. Published papers appear either 
in the Bureau's own series of pub.lications or 
in tlIB journals of professional and scientific 
societies. 

The following instructions will apply only ~~n...,.f'> 
to those Bureau records which are not present- ,b I.JC r:"J' ~l/ 
ly covered by the Gen~ral Records Schedule. ik/,-.,sa() 



r,tnt111'.\rt1 , ...,,rn\ ~0- 11,"'j,(\. 
l'r,. ·.·1::. -~•·,l 9-1 -{ 1 Ly 2Job No. _____ Page ___(i,•:.,: \! :.-, n :c,,-. .\-!rc:::L,tn,tlon _,
rr:.,; !;!la. n:1.1 .-'l.rc!iiv•~j 

o( _·__ P!l!,';l'~ 

REQutST FOR AUTHORITY TO pISPOSE OF RECORDS-Continuation Sheet 

7. 
-w. _ ITEM NO. 

... •. 
1. 

2. 

3. 

9.8. C[SCHIPTION OF ITC:M 10. 
SA~!PLE OR

(WITH l~CLC'i!VE DA.TES Oil fiEH~TIO:i PERIO:JS) ACTICN TAKENJOB NO. 

GENERJI.L PECORDS 

Publications, Technical Papers, Letter Circular•~ 
and Progress and Final Project Reports. One 
copy of each printed or piocessed publication, 
scientific paper and project report of the· 
NBS will be considered the record copy, and 
will be kept in the Office of Techriical PUblica 
tions. Permanent Records. tte etieu Hi ye an.:, 

Activity Reports. These are seldom maintained, 
but those still in existence for previous years 
as well as any future ones should be collected 
and arranged as a partial documentation of the 
Bureau's problems and accomplishments. 
Permanent Records. PQni,ow J5 years after aa\@r 

.g;lif r:@pQvi!ot-

Administrative Issuances. These records 
include the Administrative Manual, forms 
developed by divisions, organizational charts 
of Bureau and units thereunder, directives and 
instructions issued to the staff pertaining to 
administrative and technical matters •. Cur­
~ently, M&O is charged with the maintenance 
of the Administrative Manual. "'1'eo¥ l~_yQii!lCS 

£r:gi;R ,;;late gf fl1!!:Llica Lion eH@l Fe ,i@H • f'l:lfAJl/'IVl',vJ r-

-
Manuscripts. _~•SlbSE' oF' 
a. Unpublished. H ; > 13 years from date of 

manuscript•,, 3 • 

G) Published. 

1. Used to support conclusions. Dispose 
10 years after puhlication. 

2. A1.l others. Dispose 2 years after 
publication. 

Some manuscripts are not published due to in­
comnleteness of or controversv over the data 

~ ~ 

reported therein or due to lack of approval. 
Nor~ally, a manuscript is disposable shortly af er 
publication, but those manuscripts having 
technological data that are excluded from final 
publication are retained for a period sufficien 
to answer all inquiries and substantiate the
conclusions. 

---- - ---- -------------------------~--------------- -------



-------- -

,,,·,~ ,;Jl .-1•'"'•' ., ............... ..H .... 

'Ille ~ntl;;n ~1 .\rdli¥cs 
o( __ pagc:; 

REQUEST 'FO~ ltUTI-'r&Y TO DISPOSE OF RECORDS--ti~uc'itio~ ,Sheet 

9.8. DEc-CR!PTIO:l Or IT[M 10.7. SA'"?LE OR(WITH IIICLUSl'."E DATES OR Rn[:m.;H PERI00$) ACTION TAKENITEM 110. JOB NO. 

~-----1---------------------------=-------1------1------
h,11-?'e ,, ,,,-(, 

Biblioqraphies and Reprints ·/7 Dispose when 
superseded or obsolete. 

Reprints of technical articles and bliblio­
graphies of technical source information are 
accumulated throughout the Bureau, normally 
for reference purposes. The reprints are 
not filed accordinq to any specific catalooing 
or subjective system, but together with the 
blibliographies comprise one of the best 
sources of technical data, or index to where tht~ 
data are available, relating to the technical 
activities of the Bureau. The files are of 
further use in pr0viding information to other 
Government agencies, firms, and individuals as 
part of the Bureau's advisory service. 

6. Test Fee Schedule Records. 
/},jf',j e... 

a. Schedules. 1'G@1" 15 years from date,~ 
r:01rio1; •. 

Fee computation sh9ets. Dispose when 
superseded by new fee computation sheet. 

All other papers. Dispose when 1 year old. 

In accordance with specific legislation, the 
Federal Government is reimbursed for tests and 
calibrations which the Bureau undertakes for 
other than Bureau activities. Test fee 
schedules for the work ~r·formed for the public 
are p11bl ished in the Federal Beqi ster. Test 
fee computation s11eets are of value as lonq as 
the fee comouted thereon re~ains in effect. Al 
other pap2rs pertaining to the revision of fees 
are disposable shortly after the revisions are 
effected. 

...
7. Conaressional Investiqative Files. 

yo e1 - !!'.I end r c v±~ ww I'1::-/f/IIll"4'~ """7";"' 

These files maintained by the Manac:ernent and 
Organization Division and other organizational 
uni ts re late to the irn.:es tiqations of the NBS 
by Congressional Committees to dete1mine 
whether appropriat~d funds and resources are 
properly utilized in accordance with the intent 
of Conc;ress. 



--- -----------------

t;i~;~:;'}·~~·;:~~!~~::~-.t':~r~:~tr:\t:nn Job No.----- Pai;c __ 4__ 

"·- ""''"I'" ""'':EQUES'f FOR ~u~!'<ITY TO DISPOSE OF RECORDS!o~tinuo!ion Sheet of __ p:i;;c:-1 

-- --,,_,---:-------------8-.-c--L:-:C-i,l_?_rl_C_j_O_F;,_IT_E_M---:----------,----=----1 --:---10-.--9 
7· SAMPLE OR ACTION TAKO{. ITEM NO. {WITH IHCL';SJVE DATES OR REH:moH Prn100s) JOB NO_. 

8. Negatives and Photographs. Prints and slides 
are developed to meet the needs of the scientifi and 
administrative staff. Included are photographic 
reproductions of instruments, apparatus, tests, 
test specimens, portraits of senior Bureau of­
ficials, and illustrations for publications, 
technical papers and exhibitions. Negatives 2re 
in the custody of the Visual Arts Section of 
the Office of Information Activities. Photo-
graphic prints and slides· are normally maintaine 
in operating units throughout the Bureau. 

~. Photographic negatives deemed. by responsible 
officials to be ·of sufficient research, legal 
or historical value as to warrant permanent 
retention. ~~~•~-.........'"1-.,..;..iliiio6i~~~...l!io@~~~"'""'"'!e@.-.liii'-il!~ 

l"adl'lQ and po 51!181. 'f,n.""~..w,. 
Negatives deemed by responsible officials 

o be of short-term value may be disposed 10 
yeors dfter date.of negative. 

c. Photos and slides maintained by the Office 
of Information Activities as an important comple 
ment to the historical documentation of the 
Bureau's research and technical programs and 
accomplishments. This collection is considered 
to be of enduring value to the Bureau in meeting 
the needs of the Government, the scientific 
community, writers and publishers, and the publi • 
Retain permanently. 
F8oi!!l1:od every 25 years. (Related captions, inde es 
and registers will also be re~ained.J 
d. Photos and slides in the custody of tec1mica 
and 2dministrative divisions may be disposed of, 
if, in the judgment of responsible officials, 
they are of insufficient value to warrant furthe 
retention. Dispose when technical and administr 
tive needs have been satisfied,,_..,~ ,,;-.")Joi-a,......,.... 
~~~~ 

.J - -

Fct:r co~i~•, U,ch1 il:ng ci:i'~tncl, fa b-c cib,ni.ftc,d f-, the Un.tioncl .?:rch.ivit.9 

mailto:l!io@~~~"'""'"'!e@.-.liii'-il


------------------------------------

l'r•);'it,! · \:, 1 'J l ~LI llf 
O,·:. ~ i1 .~·. n-i1,•: .\,!:ii: 1= .tr ,t:,,n Job N'o. _____ 
1r~ 1c :<niiu,1•t1 _\n·!1l•;,•9 of __ p:-i~es 

REQUEST FOR ~~UT~IITY TO DISPOSE OF RECORDS-lont~;,_~ati~ri Sheet 

9.8. DE~-CRl?TiC~ OF ITE:.1 10.1. S,WPLE OR 
JTE:.1 NO. JO[l t,O.(\'.'!TH It;cu.:51\·E D.\TES OR RCT1.:mo~ PERIODS) ACTIOil T,,KEN 

Records of the Director of NBS 
' . 

9(a The Director's records are filed according to 
subject matter and are retained as a documenta­
tion of the decisions, policies, procedures and 
program activities of the Bureau. 

1. Director's P@r2'e11al Files. Non-current 
records are retained at NBS for a period 
extending to 5 years after the Director 
leaves the Bureau. The records are then 
offered to· the National Archives for 
permanent retention. 

Director's Office Files. Non-current re­
cords are retained at NBS for a period of 
10 years. · Those record;:; 10 ~ears or 
older will then be -l::#e.l'~!-15£&:it to the/Y'aC,o ._; II ,,,,1,, . , 
t-e~~,+,~~e!!l"l!!"!"!~,eo.i~~-@P~""""'~~'!""l'!~~,oe.,i!!@...I
P&lfA1~~1;.N7; . 

Records of the Deputy Director, and Offices 
under the Office of the Director 

9(b These records are of equal value to the Office 
Files of the Director and should be handled 
in the same manner. f'E::.JfA'l1t-N6N'T, 

Records of the Associate Directors 

9(c These records are received and prepared in orde 
to assist the Director in the planning, coordin 
tion, program management Bnd appraisal of the 
Burea.u's operations in all aspects of the .de­
velopment program and administrative management 
activities. 

Non-current records of the Associate D\rectors 
are retained at NBS for a period of 10 years. 
Those records 10 years or older will then be 
transferred to the Federal Records Center at 
5 year intervals. fJ 6/fAl/tlVcN'T; 

https://A1~~1;.N7
mailto:t-e~~,+,~~e!!l"l!!"!"!~,eo.i~~-@P~""""'~~'!""l'!~~,oe.,i


-------- ----------------------- ------------------------------

Job No. _____·- I , , o(_p:ii;cs 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS- nti~uation' Sheet 

9. 10.8. DE5C"IPJ"IO:J OF ITEM7. S/IV,PLE OR ACTION TAKEN(l'ilTH INCLt•::;ric: DATES CS RETE:HJON PERIODS)" ~-TE:,t NO. Joa NO. 

-_--------,----
Records of the Institute Directors 

10. These records are maintained by individual in­
stitutes and pertain to the technical work of 
the Bureau. 

a. General Subject Files. Non-current re­
cords are retained at NBS for a period of 
5 years. Those records 5 years or older 
will then be transferred to the Federal 
Records Center on a yearly basis, and 
reviewed for possj_ble disposal, at 5 year 
intervals. Pl:/f.AJ/t/fl'l;A/T; . 

b~ Covered elsewhere in this schedule and 
evaluated on their own merits are reports, 
procedures, publications, test folders, 
manuscripts and research and development 
records. 

c. Subsidiary organizational units maintain 
files which are partially duplicated 
throuahout NBS. These include corres­
ponde~ce,. ref'erence and wor.k papers; and 
associated materials relating to the pro­
gram or admini~trative responsibility 
assigned to the unit, and as a class are 
disposable after the routine procedural 
administrative and research purposes are 
served. 



0 

J'r,,r,.iJ· ,•, ·I ~1··1 · l',1 :,y
r:, 0 . r .I ·. n i, , . ..- ,\• 1 1!;i:1!.:lr,t!11u Job l\"o. _____ 
Tl,,; ~ .• : !va:.1 .\ n .::\"d ·1 . - .. ' 

.RF.QUEST FOR. ~UTL RITY TO DISPOSE OF RECORDS-Continuati~n Sheet 

7. 
!TOI NO. 

11. 

13. 

8. D[SCRIP,IG:I OF ITE\1 
(,\HH l~CLUSIVE D;TES OR I\ETE:HlvN PERI.JDS) 

Bureau's Internal E<lucational Activity Records. 

The Bureau operates a graduate school in order 
to improve and provide educational opportunitie 
for members of its staff. The Bureau also 
maintains pertinent records on training and 
education taken 1-:iy Bureau employees off-site 
under the Government Employees Training Act 
(Non-Government and.Government). These re-
cords are kept subject to GAO audit, approximat 
ly 6 years. 

Correspondence files of a general or administra­
tive nature, exclusive of papers containing
technical data. Destroy in 2'years. 
These are maintained in the organizational unit 
and contain selected copies of correspondence 
and related papers retained for their value in 
preparing replies to inquirers. 

Day Files. Dispose when 2 years old. 

These consist of correspondence prepared by 
various organizational units. · 

~1'•Yt' c.~•J,
General Reference Files. /1 Dispose when super-
seded or obsolete. 

These are maintained by individuals and offices 
and include copies of correspondence, issuances 
publications, catalogs and other papers. They 
pertain to the assigned administrative an9 
technical duties and interests of the individua 
or unit. .½1y record copies of correspondence 
interfiled are not evaluated in this item but 
are to be removed and handled in accordance 
with appropriate items in this schedule. 

Project Labor and Cost Distribution Records. 
Dispose w~1en 4 years old. 

These include reporting copies of Time and Cost 
Di~tributicn Report Forms, personnel activity 
reports, work orders, log books, conies 0t con­
tractual service project documents, ·etc. used 

,to determine production costs of projects to 
---- ------•·-•- ·----

9: 10. 
SA',:PLE OR ACTIC'.l T.\KGIJ03 r;o. 

https://J'r,,r,.iJ


~fnn,!,,nl 1·,11· 1 .'°"o· J t.•a. 
l': ·: i: - .,. ! '.• ! . l ...-
<~· ·,. ~ .~ ~,r.·:••· :-:::,i-~:.t;11a P:t!_!'.C __§_ 
'f L·: :,.; 1· •. :: •I .\ r• 1\ ;:; ·of ___ p,,:::·-

fcI:QUEST FOR AUTHO:RITY TO DISPOSE OF R'ECORDS-Con!inuotion Sheet 

9.8. DE~CR!PTION OF ITC.I 10.7. S/,'.-'PLE OR
1n::,1r:o. (\'."1n1 t~Cl'.;:31':E O,.;TCS en RE-:-E~ifiC:~ PEiUOCS) JOI3 NO . ACTIC/1 TAKE:l 

.- -- -- -- -- -------- ------------------------1------:-----

be paid for by-sponsoring agencies and related 
activities. The cost data are reflected in the 
general ledger accounts being retained for a 
longer period. 

r,1assified Document Receipts. Dispose after 2 
!years. 

/These constitute the record of the persons who 
have had custody of the classifie~ document. 

Test Fee Records in Administrative Offices. 

a. Shipping copy. Break file annually and dis­
pose 1 year later. 

b. Test fee record copy. Dispose when 10 years 
old. 

c. Numerical file copy. Dispose after test fee 
record copy returned to Office of Measure­
ment Services~ ?,~~ _;,. 

Alphabetical file copy. Dispose when 3 
old. 

This multiple form originates in the Office of 
:Measurement Services. The Government and public 
tests folders are prepared and routed to the 
technical divisions where all comparisons, 
calibrations, tests or investigations are per­
formed on a fee basis according to a schedule 
approved by the Director. The copy in the 
Technical Divisions is covered in Item 28 and 
is ev2luated on its o,-m merit. All other• 

.copies are used for administrative purposes.
I 
1Inte5-~ivi~ion Work Orders. Dispose 5 years 
afte'f.,o!a:-?. .i2' co,"plE LE<l or eana@lJ od 

1 Although their purpose is normally served after 
ithe order has been completed, the record is re­
: tain,::;d for a longer period should there be need 
1to duplicate the order. 
I 

/These work orders normally originate in the 
; teclmical uni ts requesting services perrormed byIanothe:r- technical division. However,. th::~y are 
1~lso us2d by al~.d~v~sions requesting service 

____________.i:_l:'_QiJ"l_ c1~_1:!..I2]?grt_oivision. --~-·-· 



I 1·r : •.:: • ·, ,J ~• l ;., !t:"' P:i.~e _____ _~':.>;:<-~--~::; -'-~~-~:/:~·_/: ... r,!i,.a _____Joh Xo. 
of ____ p:,f:•··· 

REQUEST FOR AU~,I,RITY TO DISPOSE OF RECORDS~o1~tinuation Sheet 

9.8. CE~C;;!i'TIOil CF ITi.:M7. 
SA~•'PLE OR(WITH INCLUSI\E D,.\TES CR RETGtr1r:,it PER!Ot)S)ITE:,1 ilO. JOB NO. 

-~--- ------- -

Cash Transmittal Records (other than accountable 
officer 1 s copyY. Dispose when 1 year old. 

The Mail and Distribution Section prepares a 
record of cash received for publications and 
test fees. For Publications, the money is sent 
to Accounting Division along with.the trans­
mittal nnd then the Publications section gets 
t0o copies of the transmittal. For test fees, 
the.money, the transmittal and order are sent 
to the Office of Measurement services. 

General Technoloaical Records 
20. Test Folders. 

Under statutory authority, the National Bureau o 
Standards is authorized to undertake the test­
ing, calibration and certification of standards 
and standard measuring apparatus when the need 
may aris~ in the operations of Government 
aqencies (Federal agencies, State Government and 
the District of Columbia), scientific institu­
tions and industrial enterprises. A specific 
fee for service is charged the purchaser to 
compensate the Government for its expense. 

One of the records resulting from this service 
is the Test Folder. A typical folder shows the 
following data on its face: the test nu~Jsr, 
name of requestor, brief description of item 
submitted (instrument, device, mechanism, 
standard, or material) and the numbor of the 
division and section performing the service. 

! The contents of a typical folder are: the 
:purchase order and shipping instructions, a copy 
of the certificate and/or report showing speci­
fication limits, calibration factors and related 
correspondence. No fiscal documents are filed 
in the test folder. The completed test folders 
are maintained in 2 groups: Government and Public, 
~y the Office of Measurement Services. Each 

1 group is arranged numerically by assigned test 
! number.

!~ ;est folders deemed by the cr"::':3-ting secti<?n
I· nave short-term value may be aisposed of in 
Ja~uary of the fourth year after the year in 
which the test was completed.I! . 



0 
Job No. _____ Pngo ___ 

• . A - • . • p:ii:;<'~o( __ 

REQUEST F~R_, 11UT~ITY TO DISPOSE ~F RECORDS-Cor ltnuat..io;,_ Sheet. 

9.
8. DE.'.:CR!i'TION OF ITEM 10.7. SMtPLF'. OR ACTION T,\KEN(r'.'ITH INCLt:SlVE Di\TfS OR RSENTIO:~ PERIODS)ITEM NO. JOB NO. 

folders deemed by creating section to 
ave long-term ·value will be sent to the Records 

Management Office for storage, and may be dis­
posed of in January of the twenty-first year 
after the year in which the test is completed. 

c) Test fol<lers deemed by the creating section 
or the National Archives to have exceptional 
value because of the highly significant nature 
of the test or techn~'i{ue_ ;L}lvolved, or uniqueness 
of the i tern, will bl" {.f,..Jtrsf~f~ to the National 
Archives and Records Service_ .....:J:1crc ._1te:rr .. ill J.g 
:!':!''6 t: e: i Fig d f?€ii rJ-R ei'Hal Fi ie 1 y , Pl::lfA/l'J A't,,vT, 

Included will be the following test folder : 
1. those that show the development of new 
and significant testing techniques. 

2. those that relate to new and significant 
arts and materials. 

3. those that were the subject of con­
grc:,sj_onal investigation or came under in­
tensive public scrutiny. 

4. those that result in court decisions or 
legislative actions affecting the functions 
and activities of the Bureau. 

5. those relating to basic national weights· 
and measures. 

D,·plicate copies of certificates and reports 
intained by the issuing sections for reference 

purposes may be disposed of at the discretion of 
the section chief. 

/J,J~ /'1't1 j 
21. Laboratoai Test Note',:iooks or Equivalent. · 

10 years11 .. i-o..i :ts.he dale: J'IJ acs;,g in sLor<...,_gcP 

( a These are laboratory test notebooks or the 
equivalent in which the scientists note their 
observations and findings of their tests, re­
search projects, investigations and development 
activities pro~ress. The findings, analyses and 
conclusions are partially reported in publicatio s, 
scientific journals, reports and tests, ~nd 
calibration certific2tes (Items 1 2nd 20). 

(b 1 Notebooks containing routine or fragmentary in­
I for:11,3.tion should be disposed 1 year after 
I termination of the related Droiect cir oroiects --------·- --·-- ----·. - -~--·---- --- ----------- - ____1.-:..... -~ --------·---~--------c.=.=~----
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22. Battery Additive Records. faJoffer :Wl,{ sf @4?~fi@ 

to the National Archives for permanent re­
tention. f6-) ~~~ ~~ .-c.•.,...~~""1 

Tl1ese files include correspondence, reports, 
foreign information, press clippings, magazine 
articles, resumes of Senate hearings, reports, 
test data, and related papers documenting 
battery additives since 1924. 

23. Technical Standards Coordinator's Specification 
File. Retain 1 record copy for 15 years,~ 
:i!!io€20iC,i'r ~~-

Copies of selected specifications have been 
accumulated from other Government agenc.:ies, 
underwriter's labs and foreign countries. Super 
seded and obsolete copies of the specifications 
are held as a historical record to compare 
against current methods. These records are 
usually of contin;ing use to the Bureau in 
performance of its activities in the field of 
commodity testing and standardization in its 
consultation and advisory services. 

- 24. Standards and Specifications D2velopment Files. 
.nct:ei:in for 15 y2di s uild JG'.'Ei ow /Jt:lf'~Jt-.N'e:~ 

These records, including correspondence, tests, 
reports and related papers pertain to the 
development of standards and specs. and are 
retained as a documentation of their develop­
ment. They include matter relating to electri­
city, optics and ~etrology, heat and power, 
atomic and radiation physics, chemistry, b~ild­
ing technology, electronics, radio propagation, 
applied mathematics, basi~ instrumentation, · 
weights and ·measures and materials used as 
standard samples. 

Standards and Specifications published by Non­
Government Laboratories (exclusive of Technical 
Standards Coordinc:,tor' s Specification File). 
Dispose w1,en superseded or obsolete q-f"~ ,;:"'-'_,_ 

~-~ft .,.,1'->d. ~d• •r• t· . bCopies o s -an aras an spec1r1ca ions are pu -
lished by the Arr,erican Standards Association, 

j Un~er~,'r_~_!_<:_~_ Lab~::_~tories, th~-- 7,.me_~~_'.?an ~-oc ie~y 
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9. 10.8. CE5':f'.!?Ti0N CF ITE~7. s;d.'PLE OR ACTlotl TAKEN(WiTli l~CU.!!:IV£ DATES OR RETCNTIO~ P£PIODS) JOD t;o.· ITTM NO. 

for Testing Materials, foreign research labs 
and similar organizations. Though the Bureau 
cooperates in testing and formulating such 
~t2ndards as building and safety codes and 
materi~ls specifications, many of the standards 
arc actually released by non-government labs. 
Copies of standards and specifications are of 
major importance to the staff in performing its 
research and test activities and assisting 
in amending the codes,and specifications. 

26. Apparatus Research and Development Records. 
f' I:I(',,.,, ItN'E:Atl'T; 

These include drawings, specifications, system 
design, development and construction data and 
related papers describing the development of 
machines and apparatus produced and improved 
in the expansion and opening of new fields by 
sci0.nce and industry. 

Test, Research, and Development Records (except 
as noted elsewhere in ·this schedule). Dispose 
2 years after the essential data have hcen in-· 
corporated in reports, publications, technical 
papers and the establishment of codes <1.nd 
standards. 

These files are maintained in . t11e various techni 
cal divisions and offices as part of their offic"al 
records and by individual scientists and techni­
cal staff as 11 person2l" research and work papers. 
(~1ough the more important findings are re-
ported or published periodically or upon com-
pletion of the project, the records accumulated 
c=md created ·contain data that may not have been 
published as they are not important findings, 
but are considered of indefinite use and are 
preserved for long periods at the discretion of 
the scientist concerned.) 

The records exist 2s separate entities relating 
to a specific assiQnnent or filed together with 
other papers as tec1rn ical subject and reference 
files, including basi~~ork papers relating to 
the individuals or the unit's field of endeavor, 
i.e. , copies of certificates and rep')rts, 
duplicate and official copies of memoranda and .__ -- ·-- . ·---· - ------------ ---- --- - --------~----------------------
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---1---------------------------------1------
-,, 

correspondence, records of committees and con­
feren•-.:es, blueprints, lab notebooks or eq_uiva­
lent, charts, drawings, photos, reprints, 
applied math computations, project material, 
purch2se orders, manuscript, tabulations and 
background d2ta accurnulr1.ted in the performance 
tests, calibrations, 
and est:c1.blishrnent of 
cquipm( nt development 

Records for the most 

pn>jects and investigations 
st2ndards, codes, specs, 

and related matters. 

part documenting the com­
pleted action pertaining to these records are 
described and evaluated on their m,m merits 
elsewhere in this schedule (Items 1, 20, 21, 
2 4, 2 5 and 34) • 

Test Fee Records in Technical Divisions ~pink 
copy or equivalent). 

Ptjf't>~ 1t,J. e,,
a) Index to test folder. ~eb0:i11.t fet: 15 years t1fd. 

:.:wlitil:<i: rs;;nri 01..r: 

j~ Administrative test controls. Dispose when 
..J years old. 

These records consist of the pink copy of the 
test fee form disclosing test number, n2rne of 
purchaser, date of receipt and dispatch, action, 
determination, fee charge and related info. The 
copy used as an index to the test folders (Item 
20) is the finding media and is retained for a 
longer period, whereas those copies used as an 
administrative control lose their value in a few 
years. 

Technical Subject Files (excluding official 
!project files, Item 30). Dispose 10 years after 
!date. 

These files contain correspondence, \,:ork papers, 
catalogs, publications, committee papers and 
research, investigative and test documents, 
related papc:rs pertaining to the technical,

1
·advisory and developr;-1ent ,::<:tivi lies of t~he 
/Included are the technical subject files of 
employees no longer with the Bureau. 

and 

Burea11. 

---------------·-



·.1. :1..: :, ·~:-j•.. : ••J .\rt .. \·,~ of __ p:-i~~~ 

RF:QU~·~ST· FOR fi.UTl-IerTY TO DISPOSE OF RECORDS--~t~r~uali~n Shcot 

9.8. DE':Cf;l?flO:I CF ITEM 10.7 .. SA',IPLE OR
(WITH t:,r:u;sr;E C.~T[~ CR R[TC-nlC':¾ PEF~!CDS) ACTI0/1 TAKEN•· ll[M NO. JOB NO. 

----1------1------

~ 30 Project Files. 

These files include all technical papers, cor­
respondence and related matters accumulated in 
the technical divisions pertaining to specifica.l .y 
0uthorizcd projects sponsored by other Govern-

Iin,,nt a0encies or by Bureau funds for fundamental 
1.-,,~;c ,ffch 0nd technical activities in physics, 
rr.dt:h, ch~mi. stry and engineering, whether filed b 
project code number or otherwise. MAny of these 
proj ccU3 continue year after year. Though pro­
ject findings and conclusions are reported in 
Bureau publications, scientific papers, and 
reports to sponsoring agencies, some of the basi 
data and documents supporting the findings and 
conclusions are only obtainable in the actual 
project file. These files are retained for a 
long period for possible reactivation of termina ed 
projects and use in supporting the conclusions. 

Test Duta posted to Laboratory Test Books or 
cqnivulcnt ••.• otapcs. Dispose when 2 years old. 

These lose their value shortly after the data 
are posted. 

Test apparatus Instructions and Drawings. 
Dispose 3 years after equipment is removed from 
agency control. 

Instructions and drawings disclosing ~nginPPring 
data, circuits, components, formulas, ~2libra­
tion of equipment data, and related i..ncob uctions 
prcs~rib:i.ng operation of 2pparatus in nse in the 
l2bs, ar:e retained 2s long as the equipment or 
apparatus is un~er the Bureau's control, and 
3 years to allow for any need that may arise. 

f) T,:cchnological Investig~ive Correspondence Files 
(Data Forms). Dispose.., Jt'cr 5 years.&) Id. 
Inquiries are sent to many sources and the data 
and corn:csp0ndence are maintained by the 
technical division doing the research. 

https://prcs~rib:i.ng
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~adj:_S)_Propagation Laboratory Records 

The Central Radio Propagation Laboratory former! 
was the centralizing agency for propagation 
predictions and studies in the field of radio 
crnnrnunications. The data accumulated was utiliz·d 
fot· t11e better understanding of those factors 
affP.cling radio communications through theoretic 1 
frame~ork acquired from the interpretation and 
evaluation of the resu1ts of the experim0ntal 
projects. 

However, over the years, the functions of this 
Laboratory were distributed to the Wor1d Data 
Center, NOAA, and various divisions in NBS. 

For purposes of this Schedule, two items 
formerly inc1uded as Radio Propagation Lab 
Records are retained. 

These are Items: 45 and 48, now being changed to 
Items 34 and 35. 

Field Station Subject File. Close file when 10 
ye a.rs old and dispose 5 years later. 

This file relates to the activities and prob1ems 
of field stations and includes correspondence, 
reports, and related papers. The records are 
retained for a sufficient period for all possibl­
needs that may arise. 

(!) ~i:;asurernent Standards Rec9r;4s. Clsse fi 1e--'o/. 
• 2f'"or JO --g-i·s ~n3: Iii ~L z •tJ~,.1 ~ ~isoos~.,years• .._ , 

These are working files relating to the re­
search and d~velopment of methods of measurement 
for determining the constant and power factor of 
materials and equipment. 
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Building _Technology Records 

Construction and Safety Codes of State and 
Local Governments and Related StuJ.ies. Retain 
15 yc0rs and review periodically . .N"4t~-~~~o,t;{. 

These files contain copies of State and Local 
govt.cl nmcnt construction and safety codes and 
r:eL.1ted studies that have not lxien published. 
They document the relationship of the local 
codes to the establishment of recommended 
building codes. 

The Building Code is an example of the kind of 
project where the Gederal Government in coopera­
tion with the American Standards Assn, American 
Society for Testing Materials, National Safety 
Council, National Fire Protection Assn., 
Federal Safety Council and Federal Fire Council, 
plus others, must provide guidance to assure a 
reasonable degree of safety from hazards created 
by thoughtlessness. 

Thousands of municipal ordinances, state and 
county codes cred.te the pattern for building 
codes. These: codes, largely local in character, 
show considerable lack of uni.for·mi ty. Over a 
period of years, the variations in code require-­
m2nts have b2en reduced considerably, a pcocess 
in i.-;hich technical information available from 
NRS hRs played an essential part. 

The l_ocal codes are of continuing use in the 
!development of building safety requirements. 

:Building and Housing Studi.es of i~he Fon.,er Divi­
Jsion of Bu:i.lding and Eousjng. .fi:c[z:aia 1~ yUdts-
j ,1<id re Fi ff•r 1-er i ad i.u±l 1, • l'b!f~,t.,,,vl:-.N'T. 

These c1.re record copies of studies of the pre­
decessor to the current Center for Building 
Technology and documcnt the activities, findings 
and decisions of the old Division of Buildinq
and Housing. · -

9. 10. 
SA','PLE OR ACTION TA!<EN

JOB liO. 

https://Studi.es
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Elevator Inter-Lock and Buffer Test Records.37. 
· · ,(!,~{Jffer to Nl\RS for 

perm.::ment retention{(,Jrf NARS refuses them, 
n;wiar r for pooaibla :aics@:lsr1eii!i:/eioR.-~ 4_..,r;,,.,...,"""-"""W.__.i,c, 
These records are considered the legal standard 
for elevator inter-locks and buffers, and in­
clude reports of tests, illustrations, blue­
prints and performance charts. Local govern­
ments use these standards.when seeking redress 
in court against a manufacturer who has instulle· 
inferior elevator equipment supposed to meet the 
local code standards as well as the requiremcmts 
of the American Safety Code. Certification of 
the equipment may have been made by NBS or the 
Underwriter's Labs. 

38. Fire Exting~sher Test Records: ~etain for 10 
!l'O 2a s. _, ='fLe 9b.f fer to NA..R.S for permanent re­
tention •.,.)£ NARS. refuse; them, ~ 
~OS"' 7 Jg]_g do1:strugt;i.r;;'i1;i a ~ "6 I, • 

This file contains drawings, blueprints and 
related papers used to obtain data on construct­
ion features of fire extinguishers. It is used 
in evaluating the behavior of equipment and 
materials purchased by the various government 
agencies (including the U.S. Coast Guard). 
The records are used to comp~re fire extinguishc s 
and materials purchased ,2.cc1inst p:noviously 2.p­
proved older uodels delivered by the rnanuf; ,~ture, 
in order to ,iscert2.in that the ~it<"md2rds ,,r0 met 

39. Materi2ls Dehavior in Re2.ct.ion to Fires. i}offer 
these records to NJ'...RS for permanent retention. 
~~~~~,~~
ThiJ file contains test and research data on• 
characteristics of materials consumed by fire. 
These data do not age as material reaction to 
fire doesn't change. These records are of 
continuing use in fire hazard studies to pre­
vent and reduce losses resulting from accidental 
fires. 

https://iscert2.in
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8. DE':.CR!?flQ~; CF ITEM7. S,\MPLE OR 
!TEM ~lO. (WITH !SCLljSIVE DAT[S OH RE,c:n1c!i PE;,1cDS) JOU tiO•. 

J_ - - ---- --- - -
Tcx2s City, Texas~ Disaster Investiaative File.40. -.~,r-.~t,~·lfl, . - .A£.A ,,-.Of fer ;:my ..i1~ es:±± r:r,;is;;;9reJ @@pie:; to NARS. r.....,,,,,,,..,.,r:i;....,'/. 

'l'he Dureau ,1ssistcd other Government agencies in 
J.ctennining the cause of the amit1onia-ni tr ate 

1explosion on a ship in the harbor of Texas City, 
'TLcxas. Reports are retained as docun:entdLion 
of the investigation. The basic data and in-
vestigative material has been retained by the 
National Research Council. 

Elevator Test Records. Dispose when equipment i. 
removed from building. 

These records relate to elevator inspection in 
specific Government buildings. They include 
copies of certificates, film showing d.ction 
re~dings of tests, approval documents and re­
laced correspondence which are retained for the 
life of the equipment. 

l\pp_Jj,~9-_ }1c1_l:hL;1tkl.t_:i,cs Re_c9_E"d:?.. 

Applied Mathematics Punch Cards, Tabulations 
and Paper and Magnetic Tapes. 

a. Final result cards, tabulations and tapes: 

1) Record desired by sponsor. Transfer to 
sponsor upon coMpletion of project. 

2) Record not desired by sponsor. Dispose 
l year afb=::r coT~!pletion of report. 

3) Rc,<:orr3.s of r,;;_th tc7.bles, codes and com­
p2.1.·.1ble r:,a!_eci2l. Dispose ·when supersede 
by new r•:>sults. 

b. Subsidi~ry or preliminary cards, tabulations 
and tdpes. Dispose when project is terminat•d. 

These machine records are compiled in collabora­
tion with NBS staff on computational problems 
arising in Bureau scientific and ad~inistrative 
operations or in undertaking research problems o 
jappli~d math of inten::;3t to other Government 
agencies. ,_ ., 

10. 
ACT:Otl T AKG{ 

-· -- - -·-···---- --- ----------- ---- -·- -- -·- .. -- .- -------------- - -------·- --· ···-· --



--------------- ----------------- -- -------

Job Xo. ______• •1 A t • o( ___ p:1gc:i 

1-<EQUEST F~R •AUTH 1~ITY TO DISPOSE OF RECORDS~onli~uatio~ Sheet 

9.8. D~~..:::Rl?TiCN CF IT[4 to.
5M'PLE OR

(WITH l:lcu;~, ... E DATES CR RETc::;r1oi1 P£2:0DS) ACTIO:, r,;KENJOil t,O. 

------------------------1------1-------

Gauge Records 
; c.c. r--t'tit1., J 

43. Ser-cw Thread Survey. All J.ila1scr :::,w,relatcd to this 
should be offered to the National Archives for 
pc~rrr.ancnt retention. 

The survey was undertaken in 1932 to measure an 
e~,;tir:Fl!J~d 7,000 bolts and nuts and obtain 
meusurcmcnts of thrc~ads in order to establish 
standards which were issued by the American 
Standards Association. Summary reports are ,_, .. - .. 
retained as documentation of the survey. All 
other papers will be fully exploited as they 
are now over 40 years old. 

44. National Screw Thread Commission Records. 
Permanent. Offervto National Archives. ac.c. ...~t:,• .,> 
The Commission was originally established by 
Congress in 1918 to stu<ly and establish standard3 
for screw threads, under the technical guidance 
of NBS. It was terminated in 1933 by Executive 
Order 6166. The rccord:3 include orders, 
minutes of meetings, correspondence, digest of 
congressional hearings, technical data, blue­
prints and related papers. In addition to 
the orders and minutes, four reports decumenting 
the activities and determinations of the Com­
mission were published by the Bureau and are 
retained. 

Currently, activities connected with the 
stand~rrlizalion of screw thre~ds are carried on 
~aticn~lly, by the A~erican National Standards, 
Institute, and on a broader scale to ensure com­
~ati~ility, by the International Org. for Standa,ds. 

Electronic Computer Records 

Electronic Computers Operation Log. Data 
Autornation Progr2m Reco:r..-ds. Of~or ts 1:1;1,:9 ;:-ol!-

,,pc·F-.i-:-.i;iort ret@1±"l-:i 1,m, ~1oc9 l19i9 el-°eu--.'!:"rl!:2 s. "@y 
'HARO, U-'.e ':ei 1.!@!"Qffer~ to Patent Office;~ 
~~~ . 

The infon""lation posted to the logs relates to 
oper2tional and engineering matters noted by 
opcr.::.tors during the compilation of a data for 
a specific. project and used to obtain cost data 

and to determine operating efficiency. 

mailto:1.!@!"Qffer
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Scientific Publication Records 

Editorial Record (NBS 114, Manuscript 'Approval 
Form) and related papers. This record is 
generated within a division and accompanies the 
mc1.nu:,ct-ipt on its approval route to the Editorial 
Review Board. This documentation of manuscript 
;1ppr.ova l (or di s2pproval) , maintained by the 
Off.ice of Technical Publications, may be dis­
posed of after it has been microfilmed for 
administrative purposes, or after 5 years, 
whichever is sooner. 

Technical Reports Development Subject File. 

~/j/"/ E-
a. Policy Implication correspondence. - .._ ....... .1..11

""'1tflfll 15 years oM ,.;oui !!.to. 

' 
b. Processed Material. Dispose 1 year after 

essential data are published. 

c. All Other Maleri?l. Dispose when 2 ycar:-s 
old. 

This file maintained by the Office of Technical 
Publications, for the most part contains pro­
cessed material developed both internally and 
externally and utilized in the preparation of 
technical reports. The correspondence re la·ces 
to public relation activities. Except for some 
correspondence authorizing tho use of the NBS 
name or data and complaints, the correspondence 
is of little use after the period indicated. 

Manuscript Control Card. Dispose of individual 
ce1rd w11e,n I:72.!!UScript is published. 

This file :i.s a control record of the manuscript 
from the time received in the Office of 
'l't~c1mical Publications, noting exi tori al review, 
approval and publication. 

Certification File. Dispose when 5 years old. 

The Bure2u is called on by firms and individuals 
to certify 2s to the 2uthenticity of technical .data re le2scd by the Bureau and needed for legal 
use. 

.. ---- ------- . 
I-·-----· ·-----... - -- -- - ---- ---------------- -·----- ------------------ ---------
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Th.~ntal Film Loan and S<1le File. Dispose w11en 
2 years old. 

This file includes correspondence, shipping 
orders and fiscal documents pertaining to the 
loan and sale of dental film through the Office 
of Technical Publications. 

Library Accession Book. ~~5 years aft(, 
~\ric•:t=:=-

. ·:.--,../,-:!7~· -

Ledgers are maintained noting the accession of 
all books purchased, with related d~ta.ai to 
authorization, voucher nurnber,.date received, 
cost, when removed·and.other informalion. 

Library Overdue Notice (Ch~rge Card). Dispose 
when 2 years old. 

TI1ese card records are used as a control over 
books loaned. 

Proar2m R: vi.ew Board Fi l(_;S- __.______ ---- -- - -- -- -
Project Case Files. Dispose 10 years after 
termination of project. 

The Board reviews the current and proposed 
scientific and technical programs of -1:he 
Bureau. It assists the Director to coordinate 
Bureau prograrns hy conducting syste!clc:tic 
analyses of the operational pLms ;c,nd accomplisr -
m8nts of t11e scientific divisions. Projects 
;_o;re t11e basic prog-r2m of t1,e Bureau, undertaken 
by th2 te 0 'mic2.l divisions upon i:he 2.pproval of 
t~112 Director, ',,·hich are either sponsoced by 
other gov2rnm2n.t agenci2s or by Bureau funds 
for fund;::n,..::ntal research 2nd technical 
activi ti,:s in physics, math, chemisty, etc. 
This file includes statement of objective, 
justification, plan of work, cost estimate, 
progress evaluation reports, etc. o~......,,~
Proposed Project File. Iil:~m.: 10 years 

This file contains copies of correspond~nce and 

related d2ta p~rtaining to proposed projects 
··-· - -·-· ·-----·-- .--· -- ---- ---- - . - _______.........'---------'------~-
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refern:;d to the Director for review dnd commcni.s 
by interested tsc11nical divisions. It is 
possible for the proposal never to become a pro­
ject. 

Board Members' Files. Dispose when 3 year:..; old. 

These are copies of papers which are maintained 
by boded members. All pertinent papers reL' :·ing 
to a ::3r...ecific project are in the case file '-'· td 
further documented by records covered in Items 
1, 21, 26 and 27. 

__?a.tent Records 

Lowell-Dunmore Patent Case and Policy Files. 
Permanent Records. Offer to 0Tational Archives. 

s-,,f&,:'"..;.., r<t!l'J 
The file was developed by the Bur,~au and ~ 
~J~~bs in part the investigative records of the 
J)2partrr.cnt of Justice on Governm':";nt patent 
practices and policies that supported the lcga.l 
action in U. So vs. DubLlier Condenser Corpora­
tiono 

NBS Committee on Patents Records. 

a. Minutes of Meetings. :R-eeoin 2~ y@er .!'!I @Jil:8: 

eoui6iilf f9. a] 1 Pai;;.;i!l'l!@ 11:ccotds, /'6/P;tJh-h'CNJ: 
b. All other p2pers. - Dispose ~~1en 5 years old~ 

'1,he minutes of th:; Committee n~cetings are a 
rl.ocunentation of the Committee's actions and 
decisions. All other papers of importance are 
duplicated in the individual case folders 
(Item 58) and are being retained for a sufficieri_ 
period lo provide for legal needs. 

Patent Records. Dispose when 20 years old or 
20 years after patent approved, whichever is 
later. 

The files maintained in the Patent Advisor:s 
office and in the technical divisions include 
records of p;,.tc1 ,t app1 ications, p€ndi.ng, allowed 
~nd abandoned, invention disclosures and their 
disposition, all patents issuedt assignmen~s and 
. l i c2n5.~s ; . _2nd __ :re J_,.c t_e ~_sor rE:_~onoe n c_~----~a:_:__nc__d_.,_P__c:_p,,_e_r_s_.-------'-------

r-:--~r c'-~i~r., i ..--..c!a.-ii..,1~ Gri:-.;i•-:.cl, to he ..:ubrr.ittrd to ti1e .?-;o!~o:Jal J'....xchives 

https://Gri:-.;i�-:.cl
https://p�ndi.ng
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Records in the Pa.tent Advisor's Office are ;et 
up to provide for a uniform patent policy as 
provided by Executive Order 10096 as implemented 
in 37.CFR 300, and orders of the Government 
Patent Board and the Deparlrnent of Commerce. 

The records in the technical divisions include 
the work papers and laboratory noi:chooks of 
in(Uvi dual employees (showing deve loprnent of 
ideas and equipment) that can be used as evidencE 
in the event of controversy. 

Under current legislation, the life expectancy 
of a patent is 17 years. The records are re­
tained for that length of time to cover the 
statute of limitations and an additional 3 years 
should any other possible need arise. 

International Relation Records 

Foreign Scientific Trainee, Guest Worker, Visito1 
C0se Files. Dispose 5 y2ars after case is 
closed. 

These include correspondence, personnel and 
fiscal data, reports and related papecs. 

Foreign Scientific Visitors', Trainee~1,and 
Guest Worker Subject Files. Dispose ~r-~r 8 
!years ./JJ/J, 

;~~se subject files relate to the T3urc,.o.u I s fon:;icn 
I . i . f' - 'scicn~i_ic 2nd trainee progr2~s. P2pcrs docu;; ,-::n -~ ing 
1,the program are in the cuai.:ody of the sponsoring 
,.'i<'Cn•~yC ::j . ._ • 

..;_.c..__ _:c_:..c...::..:_-=...:.:::.:::..::_=c~1•leia~1ts___ and !'-i2asures________Records_ 

isitation Reports. Dispose upon receipt of new 
repo;:-t ~ or ..r:T•j a•: 1!ln.-n,r ii : usx ._ ~ ,:;-~c/tJ, 
~~ ~ 

f~ cpresentati ves of the Office of Weights and 
Neasures visit State 2nd Local Government weiaht~ 
;and r::c,i:-sures offices ,::nd fill out qucstionnai;es 
;re<]c.rdi~g. the of~ices' dCr,1ir::st;-ation,. educati<;m 
;and training of inspectors, lao and field equ1p­
~entr special problems, legislative and relatea 
!information. This is then used to assist offices. 

-----·-
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National Conference Program Records, except 
Annual Report a_nd Bulletin. Dis pose when 2 ~-
yeurs old. 

'This office plans for and coordinates the Annual 
-National Conference on Weights and Measures. 
'Th~ papers 2ccumulated in planning for the 
aqc,nda arc disposable but the lmnual Report and 
Bulletin pnblished by the Bureau are retained 
( Item 1). 

Copies of St.ate Laws and Regulations on Weights 
and Measures. Dispose when superseded or ob­
solete.yid«t Bh)~oet1~, n=>gjg:.r ccel:!l :€i¥e ,ear.,.,. 

~--~ec..d . 
Questionnaires are sent out yearly to all State 
weights and measures offices requesting a curren 
copy of their legislative ,mthori ties. These~"- ~iii, 
.r;oc.orels are used in assisting manufacturers who 
desire to trr1de in ·the States and a::-:e interested 
in the legal requirements before undertaking ·the G.ctivit • 
The legislai·ion is also used in ;-,.ssisting the 
State offices to abide by their legislative re­
quirements. 

Investigative files on use of Seals and Lab2ls. 
Dispose when findings are reported to National 
Conference on Weights and Measures. ~± u112 • 
@➔ Cttl; r@oicee EVCLJI fi 110 !fr.ietta. o-,'~ ,,,-~ ~ 
~ -4-~ -. . , 

The file includes correspondence, reports and 
related pap~rs p~rt2ining to use of seals and 
lahAls in SL,.t:e wc,i<Jhi::s 2nd rr,easures activities. 
'fhe findi.nqs c~re reported to the National Confer nee 
on v;eights 2nd t<c;1sures for their information and 
a.re doc1..l,nonted in the Report of the National 

!Conference. 

Co1r,rnodi ty Subject File. Dispose when superseded 
or obsolete~~~ffl";r':"'.~~•,-~~~;w.._.1.-@o~~,-~~~ 

~ J _I - I • ~ - - -- •
-;,>«,P ~,~---~ 

This file contains general reference material, 
with some correspondence, utilized in answering 
telephone inquiries in the gerniral 2rea of 
measurements. All calls concerning general 
me2surernent matters that are received by phor,e 
are normally routed tn +-he Office of Weights 
2nd i•icasures by the telephone operators, unless 

lothE:n-.'ise requested by the inquirer.
I_ - -
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Manufacturers• Correspondence File. Dispose 
whl~n 2 years old. 

T11ls file contains correspondence with manufactu ers 
of weight and measurement equipment and their 
related brochures. If any of the papers have 
continuing informational use, they are transferr d 
to i:he Cornmodi ty Subject file. 

Weights and Measures Specification File: 

a. Correspondence. Dispose when 1 year old. 

b. Specifications. Dispose when equipment is 
no longer in use • 

. 5 Y'si ilifll!J. 

This file includes specifications, photos of 
equipment, and related correspondence pertaining 
::o testing (~quiprnent used by the States. In­
c1uirics are received asking info as to t11e 
merits of measuring devices. The Office of 
He;ights and Measures 2dvises the inquirer as -Lo 
equipment specific,J.i_ions of various m,,.nuf;::cturer 
but will not give an opinion as to their merits; 
inste2d it advises what State utilizes specific 
devices. 

State and Local Offices Calibration of Standards 
File. Dispose when 10 years old. 

The Office of K2ighi:s 2nd t-:22.:;ures in its pro­
motion of efficiency 2~ong the local weights dnd 
meGsures jurisdictions advises them of require-
1nc:,nts of their local laws and regulations that 
·they may not be a.v.:are of. The file includes 
corrc::;pondcnce and related papers which are 

1maintained alphabetically by State. Excerpts 
from the local laws are quoted to the local offi es 
and they are advises that they may call upon the 
Bureau for any assistance they may require in 
rectification or adherence to their legislative 
requirements. 

-- -- ------ - ------ ----·--------------- --··- ----- ··------------
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Records·of the Standing Commit.tee on Spccifica­
~ions and Tolerdnces of the National Conference 
pf \!c~ghts c1r:1d Meat,ures. Dispose 2 yc;:,rs uft~r. 
!Positive action completed. ~ ~Hl c_nni!t-, pur:e:r,,. 
a1rsa 1-1r 5 !/O at~ @ • 

~ me1nbcr of the Office of Weights -and Mec.3.surcs 
lis the secretary of the Committee. The Bureau 
1~ublishes the Speci ficaU.ons., tolerances and 

egulations for Commercial \·;'eighing Devices whic 
re developed from the problems acted on by the 

~omrni ttee. Amendments r1re published yearly and 
a new book is published about every 5 years. 

700 Training Material. 
le ~~a~gos • 
~.,~ tJF~ y . 

The Bureau prepares and issues training material 
of ~ssist □ nce to the State and Local offices 
administeri.ng weights and measures programs. 

Records Pertaining to the Plans and 
Specif i~__c3._t.ions of PhysJ~nJ _Fa_~i_]J.t i_e~ 

Record Copies of Blueprints and Sketches of 
-Buildings. Dispose when building is no longer 
_in custody of NBS. J;;q any cecnL, rccie,; cocry!IJcS: l e @r ::r. -

1he Bureau designs: ~anages 1 and controls the t 
ibuildings under its jurisdiction. A record 
,copy of all building pl ems wi t"h ,-:,.ny subseq_uent 
~odific;:c.tions is rei::.2incd by 1)uilding nur,11Pr as 
ilong as l:11e building is in cusi.::ody of i.::11c Bureau 

fuilding Construction Files (except those 9ortiols 
,covered by provisions of the GRS). Dispose 10 
years u.ft:cr tcrminction of project. R-eui.o•.· -
~hec~ fiJos @¥@¥' lQ yoarcu 

(These_re~ords relate to alteration and ~onsLruction 
i°f buildings by contra.ct bei.:.\·:cen t.hc bu1.lder 2.nd~ 
;DoCo The files inclrn'lcs en<;Jincerir.q, drafting, 
:planning I estimating, space and insp:,ction paper 
j~elating to 1:relimin,n-y planst specs and estimates 
fevelop~d prior to the_award as ~ell as copies 01 
/the contract, ch2nges in plans 1 tracinas, extra. 

_________J:ost c~cu-1::~_nts and ~cl~~e~--~~~-ers 2~~--~~~-~espo~dl~~~-:______________________ 

https://contra.ct
https://administeri.ng
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Except for correspondence relating to the 
contracts and reasons for extra costs, the pc1per~ 
covered by the GRS are disposable a few years 
after completion of the project. 

Record copies of the contract and fiscal docu­
ments arc maintained by the appropriate unii:s. 
The remainder of .the Gase file is retained for 
a longer period should any defects or non­
compliance to contract be uncovered. 

Building Construction Subject Files. Dispose 5 
years after project is terminated • .. Reoiceu 

These files relate to the construction of Bureau 
buildings in the field., and include charts, 
estimates, specifications, modifications and 
related corrvspondence. The file is partially 
duplicated in the building case file (item 72) 
and is retained for a period sufficient for the 
administrative needs of the Bureau. 

~~~:er;~~~;,':~~;~~~~!:~~ev~~;~;,,,::::~ year 
Readings are mad~ of the tederature in various 
b-Jildings for the purpose of determining whether 
thore is a justificatio'n for the installation 
if AC. Within one year, the installation is 
either approved or disapproved and the charts 
lare of no further value. _ _ ·t, 

jyP'.~·.\·ecrs Pl dont ~'.:i'.,t'.:n~~':E,, Log:. , Di_s~~~'.'"w~e~~ : ..{I'-"- 0 -1 . _.. ~--:i. ---,.~, -~·--·· ........ '-'-.1 ~-1"'•·~-·-"• 

jThcse are daily logs maintained by the power 
,plant showin~ readings of the various meters and 
steam pressure gauges. 'Their purpose is served 
and they have no further use after the readings 

ave b2en posted. 
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Committee Records 

.- 76. urcau Sponsored and Bureau Associated Technical 
Committee and Conference Files. 

Files of the Secretary. Transfer to the 
~3uccceding Secretary. .i;?.e o ic.1 e: oer l 10 )"9 T@ 

k@ e3@@rtain 1<1-l@".=:iaicr @f. ttoe enJ 6:1! "11 ilfl•¥ 
~e tli ape a able. /'elfAl/tN'f:-N'T, 

Files of the Chairman. Dispose when appoint-
ment is terminated. 

Files of Defunct Committee, except those of 
the Secretary. Dispose 2 years after 
inactivated. 

Files of Members. Dispose 2 years after 
specification or standard is published. 

Tn conformance with the NBS activity to develop 
Lmd improve new scientific technological pro9esse;$, 
~aterials, standards and codes, the Bureau 
desionates certain m2rnbers of the staff to become 
Femb~rs of technical committees c'lnd commissions 
bf national and international scope that Lhey 
~ponsor or co-sponsor. In each case, the files 
pr the Secretary (exclusive of itr:m 69) contain 
it.he files documenting the committees' activities; 
~he files of other rnembe'rs are disposable after 
tthe period indicated. In those instances where 
~he chairman of a commitf~~ or subcomnittee 
bperab~s in the dual function as secretary, the 
kecords will be considered as records of the 
~ecret,'i.rv. 

~'i lo~ ":f,_ Technfral Committ,ees not Sponsored by 
or n.rfilJ_ated with NBS. Dispose when 5 years 
k:>ld. ~.,_ d1IY c. 1fe:11t:, rc 1eTieeo every 5 years=, 

/These records relate to papers of committees 
hav:Lng r:o direct bearing on the activities of 
/the Bureau. They are retained long enough to 
satisfy the reference needs of the staff. 

https://ecret,'i.rv
mailto:1<1-l@".=:iaicr
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~~----,--::c,rnncnt Standards Commit-tee Records, excluding 
\_:;/ [tho:,e of the Secretary. Dispose 5 years after 

f.,i:cc,ndard is established. (I1o1. e11y eee12rl§; q,gjpII 
i:ll ,-y (; } QOl? □ C)I .--
;r11esc records include the cornmi ttee records 
rccumulated in the development of standard 
,overnmcnt purchase specifications .for the 
:::oordin;::itinq agency, GSA, Fed. Supply Service and 
Jrcdecessor agencies (the Federal Specification 
3oard and lhe Federal Coordinating Service). 
ccords of the Secretary are retained under Item 
6 a. 

'tt C d F'l ~~1J""'S · · 179. Cammi · ee ar 1 e. '[;igeMJ.n c-,L •:f ---cne or1g1.na 
.::,cta.,v~ copy of the Directory f~ 15 years d/q, 

1 

Fof :eference purposes, retain for 15 years the 
11 Directory of Committee Memberships of the NBS 
Staff on Engint;ering Standc1rds Committees," 
published by the Office of Engineering and 
Tnformation Procc~sing. 

-GO. Standing 1\dministrative Commi ttce 's Records. 

a. Reports and minutes of meetings. 1-oati!!!ill 6e!l!ioo 
~ d ,ae m s @.L ~ 1 e o i@ :r. ,t'f::-AA'/A ;vf;.A,,'7: 
b All other papers. pispose wl1cn 5 years old. 
~ .11J' ---e ...... B:i:; 1:-g ... -r~@~,.re!,J._ty 5 .Y'-c.1L.J. 

P..dminist.ra.tive. committees a.re established by the 

l
jDirector to assist end advise him in discharge o 
i; administrative responsibilities. Included are 
t1,e Shnpsr t-:0ch2nical Facilities, Library, 
Editorial, Educational, etc. committees.) 

,Rccocds of employees I rewards arc covered in th2 
1GRS; those p:::rtain ing to Board of U. S. Civil 
Service Examiners are records of the Civil 
Service Comri~~ion and not covered herein. The 
records of the Program Review Board and the 
Committee on Patents are covered in Items 53 
and 57. 

mailto:r~@~,.re!,J._ty
https://or1g1.na
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Perso!Jal and Phy~ic2l-Securitv 

Employee Security Case File and Security Personn 1 
Record Card, .i\SD-4 7 .€:,}Break in;:icti ve employee 
case files every year and dispose one year later 
Break card file every 10 years 2nd dispose 10 
years later. · 

Secucily clearance is obtained through the 
Director, Office of Investigations and Security 
of the D2partrnent of Commerce. The case file 
contains copies of papers attesting to the 
s2curity clearance of Bureau employees as well a 
research associates and guest workers. The 
Bureau's file includes papers that may not be in 
the Department security file, such as papers 
from sponsoring military agencies which have 
cleared Bureau employees to work on clasqified 
projects. Case files and card records of 
employees leaving the Bureau are maintained in 
an inactive file. 

Certification of visits. Dispose when 2 years o d. 

These files include tele~1onic no~8s, correspond nee, 
memoranda, and registers cc::rtifyinq visi. ts of 
Bure2u employees to scc,n·i l:y 2-n::cJ.s outside of 
-the Department and for visitors i~o be admitted 
to security areas within the Bureau. The in­
for~ation is of use in determining what persons 
were ~uthorized to be admitted to the area in 
1
'question. 

Key Rec0iDt Records. Dispose of individualicard when.key is 2ccounted for. 

~his is a card record of accountability of keys 
,to 2rcas within the Bureau. The file i.s 
~naintained by the name of employee 2nd by room 
bumber. ~fuen a key is charged to an individual 
rmployee, he signs a receipt which is then filedfY his name. Upon return of the key, the re­
ceipt is returned and the room card record is 
destcoy,:;d. 
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Per~onal ?.nd Physical -Security Subject Files. 
Dispose ..,,10 years .o/tJ. 

These are the subject files containinq corrcs­
lpond9nce, me~o~anda, ieports, forms, an~ rel.::i.tcd 
papers perta1n1ng to personal and pnysical 
security m.::i.t :.ers. The more important records 
:,re cvaluc1ted on Lheir own merits ( i terns 81 and 
8 2) • 

kecurity Violation Reports. Dispose when 3 year 
bld. 

Ceports are made to the Security Officer u.dvi.sin 
1of violations of Department :-.:;ecuri ty regul ,1tions, 
i.e., leaving security area or safes unlocked.lThe record is of short time use as the individua 
esignated to maintain security in the violated 

area is contacted by phone when area or :c;afe is 
found unlocked. This is then followed up by a 

c,mo from the Security Officer r (covered in 
Item 84). 

pped.21 Authorizdtion to Admit Employees to 
SE:curity Areas. Dispose at e:xpiration of period 
cov~red by authorization. ffl any c_y~n.'-:, n:J ,-i_c,.r
1 

rhis file consisf~ of m2mor2nda from the Securit 
O~~icer authorizing personnel to be admitted to 
~ecurity areas. The presence of persons in 
r~)~rity areas is registered by the guards, (Item 

,i sts of Persons Authorized to be Ad71i tted to 
Securi t.::y lu-e2s und those having combin2tions to~ 
!Safes. Dispose when superseded. 

Four copies of lists are prepared for personnel 
authorized to be admitted to security areas and 
those having the combinations to safes. All 
copies 2re disposable when superseded by a curre1 t 
list. 
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Guards' Clock Charts. Dispose when l year old. 

Th0se are machine charts that record the time 
that the guard making the round of his stations 
inserted the key into the clock. 

~~ 
890 Post Assigrnr:ents Form ASD-40. ~for 

l.i.i,~;,,,,;.~~~ f,ye ,ff S ~ ~O!@ ~. 

This is a record of guards on and off duty, for 
each watch, pistol and radio assignments, and 
other pertinent information. 

Log Books and Registers. 

ao Central guard office master logs. Dispose 
when 2 years old. 

bo Register of employees.admitted after work-
i_ng hours. Dispose when 2 years old. 

~1cse logs and registers note n<lmes of guards 
on duty, 3pecial inst_ructions, 1nessc:_qes for 
guard coming on duty, reports of 2ccidcnts, pro­
p~rty passes collected and reports of ~cl2i9d 
yuard duties. The logs are retained long enough 
to satisfy all ac:lrninistrative and security needs 

Accident Records and Related reports. Dispose 
6 years after case is closed. 

These records relate to motor vehicle and other 
accidents on or off Bureau grounds, and relatedItort clairr.s. The files are retained long 
enough to satisfy the administrative and legal 
needs. 

Civi 1 Defense ·wardens card records. (Not 
active at this time, but cards assigning 
indivicuals do exist.) DisposB of individual 

Icard h·hen appointment is terminated. -

1Thcse cards show name 2nd station of the Civil 
D2fe:nse Wd.r<:'3.ens. 

lt)--MH:.!S-1 ...; ,. o 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuonon Sheet 

7. 
lTC.l liO. 

93. 

94. 

9. 10.8. DES-CHI PTION OF ITE ',f SA~'PLE OR ACTION TAKEN(WITH Jr;cu;::1vE OJ1TES Ci\ RLTEhflC-H PLRIClDS) JOB NO. 

Report of Lost P~operty (NDS 20). Dispose 
ei.fte,p, one year~ 

This form is used to show article(s) lost, 
date, oi.vner, etc and action taken by thep, 

guard. It is retained only long enough to 
satisfy administrative needs. (This form is 
also used when property is found.) 

Emergency Request for Leave. 
1 year ,,;ld, 

This is cln internal form showing person 
requesting emergency leave, who made the 
request and the reason. It is retained long 
enough to satisfy administrative needs. 

10-6'.it.:S-1 C.f"O 



------- ---------

.No., .. 
or __ p:q.;f's 

1<1:QUF:S·t' FOR l\.UTHORITY TO DISPOSE OF RECORDS- Continuation Sheet 

------------------·---·--·------------
9. 10.8. GE~-G,:PTJCtl CF ITE~~ s.~l1ru~ oR ACTIO:-! TAKEN{Wlfll ,,,c:..e:::rd: DATLS CR RLIE~lTION PLRiO~S) J08 NO. 

BUD3ETARY RECORDS 

95. The activities of the National Bureau of Standar s 
are fin~nced from three sources: from appro­
priations provided by the Congress; from payment 
by other agencies for specific research and 
dcvc loprnc::nt tasks; and from payments by in­
dustrial concerns, universities, research in-
sti tulions ;:rnd qovernrnent agencies for specific 
calibration or testing ~erviccs. 

In carrying out its budgetary functions, the 
Bureau creates or compiles, nn a continuing 
basis, the following seri, s of records: 

a. Correspondence files showing Bureau policy 
and procedures governing budget administration, 
and reflecting policy decisions affecting ex­
penditures for Bureau programs. Re-t~ /'l:lfAl/1'."",.A;.,.­
i;:-e ..:_""~1-,d:~... _: ~-1. t: l. J.r; }l0~1: ..":; \~:__; ~, .;cg-,..rj_ 21 I QJT l Jf} zl 5 y@ 2 J~fii{,~ . 

b. Official file copies of budget estimates 
prepared or consolidated at the Bureau, com­
prising appropriation lcnguage sheets, narrative 
statements and related schedules and data. 
:Re¥.ain _rJ€:Cffl61iCiillj, 1.@HOVPJ?; l".'.C~ic:: @e"O!l'.) 25 
~~-~~ ;J.,~rrld. 
c Corresoondence 

• 
files of the Budaet Section

.L ... _, 

not otherwi::-~e covered in this 3chcdule, as 
1iwell as copies of Item (2) in various offices 
:and dividions in the Bureau. Destroy 1 year 
!after the ~lose of the fiscal year covered byi~e b11daet0 

{ii) ';iorkpapers, cost staterr,ents and rough data 
;accu111ul2ted in preparation of annual budget . 
~stimates, i~cluding duplicates of papers des­
cribed in Item (b). Dispose 3 years after the 

ose of the fiscal year covered by the Budget. 

Apportionment and reapportionment schedules, 
oposing quarterly obligations under each 

~uthorizcd 2ppropriation. Dispose 2 years after 
~he close of the fiscal year involved. 

mailto:1.@HOVPJ
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1~1-:QUE:__,·1' J:'Ol{ l\U'I'HORITY TO DISPOSE O.f RECORl1~~-- Coniinuuti(m Sheet 

8. c,--cr1:?i iCl CF If['.~ 
9. \G. 

7. SA'-',l'LF. OR ACTI0:1 f ;,:,, r~
(\'ilTH ftiCU;::i,:: DATi.S CR ;\ t.. TL:1 IJ..,>l Pi"~~IGOS) JO!l r,o.ll r~M NO. 

<r;). i\pµropriation. fold?rs ('<?ntaining a complete 
co11n:-,,ct:uc1.l 2md financial l,istory of each re­
::3(,,,rch pi:ojt"ct sponsored by anot11er Government 
acjt"iwy. D.:::;troy 12 years dfter the fiscal ye2r 
in w11ich 1-1,c project WdS closed. 

~ Pu_)jc::ct fol<3crs [or ec1ch sponsored rcse,irch 
~jcct~ Includes the project authorization 
noi:i(:c z1nd. occasionally the project order and 
rel,_, Led correspondence. Destroy 7 years after 
the fi.scal year in which !:he project w2s closed. 

Periodic reports on t11c status of ;1i_;p1-·opriai ion 
apportionments. 

1. End of fiscal year report. Dispo::,;e 4 years 
after the close of the fiscal year covere 
by the report. 

2. All other reports. Dispose 2 yc~ars after 
the close of the fiscal year covered by 
the report. 
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REQUEST FOR l\UTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10. 
SAl,\PLE OR8. DCCRIPTICN OF IT[I.I 

,\CTION TAKEN(WITH Ir1:Ll'Sl\'E DAl[S OR RE..-n::1I1c:~ PER!t)QS} JOl3 NO. 

---- --- -----·--. ----·----------------------· 

96. ( Supp]y_Division - Property Management 

Computer Output Microfilm -

Hard copies of the NBS Capital Equipment Re­
ports are produced monthly, accumulated for 
three (3) months, and then microfilmed via 
computer. After the COM is produced, the hard 
copy is destroyed and the'microfilm is re­
tained. 

The original COM is stored in a safe in the 
Accounting Division offices. A copy is re­
tained by Supply Division for reference purposes. 

Both the original and the copy may be destroyed 
at the end of 9½ years. 

Procurement -
Contract, requisition, purchase order, lease and 
bond 2nd surety records, including correspondence 
and related papers pertaining to award, administ~a-
tion, receipt, inspection, and payr;ient. I 
1. Procurement or purchase org. copy and relatled 

papers. · /ti. o•O . 
a. Transactions of more than $2fsoo. Dispos 

6 years after fin~J~~OTnent. 
b. T1.-ansactions of._ $ ;;;,~ Qr less. Dispose 

3 years after final payTt1ent. 

--- --- !____ 
lG-6~-t:!S-l CPO 
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RCQUE:S'i' FOR AUTHORITY TO DISPOSE OF RECORDS-Conl:inuafion Sheet 

7. 
j NO. 

)7. 

'J9. 

00. 

. ) l. 0 

U 3. 

9. . 10.8. Di:SCR!PTIC•'.l OF ITE'.A '.3A'.,'.?LE OR ACTION TAKEN(\'/iTII INCLt.:S1','E D,\TLS OR RnrnTIGH Prn:oos) 10a rio. 
----------------- I 

ACCOUNTING RECORDS 

Administrative 

Administrative correspondence, reports and Jata 
relating to voucher preparation, administrative 
audit and to other accounting and disbursing 
operationso EXCEPT as otherwise provided in the 
following schedule for Accounting program re­
cords. 

a. Files used for workload and personnel 
management purposes. Dispose after 2 
years. 

b. All other files. Dispose after 4 years. 

Quarterly History (individual earnings by 
qu2rler, by division}. Records Office trans-
fers to NPRC, St. Louis, Mo. and they are to 
be disposed of 56 years after date of last 

Il entry. . 

out Folders (Personnel folder of separated
1i employee). Recorcis Office tr2..nsfers to 1·::-.JRC, 
1 Suitlc:.nd, ,Md., after 2udit by <cZIQ or after 
j 3 yrs., 1.-.~1ic:--:cver is earli~r. WNRC destroys when 
j 10 years old. 

IT&A C2rd for separated employees. Records 
Office transfers to NPRC, St. Louis, Mo. after 
audit by GAO or after 3 yrs., whichever is 
earlier. NPRC destroys when 10 years old. 

T&A Card for Active employees. Records Office 
lilJlffDBA\'i&transfers to WNRC, Suitland, Md. after audit 

by Gl:..O or after 3 yrs., whichever is earlier. 
They are destroyed after 10 years old. 

:Authorization Card and Record of allotment. 
Dispose when bond allotment is cancelled or 
changed. 

.rll.IliDllA\'IN . Bond Listings. May be disposed of after 4 years. 
I 
I -------------·-·-··--·---
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REQUES'l' FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

I 8. DESCRlf'TIOII OF ITE~ ... :._i~- ---- ... --·--·--·---~.'/JTH lr-.CLUSl"."E DATES OR RIT! tl,JON Prnroos) 

u4. 

'· 05. 

106. 

107. 

'.108. 

-109. 

J.10. 

1.11. 

l?.. 

Application for Leave SF 71. Dispose after 
audit by GAO or after 3 years, whichever is 
earlier. 

Application for Leave SF 1150 (leave transcript) 
taken irnm<?diatelv prior to separation. Filed 
in ,,mployee 's Personnel ·•Folder. 

Notifications of personnel action, exclusive of 
those in Official Personnel Folders. 

a. Pay or fiscal copy. Dispose after GAO audit 
or after 3 yrs., whichever is earlier. 

b. Chrono file copies. Dispose after 2 years. 

c. All other copies •. Dispose after 1 year. 

Quarterly Federal Tax Returns. Destroy when 
GAO audit has been completed or after 3 years, 
whichever is earlier. 

Withholding Statements (W-2). Dispose after 
4 years. 

Withhold i.ng tax exemption certificates (W-4) • 
Dispose 4 years after card is superseded or 
obsolete. 

:Reports of insurance d~ductions and related 
1papars including copie~ of vouchers and schedule 
of payment. Dispose aft~r 4 years. 

Retire1;1C:nt Transactions and Separations. Dispos 
!when G1,,0 audit for the following fiscal year is
Ico:-r:plcte or after 4 years, whichever is earlier. 

!Mernorandum copies of payrolls, check lists an~ 
related Cl:rtification sheets; and Memorandum 
copies of discal schedules involved in payroll 
processing. Dispose after audit by GAO or 
after 3 years, whichever is earlier. 

1 Payroll control registers. (and
I
;Payroll change slips. Dispose after audit by 
!GAO or after 3 years, whichever is earlier. 

9. 

I 
10. 

SA~,'.PLE OR ACTJC:I T,'.KENJOI3 NO. 

.WIJHDRAWU 

WIJ.HDBAW~ 

WlTHDRAWri 

WITHDRAWN 

~ITttDBAWri 

WITHDR&WJ 

rl_lJ!il)BA\Vt:l 

-·-•-·· -----··----- ---------
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REQUI:ST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

I 9.8. CE~cr~:?no~, CF 11 E~-1 10. 
SA:,~?LE OR.• 7. {Vr°ITH 11'-iCLL:Sr•,E D,q_ES OK RLTE:lTi,'.)~~ PER!CDS) ACTIOrt T,\KEN

llL.\l i'~O. JOB :lO. 
---- ---- ---·-··· - --

114. Voucher and Schedule of Payments. Destroy WllHDBAWrt 
4 y~ars after period covered by account. 

115. Labor Distribution Corrections. Destroy when 
YJlUlDBAWtiGAO audit for the following fiscal year is 

complete, or when 3 years old, whichever is earl'er. 

116. Advance of Funds, Applicati6n and Account for. 
Records Office transfers to FRC when GAO audit WIIHDBAWN 
for the following fiscal year is complete. or wh n 
3 yrs. old whichever is earlier. Review every 5 yrs. 

117. Bills for Collection. Destroy 4 years after WlJHDRAWNperiod covered by account. 

118. Cost Reimbursement Contract Folder. Destroy WITHDBA.WJ 
after 10 years. 

1-19. Cost Reimbursement Type Contacts (R&D). Records 
office transfers to FRC after obtaining approval 
from GAO. or when 3 years old, whichever is 
earlier. Review every 5 years. 
Numbered Contract. Includes Invitation, Bid and 
Award, and Construction Contract. Records Offic WllliD!lAWij 
transfers to FRC when GAO audit for the followin 
fiscal year is complete. or when 3 yrs. old, 
whic11-::ver is earlier. Review ever 5 yrs. 

1.21. Batch Control. Destroy "..-.'hen GP.O aun.i t for the 
followina fiscal year ie complete, or when 3 

,yea.CS old, whichever is ea.rliero 
1. 2 2. 1 I:1.voicc Rc,cci ved Card File. Ilcstroy 10 years rn11iDRAWJt 

1 af'c.er L-112 · J a.st activity. 

Deposits, Certificate of. Destroy 4 years after WllliDBAWlt 
period covered by account. 

Cash Journal. Destroy 4 years after period cove ed WllliD8lWla 
by account. 

Detail of Projects Tr.ansactions. Destroy when 
WlJHDllAWNIGAO audit for the following fiscal year is 

i co;nplete or when 3 years old, whichever is 
'earlier. 

Allolr,-;ent Ledger. Destroy 10 years after close Wllt.lDRAW~ 
!of fiscal year involved. 

I 

https://WITHDBA.WJ
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

·-•------- 9. 
1. 

,E:>1 r:o. 

1.30. 

LH. 

-132. 

113. 

115. 

116. 

137. 

1_18. 

139. 

8. l'['{:RIPTIC-,l OF ITEM 
SA'.'PLE OR 

tWIIH ISCLt:'.:IVE CATr..s OR Rt.lE..:ill0~4 P[/\lODS) JOB NO. 
~-------

Limitation Ledger. Destroy 10 years after close 
of fiscal year involved. 

General Ledger. Destroy 10 years after close 
of fiscal year involved. 

\Real Property Subsidiary Ledger. Retain for 
20 years from date and review for possible 
destruction. 

Nonexpenditure Transfer Authorizations. Destroy 
4 years after period covered by account. 

Purchase Order. Includes receiving and inspecti•n 
reports and reservation cost folder. Records 
Office transfers to FRC when GAO audit for the 
following fiscal year is complete or after 3 
years, whichever is earlier. Review for disposa 
6 years after final 

Vendor's Invoice. 
when GAO audit for 
complete or after 3 
Review for disposal 

payment. 

Records Office transfers to F C 
the following fiscal year is 
years, whichever is earljer. 
6 years after final pa~rn~nt. 

Accounting Data. Destroy 10 years after close 
lof fiscal year involved. 

Project Au'chorization. 'Destroy when audit for 
the following fiscal year is complete. 

Bills Issued Register. Destroy 4 years after 
1reriod covered by account. : 

consolidation of Daily Batch Control into weekly
1rtotals. Destroy when G.i\O audit for the followin 
jfiscal year is complete or after 3 years, which­
ever is earlier. 

~eport of Agent Cashier Accountability. n=-stroy 
4 years aflar period covered by the report.
I 
,Budget Status. D2stroy 4 years after period 
:covered by the report. 

I
Printing and Binding Requisitiono Records Offic 

1
,transfers to FRC when GAO audit for the followini 

. · .10. 

I. ACTIO!, TAKEN 

RlDlDBA\'IN. 

WIIHDBA\'IN 

WIJHDBA\'.iii 

l'.(IJHDRA\'lill 

WOtiDRA~N 

WIJHDBAWO! 

WIIlIDRAWt( 

[1IDlJ)RA\'iN. 

t]illlDBAWr:t 

I • 
_________.£~seal _year_ is c_~mpl_ete _or __ aft_~_~_l__y~3Es, which-
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W'QUE~-;T FOR I~UTHORITY TO DISPOSE OF RECORDS-Conlinualion Shoot 

8. C•E~-Ci,lf'r!O:l OF ITE.'-1 
(\','JTH 1~KL\...'Sl\"L D,\TES ca RE:.---rc;nc:i P[RJOJS) 

------------·-·------

ever is earlier. Review 3 years later for 
disposn.l. 

(). Purchase Requisition. Including open end 
contract, petty cash purchases and charge ac­
counts. Records office transfers to FRC w1~n 
GAO audit for the following fiscal year is 
complete or after 3 years, whichever is ear.lier. 
Review for disposal 6 years after final payment. 

, _l_. Apportionment (SF 132) 
Canceled Cr.eeks 
Collections 
Reapportionment 
Voucher Deductions 

Dc"!stroy above 4 years after period covered by 
the schedule. 

UnJ.iqui~ated Obligations. Destroy all schedules 
except tbc June 30 schedule when the GAO audit 
for the following fiscal year is complete. 
D2stroy the June 30 schedules aft.er 10 years. 

41. Appropriation, Fund and Receipt Transactions. 
Destroy 4 years after period covered by the 
statement. 

IP1--oj ,::ct Su1r.rnary StatC:n cnt. D2stroy all reports 
i~:..:c:t:;;pt tr.c June 30 repor.'t when the Gi..O audit for 
U1(~ ~o l lcwing fiscal year is complete. D2stroy 
U1eo uune 30 report after-10 years. 

45. Su,-;i:n,::.ry Statem(:nt of ·Projects. Destroy when 
GAO audit [or the following fiscal year is 
complete, or after 3 years, whichever is earlier 

,, ,.. 
_\). Transactions, (domrstic and foreign). Destroy 

4 years after period covered by the statement. 

Transportation Request (copy}. Destroy 3 years 
jafter period covered by related account. 

1Travel Order Folder. Destroy after 10 years­
'following GAO concurrence. 

9. 10. 
S,\'.'rl E OR ACTION TAf'.ENJOd rw. 

rJII.liDaAWti 

WllliDMWf! 

WJTliDBI\WI 

WJUiDBAjij 

WIJJiQJ:iAWI'! 

---··-------------------- - --- -- - - --- -
·- - ------------
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l~~:QUEST FOR .AUTHORITY TO DISPOSE OF RECORDS--ConEnuaHon Sheet 

9.
8. [;['.'C"li'f!C:l OF IT['.4 SA','.PLE OR 

(SJT!i Jr;cuJSJ'. E DATES OR RLTE..'lT!C'N PETTIOC;S) JQ[J 110.
7. 

1rt•.1 :,;o. 

Und ishursf,d Appropriation Account. Destroy149. 
4 years after period covered by the account. 

150. Correction of Errors, Voucher and Schedule to 
effect. Destroy 4 years after period covered 
by the voucher. 

1. Sl. Journal. (SF 1917G). Destroy 4 years, fter 
period covered by voucher~ 

Payment, Voucher and Schedule of (copy). Destro 
4 years after period covered by voucher. 

l '5 3. Transfer between Appropriation abd/or Funds, 
Voucher for. Destroy 4 years after period 
covered by account~ 

154. Transportation Charges, Public Voucher for.After payment 
Transfer to GAO for audit. (Memo copy is destroyed

1when GAO nudi t for fol lo,ving Yf. is complete or after 
3 years, whichever is earlier. 

155. U.S. Government Bill of Lading (SF 1103). After 
payment, Transfer to GAO for audito 

(Memora.ndum Copy is to be destroyed after 10 
years.) 

156. Voucher and Schedule of Withdrawals and Credit. 
Destroy 4 years after period covered by voucher. 

,,_ 

157. l,fpL·op1: i. a l:ion Wnrran ts. ·. Destroy 4 years after 
pcrjod covered by warrant. 

58. Proc:un~Jnt:!nt Files, consisting of formal contract 
or 2qreements with U.niversities, commercial con­
cern.s .=;nd individuals for R&D work and related 
papers. 

a. Transactions of more than $2,500. Dispose 
6 years after final payment. 

b. Transactions of $2,500 or less. Dispose 
3 years after final payment. 

APPmvm:M,~t~~;;~,; /()/~(.~:/
at( 1);,(\arlme of =_;;::;:~l-C-..•--

JO. 
ACTION T,\KEN 

WUHDBAWtl 

WIJ_Hlll!AWN 

WUHDl!AWij 

\'tUJiOB/\Wij 

WIIttQBl\Wl'i 

IJIHDBAWN 




