
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

 

 

 

  

   

 
 

  

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-368-79-01 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 7/30/2024 

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These items, unless subsequently superseded, may be used by the agency to 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

Items 102/01A2, 1002/01A2, 1003/03B, 1101/01B, 1201/03, 1602/03 are stored in the Federal Records 

Center Program.  

Item 301-02a is active for records dated 2016 and previous only 

Permanent items: 

102-01a(1), 201-03, 202-05, 203-02, 702-01, 702-03a, 703-

SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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. 

All other temporary records are presumed destroyed. 

Note Item 301-01 superseded by DAA-GRS-2015-0006-0007 

Item 301-02a superseded by DAA-GRS-2015-0006-0001 for records dated 2017 and forward only 

Item 301-03 superseded by DAA-GRS-2015-0006-0007 

Item 301-04 superseded by DAA-GRS-2015-0006-0002 

Item 301-05a superseded by DAA-GRS-2015-0006-0003 

Item 301-05b superseded by DAA-GRS-2015-0006-0004 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/30/2024 NC1-368-79-01 
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REQUEST FOR :;,'~POSITION AUTHORITY EAVE BLANK 
{See ln~iructions on reverse) JOB NO. 

TO: GENERAL SERVICES ADMINISTRATION, 
__N_AT_I0_N_A_L_A_RC_H_IV_E_S_A_N_D_R_E_C0_R_D_S_S_ER_V_IC_E_,_W_AS_H_IH_G_TO_U_,_D_C_2_04_0_8___ DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 1-9-79 
u. s. Depar~ment of the Interior NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 
In accordance with the orov1s1on; of 44 U.S.C. 3303a the disposal re

Heritage Conservation & Recreation Service Qaest, including amendments, 1s approved except for items that may 
be stamped "disposal 1ot approved" or "withdrawn" in column 10.3. MINOR SUBDIVISION 

Division of Personnel and Management 
4. NAME OF PERSON WITH 0WHOM TO CONFER 5. TEL EXT 

FTS 
Ms. Betty Empson 343-5661 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

Date 

I hereby certify that I am authorized to act tor this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 218 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

0 A Request for immediate disposal. 

[] B Request for disposal after a specified period of time or request for permanent 
re ntion. 

7. 
ITEM NO. 

101-01 
thru 

1603-05 

IVE E. TITLE 

Director, Heritage Conservation and 
Recreation Service 

8. DESCRIPTION OF ITEM 9. 10. 
(With Inclusive Dates or Retention Periods) SAMPLE OR 

JOB NO. ACTION TAKEN 

The records covered by the attached records control 
schedule are created by the Heritage Conservation and 
Recreation Service (HCRS) headquarters and regional 
offices. 

The records control schedule is included as an appendix 
to a Files Maintenance and Records Disposition Handbook 
which establishes an integrated system designed to pro
vide procedures for the management of HCRS records from 
creation through disposition. The schedule items 
describe each series of records which has accumulated 
and will continue to accumulate. Instructions are pro
vided for the cutoff, transfer to an FARC, destruction, 
or permanent retention of each series. 

The authority granted by this request will supersede that 
provided by Job No. NN-169-2 dated 8-4-69. 

Any records series created subsequent to, and/or not 
disposable by, this schedule will be covered by supple
mentary records disposition authority to be obtained 
from the National Archives and Records Service. 

11115- !:, "tk) "'- 41 (: FR_ 10 I - SC(: STANDARD FOAM 115 
' • Revised April, 1975 

,((l.., ~- '-4t . Ju/ · ,I ✓ / Prescribed by General Services 
~~ ""\~ I ·r it ~Tl;),, -t,,' F¥NB,/JNV1 NNti 1 N/./f.) NNT{.. N/./f I 10 Bo Administration 

:\,I\'- • , I -·~ t,,a· • · I . ' • 'FPMR (41 CFR) 101-11.4 
'-'\ ~I ,, eif Ae.o( ,0 r, ~c l:J eo,va J!\e«.:&/ .> Vitt4»M cz.:,:zw. eopcu-'6... FltC''s t ~- f /,o 
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Item# Series Tit'l.e .. Annual Increase in Volume•102-0la(l) Program Mission Correspondence Files 10 cu.ft. 
201-03 
202-05 
203-02 
702-01 
702-0Ja 
703-01 
704-02a, bJi;l 
704-04a, cl, d, 

e,f 
C,00-14 ' 
1101-0la 
1101-05 
ll02-0lb 
1102-02b(l) 
1102-04h 
1102-050,. 
1401-0la 
]401-03. 
li+02-0l 
l/;02-02 
V,02-0i1-
1L;02-05· 
)J.,02-06 • 
l501-0l •.·
l50l-D7a, b 

l50l-02a 
1501-osa 
1501-09 
1501-10 
1501-12 
1502-0l 
1502-02b • 
l502-04a 
1602-02 
l602-03 
)603-01 
L60J-02 
l603-03 
1603-04 

Director's Chron. File .lcu.ft. 
Organization Planning Files ca. 1 11 

Directives Record Set l" 
Biographical Files ½" when accumulated 
Speeches 511 

Publication l•1aster Files ca. 2 cu.ft. 
Video Recordings and Motion Pictures Not yet created 
Still Pictures See schedule 

Nationwide Plan System File (machine-readable) N/A 
NWP Files • ca. 1 cu.. ft. 
Land Planning Group Files ca. ½cu.ft. 
National Trail System Study Files l cw'ft/ 
Final report, 1.Jild and Scenic Rivers Study Files 3II 

Recreational Areas Studies 2 cu.ft. 
Special Recreation Studies 1 cu.ft, 
Antiquities Act Permit Files ½cu.ft. 
Archeological Project Report Files ca. ½cu.ft. 
Histpric Resource Survey Files 5 cu.ft. 
Historic Resource Recordi.~g Project Files on permanent loan to IC 
Recording Project Field Note Files Ditto 
Photogrammetry Stereo Negatives Ditto 
Recording Project Drawings Files Ditto 
National Register Property Files 10 - 15 cu, ft.·!, 
National Register Determination of Eligibility Files 10 cu.ft. (a) 

1 cu ft,, (b) 
National Register Nomin~tion Files 1/3 cu.ft, 
National Historic Landmark Application Files 2 cu.ft., 
National Historic Landmark Theme Study Files ca. 2u if accumulated 
National Historic Landmarks Site Files ca. 2 cu.ft. 
National Historic Landmark Site Inspection Files ½cu.ft. 
Natural Landmark Theme Study Files ca. l cu.ft. 
natural Landmark Evaluation Study Files ca. ½cu.ft. 
Natural WJ1dmark Site Files 3 cu.,ft. 
Tax Reform Act Certification of Significance Files l½ cu,ft .. 
Tax Reform Act Cert;~ication of Rehabilitation Files 1 cu.ft. 
Surplus Property Files--Preservation ca. 1 cu.ft. 
State Preservation Project Files ca. 5 cu.ft. (paper) 
Historic Preservation Grant Compliance Report Files Ditto 
State Preservation Project Plan Files ca. 12 cu.ft. (paper) 

I Yearly accumulation is expected to decrease because HCRS will be requiring shorter 
forms and less backgrou.~d documentation 
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ITEM 

DISPOSAL INSTRUCTIONSDESCRIPTION OF RECORDSNUMRFR 
~----1--------------------------------------------------1 

CHAPTER 1. RECORDS COHMON TO MOST OFFICES 

This chapter is a grouping of two types of file mate
rial: nonrecord or extra copy files of convenience 
or referenc:e mater1al and general correspondence 
(subject) files. 

SECTION 1. NONRECORD MATERIAL 

This section defines the, types of material which are 
considered nonrecord and provides standards for dis
posing of such material in all Heritage Conservation 
and Recreation Service offices. Nonrecord materials 
have no documentary or evidential value usually 
because they are: (1) duplicate copies of an original 
maintained by a separate office of primary interest 
which serves El:,, rhe official record; (2) printed or 
processed materials of which only the master copy is 
considered official; or (J) papers of a transitory 
nature which cease to have any documentary or evi<len
tisl value after tLeir contents are incorporated or 
adequatelv summarized in other documents; e.g., 
preliminary drafts, shorthand notes, work sheets, etc. 

This type of material accur.1ulates in offices as a 
convenience to personnel, but should he kept to a 
min:irnum. Nonrer'.ord mater :ial is often found interfiled 
with official rapers -- this is a poor files main
tenance practice. Retention of nonrecord material 
is not required. Ideally, much of this maferial 
should be destroy-:,d without filing. This "t-e<luces the 
volume of material in the files and makes files more 
serviceable. If, however, nonrecord material is 
filed. it should be kept separately from official 
records. 



ITfM 
NllMAf.R 

101-01 

0,r<s IJ,_~3o-~ 

101-02 

.... ..... 
0 

101-03 

.DESCRIPTION OF RECORDS 

The following standards cover nonrecord material 
normally created or accumulated as a result of respon
sibilities and activities common to all offices. 

NOTE: NO MATERIAL IN THIS SECTION SHOULD EVER BE 
SENT TO THE FEDERAL ARCHIVES AND RECORDS CENTER. 

Files Maintenance and Disposition Plans. Documents 
which reflect file categories, disposal instructions, 
and other information about the files accumulated at 
an individual file station. 

Reading or Chronological Files. Extra copies of cor
respondence prepared and maintained by the originating 
office used solely as a reading or reference file for 
the convenience of personnel. 
EXCEPTION: TUE HCRS DIRECTOR'S CHRONOLOGICAL FILE OF 
OUTGOING CORRESPONDENCE IS COVERED BY SCHEDULE NO. 
201-03 AND IS DESIGNATED AS PERMANENT. 

Suspense Files. Papers arranged in chronological 
order as a reminder that an action is required on a 
given date; a reply to action is expected and if not 
received, should be traced on a given date; or a 
transitory paper being held for reference which may 
he destroyed on a given date. Examples of papers in 
suspense files are: 

a. A note or other reminder to submit a report or to 
take some other action. 

b. The file copy, or an extra copy of an outgoing 
corununication, filed hy the <late on which a reply 
is expected. 

.DISPOSAL INSTRUCTIONS 

Destroy upon receipt of a revised 
plan or discontinuance of the plan. 

Cut off at close of fiscal year. 
Destroy 1 year after cutoff or after 
reference value has been exhausted, 
whichever is sooner. 

Destroy after action is taken. 

Withdraw papers when reply is 
received. If suspense copy is an 
extra copy, destroy it; if it is the 
file copy, incorporate it with other 
papers for file. 
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NlJMCIER 
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101-04 

101-05 

DISPOSAL INSTRUCTIONSDESCRIPTION OF RECORDS
--------------------------------1---------------------

c. Papers which may be destroyed in 30 days or less 
as being without further value. 

Policy and Precedent Reference Files. Copies of docu
ments establishing policy or precedents pertinent to 
future and continuing actions. Normally, policy and 
precedent files are maintained at ciperating levels 
and consist of extra copies of operating procedures, 
statements of policy or procedure, examples of typical 
cases, and other documents duplicated in official 
files. Original or official record copies will NOT 
be placed in this file. This file consists of non
record copies maintained only for convenience of 
reference. 

Transitory Files. Papers of short-term interest 
which have no documentary or evidential value and 
normally need not he kept more than 90 days. 
Examples of transitory correspondence are shown below: 

a. Requests for Information or Publications. Itoutine 
requests for information or publications and 
copies of replies which require no administrative 
action, no policy decision, and no special com
pilation or research for reply, such as requests 
for publications or other printed material. 

b. Letters of Transmittal. Letters of transmittal 
that do not add any information to that contained 
in the transmitted material. 

c. Quasi-Official Notices. Memoranda and other 
papers that do not serve as the basis of official 
actions, such as notices of holidays or charity 
and welfare fund appeals, bond campaigns, and 
similar papers. 

Destroy on date under which sus
pended. 

Destroy when organizational unit 
is discontinued or when documents 
become obsolete or are no longer 
needed for operating or reference 
purposes. 

Cut off monthly. Destroy 3 
months after cutoff. 
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NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

Recordkeepers shall combine the types of temporary mate
rial shown above into one transitory file arranged 
chronologically. If the volume warrants using more than 
one folder, four folders labeled as follows may be used: 

Transitory (JAN 
Transitory (FEB 
Transitory (MAR 
transitory (APR 

- HAY 
- JUN 
- JUL 
- AUG 

- SEP) 
- OCT) 
- NOV) 
- DEC) 

I-' 
I-' 
N 

A folder is used for each month. At the beginning of 
each month, the folder used the previous month is 
placed behind the other three, until all four folders 
have been used. At the beginning of the fifth month, 
the contents of the folder containing the oldest mate
rial are destroyed and the folder reused for the cur
rent month. 

101-06 Routine Control Files. Papers used to facilitate or 
control work in progress, such as job control records, 
status cards, routing slips, work processing sheets, 
and records which control work flow and record action 
taken or serve as receipts for records chargeout. 

101-07 Agency Directives and Publications - Reference Copies. 
Extra copies of local internal and external regula
tions, directives, and publications; Heritage Conser
vation and Recreation Service and Department of Interiot 
manual releases, bulletins, circulars, pamphlets, and 
public relations material. Arranged as prescribed. 

101-08 Publications of Other Government Agencies. Copies of 
Congressional documents, 0MB Circularst Code of 
Federal Regulations, Federal Register, GSA publications, 
etc. 

Destroy when work is completed or 
when no longer needed for operating 
purposes. 

Keep copies at minimum necessary for 
official reference use. Destroy when 
superseded, obsolete, or no longer 
needed for reference. 

Destroy when superseded, obsolete, or 
in the case of bound volumes, when 
not needed for library purposes. 
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ITEM 
DISPOSAL INSTRUCTIONSDESCRIPTION OF RECORDSNUMOER------•1------------------------------..f--------------------t

Non-Government Publications. Publications of commer Destroy when superseded or obso101-09 
cial firms, private institutions, and vendors, includ lete. 
ing catalogs, brochures, price lists, and similar 
publications. Arrangement as appropriate. This mate
rial should not be kept in the office files. 

101-10 Library Materials. Excess copies of books, pamphlets, Destroy when superseded, obsolete, 
journals, and similar materials. Arrangement as appro or no longer needed for reference. 
priate. This material should not be kept in the office 
files. 

Review at least annually. Destroy 
studies, special compilation of data, drawings, peri
Technical Reference Material. Copies of reports,101-11 

material of no further reference 
odicals, clippings, etc., which are needed for refer value. 
ence and information purposes but are not made a part 
of official files. Prepared internally and externally. 
Arrangement as approprjate. 

SECTION 2. GENERAL CORRESPONDENCE (SUBJECT) FILES 
The records described below consist of originals or 
copies of correpsondence, reports, forms, and other 
materials of a general nature on a wide variety of 
subjects. These materials are arranged according to 
the Subject Classification System contained in 
Appendix 1 of this handbook. 

"Mission" Correspondence Files. Mission correspond
ence files document the functions and responsibilities 
for which an office is primarily responsible. 

102-01 

a. Program Mission Correspondence Files directly re
late to the primary functions of the Service; i.e., 
cultural and recreational resource planning, 
acquisition, development, and preservation; grants
in-aid; coordination of cultural and recreational 
resource planning of Federal agencies; and technical 
assistance to states, federal agencies, and others. 

-------''------------ -



ITEM 
NUM8FR .OESCRIPTION Of RECORDS DISPOSAL INSTRUCTIONS 

102-02 

(1) Program Mission Files accumulated and main
tained at the division level or above in the 
Headquarters Office and by Regional Directors 
in the field. Arr. h,j s~jec+- tx.Q.e.or-.:l,n~ --to-
s~1ed-- "'-Vl'tl@..r-i c~t clei..c .sf t:r ud-i c-K., eoi:;te.. IOaFt/'t' 

(2) Program Mission Files maintained in offices 
below the division level in the Headquarters 
Office and below the Regional Director in the 
t:ield. 

b. Administrative Mission Correspondence Files relate 
to administrative support activities such as per
sonnel, procurement, property, transportation, 
travel, communications, and similar internal 
administrative management functions. 

{1) Administrative Mission Files accumulated and 
maintained at the division level in the Office 
of the Deputy Director for Programming (Head
quarters Office). 

(2) Administrative Mission Files maintained at 
other levels of IICRS. 

"Non-~Ussion" Correspondence Files. Non-mission corres-
pondence files include correspondence. reports, forms, 
and other papers which are accumulated in an office but 
do not directly relate to the function or mission for 
which the office exists, They generally include: 
(1) copies of papers relating to program subjects for 
which another office is responsible for documentation, 
and {2) papers relating to routine internal management 

Permanent. Cut off annually at the 
close of the fiscal year. llold 3 
years or until volume warrants and 
retire to FARC. Offer to NARS 20 
years after cutoff. 

Cut off annually at close of fiscal 
year. Hold 3 years or until volume 
warrants and retire to FARC. Destroy 
20 years after cutoff. 

Cut off annually at the close of the 
fiscal year. Hold 3 years or until 
volume warrants and retire to FARC. 
Destroy 20 years after cutoff. 

Cut off annually at the close of the 
fiscal year. Hold 3 years or until 
volume warrants and retire to FARC. 
Destroy 8 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 2 years after cutoff. 

A 
W' 
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DESCRIPTION OF RECORDS 

or general administration (i.e., "housekeeping") func
tions of the office. The office housekeeping papers 
will consist of general correspondence regarding faci
lities, supplies, equipment, office financial matters, 
travel, property, and personnel management. 

DISPOSAL INSTRUCTIONS 
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DESCR IPTI OH OF RECORDS 

CHAPTER 2. PLANNING AND MANAGENENT RECORDS 

The records described in this chapter relate to the 
rn~magement, p1anning, organizntion, and direction of 
the Heritage Conservation and Recreation Service. 
They are created in the course of developing plans, 
polic:ies, and programs; in conducting management sur
veys, management improvement projects, and program 
evaluations; and in managing paperwork activities. 

SECTION l. EXECUTIVE MANAGEMENT FILES 

Committee Management Files. Documents created in 
Ih,adquarters Office for the establishnwnt, review, 
coordination, continuance, or dissolution of joint, 
interagency, intra-agency, and extra-governmental 
commiLtees, including task forces, councils, boards, 
commissions, panels, and comparable groups. The 
coordination and review are to prevent overlap and 
duplication, preclude committee establishment when 
normal staff actlon will suffice, and to apply other 
management practices to committees. Included are 
committee establishment proposals, approvals, papers 
reflecting changes in committee rnembershipi committee 
charters, reports on establishment and composition, 
and related papers" Arranged alphabetically by com
mittee name. Maintained by coordinating office. 

Commtttee OperntJons Files. Files may include, but 
are not limited to an issuance or charter establish
ing the committ,?e, a resume of major points of inter
est concerning committee meetings and general opera
ti.ons, a terminating issuance, and a final committee 
report and findings. They may also include copie$ of 
minutes of meetings, the agenda, and other papers 

DISPOSAL INSTRUCTIONS 

Cut off upon discontinuance of 
committee or disapproval of 
establishment of committee. Hold 
3 years or until volume warrants 
and retire to FARC. Destroy 20 
years after cutoff. Destroy 
duplicate copies when no longer 
needed for reference. 
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201-03 

202-01 

DESCRIPTION OF RECOl10S 

relating to the establishment, revision, or termination 
of individual studies and/or projects. Arranged 
alphabetically by committee. 

a. Committee chainnan, secretarial, or recorders files 
which are designated as "official records." 

b. Members records and duplicate copies. 

Director's Chronological Files. Chronological file 
consisting of extra copies of outgoing correspondence 
signed by the Director of the HCRS and extra copies of 
significant letters dispatched at lower levels but 
forwarded to the Director for personal information. Y,o""""

({ I. 
SECTION 2. PROGRAM PLANNING AND UANAGEMENT 

Management Objectives Files. Documents created and 
maintained in the process of establishing short-, mid-, 
and long-range management objectives for the Heritage 
Conservation and Recreation Service. Included are 
documents reflecting the establishmeqt of schedules to 
accomplish objectives, the formulation of new concepts 
and requirements for planning purposes, and the evalu
ation of progress and accomplishments in meeting the 
objectives established by the plan. 

DISPOSAL INSTRUCTIONS 

Cut off upon completion of committee 
action or termination of committee, 
as appropriate. Hold 3 years and 
retire to FARC. Destroy 20 years 
after cutoff. 

Destroy when purpose has been served 
or after 1 year, whichever is sooner, 
except that informational copies of 
minutes which relate to another 
official file series will be dis
posed of with the records to which 
they pertain. 

Permanent. Cut off at close of 
fiscal year. Retire to FARC after 3 
years or when volume warrants. 
Offer to NARS 20 years after r9tiE'B

c......-+o-ff..
Hl&Rt, 

j 
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202-02I-' 
1--
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a. HCRS office responsible for preparation of the plan. 

b. Contributing, coordinating, or commenting office. 

Management Survey Case Files. Consist of staff 
studies or management improvement projects regarding 
analyses of administrative policies and procedures, 
manpower surveys, organization and methods studies, 
paperwork studies, work simplification and standard
ization studies, workload and work distribution 
analyses, and similar studies. Includes papers 
authorizing the project and describing its scope, 
purpose, and objectives; intermediate progress reports 
and correspondence; final survey report and documen
tation of actions taken as a direct result of the 
survey. 

a. Office conducting the survey or office sponsoring 
a contract to perform survey services. 

b. Offices surveyed. 

Cut off at close of fiscal year 
in which plan is superseded. 
Hold 3 years or until volume war
rants and retire to FARC. Destroy 
20 years after cutoff. 

Cut off at close of the fiscal 
year in which plan is superseded. 
Destroy 2 years after cutoff or 
when no longer needed for refer-
ence, whichever is sooner. 

Cut off at close of fiscal year 
in which action is completed on 
survey. Destroy 10 years after 
cutoff. 

Destroy on completion of next com· 
parable survey or when no longer 
needed for reference, 

-

1 
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DESCRIPTION OF RECORDS 

Management Survey Background Files. Papers accumulated 
in the collection of data for or during a management 
survey or staff study. Includes notes, statistical 
data, feeder reports, working papers, copies of direc
tives and local operating procedures, ·charts, personnel 
data, and similar material collected for fact-finding 
or back-up purposes. 

Program Evaluation Project Files. Documents accumu
lated in evaluating HCRS program efforts to determine 
if goals are achieved, to assess the effectiveness of 
the program, and to identify successful and unsuccessful 
projects. Included are copies of reports, question
naires, and other data; evaluation of guidelines and 
procedural documents; progress reports and other papers 
reflecting status of project; working papers; back
ground material and similar papers; and copy of the 
final evaluation report. An official copy of the 
final published project shall be preserved permanently 
by the office of origin, as required by schedule item 
703-01. Arrangement by project title. 

Organization Planning Files. Documents relating to the 
establishment of policy and changes in organization, 
functions, and relationships of the HCRS when such 
actions affect, or may affect, the management and 
operation of the agency. Included are staff studies, 
organizational and functional charts, reports. of work-
ing groups, minutes of committee or task force meetings 
and staff conferences, documents relating to overall 
functions and mission, copies of published issuances 
implementing establishment or change, and related or 

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year in 
which survey is completed. Destroy 
~~A@ft tte 1-engeF needed for rcfeFeRee 
.,. 3 years after cutoff, ukiehe\•er 
is earlier, o'(' whe"' o.ud01"ted b'/ 
risN:J 'Jlh•c~e\leY it. soone~ .. 

Cut off at close of fiscal year in 
which the evaluation project is com
pleted. Hold 3 years and retire to 
FARC. Destroy 10 years after cutoff. 

Pennanent. Cut off at close of fis-
cal year in which case is completed. 
Hold 3 years or until volume warrants 
and retire to FARC ..,_ OJfer to NARS 20 

Cl,\,1 oF:r years after retire~eae. Destroy 
duplicate copies when no longer 
needed for reference. 

similar documents. Am bu s u.bj e.c+ 1 'itleNt!M'l.ole<' chf'c;t,tolo1 ~\\,:j. 
I fl _.) 

Ca , per 1.jC, 
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ITEM 

DISPOSAL INSTRUCTIONSDESCRIPTION OF RECORDSNUMBER -----..---------------------------------------------------------
Destroy 6 fftORtlis tttl.!cr final 

materials, drafts, interim and copies of progress 
Organization Planning Working Files. Background202-06 

aet!i:en 011 puj1rnt repnrl! 8'£ 3 
reports, and related papers accumulated in organiza years after completion of report. 
tion planning projects and surveys. Arranged as if au final a@tioe io-~ ta.lrnn.. o\"" 

appropriate. whet'"\ cwd~tec\ b1 61'--..0 
(>.)i-\1c.he1.1e~ IS So<:>Y\e ,. 

SECTION J. PAPERWORK MANAGEMENT 

Destroy when superseded by a new203-01 Records Management Liaison Officer Designation. Docu
designation or when obsolete.ments reflecti~g name and information about individuals 

:designated to perform records management duties in 
organizational entities of the Heritage Conservation 
and Recreation Service. Includes designations for 
directives management officers, records liaison 
officers, forms liaison officers, and similar represen
tatives. Maintained by the HCRS Records Management 
Officer. 

Directives Records Set. Consists of the official file Permanent. Place in inactive file 
copy of each formal policy and procedure issuance when cancelled or superseded. 
published by the Heritage Conservation and Recreation Transfer to FARC when no longer 
Service. l'his schedule applies to the master set needed for reference. Offer to 
maintained by the Division of Personnel and Management. NARS 20 years after r~il"eruent. 

cu..+orf.See schedule 101-07 for reference sets·of directives 
maintained by other offices. Arr, l')\/vY\-€.T'.tC..t'<.H.J., I "( -:r 
Directives Case History Files. Documents relating to Place in inactfve file when the 
the preparation, review, clearance, publication, and directive is rescinded, super
distribution of HCRS issuances. Includes material on seded, or obsolete. Cut off 
the clearance and concurrence of draft issuances and inactive file at close of fiscal 
other coordinated actions, revisions, -and cancella year. Hold 3 years or until 
tions, and a signed copy of the final issuance. volume warrants and retire to 
Maintained by the HCRS Records Management Officer. FARC. Destroy 20 years after 
Arranged by issuance identHication number. cutoff. 

https://l')\/vY\-�.T'.tC
https://i-\1c.he1.1e
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111JMBf H DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
1------+---------------------------------11----------------·-----t 

Clas,~ified Document I nvenlory Files. Files consisting203-04 Cut off at close of fiscal year. 
of f onns, ledge rs, or registers used to show idcnt i ty, Destroy 2 venrs after cutoff. 
inll·nrnl routi.ng, and fina] dispoi;itLon made of c1assi
f1.ed documents, hut exclusive of classified document 
receipts and destruction certificates and documents 
relating to Top Secret material covered below. Arrauged 
chronologica 11 }'. 

Classified Du..'.:_1t1nent Recc:ip_t FLles. Papers relating Cut: off at. close uf fiscai year. 
tu the receipt, transfer, and j~;su;inct> of clas,,dl.ied Destruy 2 years after cutoff. 
documents maintained by other than control points. 

Cut off at close of fiscal year. 
reldting to tlw dei,trtH'ljnn of ('li!c;c,ific•d documents. 

Classified Document Destruction Certif_!_cates. Papers 
Di· :.; L ;· o y ·i ye a rs a ft er cut ,i f f . 

i\ir:ntgc·d chr,,11() l ,Jg i c,1 I 1 .• 

I-' 
N 
N Destroy after all records listedRecords Retirement File:_;. Papers maintained by the 

thereon have been destroyed orHCRS Records Management Officer in the Headquarters 
~1en no longer needed for reference.and by Regiona1 Records Management Officers in tlie 

field. Files document the relirernent of files tn the 
Federal Archives and Records Centers or similar stor
age areas. Includes Standard Forms 135 or similar 
lists, correspondence, and related papers. Arranged 
as appropriate. 

Destroy upon receipt of a revisedY.!_les Maintenance and Disposition l~1ans. Consists of203--08 
copies of the Files Maintenance and Disposition Plans plan or discontinuance of the plan. 

{Gl!'.S /ID/ which show file categories, disposal instructions, 
and other information about the file series accumu3s•::..e-~) lated in individual file stations. Maintained by the 
Records Liaison Officers as file directories for the 
stations under their responsibility. Individual 
office file copies of the Files Maintenance and Dis
position Plans are maintained under item 101-01. 

____________________________________.....______________________, 

https://chronologic.il
https://exclusi.ve
https://routi.ng
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ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

203-09 keports Control Case Files. Case files maintained for 
each report created, cancelled, or superseded. Docu

Place in inactive folder when 
report is discontinued, super

(Gl?S m~nts reflect actions taken in evaluating the require seded, or obsolete. Cut off 
j{pjg L) 

s--;;,9 ments for approving and controlling specific reports. 
Included are applications for approval of reports; 

inactive reports at the close of 
the fiscal year. Destroy 2 

copies of pertinent report forms or formats; copies 
of the requirement directive; preparation instructions; 
requests for 0MB approval of Public Use Reports and 
necessary justifications; documents relatfng to con
tinuance, revi~ion, and other changes to reports; 
and other correspondence, evaluations, and similar 
papers relating to reports. Case files are maintained 
by the HCRS Records Management Officer,. Arranged 
by report identification. 

years after cutoff. 

203-10 Kepurts Control Records Cards. Card files showing 
pertinent information about the report such as dates 
initiated, approve<l, discont:inued; frequency; office 
of primary interest; preparing element; specific 
recipients; 0MB clearance if appropriatej and similar 
data. Maintained. by HCRS Records Management Officer. 
Arranged by reports identification. 

Cut off when report is discon
tinued, superseded, or obsolete. 
Destroy 1 ye_ar after cutoff. 

203-11 Reporting Requirements Registers. Documents used to 
control assignment of reports identification and to 
maintain a perp(•tual inventory of reports issued 
under the HCRS Reports System. Includes cards, 
register sheets, catalogs, or similar documents. 
Arranged numerically. 

Place in inactive file on discon
tinuance of the reporting require
ment or on revisi.on of reports 
identification symbol. Cut off 
:i.nactive file at the close of the 
fiscal year. Destroy when no 
longer needed for reference. 



203-14 

---·-----------------------------·-------,,...--------------------·-
IHM 

NlltWf R DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 
----·--·----l--------------------------------t--•----------------------1 

forms Functiona] File. A collection of forms used to 
assist in taking forms management actions such as 
determining whether new forms should be developed and 
approved and \vhetlwr exisLing forms should he con
solidated or replaced by other forms. Arranged by 
function name, thereunder by form number and name. 
Maintained by HCRS Records Management Officer. 

Form1; Numerical File. Case history files containing 
copies of each form and n~visi.on reciuest for approval 
and justification, copies of prescribing issuance, 
clearance reprint authority, and related correspond
ence. Maintilined by HCRS Records Management Officer. 
A1-ranged numerically. 

Form Registers. A register or card system used to 
record and control the assignment of form numbers. 
Arranged as appropriate. 

Destroy when form is supersed~<l 
or discontinued. 

Place in inactive file when form 
is rescinded, st1perseded, or obso
lete, Cut off inactive file at 
the close of the fiscal year. 
Hold 8 years or until volume 
warrants and retire to FARC. 
Destroy 20 years after cutoff. 

Destroy individual register 
sheets when all forms entered 
thereon are cancelled, superseded, 
or transferred to a new sheet or 
when no longer needed. 

https://n~visi.on
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l'l!IMBfR 

101-01 

,_.. 
N 
Vl 

301-03 

( Gf.;,/!{t) 

OISPOSAL INSTRUCTIONSDlSCRlPTION OF RECORDS --------·----------------------~--------
CHAPTER 1. FTNANCIAL ~!ANAGEMENT RECORDS 

SECTION 1. BUDGET AND FISCAL ACCOUNTING FILES 

_!3udge1:_J.dministrative F_iles. Documents accumulated in 
offices of operating officials which serve as manage
ment tools in tlw preparation of budget estimates and 
in coordination and execution of approved budgets. 
Includes workpapers, cost estimates, and rough data. 

lh1dr;et Estimates. Budget estimates prepared or con
solidated by the HCRS Division of Budget and Finance 
comprising appropriation language sheets, narrative 
statements, and related schedules and data. Arranged 
chronologically. 

a. Final consolidated suhmission maintained by the 
HCRS Division of Budget and Finance. 

b. Other offices. 

Budget Worl:in£ Fi1es. Work papPrs, cost estimates, 
and other <lata accumulated in preparation of pro
jected fiscal programs and annual budget estimates 
.'.lnd for budget n,view purposes, jnc]uding duplicates 
of papers included in file copies of budget estimates. 
Arranged by fiscal year. 

Apportionment and Reapportionment Schedule Files. 
Consists of schedules, such as Standard Forms 132 and 

related documents, which propose and apportion the 

Cut off at close of fiscal year. 
Destroy 2 years after cutoff. 

-Pcn ..rnutt:. Cut off at close of 
fiscal years Hold 3 years or 
until volume warrants and retire 
to FARC. Offet to HARB 20 years

• Des+,cw JO 
a f ter ret1reme1tt. ~J 

c.vJ·ofP 

Retain until obsolete, super
seded, or no longer needed for 
reference. 

Cut off at close of fiscal year. 
Destroy 1 year after cutoff. 

Cut off at the close of the 
fiscal year. Destroy 2 years 

after cutoff. --·---- ---------··-----------

({rb_ ( 
, )"' I 11 

"/ltlf
,/z.c(rr 



-------,,------------·-----------------------------------------. 

for each appropriation or fund. Arranged chronologi
cally by appropriation or fund. Maintained by Division 
of Budget and Finance. 

ITEM 
NUMBER 

301-05 

I-' 
N 
a, (G:!/li5 

301-06 

(6~5 s/~a)
same.-q,i 

301-07 

DESCRIPTION OF RECORDS 
the quarterly obligation of funds under each authorized 
appropriation. Arranced chronologically by appropria
tion or fund. 

Budget Execution Report Files. Consists of budget 
reports, such as Standard Forms 133 a·nd related docu
ments and correspondence, which show the budget 
resources for the appropriation, the status of obliga
tions, and the·relation of obligations to disbursements 

a. Annual report at end of fiscal year. 

b. All other reports. 

Report on Obligation Files. Consists of documents, sud: 
as Standard Forms 225, which report total transactions 
and transactions within the Federal Government by 
object class; a summary of advances, reimbursements, 
and income; net obligations incurred; expired accounts 
(adjustments); and net unpaid obligations for each 
appropriation. Arranged chronologically by appropria
tion. Maintained by Division of Budget and Finance. 

a. Annual report at end of fiscal year. 

All other reports. 

FMS Status Reports Files. Computer printouts produced 
by the Financial Managernement System which show the 

DISPOSAL INSTRUCTIONS 

Cut off at the close of the fiscal 
year. Destroy 5 years after cutoff. 

Cut off at close of the fiscal year. 
Destroy 3 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 5 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 



t------,r----------------------------------·-----------------.... 
ITEM 

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 
---·-1------------------------------+---------------~---1 

{Gf1,S 5/Sa, 
Sanr.t.-HZ-) 

(GR.s s/sJ;)
5,;,,,,,,t,-~ 

t-' 
N 
-.J 

302-02 
(&ks ct/3c..-

5'4,te-- ok) 

302-03 
(Gf?.S 9/la

'>{i,,v,\e-o-A) 

status of appropriations and allotments; report costs 
and obligations by program and project; and provide 
analysis of fund usage. Arranged chronologically by 
report title. 

a. Division of Budget and Finance Copy. 

b. All other copies. 

SECTION 2. ACCOUNTING AND DISBURSEHENT FILES 

Pas~unger Transportation (Individual) Records. Docu
ments reflecting payments to individuals consisting 
of travel vouchers, requests, authorizations, vendor 
invoices, and other payments relating to official 
travel of HCRS employees, dependents, and others 
authorized to travel. Arranged by traveler's name. 
NOTE: This schedule applies to records maintained in 
the Accounting Office only. See schedule 406-02 
for travel files maintained in other offices for 
administrative purposes. 

PassenBer Transportation (Carrier) Records. Docu
ments reflecting payments to carriers consisting of 
memorandum copies of vouchers (SF-1113a), memorandum 
copies of transportation requests (SF-1169a), and all 
supporting documents. Arranged as appropriate. 

Freight Records (Carrier). Consists of memorandum 
copies of vouchers (SF-1113a), memorandum copies of 
bills of lading (SF-llOJa) or their equivalent, and 
related supporting papers. Arranged chronologically. 

Cut off at close of fiscal year. 
Destroy 5 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 

Cut off file at the close of the 
fiscal year. Destroy 3 years 
after cutoff. 

Cut off at close of fiscal year, 
Destroy 3 years after cutoff. 

Cut off at the close of fiscal 
year. Destroy 3 years after 
cutoff. 
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ITEM 

NUMOER OESCRIPTION OF RECORDS 

302-04 
( ,r-.solt.,{g/1~) 

/ 

302-06 

Certificates of Settlement Files. Documents reflecting 
the settlement of accounts of accountable officers, 
statements of difference, and related papers. 

Certificates covering closed account settlements 
and final balance papers. 

_________________________________________________,___.,. 

Paid Voucher Files. Consists of copies of purchase 
orders; original invoices; a copy of the paid voucher; 
and supporting documents. Includes imprest fund 
vouchers and schedules and ~ocu~ents such as GSA 789 1 s. 

Allotment Ledgers. Documents, including computer 
files, showing the status of allotments and obligations 
under each authorized appropriation. 

General Ledger Files. Computer printout listing all 
transactions affecting the accounts for the period, 
showing accounting entri.es, and expenditures. 

Subsidiary Ledger Files. Records used as posting and 
control media but subsidiary to the general and allot
ment ledgers. Includes coding sheets, batch control 
sheets, statements of accrued expenditures, work order 
ledgers, cash disbursements ledgers, and cost distri
bution ledgers. Arranged as appropriate. 

Notice of GAO Exception Files. Consists of General 
Accounting Office notices of exception, both fonnal and 
informal, and related correspondence. Arranged chrono
logically. 

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year. 
Hold 3 years and retire to FARC. 
(FARC will destroy according to 
GAO instructionsJ )ls r11&r"'kcl. Iii Ge,ne.a,.) 

Re,ccr,,,{s x!Aed.u.l~ <o/t~. 
Cut off at close of fiscal year. 
Hold 3 years or until volume war
rants and retire to FARC. Destroy 
10 years after cutoff. 

Cut off at close of fiscal year. 
Hold 3 years or until volume war
rants and retire to FARC. Destroy 
10 years after cutoff. 

Cut off at close of fiscal year. 
Destroy )(years after cutoff. 

3 

Place in inactive file after excep
tion is cleared by General Account
ing Office. Cut off inactive file 
at close of fiscal year. Destroy 
after l year ttf'¾r cu...+oP.f'.: 

Place in inactive file when settle
ment is made and certificate has 
cleared. Cut off inactive file at 

https://entri.es
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ITEM 
NUMHER UESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

302-12 
Gl!5 '1j 
/ttCt)-•-0)

o/,.) 

b. Certificates showing periodic settlement. 

c. Schedules of certificates of settlement of claims 
settled by the General Accounting Office. 

Schedule of Cancelled Checks Files. Consists of 
SF-1098 listing checks for cancellation by Treasury. 
Identifies department; bureau; location; and Disburs
ing Office symbol. number, and location. For each 
check, shows date of issue, check number, payee, 
applicable voucher number, amount, and appropriation 
symbol to be credited. May also include supporting 
correspondence relating to the reason for cancella
tion. Arranged by schedule numher. 

Voucher and Schedule of Payments. Accounting and 
accomplished copies of Voucher and Schedule of Pay
ments (SF 1166) and other documents showing the dis
bursement of agency funds and used by the General 
Accounting Office to audit agency financial procedures. 

Statement of Transaction Files. Consists of State
ments of Transaction, Standard Forms 224, which show 
the classification of disbursements and collections by 
appropriation and account, total disbursements and 
collections, and the status of collections. Arranged 

close of fiscal year. DeGtroy 
2 years after cutoff. 

Destroy when subsequent certifi
cate of settlement is received. 

Place in inactive file when claim 
is settled. Cut off inactive file 
at close of fiscal year. Destroy 
2 years after cutoff. 

Cut off at close of fiscal year. 
Hold 3 years or until volume 
warrants and retire to FARC. 
FARC will destroy according to 
GAO instrue tionsI as 
'il'lliiet.,-fe,,el it"> Ge..-.~\ R€.C-<lrih 

$eh~v1e lo/ la..C O "'" t/lrA.l~) 

Cut off file at close of fiscal 
year. Hold 3 years or until vol
ume warrants and retire to FARC. 
FARC will destroy in accordance 
with GAO instructions1 4s ,.,t,c.,__~)"" 
Ger.-e-rt1\ Re.ccrils ~ulwe '1/ i~I)..,, ~/kl-~ 
Cut off at close of fiscal year. 
Hold 3 years or until volume war
rants and retire to FARC. FARC 
will destroy accordfog to GAO 
ins tructions,C\S i""-d..,~ -. ... 

numerieal.ly. ~Q.m.\ Re.c.orct.'J, ~11.etJ.e 
&/ lo..(i) -i. 4/ la..l2-) 

https://J.ico--'4.el
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ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

303-01 

303-02 

303-03 

(r,,~s '-l';iil. 
swi.,.e.:-o-k) 

SECTION 3. GENERAL FINANCIAL FILES 

Remittance Receipt and Deposit Files. Consists of 
records relating to the receipt and deposit of cash 
and checks with the U.S. Treasury. Maintained by 
office with responsibility for deposit of receipts. 
Arranged chronologically. 

Accountable Officer Designation Files. Records 
relating to the designation and revocation of 
accountable officers. 

Federal Personnel Surety Bond Files. Copies of Federal 
personnel surety bonds and attached powers of attorney. 

a. Official copy. 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 

Place in inactive file when designa
tion is revoked and account is 
cleared by GAO. Cut off inactive 
file at close of fiscal year. 
Destroy 4 years after cutoff. 

Destroy 15 year.s after end of bond 
premium period. 

(G~s ~/~b 
SM><~) 

b. All other copies. 

SECTION 4. GRANT ACCOUNTING FILES 

Grant Accounting Files. Consists of grant award, 
agreements, amendments, computations, journal vouchers, 
certificates of deposit, and correspondence on funding 
of grants. Arranged by grant number. 

Destroy when bond becomes inactive 
or at the end of the bond premium 
period. 

Place in inactive file when grant 
funds are expended or grant is termi
nated. Cut off inactive file at 
close of fiscal year. Hold 2 years 
or until volume warrants and retire 
to FARC. Destroy 6 years after cut
off. 



ITEM 
NUMBER 

304-03 
( c.~s r,/1a, 

:,f/.Nn,(/.,'ol) 

305-01 

305-02 

{~s <o/'it.
s......_-o...i) 

305-03 

DESCRIPTION OF RECORDS 

Letter of Credit Files. Consists of letters of credit, 
signature cards, requests for payment and copies of 
Statements of Transaction, such as Standard Forms 224 
or equivalent forms. Arranged by state. 

Grant Voucher File. Consists of copies of billing 
forms, paid vouchers, document face sheets, outlay 
reports, and related correspondence. Arranged chrono
loglcally by grant number. 

SECTION 5. PAYROLL FILES 

Time and Attendance Report Files. Copies of attend
ance and leave records used to process payroll and 
maintain official leave records. 

a. Copy used to prepare and process payroll. 

b. All other copies. 

Payroll Distribution Report Files. Computer printouts 
from the payroll office showing pay information in 
detail by block and cost reports. Arranged by payroll 
block. 

~ayroll Differential Approval and Authorization Files. 
Copies of approved requests for overtime, compensatory 
time, holiday, and premium pay with similar and 
related documents. 

• 

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year. 
Hold 3 years and retire to FARC. 
FARC will destroy in accordance 
with GAO instructionsJ~> ir1J.icc,..-kc,l il'I ) 
G<¾ernl RecorJs ~-e t,/1w (1) + &/ 1....CJ 

Cut off at close of fiscal year. 
Hold 3 years or until volume war
rants and retire to FARC. FARC 
will destroy in accordance with 
GAO instructions,~~~~~t~l~ 
~I R<OCcrrJ.s Sd..~ 

G, / \"'-Ci) " Ct,/ It..(.).) 

Cut off at close of fiscal year. 
Destroy after GAO audit or 3 
years after cutoff. whichever is 
sooner. 

Cut off at end of pay period 
Destroy 6 months after cutoff. 

Cut off at close of fiscal year. 
Destroy 2 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 1 year after cutoff. 



.. 
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NUMRFR 

305-05 

305-06 
( 6,;qS ;i,/ 

DESCRIPTION OF RECORUS 

Personnel Action Notification Files. Consists of copies 
of Standard Forms SO, Notification of Personnel Action, 
used to prepare and process payroll system. Arranged 
as appropriate. 

Pavroll Deduction Files. Consists of·copies of docu
ments used to input employee deductions to the payroll 
system. Includes deductions for insurance, retirement, 
bonds, and savings allotments; and certificates for 
withholding of Federal, State, and city taxes. Arranged 
by type of deduction. 

Tax Report Files. Consists of reports, such as IRS 
Form W-3 and similar forms, which show the amounts 

/te d~ withheld for Federal, State, and city income tax and 
s-- Y social security. Includes related correspondence. 

Arranged chronologically by tax. 

Income Tax Return Files. Consists of documentation on 
returns on income taxes such as IRS W-21 Forms and 
similar forms. Arranged chronologically by tax with
held. 

305-08 Retirement Report Files. Consists of copies of such 
documents as Standard Form 2806, Individual Retirement 

(G~S Record, showing service history and fiscal records of 
,,J.{i)./a., )

$£.vvo<t ,o/.. employees. Also includes Standard Form 2807 copies 
used to transmit SF 2806 to the Civil Service Commis
sion in the case of separated employees. Maintained 
by payroll office. Arranged alphabetically. 

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year. 
Destroy after GAO audit or 3 years 
after cutoff, whichever is sooner. 

Cut off upon separation of 
employee or supersession. 
Destroy 3 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 4 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 4 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 
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401-02 

402-01 

DISPOSAL INSTRUCTIONSDESCRIPTION OF RECORUS
-------------------------------11--------------------11 

CHAPTER 4. GENERAL ADMINISTRATIVE SUPPORT RECORDS 

SECTION 1. EMERGENCY PREPAREDllESS FILES 

Emergency Preparedness Files. Case files consisting 
of emergency operating plans which provide for con
tinuity of agency operations and other background 
papers such as changes to plan, coordinated actions, 
and other documents. 

a. Case files maintained by office responsible for 
preparation and issuance of plan, which includes 
record copy of plan. 

ho Copies of plans other than 
the office of record. 

those maintained in 

Emergency Test and Exercise Files. 

Consolidated or comprehensive reports reflecting 
agency-wide results of tests conducted under 
emergency plans. 

b. Other papers accumulated from emergency operations 
tests such as instructions to participa11ts, staff 
assignments, messages, tests of communications and 
facilities, and copies of reports. 

SECTION 2. COHWJNICATIONS FILES 

Telephone Directory Files. Correspondence, forms, and 
other records relating to the compilation of telephone 
listings and directories. (NOTE: Retain one copy of 
each published directory in accordance with item 
703-01.) 

llermaRent. Cut off when super
seded or obsolete. Hold 3 years 
or until volume warrants and 
retire to PARC. !>e,+rc:1 10 L\rs. aRer 

c.v...t-of'P,
Destroy when superseded or 
obsolete. 

Permanene. Cut off at close of 
fiscal year in ~1ich test is 
completed. Hold 2 years and 
retire to FARC. bes~ lo ijl"'i d.F-Jer. 

Cut off at close of fiscal year 
in which test is completed. 
Destroy ~ 3 years~,, C(..1.:h,rf.. 

Destroy 3 months after issuance 
of directory. 
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403-03 
(GRS la/ 

5'~~) 
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~-;,,,{ 

403-05 

·DESCRIPTION OF RECORDS 

Original Message (Facsimile) Files. Copies of incoming 
and original authenticated messages maintained for 
locator purposes, transmission checks, evidence of 
recei.pt, and other administrative purp_oses. Includes 
documents produced on teletype or other hard copy 
transmission equipment. Arranged chronologically. 

SECTION 3. MAIL, MESSENGER, AND DISTRIBUTION FILES 

Postal Cost Records. Files consisting of reports of 
mail samples taken to estimate cost of HCRS mailings. 
Includes correspondence relating to sampling instruc
tions, sample periods, and cost estimating techniques. 

Postal Receipt Records. File consists of Post Office 
forms and supporting papers such as receipts for 
registered and certified mail, insured mail, and 
special delivery receipts and forms, reports of loss, 
etc. Arranged chronologically and thereunder by type 
of receipt, if volume warrants. 

Mail Control Files. File consists of statistical 
reports on volume of mail handled, production reports, 
and related papers. Arranged chronologically. 

Messenger Service Files. File consists of daily logs, 
assignment records and instructions, route schedules, 
and similar papers. Arranged chronologically. 

Mailing Lists and Related Materials. Arranged as 
appropriate. 

a. Correspondence, request forms, and other records 
relating to changes in mailing lists. 

DISPOSAL INSTRUCTIONS 

Cut off monthly. Destroy 1 year 
aftee etttoff. wlieV\,.. a ~h.s 

aloL 

Cut off at close of fiscal year. 
Destroy 6 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 1 year after cutoff. 

Cut off quarterly. Destroy 1 year 
after cutoff. 

c~t eff qttartetly. Destroy 1 yea:r 
Wk€.+\.. oL ~s 

clot 
(l~ -,/q/71 

Destroy after appropriate revision 
of mailing list or after 3 months, 
whichever is earlier. 

https://recei.pt
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404-01 

404-02 
I-< 
w 
U1 

404-03 

404-0~ 

(~~-1[5 

404-05 

Gill; 1~,C, 
o..""1' 

c. Plate or stencil mailing lists. 

SECTION 4. PROPERTY AND SPACE MANAGEMENT 

Equipment Technical Manuals and Operating Instructions. 
Include~ part~ lists, installation and maintenance 
instructions. Arranged by vendor name. 

Employee Property Issue Files. Card files, such as 
DI-lOO's, documenting property and equipment charged 
out to personnel including employee receipts. 

Management Property Report Files. Consists of computer 
printouts and physical inventory documents pertaining 
to controlled personal property. Includes master 
inventory printout with property number, property code, 
purchase voucher number, cost, location, and purchase 
date. 

Excess Personal Property Files. Reports of excess 
personal property such as Standard Forms 120 and 
related papers. 

Board of Survey and Loss or Theft Files. Reports and 
other documents relating to the damage, loss, or 
theft of personal property. 

a. Reports involving pecuniary liability. 

Destroy individual cards when 
cancelled or revised. 

Dispose of plates or stencils 
when cancelled or revised. 

Destroy when superseded, obsolete, 
or no longer needed for reference. 

Destroy on return, transfer, or 
disposition of item provided item 
has been returned. 

Cut off when updated listing is 
received or after next complete 
physical inventory is taken, 
whichever is sooner. Destroy 1 
year after cutoff. 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 

Place in inactive file 
tion of final action. 
inactive file at close 
year. Hold 3 years or 

at comple
Cut off 
of fiscal 
until 
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404-07 

(G.Rs 11/ab(;i.) 
!.~ - ,,...9 

404-08 
(GRs rt/~) 

s=-c/,__/ 

404-09 

DESCRIPTION OF RECORDS 

b. All other reports .. 

Space Allocatiori and Utilization Files. Documents 
created or maintained by offices responsible for the 
allocation, use, and release of building space. 
Included are requests for space, records of assignments, 
reports, surveys, records used for internal space 
planning, requests for adjustments, space layouts and 
floor plans, and related papers. Arranged by location . 

Space Reporting Files. Documents relating to reporting 
agency space requirements and holdings. Arranged by 
report type and thereunder chronologically by location. 

Reports submitted to General Services Administra
tion. 

b. Other reports and related papers. 

\lark Requests for Building Maintenance. Request forms 
or work orders for building maintenance work. Arranged 
by work order number. 

Parking Assignment Files. Consists of records relating 
to the assignment of official parking spaces. Includes 
register of assigned spaces, parking applications, car 
pool information, pending applications, and related 
correspondence. 

DISPOSAL INSTRUCTIONS 

volume warrants and retire to FARC. 
Destroy 10 years after cutoff. 

Place in inactive file at completion 
of final action. Cut off inactive 
file at close of fiscal year. 
Destroy 3 years after cutoff. 

Cut off at close of fiscal year in 
which assignment is terminated, lease 
cancelled, or when plans are super
seded or obsolete. Destroy 2 years 
after cutoff. 

Cut off at close of fiscal year. 
Destroy 2 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 1 year after cutoff. 

Cut off after work is performed or 
requisition cancelled. Destroy 3 
months after cutoff. 

Destroy when revised parking assign
ment is prepared or when obsolete, 
whichever is sooner. 
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DESCRIPTION Of RECORDS 

Key Control Files. Documents relating to the accounta
bility for keys issued" Arranged as appropriate. 

Visitor Control Files. Registers or logs used to 
record names of visitors, such as outside contractors, 
service personnel~ vendor's representatives, and 
visitors. 

SECTION 5. MOTOR VEHICLE FILES 

Motor Vehicle Operator Files. Documents relating to 
individual employee operation of Government-owned 
vehicle, including driver tests, authorization to use, 
safe driving awards, violations,· and related corres
pondence. 

Motor Vehicle Assignment Files. Copies of GSA 1152, 
Motor Vehicle Assignment Receipt, requests to GSA for 
assigned vehicles, and related papers and correspond
ence. 

Motor Vehicle Accident Reports. Records relating to 
motor vehicle accidents. 

Motor Vehicle Operating and Maintenance Files. 

a. Operating records including those relating to 
and gas consumption, <lispatch, and scheduling. 

oil 

b. Mai.ntenance 

service and 
records, 

repair. 
including those related to 

DISPOSAL INSTRUCTIONS 

Cut off after turn-in of key. For 
areas under maximum security, 
destroy 3 years after cutoff. For 
other areas, destroy 6 months 
after cutoff. 

Cut off at close of fiscal year 
or after final entry in register, 
as appropriate. Destroy 2 years 
after cutoff. 

Cut off at close of fiscal year in 
which operator is separated,
transferred, or upon rescission of 
authorization to operate Govern
ment vehicle. Destroy ~fte~ 3 
years~ I •, ~ ~, 

Cut off at close of fiscal year in 
which vehicle is returned to GSA. 
Destroy 1 year after cutoff. 

Cut off at close of fiscal year in 
which case is closed. Destroy 6 
years after cutoff. 

Cut off monthly. Destroy 3 months 
after cutoff. 

Cut uff at close of fiscal year. 
Destroy 1 year after cutoff. 
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DESCRIPTION OF RECORDS 

SECTION 6. TRAVEL AND TRANSPORTATION 

Travel Authorization Controls. Registers, Log Sheets, 
or similar documents created to control and record the 
assignment of document numhers to employee travel 
authorizations. 

Employee Travel Files. Documents concerning official 
travel of individual employees. Includes copies of 
employee requests for travel; travel authorizations; 
training authorizations involving travel; requests for 
advance of funds; and similar papers. Arranged alpha
betically by employee. These files are maintained 
for administrative purposes by unit responsible for 
providing travel services. See item 302-01 
for ernp1oyee travel files maintained for accounting 
purposes. Employee travel authorizations in other 
offices should be maintained in the non-mission sub
ject files and destroyed in accordance with item 

Passport Files. Requests for passport actions, notifi
cation of passport services, receipts, clearances, 
action control cards, correspondence, and related 
papers generated in obtaining passports for employees 
performing official forei8n travel. Files are main
tained by the office responsible for securing passports 
and visas. Arranged alphabetically by name of employee. 

Transportation Request Accountability Records. Records 
documenting the issue or receipt of Government Trans
portation Requests. 

Bill of Lading Register Files. Registers used to 
account for Government Bills of Lading. 

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year 
after entry of final document 
number. Destroy 3 years after 
cutoff. 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 

Destroy when employee is separated, 
when passport has expired without 
request for renewal, or when revoked, 
whichever is earlier. 

Destroy 1 year after all entries on 
the records are cleared. 

Destroy 3 years after final entry on 
the register. 
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DESCRIPTION or RECORDS DISPOSAL INSTRUCTIONS
··----------------------------+------------------' 
Bill of Lading Files. Government and commercial bills 
of lading and supporting papers. Maintained for admin
istrative purposes. (For bills of lading maintained 
for accounting purposes, see item 302-03) 

a. Issuing office copy. 

Freight Claims Files. Over, short, and damaged 
reports or similar records and supporting documents • 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 1 year after cutoff 

Cut off at close of fiscal year in 
which the case is closed. Destroy 
3 years after cutoff. 



ITEM 
rtUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

CHAPTER 5. PROCUREMENT AND CONTRACTING RECORDS 

500-01 Vendor Reference Materials. Documents listing sup
plies and services offered by vendors. Includes cata
logs, brochures, pamphlets, mailing lists, and similar 
material. Arranged by vendor name. 

Destroy when superseded, obsolete, 
or no longer needed for reference. 

500-02 Procurement Registers. Registers maintained to record 
and control the assignment of numbers to contracts, 
purchase ord~rs, invitations to bid, interagency 
agreements, requisitions, and similar type documents 
and to record other data relative to processing of 
procurement actions. 

Cut off at close of fiscal year ir 
which final entries are made on 
all procurement action entered 
for that year. Destroy aft 1 6 
yearsJi -11 •o.,f-1-er cw\,,,ff-. 

500-03 Contract or Purchase· Transaction Files. Consists of 
documents relating to the initiation, administration, 
negotiation, award, inspection,· testing, acceptance, 
and payment of purchase transactions. For purchase 
transactions dated after July 26, 1974. Arranged by 
type of instrument and purchase order number. 

a. Purchase orders or comparable instruments for 
more than $10,000 maintained in issuing office. 

Place in inactive file when final 
payment is made. Cut off inac
tive file at close of fiscal year. 

b. Purchase orders or comparable instruments for 
amounts of $10,000 or less maintained by issuing 
office. 

c 0 Purchase order working files maintained by 
operating offices. 

Transfer to FARC 2 years after 
cutoff. Destroy 6 years and 3 
months after cutoff. 

Place in inactive file when.final 
payment is made. Cut off inactivi 
file at close of fiscal year. 
Destroy 3 years after cutoff. 

Place in inactive fi]e when 
final payment is made. Cut off 
inactive file at close of fiscal 
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DESCRIPTION OF RECORDS 

Bidder Records including records of qualified or dis
qualified bidders, bidders mailing lis.ts, bidders 
list applicat:i.ons such as SF-129 and other similar 
or related papers. 

Bid Files. Case files of bids received from prospec
tive contractors for various supplies, equipment, and/ 
or services. 

a. Successful Bids. 

b. Unsuccessful Bids. 

Unsolicited Proposal Files. Consisting of individual 
and outside contractor's unsolicited proposals and 
supporting papers; HCRS findings and evaluations; 
acknowledgement receipts; denial information; and 
other related papers. 

a. Awarded. 

b. Rejected~ 

Interagency Agreement Files. Files which reflect for
mal agreement with another Federal entity to perform 
services on a reimbursable basis. Documents include 

DISPOSAL INSTRUCTIONS 

year. Destroy 2 years after 
cutoff. 

Destroy when canceled or superseded, 
or when company is removed from 
qualified bidders list or similar 
record. 

File in official contract or pur
chase transaction file. 

Gtit eff at end of fi-settl~ 
.waioh dea4.-ed. Ho¼d 1 year a11d 
reti~e to FA.aG~ Destroy 6 years 

Place in official contract or pur
chase transaction case file. 

CY.t off at eitd of fiscal year in
.:whl-ch denied. Destr~.ft,•r 1 y..ear~ 

ri\e -(,, oFficlc:., l C01A1T<lCT 

or, p ,uckC<.s. e. ~s;a.d ;o---,,., f=i\-e.-. 

Rri3 
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~~ 
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ITEM 
NUMOER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

original copies of pre-award data such as contract 
status control; request for contract action; basic 
interagency agreement and subagreements; modifications 
and supporting papers; cost estimates and related 
data; voucher transfers between appropriations or 
funds; vouchers and schedules of withdrawal and 
credits; technical, financial, and other reports; 
press releases, information bulletins, and related 
papers. Arranged by agreement number. 

a. Official copy maintained in issuing office. 

b. Agreement working files maintained by requesting 
or monitoring office. 

Place in inactive file when final 
payment is made. Cut off inact
ive file at close of fiscal year. 
Hold 2 years or until volume war
rants and retire to FARC. Destroy 
6 years after cutoff. 

Place in inactive file when 
agreement is completed. Cut off 
inactive file at close of fiscal 
year. Destroy 2 years after cut
off. 

500-08 Certified Invoice Files. Consists of retained copies 
of documents related to small purchases for which no 
purchase order has been issued. Includes authoriza

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 

500-09 

tion, invoice, receipts, and supporting documents. 
Maintained by certifying office. Arranged by vendor. 
See item 702-04 for disbursing office copies of these 
documents. 

Recurring Services Invoice Files. Consists of 
retained copies of paid monthly invoices, primarily 
from GSA, for recurring services such as motor pool 
services, GSA self-service store purchases, tele
communications and commercial telephone services, 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 



ITEM 
NUMO[R 

500-10 

500-11 
..... 
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DESCRIPTION OF RECORDS 

and printing and duplicating services performed by 
the GSA centralized printing facility. Includes 
copies of invoices, vouchers, and related receipts 
and other papers used in verifying invoices/vouchers 
for certification. Arranged by type of service and 
thereunder by billing period. Maintained by certi
fying officer. See item 702-04 for disbursing 
office copies of these documents. 

FEDSTRIP Requisition Files. Includes copies of requi
sitions, such as GSA Form 344, and related documents 
showing evidence of issue, delivery, and receipt of 
equipment and supplies. Arranged by Julian date. 

Contract Monitoring Case Files. Working files main
tained by offices and program-project monitors respon
sible for administering or monitoring HCRS contracts 
and interagency agreements. Case papers include 
duplicate copies of documents found in contract or 
interagency agreement case files and additional back
up materials such as notes and working papers concern
ing contractor activities; evaluation of contractor 
proposals, submissions, and reports; copies of corres
pondence concerning subcontractor activities; and 
routine correspondence pertaining to administering the 
individual contract or interagency agreement. 
Arranged by contract number. 

DISPOSAL INSTRUCTIONS 

Cut off upon completion or cancel
lation of requisition. Destroy 6 
months after cutoff. 

Cut off at close of fiscal year in 
which final payment is made. Hold 
2 years or until volume warrants 
and retire to FARC. Destroy 6 
years after cutoff. 

-------------------------------------~--------------------... 
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CHAPTER 6. PERSONNEL MANAGEMENT RECORDS 

SECTION 1. GENERAL PERSONNEL PROGRAM FILES 

Official Personnel Folders. Documents accumulated to 
provide an official record of personnel actions per
taining to an employee's status and service. The 
Federal Personnel Manual specifies the documents 
required for inclusion in official personnel folders. 

a. Folders of employees transferred 
agency. 

b. Folders of separated employees. 

to another 

Temporary Materials in Official Personnel Folders. 
Material maintained as temporary records on the left 
side of the Official Personnel Folder in accordance 
with the Federal Personnel Manual. 

Employee Service Record Card Files. Consists of Ser
vice Record Cards, Standard Form 7 or its equivalent, 
which provide a comprehensive record of the pay and 
personnel history of an employee. Arranged as appro
priate. 

Personnel Statistical Reports. Records created in 
the preparation, coordination, and consolidation of 

Follow instructions in FPM. 

Transfer folders of employees to 
inactive file in accordance with 
instructions in FPM. Transfer 
folders to National Personnel 
Records Center (Civilian), 111 
Winnebago Street, St. Louis, MO 
63318, 30 days after separation 
except as provided in the FPM. 

wh~ cld... 
Destroy~ 1 yearAor upon 
transfer (except in a transfer of 
functions) or separation of 
employee, whichever is sooner. 

Place in inactive file after 
transfer or separation of employ
ee. Cut off the inactive file 
at close of fiscal year. Destroy 
~ 3 yearsafi2r ~-

\ 

Cut off at close of fiscal year. 
Destroy sfti),l:,-, 2 years~ ~C 
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NUMBER 
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601-07 

DESCRIPTION OF RECORDS 

regular and special personnel reports to the Civil 
Service Commission (CSC). Included are reports on 
Federal civilian employment, acquisition of handi
capped persons, and geographical distribution of 
employment; biennial reports on occupations; other 
comparable reports; and related papers. Arranged 
chronologically by type of report. 

Employee Locator Files. Consisting of information 
such as: name, social security number, submission date 
current residence address, emergency locator informa-
tion and office address, telephone numbers. 

Employee Record Cards. Used for informational pur
poses outside personnel offices, such as Standard 
Form 7-B . 

Operating Office Personnel Records. Unofficial work 
folders maintained by supervisors or administrative 
officers having personnel management responsibilities; 
e.g., authority to request or take a personnel action, 
such as recruitment, promotion, evaluation, or dis
ciplinary action. Consists of information and cor
respondence pertaining to requests or plans for 
changes in assignment, resume of pertinent experience 
and education, performance appraisals, training or 
career development plans, and other records of this 
type which are necessary to perform officially 
required personnel management functions. Does NOT 
include duplicates of papers in official personnel 
files such as notifications of personnel action and 
SF 171, Personal Qualifications Statement. 

DISPOSAL INSTRUCTIONS 

Destroy when superseded or obsolete. 

Destroy upon separation of employee. 
.ar foF,ranl te rceehiug agency if 
employee traasfers, 

Review files periodically to 
destroy documents which have 
been superseded or are no longer 
applicable. Upon transfer of 
employee within HCRS, forward to 
gaining office. Upon separation or 
transfer outside HCRS, forward to 
appropriate personnel office for 
possrt5le inclusion with the offi
cial personnel file. 
NOTE: Files of employees of the 
Historical American Building Survey 
which may be needed for certifica
tion by a grofess~nal architect; 
f!U!l~~ern~'\e ~ 10 years after 
separation of the employee. 
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SECTION 2. EMPLOYMENT FILES 

Appointment Files. Correspondence, letters, and tele
grams offering appointments to potential employees. 
Arranged alphabetically by name. 

a. Accepted appointments. 

b. Offers of appointments declined by individuals 
whose nam.es were received from CSC certificates of 
eligibles. 

c • Ml otheF appoint!ffleftts- deeHned.""fe.-rq~or~ or- e~ee.ffeol.. 
~~?l<cK-t't-d-vt. 

Applications for Employment. Documents accumulated in 
receiving applications, conducting interviews, checking 
references, making selections, and requesting placement 
of applicants qualified and available for employment 
or determining that an applicant is not qualified, 
declines, or will not be selected for other reasons. 
Included are applications, qualification rating sheets, 
applicant referrals for interviews, and related papers. 

a. Successful applications. 

b. Pending or unsuccessful applications. 

Gt File en left e!l!de of off lei.al 
p@£senne: fuld~r. 'J)e~+ro-:<-:::1 I 

iyYl VY> et(.1d.fe, ~, 

1. Return to CSC with reply and 
application. 

c. File inside application and de-
stroy in accordance with item 
602-02b. 

File on right side of official 
personnel folder if individual is 
employed. Place files of unsuc
cessful applicants in inactive 
file 

Cut off at close of f~al_~r. 
Destroy~ 2 yearsAor upon 
receipt of CSC report of inspec
tion, whichever is earlier, pro
viding the requirements in the 

https://et(.1d.fe


ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

602-03 

602-04 

(c;.RS 1/s
~-~) 

602-05 

( GR6 tjt1"'
~:vi) 

602-06 

Letters of Reference and Pre-Employment Credit Report 
Files. Correspondence and other documents regarding 
employment suitability. Includes letters to and 
replies from previous employers, personal and charac
ter references, retail credit checks, etc. 

a. Accepted a~plicants. 

h. Rejected applicants. 

CSC Certificates. Documents accumulated in obtaining 
from the Civil Service Commission lists of certifi
cates of eligibles from established registers and 
reporting on action taken on certificates. Included 
are copies of requests for certification, certifi
cates of eligibles, statements of reasons for passing 
eligibles, and related papers. 

Notification of Personnel Action Files. Copies exclu
sive of those in Official Personnel Folders accumulated 
to provide a record for inspections, statistics, refer
ences, preparation of reports, etc. Arranged chrono
logically and maintained by personnel office of HCRS. 

Vacancy Announcement Files. Consists of record·copies 
of vacancy announcements maintained by servicing Per
sonnel Offices. Also contains a listing of offices 
contacted relative to the vacancy, their comments, 
telephone number, and date; justification for filling 
the position; SF-171, Application, with attached 
supervisory assessments; certificates of best qualified 
applicants; and letters to nonselected applicants. 

Federal Personnel Manual are 
observed. 

File in plain manila envelope on 
left side of official personnel 
folder and destroy in accordance 
with 601-01. 

File inside application and destroy 
in accordance with 602-02b. 

Cut off at close of fiscal year. 
Destroy &f.&e-!' 2 yearsaAe..r ~Pf, 

Cut off monthly. Destroy af~cr 2 
years~ ~, 

Cut off at close of fiscal year in 
which announcement closeso Destroy 
2 years after cutoffo 
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ITEM 
NUMDER 
602-07 

602-08 

DESCRIPTION OF RECORDS 
Reduction-in-Force Files. 

Retention Registers. These are lists or printouts 
prepared before reduction-in-force for each com
petitive level affected by the reduction. Arranged 
chronologically. 

b. Work Cards. Used in compiling retention registers. 

c. Notice to employees and related papers. 

Employee Examination Records. 

a. Completed Test Materials. These consfait of test 
booklets in which answers have been recorded 
and results recorded on test or qualification 
records. 

b. Test Record of Individual Employees. This is a 
record showing all test scores attained by an 
employee and is maintained on the right side of 
his official personnel folder. 

SECTION 3. EMPLOYEE PERFORMANCE AND UTILIZATION FILES 

Incentive Awards Case Files. Records documenting an 
employee suggestion or superior performance award. 
Arranged chronologically. 

Incentive Awards Report Files. Awards program 
reports, including copies of feeder reports prepared 
within HCRS and copies of summary reports to Civil 
Service Commission. 

DISPOSAL INSTRUCTIONS 

Cut off at close of£~~-~&~• 
Destroy~ 2 year9A or, lr'an 
appeal or court case~!s pending, 
destroy after the case is 
resolved, whichever is later. 

Cut off when retention register 
is completed. Destroy afte£ 6 
months~ c.u.:h,-ff, 

One copy is placed in official 
personnel folder of employee. 

Follow appropriate Civil Service 
Commission regulations. 

Follow instructions in the FPM. 

Cut off upon close of fiscal year, 
Destroy e£ter 2 yearsJl./er ~, 

Cut off at close of fiscal year. 
Destroy ahe-.._3 years.a.fl/.e,,, ~/:. 

Ar8 
·7/o/ 
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ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

603-03 
(MS /.;u~ 

Certificates of Performance Rating. Excludes copies 
filed in official personnel folders. 

Cut off at close of fiscal year. 
Destroy aher 2 years~ c.«.d,,.ff, 

60;~it1.) Performance Rating Appeal Files. Consist of copies Cut off at close of fiscal year 

('1;m(.~ 
of employee's appeals of his performance rating,

copies of decision rendered and other material per-
taining to the case. Arranged alphabetically by 

in which final decision is mRde. 
Destroy 3 year,after final action 
on case. 

employee name. 

SECTION 4. POSITION CLASSIFICATION 
AND JOB EVALUATION FILES 

604-01 Position Description Files. Documents which describe 
duties, responsibilities, and supervisory relation

Place in inactive file when position 
is abolished or superseded. Cut off 

(GRS 111,d ships of each position within the organization. These inactive file at close of fiscal 

'""""'~-~) include copies of position descriptions of General 
Schedule and Wage Board positions, position description 
amendments, certifications, checklists or fill-in 
descriptions, multiple or standard descriptions, and 
related papers. Papers in this series are maintained 
by the personnel. office. Office copies of position 
descriptions are covered by schedule - ~ 

year. Destroy after 5 years . 
Descriptions which may be of con-
tinuing value.may be retained as non-
record reference material_,ic b~ J~st~e. 
whee.,. V10 I~ 11e.e.:lec,l ~ rJ~e..1 

604-02 Position Classification Surveys. Documents created by 
performing systematic examination of the essential 

Cut off at end of fiscal year fol
lowing completion of subsequent sur

(G,1?5 F/1:. aspects of all positions and position design and vey of each unit. Destroy 3 years 
(1)(e1,) 

s-.-~) 
structuring within an area. Included are position 
survey reports, records of classification surveys, 
position review certifications, Whitten Amendment 
review papers, recommendations, and related·papers. 

after cutoff or 2 yea~s after regu-
wltrdot!lll!I'" IS StHl'IIC£",lar inspectionA -~urveys wnich~~~y___ 

be of continuing value can be ~~E~ 
tetned-as nonrecord reference mate
rialwie+\. ro l~e.r nee.:kt fur rve..~1Ce 

https://yearso.Be
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DESCRIPTION OF RECORDS 
SECTION 5. EMPLOYEE RELATIONS AND SERVICES FILES 

Appeals and Grievances Files. Files related to re~iew
ing, hearing, and disposing of employee grievances and 
appeals ~dffJ~~-Efe~i~nnel actions and disciplinary 
measures~ 1Lhese in'e: uae material pertinent to indivi
dual employees but not necessarily filed in the offi
cial personnel folder, such as reprimands, employee 
appeals of disciplinary actions, summaries and trans
cripts of he~rings, designation of committee members, 
committee reports, Civil Service Colllllission (CSC) re
ports, and related papers. Arranged alphabetically by 
employee name. 

Employee Financial Statement Files. Files for outside 
employment and financial interest and related papers. 
Arranged alphabetically by employee name. 

Employee Interview Files. Documents which record 
counseling interviews, results of action taken, and 
separation interviews, Arranged alphabetically by 
employee name. 

Discrimination Complaint Case Files. Documents cre
ated in investigating or requesting the investigation 
of formal and/or informal complaints of discrimination 
by employees of, and applicants for employment with, 
HCRS; resolving complaints; recommending or directing 
corrective action; and reporting information on the 
processing and disposition of each case. Included 
are copies of complaints, investigation reports, 
hearing transcripts or summaries, and related papers. 

ITEM 
NUMBER 

605-01 

605-03 

(~j, 

• 

DISPOSAL INSTRUCTIONS 
i 

Destroy in_agency 3 yeai::s alter 
case is clo_~ed. {Cl(S ,f3/c.. s~~) Lfi_llj 

b. Adverse Action Files (5 CFR 7~. 1l~ft• 
: . 

Destroy in agency 4 years after.: , 
case is closed. c··&~l\1- J'l_.8, ·•· 
. --~cd~¥ ;· 

Cut of{ at close of fiscal year 
in which employee leaves a posi
tion for which a statement is 
required or when the employee 
leaves UCRS or statement is 
superseded, whichever is earlier. 
Destroy &kel=- 2 years.afie<.. ~.. 

Cut off at close of fiscal year 
in which employee is transferred 
or separated. Destroy 'l!'l'iteF 6 
months~ ~pf, 

Cut off at close of fiscal year 
after final decision. Hold 1 
year and retire to FARC. Destro~ 
4 years after cutoff. 

https://indivi�clo_5.ed
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605-05 

605-06 

606-01 

606-02 

DESCRIPTION OF RECORDS-1---------,--------------------
Health Insurance Files. 

a. Health Benefits Registration and Notices of Change 
in Enrollment Status Form, signed originals. 
Arranged alphabetically 

b. Transmittal and Sununary Report to Carrier, showing 
number of employees covered, added, dropped, etc. 
Arranged chronologically. 

Health Record Case Files. Files contain correspond
ence, reports, forms, and other papers documenting 
employee medical history. Arranged alphabetically by 
employee name. 

a . Pre-employment physical examination, Health 
Qualification Placement Records, disability retire
ment examination, and fitness for duty examination. 

b. All other papers. 

SECTION 6. EMPLOYEE TRAINING FILES 

Individual Employee Training Files. Case files con
taining applications for training, authorizations, 
schedules, reports of progress or attendance, and 
related documents reflecting the training of individual 
employees. Arranged by office and thereunder alpha
betically by employee name. 

Training Report Card Files. Training achievement rec
ords and cards showing history of individual employees. 
Arranged alphabetically by employee name. 

DISPOSAL INSTRUCTIONS-t-------------------, 

Cut off at close of fiscal year in 
which employee is separated. 
Destroy after 4 years o.Fkr cu...+cff', 

Cut off at close of fiscal year. 
Destroy ~ 4 years .a..f?.ie.r ewttsff, 

Upon separation, place in a sealed 
envelope and file on right side of 
official personnel folder. Destroy 
in accordance with item 601-01. 

Place in separate folder on separa
tion. Destroy 6 years after sep
aration. 

Cut off at close of fiscal year in 
which training is completed. 
Destroy a-ke-P 5 years~ ec.J.c,ff, 

Destroy individual record upon 
separation of employee. 



..... 
V, 
w 

!c:r8 

7/'J/77 

':/lo(r1 

ITEM 
NUMBER DESCRIPTION or RECORDS DISPOSAL INSTRUCTIONS 

606-03 Training Report Files. Consist of documents reflect
ing actual training progress and accomplishments. 
Along with directly related papers, this file includes 
Quarterly, Semi-annual, or Annual reports of training 
accomplishments, summary reports, special training 
reports; ADP listings and reports of employee train
ing; study reports; and coordinating actions. 1iain
tained in HCRS Headquarters Office. 

Cut off at close of .fiscal year. 
Destroy 5 years after cutoff or 
after Civil Service Commission 
review, whichever is sooner. 

606-04 TuHion Assistance Files. Documents reflecting indi
vidual employee participation in the tuition assist
ance program. Included are requests for and approvals 
or disapprovals for tuition assistance, college 
transcripts, grade reports, and related papers . 
Arranged by office and thereunder alphabetically by 
employee name. 

Cut off at close of fiscal year 
in which course is completed or 
2 years after date of last action 
if completion is unknown. 
Destroy l!lfte'I"- 3 yearsAiHer c~, 

606-05 Career Development Files, Documents maintained on 
individual employees to record planned career prog
ression and training courses. Arranged hy employee 
name. 

SECTION 7. SECURITY CLEARANCE FILES 

Cut off when employee transfers 
or terminates. Destroy 6 months 
after cutoff. 

607-01 Personnel Security Clearance Case Files. Documents 
relating to investigations of personnel employed hy })/sfO£' ,,J I/ 0 f ~0/' ?ud. a:f-<:-fh ~ 

(GR£ l&p3) or seeking employment with the Government, or whose 
relationship with the Government requires a security 
clearance, but exclusive of copies of investigative 
reports and related papers furnished to HCRS by inves
tigating agency for which maintenance and disposition 
instructions are provided in Chapter I-2 of the 

....r-;rne, iA.nfJ/ ,::1.. re vls)o-tv ~P 
c;.es s) ~ ,231 {.S tt,Ptr()ved. ;
a.,,,,.11 t~ i.11, 4.'tt rPJl1t€ /3 ullef-;,_, 
Federal a1 tU1C-1es sh(l4. ltl, Stf~f'ud, 

t?f.lJf>oSP../ o,t: '#,es€ rttJcrAs, 

Federal Personnel Manual. Arranged by case number 
or alphabetically by applicant's name. 

- C,s/J i3t1.lle~.,..
F?Hll l!},8.:,,,; 
1o1../1s-/78 



ITEM 
NUMBER 

607-02 
. \\ 

{G.As IW~itj 

608-01 

DESCRIPTION OF RECORDS 

\ .,.... 

rersonnel Security· Clearance Status l<'iles. Records 
maintained to show the secur:i:ty clearance status of 
individuals. Records may be in the form of lists, 
rosters, or cards. 

SECTION 8. LABOR MANAGEMENT RELATIONS FILES 

Labor Management Relations Files. Consists of corres
pondence, reports, directives, and related materials 
pertaining to the relationship between management of 
HCRS elements and employee unions or other groups. 
Includes petitions for recognition, election plans, 
lists of employees eligible to vote and participate; 
certification of election results; and notices of 
recognition and denial or withdrawal of recognition. 

DISPOSAL INSTRUCTIONS 

·- .. 
i 

.- -1!1! ••,.. .:_ - - _., • -· o,1,e,te···--- --- ·-- - • ., .;,___ • r 
er en trttftsfer er separatiga gf (<JB 
related individYal. Destroy 2 1 \q \1ti 
years after eHteff. 

https://31Alle-t.11


.. 

/l:rtJ 
7/'l/71 
14'1~ 

7f-z.o{i'1 
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..... 
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(j\._, 

ITEM 
NllMllEH------

608-02 

{GiS 1;i~P-) 
~ 

DESCRIPTION OF RECORDS-----------------------------1
a. Office negotiating agreement. 

b. Other offices. 

Labor Negotiation Files. Documents relating to con
tract negotiations between HCRS elements and labor 
organizations. Includes contract proposals and 
counter-proposals; correspondence with mediating 
bodies; records of negotiations; drafts and approved 
agreements; minutes of advisory committee and special 
consultation meetings and other related documents. 
Maintained by office responsible for negotiating 
agreements. 

DISPOSAL INSTRUCTIONS --------------------
Cut off at close of fiscal year 
after termination of recognition. 
Hold 2 years and transfer to 
PARC if volume warrants. Destroy 

IS..W,years after cutoff. 
EXCEPTION: If a terminated 
recognition is renewed before the 

5~ year retention period expires, 
bring documents forward to cur
rent file. 

ent off at clese ef fiscal ¥eaJ;.. 
iR whie'h recognit:ion is denied or 
tel'fflinated. I>estroy 5 yea1s 
after cutpff. De~ wh<Uv 
St.<f'"csec\ea., or obsolm, , 

Cut off at close of fiscal year 
in which recognition is termin
ated. Hold·2 years and retire to 
FARC if_?olume is sufficient. 
Destroy J,W" years after cutoff. 
EXCEPTION: If a terminated 
recognition is renewed before the 

5"J,« year retention period expires, 
bring the documents forward to 
current file. 



► 

ITEM 
DISPOSAL INSTRUCTIONSDESCRIPTION OF RECORDSNUMBER 

701-01 
(r;tes JJl/.!ft:1. 

i',trn,. "r 
l>-ef-1· !tile/ 

..... 
V, 
-..J 

701-04 

701-05 

CHAPTER 7. INFORMATION, PROGRAM PROMOTION, 
AND PUBLICATION RECORDS 

SECTION 1. PUBLIC INFORMATION FILES 

Privacy Act Records Systems. Records created in 
reviewing records systems and submitting requests for 
clearances and annual reports. Maintained by HCRS 
Privacy Act Officer. Arranged as appropriate. 

Privacy Act Disclosure Files. Files created in main
taining records of disclosure, when such information 
cannot be maintained in the basic (disclosed) record. 
Includes notification documentation on disputed or 
corrected records. Arranged by records system, then 
alphabetically by individual. • 

Petmanent. Cut off at close of 
fiscal year. Hold 3 years or 
until volume warrants and retire 
to FARC. Officf' te Mi.t.lM:i 28 years 
after Eethement. 'De 5tr~ IS-

~c--ff, 

Cut off at close of fiscal year. 
Destroy on site after basic rec
ord is destroyed or 5 years after 
disclosure, whichever is longer . 

Privacy Act Dispute Files. Case records created in 

datory 

ar 
the event of Privacy Act disputes, such as amendment ain 
case files. Maintained by Privacy Act Officer. st 
Arranged by record system, then alphabetically by 
individual. 

Privacy Act Statistical Files. Records created in 
accumulating data and submitting statistical reports. 

Freedom of Information Act Request Files. Documents 
accumulated in preparing replies to inquiries speci
fically identified as FOIA requests. Includes the 
request, estimates of search costs and reproduction 
fees, documents refL:;cting coor(tination of the 
response, and related papers and correspondence. 

S;a.e. Cl. C f>~ e,.. 

Cut off at close of fiscal year. 
Destroy on site 2 years after 
cutoff. 

~q\1~ 

....... g--
7/-z-o {1'( 

R,i3 
,J~/,9 

'1-t·(f' 
,(1,.0/t'f 



701-03. (continued) 

a. Requests to amend agreed to by agency. Includes mdividual I s requests to amend and/or 
review.refusal to amend, copies of agency's replies thereto, and related materials. 

Dispose of in accordance with the approved disposition instructions for the related 
subject individual's record or 4 years after agency's agreement to amend, whichever 
is later. 

b. Requests to amend refused by agency. Includes individual's requests to amend and to 
review refusal to amend, copies of agency's replies thereto, statement of disagreement, 
agency justification for refusal to amend a record, and related materials. 

Dispose of m accordance with the approved disposition mstructions for the related 
subject individual's record; 4 years after final determmation by agency; or 3 years-Q\ after final adjudication by courts, whichever is later. 

-l 
p c. Appealed requests to amend. Includes all files created m respondmg to appeals under 

the Privacy Act for refusal by any agency to amend a record. 

j)i~af wu ~ ~~ ~a_, ~~ 
-fr~ ~ ~ !4 ~ ~ 3 ~ c~ 

~ ~4~)~~~~ 
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ITEM 
NUMAfR DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

(G~~ 

(G~~¾ 

~,l!.5 ltf/;(,43~ 
701-~6· ~ 

.... 
I.JI 
0) 

701-07 

702-01 

702-02 

"-• 
a. Approved requests a:A& aeaiLed Feqtteete which -do•noe Cut off at close of fiscal year in 

1;1oeY.lt ift app9al8 or litigation. which reply is sent. Destroy 2 years R..y_g 
b. !>~n\t>t!_ re..01..11>~ V\et-~~c....lei:L (,~r~re\s o\0Y1ot eidsfj""t~t.,, a'fter cutoff. _r,..__ l' 

p,ov,o\e~ fu~iJt,;e ~e<:.tc.-,y-·Hcm, c;f' rnib -\-c i"!U.\ c.esi-$;, . •· ))e.~ .a 11e.v-s ~ ~ or ~l::i~ 7/'th'/ 
..v. c.Denied requests resulting in appeals or litigation. c... l>ts-tna.c..i J.f 'i~r 'RP-1>..r f,"'lf Ader~~rtci.i-1~ 

( 6/!S Pf/11,;..) ~- "4~ or 3 '11!Ai".S ~ _Av.t/ 
Ol.~Jwil•et.'-+,o-,...., b~ c,, i...dsJ wJ,,-~eve.r (s 

fet.ter1 Cr_ '°S J ) • 
- ~"'- }J.J}lir... • 

,cl, De,n~~,r~e.sts Uf-\:- ~reA.\~ (ol.fM~•"1, +6 Q.l\cr ~, 'J>e.st-~ S v\rs •. ~ e;\~te ot rer''1•.. Q.cee-1,:s l=>~cf-

Free~om oI-1nfS°¥Malro:6 Reports and Statistics. Files Cut off at close of fiscal year. . 
created in compiling and submitting FOI statistical Destroy 5 years after cutoff. 
reports. 

Copy Fee Collection Register. Consists of documents Cut off at close of fiscal year . 
which provide a record of receipt and disposition of Destroy 4 years after cutoff. 
funds received for copies of public information rec
ords. 

SECTION 2. PROGRAM PROMOTION FILES 
Pc::Y-ma.!"\e I"\"t 

Biographical Files. Biographies, photographs, news Cut off when individual leaves. 
clippings, and related items pertaining to the HCRS D bl Jy4 years after cutoff. 
Director and Deputy Directors. Maintained by the oi'f<eY -to K~ 

Office of Communication 

Morgue Files. Newspaper, magazine, and press service 
teletype clippings. 

a. Clippings regarding specific HCRS programs, acti Cut off at close of fiscal year. 
vities, and personnel maintained by the Office Hold 2 years or until volume warrants 
of Communications. Arranged chronologically. and retire to FARC. Destroy 6 years 

after cutoff. 

Cut off at close of fiscal year.b. Other clippings of a general nature. 
Destroy 1 year after cutoff. 

https://1;1oeY.lt
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ITEM 
NUMBEH 

702-03 

(0,1s N/1 
$i,.bM1UJ· 

j/J✓~ 11.iq-)J 

.1~~~ 

702-04 

(GRS 11/1 
<:u),,,u· 

/Jf:-c,-i. 

;✓#- /(i1-J- J 

J:fel'Yl lo!/-

703-01 

)Ii/# p 

DESCRIPTION OF RECORDS 

Speech Files. Copies of speeches and other papers 
created in the process of writing, reviewing, clear
ing, and delivering speeches by HCRS officials. 

a. Speeches delivered by the Director, Deputy 
Directors, Regional Directors, and Headquarters 
Division Directors. Yirr. bj n"-"Me oF- 'i n<-l;'vt,:.h,.«-IJ 

~e..~aQ.,(' C.l\rr,--\'\c,l~,cci.l½- Cr-1.• 5 ''/ '-\"· 

b. All other speeches. 

Press Release Files, Documents relating to the 
preparation, coordination, clearance, and dissemina
tion of information to any public communications 
me<lja. These files include drafts, clearance docu
ments, formal press releases, and related papers. 
Record set should he maintained by the releasing 
office and should be marked "RECORD SET." Arranged 
chronologically. 

SECTION 3. PUBLICATIONS AND PRINTING FILES 

Publication Master Files. Consists of the official 
file copy of each journal, booklet, pamphlet, mono
graph, poster, periodic or special report, employee 
newsletter, or other issuance primarily of an infor-
mational chara Include a 

. Ul'A ,'<In M l.taWff •
nal agency us pu icaf ions, such as uutdoo 
Recreation ActioJ for promotion or external use, 
Official file copy is maintained by the office 
responsible for preparation and issuance or the 
office requiring contractor preparation. Publication 
in this file will be distinctly marked "RECORD SET" 
and will not be charged out. flm c,..fplta.bd-'i~~'f ~ frf/,e, 
Ve/, ~ee.(.J.wiu.lafe,t I% J-7'i = IJ.... CM.· P-f i c·a • ;l.e.'t 'A.jlfr, ,hcre~s 

DISPOSAL INSTRUCTIONS 

l"E RM.FIN c.NT: 
Cut off at close of fiscal year. 
Hold 2 years or until volume war
rants and retire to FARC. 

o~f;.~t-fuor;i\\~ years after cutoff • 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 

£ermaR@REr Cut off at close of 
fiscal year. Hold 2 years or 
until volume warrants and retire 
to FARC. Q.1;.f.e-r-to ~lAR8 20 years 
after cutoff. L>.z.',,;tt1'-j 

Permanent. Place in inactive 
file when publication is issued. 
Cut off inactive file at close of 
fiscal year. Hold 3 years, or 
until volume warrants, and 
retire to FARC. Offer to NARS 

0 years after cutoff. 
J 

KT:8 
-r/1 

"111-;r. 

1/v,/rq 

https://fo.b,.1t
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ITEM 
NUMBER 

703-03 
{Gl?.S ra/1 

S'"'-. "9 

703-04 

.... 
a, 
0 

(e,Rs 13/~ 
Si/,,Wlt-~j 

703-05 

703-06 

________,.___,__ 

DESCRIPTION OF RECORDS 

Publications Manuscrjpt Files. Editorial matter 
relating to the publication of a manuscript, including 
drafts, printer's copies of galley and page proofs, 
and other working or control data used in the prepara
tion of publications. Arranged by publication name 
or number. 

Job Control Registers. Registers used to control the 
receipt of requisitions and work orders for printing 
and duplicating jobs. 

.Job or Project Files. Files containing all papers and 
data pertaining to the planning and execution of 
printing, binding, duplication, and distribution jobs . 
Includes requisitions, bills, samples, clearances, 
and related papers. Arranged numerically by control 
or requisition number. 

a. Files pertaining to in-house reproduction jobs or 
projects. 

b. Files pertaining to reproduction jobs or projects 
performed by Government Printing Office or outside 
contractor. 

Negative Printing Plate Files. Files consist of pho
tographic negatives used for reproduction of major 
publications. Arranged by title or requisition number 
according to fiscal year. Negatives used for reprints 
are brought forward to current year. 

Job History Card Files. Cards maintained by the officE 
responsible for printing and reproduction to reflect 
the reprint history of all major publications. 

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year in 
which publication is issued. 
Destroy 2 years after cutoff. 

Cut off at close of fiscal year in 
which compiled or when register is 
filled, whichever is applicable. 
Destroy a:€t~r 1 year.o..f~ ~£ 

Cut off at close of fiscal year in 
which job is completed. Destroy 
ah er- 1 yea r .cJller ~F, 

Cut off at close of fiscal year in 
which job is completed or requisition 
is cancelled. Destroy~ 4 years. 
~~ 

Destroy at close of fiscal year in 
which publication is discontinued, 
sut~eded, o~~ecomes obsolete, or 
after 5 yearsAif the status of pub-
1i ca ti on is unknown. 

wheNt--
Destroy~ related publication is 
rescinded, discontinued, or becomes 
obsolete. 



ITEM 
NUMBER 

704-01 
NN'II 

704-02 
;r#V 

..... 

..... "' 

DESCRIPTION OF RECORDS 

SECTION 4. ART, GRAPHICS, AND PHOTOGRAPH FILES 

Visuals Exhibits a Gra hie Fileso Original 
art work, slides, charts, graphics, 
acetates, negatives, other visual aids. 

$Cf&, f • 'fo I IA.., ~I" C"&.Y \s1 0 V\ 

Video Recording and Motion Picture Files. Files con
sist of motion pictures and video tapes produced by or 
sponsored by HCRS activities and used for promotional, 
educational, and informational purposes . 

Video recordings. The original recording or the 
earliest generation of each recorditm or a kine
scope of the. recording. 'L-ic.lw..J.es "FrUfil-e • .. PltAS1, •• H-a.w;.tl,e, 
wl'i'h C4n, '' v.. 30· st~ol'lt f~ ""hot.1.f Awle.ACA15. 8A.trier-

:XS(1>.nd. ►• /trr. b!-1 +i+lt. Wit~ A.c.cv.n1u/"!.f~el,
Motion pictur~s. Files produced or sponsored by 
regional activities: the original negative or 
color original plus separate optical sound track, 
an intermediate master positi.ve or duplicate 
negative plus optical sound track, and a sound 
projection print for each motion picture. 

c. Additional duplicate recordings of 'a' and addi
tional duplicate prints of 'b'. 

Finding aids and production documentation. Exist
ing finding aids such as data sheets, shot lists, 
catalogs, indexes, and other textual documentation 
necessary for the proper identification, retrieval, 
and use of the video recordings and motion pictures 
as well as production case files or similar files 

DISPOSAL INSTRUCTIONS 

Destroy on print g of publica
tion, after pr entation, or when 
no longer µs e, except that 
art work o continuing usefulness 
may be r ained as nonrecord mate
rial u il no longer needed. 

Permanent. Offer to NARS when 5 
years old or when no longer 
needed, whichever occurs first. 

Permanent. Offer to NARS when 5 
years old or when no longer 
needed, whichever occurs first. 

Destroy when 5 years old or when 
no longer needed, whichever occurs 
first. 

Permanent. Offer to NARS in 
accordance with instructions 
governing the disposition of the 
related production. 

https://positi.ve
https://XS(1>.nd


704-01. 

,::1 
...0 
rl 

Visuals, Exhibits, Art. and Graphic Files. 
Origjnal "artwork" (mock-ups for pages or 
covers of publications, and other similar 
material), charts, graphics, acetates, 
negatives of Hartwork," and other visual 
aids used in the production of publications 
or training programs, conferences, etc. 

Destroy on the printing of 
publication, after presentation, 
or when no longer 

1

-qs_able, except 
that 11artwork" of continuing 
usefulness may be retained as 
nonrecord material until no longer 
needed. 

I-' 
g; 
Pl 



ITEM 
NUMBER 

704-04 
,il,11 V 

DESCRIPTION OF RECORDS 

which include copies of production contracts, scripts, 
or other documentation bearing on the origin, acqui
sition, release, or ownership of the production. 

Video Work Tapes. Consists of video. recordings cre
ated by HCRS personnel as part of a resource study, 
such as aerial recordings of a river under study. 
These tapes are used to record basic data on the 
study subject ·and are intended for internal use only. 

Photograph Files. The original negativ and a cap
tioned print for each black and white mage and the 
original color transparency or colo negative, a cap
tioned print, and an internegativ (if one exists) for 
each color image. 

a. Photographs of significan HCRS officials and 
other indivi.duals and p tographs resulting from 
significant Service pr gram responsibilities 
which constitute evi nee of the organization, 
functions, policy d elopment, decisions, proce
dures, operations or other activities. 

b. Photographs mad to serve a temporary purpose but 
not having suf icient value to justify continued 
retention. eludes but is not limited to photos 
reproduced technical reports which are meaning-
less witho t the report; duplicate and extra 
copies; d photographs of local interest only. 

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year in 
which the study is completed. 
Erase tapes 3 years after cutoff. 

Permanent. e every 5 
years at the close the fiscal 
year. OffE~r to NA when no longer 
needed for admlr .strative use or 5 
years after c off. 

en purpose is served or no 
eeded for reference. 



704-04. Photograph Files. The original negative and a captioned print for 
each black and white image and the original captioned color 
transparency or color negative, a captioned print, and an inter
negative (if one exhts) for each color image. 

a. Photographs of significant HCRS officials and other 
individuals of note. Arranged alphabetically by 
name of individual. CCI.-~ 11 Sl"<'e 1'1i~. C&i-1'1 "/'i'· 

b. HCRS Black and White Reference Photo File. A collection 
of b&w prints received from other agencies both within 
and outside the Department of the Interior. None of 
the photos are created by HCRS, and there is no matching 
negative file. Most items are uncaptioned. Photos are 
used in publications and agency presentations. Subjects 
depicted include 40 categories such as boating, canoeing, 
"historical," sports, and other varieties of recreation. 
Arranged alphabetically by subject. J./ C(,,... f+ s,..,ce 19'13 ~ 

(p "/yr. 
I 

c. HCRS Slide Collection. Color slides, arranged alphabetically 
by subject such as 11beach," "bicycling," "boating," 
''driving and outdoor activities," "sightseeing, 11 "nature," 
and "walking for pleasure." Slides are created by HCRS, 
generally in HQ (duplicates may be maintained in regions), 
and used in HCRS publications, in-house presentations, and 
public relations activities. J.f 1/J (;AAH- Sll'\£'€. 1'1IP1, v~~f-ffi.i,, 

1) HQ 

2) Regions 

PERMANENT. Cut off file 
every 5 years at the close of 
the fiscal year. Offer to 
NARS when no longer needed 
for administrative use or 5 
years after cutoff, whichever 
occurs first. 

Destroy in agency when no longer 
needed for administrative use. 
Not authorized for transfer to 
FARC. (GRS 21/lc) 

1) PERMANENT. Break file every 
5 years. Offer to NARS when 
no longer needed for administra-
tive use or when 10 years old, 
whichever is sooner. 

2) Destroy in agency when no 
longer needed for reference. 



d. National Historic Landmarks Photograph File. 
Blacj.,f:white prints of sites preserved as 
National Historic Landmarks. Some photos have 
matching negatives. The collection is being 
established gradually, as photos are pulled 
from the National Historic Landmarks Site files 
(Item 1501-10). To be arranged alphabetically 
by State (prints). No arrangement as yet 
established for negatives. Cc.. i:).()-t'n) ik\'>l.s. Ya. et,., P+/'1r, 

e. National Register of Historic Places Photo File. 
B&W prints, arranged by location, depicting sites 
placed on the National Register of Historic 
Places. This file is being created as prints 
are pulled from the National Register of 
Historic Places Property Files (Item 1501-01). 
Negatives have no arrangement as yet, but will 
probably be arranged ~y location. (p ~f'+- to ik.:k, 

(A. ,,l.. ~- f+-/11r, 

f. National Register Color Slide Collection. Color 
slides, arranged by location, depicting National 
Register properties as well as preservation 
and rehabilitation techniques. Used in slide 
shows, publications, lectures, thematic nominations, 
and are mostly staff-generated. C"- .;,.c,-ov sli-des on h~1 

..!,,'(TO Sh--.te s f "1•, 
g. Finding Aids~ Indexes, caption lists, shelflists, 

subject lists, and other similar material. 

h. Photvgraphs made to serve a temporary purpose 
but not having sufficient value to justify 
continued retention. Includes but is not limited 
to photos reproduced in technical reports which 
are meaningless without the report; duplicate and 
extra copies; and photographs of local interest 
only. 

PER:ttiANEl\1T. Break file 
every 5 years. Offer to 
NARS when no longer needed 
for administrative use or 
when 10 years old, whichever 
is sooner. 

PERM!\NENT. Break every
5 years. Offer to NARS when 
no longer needed for 
administrative use or when 
10 years old, whichever is 
sooner. 

PERMANENT. Break file every 
5 years. Offer to NARS 
when no longer needed for 
administrative use or when 
10 years old, whichever is 
sooner . 

Dispose of in accordance 
wjth disposition instructions 
for related photographic 
records. 

Destroy in agency when 
purpose is served or when 
no longer needed for 
reference. 



801-01 

HCR 
Include 
investigat 
investigating 

Co 

a. 

din the 
and 

Papers containin olicy and 
requiring extensive 
relations 
President 

precedent and 
which document 
Office of the 

tained by the office responsible 
with the President and Congress. 

ITEM 
MUMfJFR DISPOSAL INSTRUCTIONSOESCRIPTION OF RECORDS--------------------------------+--------------------

econunendations, and HCRS replies. 

a. responsible for 

b. Records maintained in other offices. 

CHAPTER 8. LEGAL, LEGISLATIVE, 
AND CONGRESSIONAL RECORDS 

SECTION 1. CONGRESSIONAL RELATIONS FILES 

Congressional lnvesti,ation Files. Documents accumu
ed as a result of investigations and studies of 

ctivities by Congressional committees. 
re papers relating to the conduct of the 

, information on the activities of 
mmittees, analyses of committee 

Pe~111,u1eI'lc, Plaee ia iaaoC;h•e 
file wltett in"9e~tigtttion i:1' 
closed. Oat otf fnsetive file 

-ft-l~"'+t~~""""'-£"'~--t-'11'1"',!'l"'l"'-:--t1Ho±ri-,,.._-+-

ongressional and ~fuite House Corres ondence Files. 
spondence, memoranda, reports, and other papers 

course of preparing replies to 
ifuite House inquiries. 
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NUMBF.R 

801-03 

802-01 
tJN- I,,,c,~J.) 

~ei:,'i 

DESCRIPTION OF RECORDS 

h. Duplicate copies. 

Congressional Grant Notification Files. Documents 
reflecting the notifi.cation of Congressional delega
tions of the award of grants within their constitu
encies. Consists of copies of documents found in 
the grant case .file, such as: BOR Form 8-182, 
Grant Processing Control Sheet; Standard Form 240, 
Notification of Grant in A:f.d Action; and transmittal 
sheets. Maintained by the office responsible for 
Congressional liaison. Arranged by Congressional 
session and thereunder by state delegation. 

SECTION 2. LEGISLATIVE FILES 

Legislative Case Files. Documents created in prepar
ing, reviewing, and commenting on proposed legisla
tion, Executive Orders, Secretarial Orders, proclama
tions, and reports. These may he proposed by the 
IICRS or related agencies. Includes background mate
rial, drafts, reviews, minutes of meetings, position 
papers, bills, and other related papers. Arranged by 
Congressional session and alphabetically by subject. 
thereunder. 

a. Records maintained by office responsible for 
Congressional liaison. 

b. Records maintained in other offices. 

DISPOSAL INSTRUCTIONS 

QeotEey uiteftfte loftgeF H:ee<ieEl fel' 
refcren.ee, 

Cut off at close of fiscal year in 
which the session ends. Destroy 3 
years after cutoff. 

PePmaAent. Place in inactive file 
when legislation is enacted or 
dropped. Hold 3 years or until 
volume warrants and retire to FARC. 
Of fer rn fo\RS 20 years after cutoff. 

1)1::s~ 

Destroy when no longer needed for 
reference. 
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802-02 

802-03 

803-01 

OESfRIPTION OF RECORDS 
t----------------·-----------------1

Pennanent File List. Consists of Index of Legisla
tion. Shows bill designation, subject, related bills, 
public law designations, and similar data. Main
tained by the Office of Congressional Affairs. 
Arranged numerically bv Congressional session, 

Stalus of Legislative Proposals File. Consists of 
charts prepared monthly on actions taken on major 
legislative proposals related to our outdoor heritage 
and recreation. Arranged chronologically. 

a. Office of Congressional liaison. 

b. Other copies. 

SECTION 3. LITIGATION AND CLAU!S FILES 

Claim Case Files. Documents relating to claims by 
or against the l!CRS resulting from personel injury, 
delinquent accounts, property losses, and other 
business transactions. 

a. Settled claims. 

b. Disallowed claims. 

DISPOSAL INSTRUCTIONS 
1---------------------t 

FcrfflaHent. Place in inactive file 
at close of Congressional session. 
Cut off inactive file at close of 
fiscal year. Hold 4 years and 
retire to FARC. Off.er to HARS 20 
years after cutoff. Des~ 

Cut off at close of fiscal year. 
3 <!.f~• c.u:toff-Destroy l years -a er erttoth oY 

whe" "-"d,tec\ l;,'f 6/'.C, '-"''""-he'ie~ ,s s.,..,.-,,ev. 

Destrov when superseded or no 
longer needed for reference. 

Cut off at close of fiscal year 
in which settlement is made. 
Destroy 6 years after cutoff. 

Cut off at close of fiscal year 
in which disallowance decision 
is made. Destroy 7 years after 
cutoff. 

-;ft/77 
'-m·y 
1/zo/-11 
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Nl IMfH R O[SCR I PT ION or RECORDS DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year in 
which delinquent account is settled. 
Destroy 1 year after cutoff. 

c. Delinquent accounts. 

Litigation Case FJles. Documents relating to actual 
legal proceedings in which the HCRS has interest. 
Included are advisory reports, investigation reports, 
litigation reports, statements of claims, copies of 
processes and p1eadings, supporting documents, and 
related correspondence. 

803-02 

-. Cut off at close of fis-a. Cases designated as significant or precedential 
cal year in which case is closed. 
Retain in current files. Offet to 
.,n~~ ~~ years after cutoff. 
bes.fro-<J ,;,,o 

by the General Counsel. 

Cut off at close of fiscal year in 
which case is closed. Destroy 10 
years after cutoff. 

b. Other cases. 

Place in inactive file when audit is 
by the Office of General Counsel i.n providing legal 
Audit Legal Assistance Case Files. Documents created803-03 

closed. Cut off inactive file at 
advice and assistance regarding legal problems and close of fiscal year. Retire to FARC 
questions raised hy audits and investigations of when no longer needed for current 
grants and contracts, resolution of audits, and operations. Destroy 8 years after 
reclamation of grant funds. cutoff. 

Place in inactive file when grant is 
lated in providing legal advice and assistance on 
Grant Activity Legal Case Files. Documents accumu803-04 

terminated. Cut off inactive file at 
grant condit:lons and classes, complaJnt:s concerning close of fiscal year. Retire to FARC 
grants and contracts under grants, appeals from when no longer needed for current 
denials of grant applications, questions of funding operations. Destroy 8 years after 
eligibility, grantee procurement policy and property cutoff. 
management, and grantee financial management. 
Included are copies of complaints and inquiries, 

f:.il!, 

·-r/qh1 

~111'1 



ITEM 
NUMBER- DESCRIPTION or RECORDS DISPOSAL INSTRUCTIONS 

comments, reviews and recommendations, and related 
correspondence. 
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NIJMB[R DISPOSAL INSTRUCTIONSDESCRIPTION OF RECORDS
---1----------------------------~•-------------------1 

900-01 

I-' 

I.O °' 

CHAPTER 9. ADP SYSTEMS MANAGEMEHT RECORDS 

The records contained in this chapter relate to the 
electronic data processing function. These include 
svstems documentation, machine readable records, and 
remote terminal records. }faster and historical data 
for specific systems are maintained on disk or 
magnetic tape at the National Institute of Health 
Computer Center. Payroll documentation is main
tained by the Bureau of Mines in Denver. Colorado. 

S stems Feasibilit 
files which document 
cessing systems from 
and installation; to 
contained include the following: request for a data 
processing system; stems objectives and defini
tions; estimates o resources required to design, 
implement, and o rate a data processing system; 
feasibility stu comparing present, alternate, and 
proposed syste s; systems authorization; cost esti
mates; equipm nt requirements; source data require
ments; outp requirements; and installation 
schedules. Arranged alphabetically by system title. 

a. 

Files. Project 
evelopment of data pro-

re est; through study, planning 
s stems operations. Documents 

Cut off at close of fiscal year 
in which final ecision is made. 
Destroy 5 yeas after cutoff. 

Cut off a close of fiscal year 
in which system is discontinued. 

5 years after cutoff. 



u·\.·.,,.....I_________________________________-._________________"\ 
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I 

'900-01 

CllAP'fEll 9. ADP. SYSTEMS MANAGF,ttmIT RECORDS 

The records contained in this chapter re\ate to the 
electronic data processing function. These include 
systems documentation, mnchine readable records. nnd 
remote terminnl records. H.rnter 1md his.torical da_ta 
for spec..ifl.c S.'l..Stems nre m,u.ntn:l.tH~.d...oQ.,.di...'ik or 
ma~netic ta1tc at tlH~ National 1m1titutc of Jlf!olth 
Computer Ccnler. Payroil documentation jo mn:f n
taim.id by the Bureau of Mines in llt:;JlVe:r • Colorado. 

§l'.s~ems Feasibility and Planning J•'llcs. Project 
files which document the development of dnto pro
cessing systems from request; throu1ih study• planning 
and installation; to systems operations. Documents 
contained include the following: request for a data 
processing system; systems objectives and defini
tions; estimates of resources required to desicn, 
implement, and operate a data processing system; 
feasibility study comparing present, alternate, and 
proposed systems; systems.authorization; cost esti
mates; equipment requirements; source data require
ments; output requirements; and installation 
schedules. Arranged a~phahctically by system title. 

a. Rejected systems. 

b • Approved systems. 
. . , 

For which all related magnetic data files are 
authorized for disposal.. ' 

' 
\} Q Aµprov1;d systems •. '• 

F'or which any related magnetic data file is not 
autho.rized for disposal. 

Cut off at close of fiscal year 
in which final decision is made. 
Destroy 5 years after cutoff. 

Cut off at close of fiscal year 
in which system is discontinued. 
Destroy 5 years after cutoff. 

Retain with related data file 

'M-?f, 
1t (t3(7'r 

Jl1'S,•l~" \-1'\ 

https://Plantd.ng
https://m,u.ntn:l.tH~.d...oQ.,.di


ITEM 
NUMOrH D[SCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

·------~~------------------------------+--------------------1 

900-02 

900-03 

900-04 

900-05 

System Design and Operation Documentation Files. Con
sists of documents d1:~tai1 ing the operation procedures 
and instructions for specific data systems. Includes 
a general narrative description of the system; input/ 
output: specifications and f]ow data; file or data 
set descriptions; input collection instructions; 
instructions for data entry; computer operating 
instructions; program specjfications; output prepara
tion and distribution instructions. Arranged by 
system title. 

Source Documents. Coding sheets or source documents 
forwarded to data processing activities for card 
punch or other data entry. 

Extra copies of source docur:ients and co<ling sheets 
prepared for the sole purpose of forming the data 
base or updating system files. 

b. Other source documents. 

Error/Edit Listing Files. 
showing errors and are used 

Source Program Car<l files. 

These are computer printouts 
for editing purposes. 

Punched cards containing 
common language source program data (source deck). 
Used with a processor or uti1"ity pror,ram to produce 
a machine coded object program. 

Cut off when specific system is dis
continued. Destroy 5 years after 
cutoff. 

Destrov 1 year after the system pro
gram has been debugged and is sta
bilized or 1 year after input has 
been verified, as appropriate. 

Return to user for disposition in 
accordance with applicable disposal 
instructions. 

Destroy after corrections l1ave been 
made and listings verified. 

Destroy individual cards when 
replaced by new ones. Destroy 
program deck after program has been 
removed from system; or if data has 
been transferred to magnetic file, 
destroy after magnetic file has 
proven satisfactory and has adequate 

._______________________________________,______________________ 



ITEM 
tlUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

backup; i.e., after second update 
cycle. 

900-06 Source Data Card Files. Punched cards containing 
data abstracted from source documents and used for 
conversion to magnetic tape or discs. These cards 
are retained as backup to magnetic tape or disk 
files. 

a. Used in 'an updated system. 

b. Used in a one-time system. 

Dest1·oy when related magnetic 
file maintained at the host com
puter center has proven to he 
satisfactory and has grandfather 
backup; i.e., after third update 
cycle. 

Destroy when related magnetic 
file maintained at host computer 
center has ~roven satisfactory. 

900-07 Raw Data Input Magnetic Tapes. Magnetic tapes con
taining source data converted from punch cards. 
Used to temporarily store data to be transmitted 
to the host computer facility. 

Erase after related magnetic file 
maintained at the host computer 
facility has proven satisfactory. 

900-08 Job Control Records Files. Cards or forms used to 
record approved jobs, job numbers, requesting office, 
job description, date received and date due, and 
related information. 

Cut off at close of fiscal year 
in which job is completed. 
Destroy 1 year after cutoff. 

900-09 Grant in Aid System Files. These files contain 
descriptive and statistical data on grants issued 
by HCRS. Information includes, but is not limited 
to, name of grantee, type of grant, activities, 
acres, status, and city and county designations. 



900-10 

900-11 

900-12 

a. Master file. 

b. Hbcorical Fi le. 

Property Manai~ement Master J•'!.!!t• Containn dutu ori 
personal property within the ncns. 'Includes nasir,ned' 
property number, property code, purchnne voucher 
numb(;: r, purcha:.ie date, location, nn<l c.;erinl nurnher. 
Uata is used to prepare regular and special request 
reports. < 

~ 

Finandal Hanagernent Svstem Master File. This master! 
~ 

f 11 e reflects the status ~f all llCRS f innncinl data. ' 
File shows account numbers, accouriting data, loca
tion data, individual transactions, ledger balance~ •. 
and other financial data.. This fil~ is the source 6f 
various accounting reports and may be used to con
struct a GAO audit trail. 

~ a. Monthly tape. J . 

b. Year-end final tapes. 

Grant Accounting S1stem Master File. This ia a 
roaster file of the grant accounting data .. File 
includes apportionment d,lta, balances• draw downs• 
letters of credit. an4 related data. File is used 
to generate a variety of reports and may be used to 

i 

Destroy after third update eye.Le. 

Cut off at cloee of fiscal year. 
Destroy after.au4it by GAO or 3 
years ofter cutoff, whichever i~ 
earlier. 

Destroy after third update cycle. 

Cut' off monthly. Destroy tape 
data 13 months after cutoff. 

Cut off at close of fiscal year. 
Destroy tape data 10 years after 
cutoff. 

https://purcha:.ie
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ITEM 
NUMBER 

900-13 

900-14 

900-15 

DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

create a GAO audit trail. 

a. Monthly tapes. 

L. Year-end final tapes. 

Surplus Propert S stem Master Fi This is a 
master file for the surplus pro rty donation system. 
Includes data on recipient by tate, county, and 
name; HCRS control number; pe of transaction; title 
of property; acres; shore eet; acquisition cost; 
estimated market value; ate deeded; GSA control 
number; and related i ormation. Used to prepare a 
fiscal year report a a master report. 

Nationwide Plan System File. of statistical 
information developed to support e nationwide 
outdoor recreation planning pro ss mandated by 
Public Law 88-29. Includes d a on demand for 
recreational resources by a a, resource, and popu
lation group; an inventor and classification of 
recreation resources; p jections of future resource 
demands and resource eeds; and related information. 

Island Study System File. Con sts of statistical 
data developed to support th study of islands of 
North America. Includes d a on location, size, 
ownership, urces, and related infor-
mation. 

Cut off monthly. Destroy tape 
data 13 months after cutoff. 

Cut off at close of fiscal year. 
Destroy tape data 10 years after 
cutoff. 

Permanent. at close of 
fiscal year. 3 years or 
until volume wa rants and retire 
to FARC. Off NARS 20 years 

Permanent. Cut of at publication 
of current plan. Offer to NARS 
when no longer 
ence. 

Permanent. t publica
tion of current an. Offer to 
NARS when no nger needed for 
reference. 
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Su0-13 

..... 
-...a 
w 

9uu-14 

~00-15 

create a GAO audit trail. 

a. Monthly tapes. 

L. Year-end final tapes. 

Surplus Property System Master File. This is a 
master file for the surplus property tlountjon syotcm. 
Includes data on rec1picnt hy :itute, county. nnd 
name; HCRS control numuer; type of tn1nnl1ct.:ion; title 
of property; ncres; shore feet; pcquinition cost; 
estimated market value; date deeded; GSA control 
number; and related information. Used to prepare a 
fiscal year report and master report. 

Nationwide Plnn System File. Consists of statistical 
information developed to support the nationwide 
outdoor recreation planning process mandated uy 
Public Law 88-29. Includes data on demind for 
recreational resources by area, resource, und popu-
lation group. " 

Island Study System Ftle, Consists of statistical 
data developed to support the study of islands of 
Uorth America. Includes data on location. size, 
ownership, recr~ntion resources, ,md related infor
mation. 

Cut off monthly. Destroy tape 
data 13 months after cutoff. 

Cut off at close of fiscal.year.
I 

Destroy tape dnta·lo y~ars after 
cutoff. 

Destroy when no longer needed for 
reference. 

PERMANENT. Offer to NARS one year 
after completion of survey. 

Destroy when no longer needed for 
reference. 



ITEM 
NUMRF.R DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

900-16 National Association of Conservat~District File. 
Consists of an inventory~fpri ately owned recrea-
tion resources. Includes da on type of activity, 
size, facilities, ownershi, and related information. 

~..Ste.. k>llo1virt5 ~e. 
rtviSio--

.. 

Destroy datronexcept last 3 
final tapes. 



.11-19 

:u··'i - , l , 
1 
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•1nM 
llUMl\f.R DESCRIPTION OF RECORDS.· DISPOSAL INSTRUCTIONS 

National Association of Cont:1ervation District Fi.le••900-16 
Consists of an iuicntory of privately owned recrea
tion resources. Includes data on type of activi-=y • • • 
size. facilities, ownership, and related information, 

'-)00-J'/ t·\id f:c,tl. L.-.nd und l~!lt er Conservation • System File 
Consists of an iriv~ntory of areas funded by HCRS 
that are held by· the t'orest Service, Park Service, 
i:lureuu of Land Management, and the Fish and Wildlif'• :· • 
Service~ • 

'J,lJ-ld 0;JiP Cultural Information System File ·: · · 
Consists of the National. Regi1;1ter, • Historic American./ 
Building Survey, Hi$toric American Engineering Records,· 
and National Landmark Records. 

lublic 1''Aci) ities Survey System File ' 
Consists of an inventory and classification of public 
recreation resour9es developed to supp~rt the nation-
wide outdoor recreatloq plannine process. • 

,::.:.· ,•.;)~\\: ::,,?:·;:. '' 
•... 

... ,. :' •':.' ~-_:;~_::; ••l.i, 

• • : : '<. 

' ..... 

-Jlestroy art~ .third u~te cycl~. 
,,{!~f11 
1',11 

,of).4'\i1 

Destroy when po longer -needed for 
reference. . • • /ffltl 

\t(,1/11 
l"6 

~'t '""'"' Destroy when no longer needed fof 
- ' 

ref~ence. ,.,,,,{71 
117:8,.,~ 

Destr07 after third update cycle. 
"Mr 

•'\r?Jl1' 

f.11'\n 
•. •.,· 

·; _..... ·.' . 

.. •• ,' ~ ~ 
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ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

CHAPTER 10. GRANT PROGRAM RECORDS 

The records described in this chapter are related to 
the grants-in-aid programs administered by the Heritage 
Conservation and Recreation Service. These include 
grants for planning. acquisition, and development of 
recreation resources under the Land and Water Conser
vation Fund Act of 1965; grants for acquisition and 
preservation of cultural resources under the National 
Historic Preservation Act of 1966; and transfers of 
surplus Federal properties to state and local govern
ments for recreation use or historic preservation and 
use. 

SECTION 1. GENERAL GRANT PROGRAM FILES 

Grant Status Control Files. Consists of documents 
used to control the assignment of grant numbers and 
appropriation data; and to monitor the status of 
grants. Includes data identifying and describing 
grant projects and describing the status of billings. 

:3 iEI--R..S 01...D o ~ 

Destroy when1no longer needed for 
reference, wh1a.\<\f!'le\' ,~ \o..,e('. 

Q 'fia.J>-..~ 01-'C> 0 I'!. v.> "e.N. 

1001--02 

1001-03 

r,rant in Aid System Reports Files. Consists of com
puter printouts containing descriptive and statis
tical data on grants. Information is used for man
agement planning and program eval1Jation. Includes 
reports prepared periodically or in response to 
specific requests. Arranged by type of report. 

Grant Proposals Files. Consists of documents relat
ing to proposals for grants for which no formal 
application has been received. Includes corres
pondencr~, notes, evaluations, recommendations, and 
related papers. Arranged hy state. Transfer to 
grant application file when a formal application is 
received. Arranged alphabetically by state. 

Destroy when s-tiperscded, ebsGlete-;
• no longer needed for reference~ 

w'<'-1,~\'\e.'leY \~ \o,.\e\'. 

JiJr ..(.1s,-s.if-lo,i oF "1,.,.,"',-...,w.fcr C.W'ls«.,.,,._H ~ 
c ... ,rrh· i11 - Ai.t. Pro,r.m A.-11vAI Re,e,rt-, •• 
(.._ ~ v•lv-.4 t- '"'"'"'•~ voh111111c f'f,fort)) 

$~e.. :l:t-e...,. '10'3-0t. 
Cut off at close of fiscal year. 
Hold 3 ~rears and destroy. 

t=i,.l\4L. 



ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

1001-04 Grant Application Case F.ile. Consists of documents 
accumulated in reviewing and recommending action on 
grant applications. Included are applications, 
evaluations, notes, recommendations for award or 
rejection, and related papers and correspondence. 
Arranged by grant nwnber. 

or- c .. nt:illttL 
a. RejectedAapplications. 

b. Accepted applications. 

SEl:T ION 2. GRANT CASE RECORDS 

Recreation Grant Case Files, Records described below 
relate to grants awarded by the Heritage Conservation 
and Recreation Service for planning for outdoor recre
acll □ n and conservation and for acquisition and devel
opment of recreation resources under the Land & Water 
Conservation Fund Act of 1965, as amended. Records 
relate to the application, review, award, monitoring, 
and evaluation of grants-in-aid and monitoring of 
completed grant projects to ensure that grant related 
fad.litJes are held in perpetuity for recreation 
purposes as required by the Land and Hater Conserva
tion Fund Act of 1965. HCRS office maintains grant 
case files containing only essential information. 
Regional office grant cat:Je files are considered the 
official file and are maintained in six-part folders 
as described below. Arranged numerically. 

Cut off at close of fiscal year. 
Hold l year and retire to FARC if 
volume warrants. Destroy 5 years 
after cutoff. 

File in appropriate grant file at 
the time s,rant is awarded. 1YiSfose. 
o~ C'"'-QCC>rcLi11;:1 'h:1 1Y> Si.n..,('°t1c,,')._$ 

Por ~ f'c(.M..+- (-' 1 i-e_ _ 
'~ 



-------~---------------------------------------------------
ITEM 

DESCRIPTION OF RECOROSrnnmu~
i--------1--------------------------------r 

Crant Monitoring Documents. Consists of documents 
relating to administration of the grant. Includes 
the following documentation: 

P,irt 1. Cran_!: Applications. Initial grant appli
cations, supplemental and supporting documentation, 
recomrnendat1ons, related correspondence, and 
notices of award. 

Part 2. Project Agreements. Project agreement: and 
amendments; Jetters of approval, reviews and rec
or:unendations on agreenwnts, amendments, and sup
porting documentation; appraisal requests, 
reviews, evaluations, and approvals; environmental 
assessment reports, evaluations, and approvals; 
and related correspondence. Also includes con-
v even c es and r e l at e d ma l e r i a 1 s re ] a t in!'. t o t: he 
,-:ubstitution of grdnl properties 1-.1itli other 
equal properties. These conveyence materials may 
lk received after the original grant has been 
completed and retired. 

l'art 3. Pr_uject Support. Legal documents such 
as deeds, leases, title· opinions, 5-year his
tories of conveyence; preconstruction certifi
cates; maps and plats; construction drawings, 
pLms, and specifications; and related project 
technical papers. 

Part 4. Inspections and Reports. Reports of 
pre-award, progress, final, and other inspections 
and related correspondence. 

Part 5. General Correspondence. Correspondence 
relating to the grant; Congressional inquiries 
and responses; press releases; and news clippings . .. 

...... 
OISPOSAL INSTRUCTIONS 

Place in :inactive when grant iJ 
withdrawn, completed, or terll!inated 
Cut off inactive file at close of 
fiscal year. 

1) FASO Grants ::cnitoring Documents 
a) If filmed--Destroy paper 

records upon filming. 
Dispose of film records 
according to Item 1002-02.

' \
a) If not fil:ne;d--Destroy 

3 years after cutoff. 

2) Regional Office File. 
Hold 3 years after cutoff 
and retire to FA.RC. Destroy 

years after cutoff. 
FYior to retirement to ;;, -'~W 

~ •~•V' 

significant documents from the 
regional office file, such as those 
listed in the Grant Compliance 
File, Item 1002-02, wilj be micro 

• :mTE; Some docn:;1,mts 
arc not <:mitable for microfilming 
because of their size or other 
characteristics. These documents 
may be retained in the office after 
4-he "r ·t, "-~ • •'"' '-' an -'ion:i.torJng Documents 
has been retired, Disposition of the 
retained documents will be in 
accordance with the instructions for 
.:iisposal of the related Grar1ts Mon
itoring Documents file. 



ITEM 
NUMBER 

,.... 
..... 
0) 

1002-02 

DESCRIPTION OF RECORDS 

0) 

(2) bg:to"ual efftee-Pi'Te. 

h. Grant Financial Documents. 

Part 6. Financial Documents. Consists of fund 
certificat.ions, requests for advance of funds, 
letters of credit, billing statements, records 
of payment, audit reports and reviews, and 
related correspondence. 

(1) WASO File. 

(2) Regional Office File. 

Grant Compliance Microfilm Files. Consists of microfilm 
copies of documents maintained in the Grants Monitoring 
Documents file. Maintained to ensure that grant 
related facilities are used for recreational purposes 
in accordance with the provisions of the Land and Water 
Conservation Fund Act of 1965. The documents'include, 
but are not limited to, the following: Grant notifi-
cati.on, project agreement an<l amendments, project 
application with attachments, regional review, Envi-
ronmental Impact Statements and Environmental Assess-
ments, construction drawings, location and site maps, 
and conveyence related documents. Arranged numeri-
cally. 

DISPOSAL INSTRUCTIONS 

-
L 

Bcatza, 58 1ea1a artet cntuf~f•.---

Place in separate folder when Grant 
Monitoring documents are micro
filmed. 

Destroy 3 years after cutoff. 

Destroy 8 years after cutoff. 

Destroy individual microfilm jackets 
when et1persedeel-, eb&olete, 0£ ne 
·l6nger needed for ?"efel!'efl@lh 

·3 'l~.....__"-::s 01...P 1 '11-lt-\EN P...ut>\T.E.t, &'t 

i&"-.0 1 o~ ""1~~ t-\o I..(.') t.\.Gt;..~ 

N.g,t=..t>~O roi'-- ~~-:fE..l\E.~C..E.., 
\N~lC,t-\~"-l~ \~ ~'""f\5:.1'. • 
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ITEM 
NUMBER---·-- DESCRIPTION OF RECORDS-1----------------------------- DISPOSAL INSTRUCTIONS --------------------.. 
1002-03 

1002-04 

1003-01 

Historic Preservation Grants-in-Aid Files. Documents 
accumulated in the award and administration of his
toric preservation grants-in-aid under the National 
Historic Preservation Act of 1966. Includes grants 
for preservation planning and for acquisition, preser
vation, or rehabilitation of historic resources. Con
sists of grant acceptance letters, applications for 
Federal Assistance (Standard Form 424 or equivalent), 
amendments, description of projects, review and 
approval of construction, cost estimates, clearing
house review, progress reports, photos, funding cer
tification, requests for advances of funds, records 
of payment, audit materials, and grant related cor
respondence. Arranged by project nur.1ber, 

Grant Inspection Files. Consists of documents accumu
lated in the periodic inspection of grant related 
recreation resources. Includes inspection reports, 
evaluations, correspondence, and related documents. 
Arranged numerically. 

SECTION 3 • SURPLUS PROPERTY r.RANTS FILES 

Notice of Availability of Excess Property Files. Con
sists of Advance Notices of Availability of Real 
Property from the General Services Administration and 
descriptions of the property. Haintained to alert 
potentially interested parties that Federal property 
is excess and may become surplus and eligible for 
transfer. Notices are placed in the Notice of Surplus 
Determination File, item 1003-02, as they become 
surplus. Arranged by ~tate. 

Place i.n inactive file when 
grant is completed. Cut off 
inactive file at close of fiscal 
year. Hold 2 years and transfer 
to FARC. Destroy 8 years after 
cutoff . .:If re.wrclc. a.re. ~,lvrieol 1 

s;:.1.h~.,.._if SF--115' Fer ,~:i~po;lHM'l e,f 
Fil~ reeoi-cts, 

Cut .off at close of fiscal year in 
which inspection is completed. 
Hold 2 years and transfer to FARC 
if volume warrants. Destroy 6 
years after cutoff. 

Cut off at close of fiscal 
year. Destroy 2 years after 
cutoff. 
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ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

1003-02 Notice of Surplus Determination File. Consists of 
1fotices of Surplus Determination - Government 
Property, from the General Services Administration; 
location maps; site maps; Determination of Surplus, 
GSA Form 1432; Federal Excess Property - Initial 
Screening Reports; related documents· and corres
pondence. When applications for specific properties 
are received, Notices of Surplus Determination and 
related papers are transferred to Surplus Property 
Grant File. 

Surplus Property Grant Case File. Consists of papers 
accumulated in the process of transferring surplus 
Federal properties to the states, their political 
subdivisions, and municipalities for recreation and 
conservation uses. These files document the applica
tion and transfer of properties and the continuing 
responsibility of the HCRS to ensure compliance with 
the conditions of the transfer. Files are normally 
maintained in 6-part folders arranged as follows: 

Part 1. Original application with supporting docu
ments, justifications, resolutions from local 
governments; amendments to applications with 
related documents; correspondence on application 
and amendments; and notice of award. 

Part 2. Review of applications and amendments, 
evaluations, recommendations from WASO and region. 

Part 3. Deeds, leases, legal opinions, and cor
respondence related to transfer. 

Part 4. Maps of location and site; construction 
drawings and plans; photographs; and other 

Cut off at close of fiscal year. 
Hold 2 years and destroy, 
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NllMBrn DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

documents prepared or submitted which show the site, 
improvements, and development of the site. 

Part 5. General correspondence with Federal agen
cies, state and local officials, and the public; 
Congressional inquiries and responses; press 
releases; and news clippings pertaining to the 
transfer of the property or its operation. 

Part 6. Advance notice of availability; description 
of property; Notice of Surplus Determination -
Goverrunent Property; locati.on map; site map; 
Determination of Surplus, GSA Form 1432; Federal 
Excess Property - Initial Screening Report; and 
correspondence related to interest in transfer of 
surplus property. 

a. WASO File. 

be Regional File. 

Place in inactive file when property 
transfer has been completed. Cut off 
inactive file at close of fiscal 
year. Hold 1 year and transfer to 
FARC if volume warrants. Destroy 3 
years after cutoff. 

Place in inactive file when property 
transfer has been completed. Cut off 
inactive file at close of fiscal 
year. Hold 3 years and transfer to 
FARC. Destroy 50 years after cutoff. 
Prior to transfer to FARC, significant 
documents will be microfilmed. These 
documents are listed in the Surplus 
Property Compliance Case Files, item 
\003-01/, 

NOTE: Some documents are not 
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1003-05 

DESCRIPTION OF RECORDS 

Surplus Property Compliance Case File. Consists of 
microfilm copies of documents found in the Surplus 
Prcperty Grant File. Maintained to ensure that 
transferred surplus property is used for recreational 
purposes in accordance with PL 91-485. These docu
ments include, but are not limited to: Notice of 
award; original application and amendments; regional 
review; maps of location and site; construction 
drawings and plans; and deeds, leases, and legal 
opinions. Arranged by state and control num~er. 

Surplus Property Inspection Case Files. Consists of 
documents accumulated in the periodic inspection of 
surplus property transferred to states, their poli
tical subdivisions, and municipalities for recrea
tion and conservation uses. Includes biennial 
reports by property holder, on-site inspections by 
HCRS, related documents, and correspondence. 
Arranged by state and control numher. 

Suq~_l_~J~ H_~_stor.i i: Pr:operi.Y. C_r_a_nl Case Fl.les. Docu
u,cnts accumulated in the process of transferring 
surplus Fedt.~ral property to stat1•n and their sub
divis:ions as historic monuments or for appropriate 
use. Includes appU.catioui:; for surpln~ historic 

DISPOSAL INSTRUCTIONS 

suitable for microfilming because 
of their size or other character
istics. -Tu~s~documents may be 
retained;art.lr f!ffe Surplus Proper
ty Grant Case File has been 
retired. Disposition of the 
retained documents will be in 
accordance with the instructions 
for disposal of the related 
Surplus Property Grant Case File. 

Destroy individual microfilm 
jackets when superseded, obsolete, 
or no longer needed for reference. 

Cut off file every 5 yean;o Pt
S- "'\eAr

close o~ fiscal year transferAto 
FARC. Destroy 20 years after 
cutoff. Prior to transfer, sig
nificant documents may be micro-
filmed and added to the Surplus 
Property Compliance Case File. 

I.b ock 

https://retained;art.lr
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property, plans for use of the property; programs 
for preservation, rehabilitatfon and maintenance; 
evaluations of proposals; recot1111endations to 
advisory boards; photographs; drawings; maps and 
related documents, Arranged by state and property. 

a. Headquarters file. 

b. Regional file. 

Place in inactive file when pro
perty transfer has been completed. 
Cut off inact:l.ve file at close of 
fiscal year. Hold l year or until 
volume warrants and retire to FARC. 
Destroy 3 years after cutoff. 

Place in inactive file when pro
perty transfer has been completed. 
Cut off inactive file at the close 
of the fiscal year. Hold 3 years 
and transfer to FARC. Destroy 
50 years afte2 cutoff. Prjor to 
transfer to FARC, significant 
documents will be microfilmed. 
These documents are listed in the 
Surplus Historic Property Com
pliance Case File, Some docum.ents 
are not suitable ·for microfilming 
because of their size or other 
characteristics•..]~Mf~documents 
may be retainedAafter the Surplus 
Property Grant Case File has reeL 
retired. Disposition of the 
retained documents will be in 
accordance with the instructions 
for disposal of the related Sur
plus Property Grant Ca~e,File. 

https://inact:l.ve


ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

1003-ff/ Surplus Historic _¥roperty C!Jmplj1!_n~e Case File. Con Destroy individual microfilm 
sists of microfilm copies of documents contained in jackets when scp,.-n.,-.-',-d, obsolete, 
Snr~l•,.~ Historic Property Grant Case Files. Maintained or no longer needed for refen~nce. 
to ensure that property is administered in accordance 
with the provisions of the grant. These docun1ents 
include, but are not limited to: notice of award, 
original application, plans for use, maintenance 
rehabilitation, recormnendations of the advis,.'ry board 
and r::1nte,1 documents. Arnint_:! d by state and control 
number. 

1003-08 Surplus Historic Property Inspection Case Files. Cut off file: evl•ry 5 ye:ars. At s-'1u. r 
Documents accumulated in tl11= periodic inspect i ,1n ,,f close of fiscal year, transfer11to 
historic properi :· transferred to states and their FARC. Destroy 20 years ,1fter cut-
political subdivisions as hisi:oric monuments or for off. Prior to transfer, sign:i.fi•· 
appropriate use. Includes reports by the property c:ant documents may be microfilmed 
holder, !-!CR'.; jnspection reports, and related doni and added to the Surplus Historic 
ments. Arranged by state and control number. Propert:,1 CompJ1.mce Case File. 

SECTION 4. GRANT AUDlT RECORDS 

The records described in this section relate to agre1.•
M·nts with states and grantees for the opera! ion of 
the grants-:;1,··aid program and for the audit of com
pleted grants. 

Cut ,1ff µhen designati111rn a'.·e 
tions e,f ,:t;,t,, 0fficers authorized to act for the 
State Official Designet Ion Files. Offki<l: ,lesigna1004-01 

revoked or supeni~.ded. Destroy 
state in the grants-in-aid program. Include:3 dHdg 4 years after cutoff. 
nations - usually from the governor -- of the State 
Liaison Officer, Stace Hi.:: tl••· i cal Preservatlou 
Officer, ClearJng-hous officials, ;met oll1er'!,. Also 
includes correspondence rt>e,anVng designations. 
Acranged by state. 

J:,fcck... 
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----1--------------------------------1--------------------1 
1004-02 State Agreemcnt_l~,il_e_s. Consists of agreements with Cut off -when agreerrw:it is super

statE'. for inspection of gnwt projects, aucU t of seded or expires. Destroy 6 
closed granU;, Ci11 J] rights compliance, and other years after cutoff. 
condition8 of the grant. Includes agreements, mofi
fications, ,>t'.t• tiations, and related correspondence. 
Arranged by state. 

1004-03 Cut off at close of fiscal year 
audit reports of HCFS griln~~ prepared by the Depart
Crant Audit HeJJOrt Files. Consists of copies of 

in which audit is completed. ,H"" 
ment of the Interior. Includes documents on audit Hold 2 years or until volume 
schedules; draft and fh1a] '.!udit reports; reviews warrants and retire to FARC. 
,11,d comments on audit reports; recommendations for Destroy 6 years and 3 months 
reconciliation; and correspondencl' i:md related docu after cutoff. 
!H1:-nls regarding reconciliations and C1JTY1:d ive actions, 
Arranged by state. 

lOOL1-(J!1 Cut off at close of fiscal year 
process of reviewing grantl'es f, ,· ,-c,mpliance ,vith 
Civil Rights Review Files. Papers accumulated in the 

in which review is completed.C.R.S 
Destroy +years after cutoff.Tille VI of the Civil Rights Act of 1964. Consistsr/~t. I( c,) '7of schedules of projects selected for review; trip 

and on-site inspection reports; state reports; and 
related correspondence. Arranged by state • 

Cut off at close of fiscal year 
papers relating to application of uniform grant 
Uniform Relocation Assistance Files. Consists of1004-05 

in which appraisal of relocated 
procedures for relocation assistance of real property is completed. Destroy 

5 years after cutoff. 
appraisal reports, correspondence with grantees, 
properties acquired as part of a grant. Includes 

reports from grantees, and related documents. 
Arranged by grantee. 

Cut off at expiration of indirectIndirect Cost Allocation Files. Consists of papers1004-06 
cost rate agreement. Destroy 6relating to allowable overhead expenses which may be 
years after cutoff. 

tion agreements, copies of indirect cost rate audits, 
charged to a grant. Includes indirect cost negotia

fff8,,,..,.,, 
"1Yt,<j' 

11/1'?,/7~ 
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1004-07 

and related documents and correspondence. Arranged 
by grantee. 

Indirect Cost Agreement Files. Consists of papers 
relating to the application of indirect costs to 
state grants. Includes agreement with state, 
modifications, materials on allowable costs, authori
zations of indirect costs, project modifications, 
and related cbrrespondence. Arranged by state. 

Cut off when agreement is super
seded or expires. Destroy 6 years 
after cutoff. 
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CHAPTER 11. CONSERVATION AND RECREATION 
RESOURCE PROGRAM FILES 

The HCRS develops program proposals and sponsors 
and conducts studies of recreation resources and 
research projects relating to outdoor recreation. 
These projects include UCRS program responsibilities 
under the National Trail System (PL 90-543) & the 
Wild and Scen~c River System {PL 90-542). HCRS also 
conducts special studies of recreation resources suet 
as the Urban Study, the Islands Study, and others. 
UCRS also participates with other agencies in plan
ning efforts such as Framework Studies & Assessments, 
Regional or River Basin Plans, & Implementation 
Studies. One copy of each publication resulting 
from each planning project or study shall be main
tained in accordance with Item 703-01, Publication 
Master File. 

SECTION 1. PLANNING COORDINATION 

1101-01 Nationwide Outdoor Recreation Plan (NWP) Files. 
//#-11,'-I~~ Consists of documents accumulated in the process of 

:I..#1,r,t preparing the comprehensive nationwide outdoor rec
.3,;;?,3;3J reation plan required by PL 88-29. This plan, 

3J/, which is to be revised at 5-year intervals, iden
tifies critical outdoor recreation issues and recom
mends actions to be taken at each level of govern
ment and by the private sector on these issues. The 
NWP consists of evaluations of the needs and demands 
of the public for outdoor recreation; the current 
and future recreation resources to meet these need:q 
and critical outdoor recreation problems. 

a. NWP Case Files. Case papl.'!rs reflecting the hls
tory of the development of the NWP from ini·· 
tlon; through research, development, and 

Permanent. Cut off at close of 
year in which the NWP study is 
completed. Hold 3 years and 



" 

ITH1 
NllMU.R 

1101-02 

NH- IIP'/·•3.1 
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DESCRIPTION OF RECORDS 

evaluation of plan data; to preparation and pub
lication of the final NWP report. Includes the 
official file copy of the N'WP report; planning 
papers; work assignments; data specifications; 
plan data and analysis; technical papers; periodic 
progress reports; project meeting papers; and 
related correspondence. Material may be sub-
divided as appropriate. Maintained by HCRS office 
responsi~le fo;r preparation of the NWP. ~c-i-. "-
cnro,'lalo::YC?"<,!l'j b:1 <-tea.r1 %e,~oter h\ s;.UJ_Je.c+, L.l,(, 

b. Participating Office File. Consists of papers 
which document the participation of HCRS Head-
quarters and Regional Offices in the preparation 
of the NWP. Includes preliminary correspondence 
on the study plan; work assignments; papers 
reflecting the accumulation and analysis of study 
data; technical and related papers; progress 
reports; project meeting papers; reports and data 
submitted for inclusion in the NWP report; and 
related correspondence. Material may be sub-
divided as appropriate. 

c. NWP Study Working Papers. Includes completed 
survey forms and questionnaires; lists and tabu
lations of data; worksheets; documents accumu
lated in the analysis of data; drafts; and 
other work papers used in the course of the 
study. 

State Comprehensive Outdoor Recreation Plan (SCORP) 
Files. Consists of·a State-wide Comprehensive Outdoor 
Plan for each state and related documents. A SCORP 
is required by the Land and Water Conservation Fund 
Act of 1965 in order for the state to receive finan
cial assistance from the fund. A SCORP, usually 

DISPOSAL INSTRUCTIONS 

retire to FARC. Offer to NARS 20 
years after cutoff. 

IOc.u.. (.::+: o..tC.vVYllA\cct'e.J..; i9t.,.3-1'1. C.a... tt;;tsE
/ 

1' ' Vi"· 

Cut off at close of fiscal year in 
which the NWP study is completed. 
Hold 3 years and retire to FARC. 
Destroy 15 years after cutoff. 

Cut off at close of fiscal year in 
which the study is completed. 
Destroy 3 years after cutoff. 
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DESCRIPTION OF RECORDS 

prepared at 5-year intervals, considers the recrea
tion needs and problems of a state and establishes 
orograms and policies to meet them. File includes a 
copy of the SCORP; IICRS review and determination of 
eligibility; periodic reports on maintenance and 
implementation of the plan; HCRS inspection reports; 
summaires of state projects; and correspondence relat
ing to the SCORP. Arranged by state. Maintained by 
HCRS Headquarters and regional offices responsible 
for SCORP r'eview. NOTE: Additional copies of the 
state SCORPs may be maintained as nonrecord material. 

a. Headquarters Office File. 

b. Regional Office File. 

Federal Recreation Planning Files. Includes. manageme.nt 
plans submitted by Federal agencies such as: Bureau 
of Land Hanagement; National Park Service; Fish and 
Wildlife Service; and National Forest Service. 
Maintained to coordinate Federai.conservation and 
recreation plans and activities on existing and pro
posed resources and to maximize the recreation 
potential of these resources. Arranged by agency. 

DISPOSAL INSTRUCTIONS 

Pla,:e in inactive file when a 
revised plan is accepted. Cut 
off inactive file at close of 
fiscal year. Hold 2 years or 
until volume warrants and retire 
to FARC. D~stroy 5 years after 
cutoff. 

Place in inactive file when a 
revised plan is accepted. Cut 
off inactive file at close of 
fiscal year. Hold 2 years 
or until volume warrants and 
retire to FARC. Destroy 15 
years after cutoff. 

https://manageme.nt
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a. HCRS Headquarters File. .,,, 

b. Regional Office File. 

.,. 

Place in inactive file when a 
revised plan is accepted. Cut off 
inactive file at close of fiscal 
year. Hold 2 years or until 
volume warrants and retire to FARC. 
Destroy 15 years after cutoff. 

Place in inactive file when a 
revised plan is accepted. Cut off 
inactive file at close of fiscal 
year. Hold 2 years or until 
volume warrants and retire to FARC. 
Destroy 5 years after cutoff. 

1101-04 State Historic Preservation Planning Files. Consists 
of planning docume~ts and related materials prepared 
and submitted by State Historic Preservation Offices. 
These plans are requir.ed by the National Historic 
Preservation Act of 1966 for a State to become eligible 
for preservation grants. Files include annual work 
program documents, mid and end of year progress reporQs, 
multi-year pl~n~, analysis and commentary records, on· 
site visit repo...fts and related correspondence. 
Arranged by state. Maintained by HCRS Headquarters 
office with responsibility for review of State 
Uistoric Preservation Programs . 

Place in inactive file when a re
vised plan is accepted. Cut off 
inactive file at close of fiscal 
year. Hold 5 years or until 
volume warrants and transfer to 
FARC. Destroy 20 years after 
cutoff. 

.:.,i 
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1101-05 

1101-06 

1102-01 

Land Planning Group Files. File contains papers 
documenting HCRS role as chairman of the Land Planning 
Group, an interagency group established by Secretarial 
Order to coordinate and aJvise on new or expanded 
conservation or recreation resources which are to be 
funded from the Federal portion of the Land and Water 
Conservation Fund. Includes policy statements; 
minutes of meetings; agendas; related documents and 
correspondence. Maintained by HCRS office with 
responsibility for Federal land planning review. 
Arranged chronologically_,'-#iere.vtJer .b.:'l SLA...b~e.c+-, 3· c»---- !=+. 

Water Resources Council File. File consists of docu
ments accumulated as a result of HCRS participation 
ln the Water Resources Council. Includes agendas, 
minutes of meetings, issuances from the Council, news 
clippings, press releases, annual reports, and re
lated correspondence. Maintained by the HCRS office 
with responsibility for water resource planning. 
Arranr,ed chronologically. 

SECTION 2. RECREATION STUDIES 

fo1tional TraH Syytem Study_ Files. Case files relating 
to studies of trails for inclusion in the National Trail 
System, Public Law 90-543. Includes National Scenic 
Trails, National Historic Trails, National Recreation 
Trails, and connecting or side trails. Consists of 
application or proposal for addition of a trail to the 
National System, description of the proposed trail and 
significant trail characteristics, analysis of trail 
f,uL,intL.il, environmental revi1=w, correspondence 
relat.ing to the trn:il, off.icial copy of the trail 

Permanent. Cut off at close of 
fiscal year. Hold 3 years or 
until volume warr0ntR And retire 
to FARC. Offer to NARS 20 years 
after cutoff. 

Cut off at close of fiscal year. 
Hold 3 years or until volume war
rants and retire to FARC. Destroy 
10 years after cutoff. 

1/,J, c,.,,..P-4/ 
lo\(', 

i'ncrect se 

________.___________,___________________....___________________,. 

https://f,uL,intL.il
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study report, recommendation to the Secretary of 
Interior or Secretary of Agriculture for establish
ment of a National Recreation Trail, recommendation 
to Congress, and proposed legislation for creation of 
a National Scenic Trail. Arranged alphabe,ically by 
name of trail and type of trail. I c;.u., F+- ljr, 

a. HCRS Headquarters file. Place in inactive file when study 
is completed. Cut off inactive 
file at close of fiscal year. Hold 
3 years and retire to FARC. 
Destroy 12 years after cutoff. 

b. Regional Office file. Permanent. Place in inactive 
folder when study is completed. 
Cut off inactive file at close of 
fiscal year. Hold 3 years and 
retire to FARC. Offer to NARS 25 
years after cutoff. 

1102-02 Wild and Scenic River Study Files. Case files accumu
lated in the process of studying rivers or river seg
ments for inclusion in the Wild and Scenic River 
System, Public Law 90-542. Included are studies of 
Wild Rivers, Scenic Rivers, and Recreational Rivers. 
Consists of proposal for inclusion of river in the 
system; study plan; Federal Register Notices; Public 
Meetings Notices and reports; brochures; description 
and history of river; environmental reports and 
assessments; evaluation of river characteristics; 
management policy for administration of the river; 
resolutions of state and local governments; state 
legislation; recommendations; review and conunents by 
state officials, interest groups; final report; 
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recommendations for Secretarial or Congressional 
action; legislative proposals; and related documents 
and correspondence. Arranged alphabetically by name 
of river and type of study. 

a. HCRS Headquarters file. 

L. Regional Office file . .5 ,i-.c~~s "'£.." '-1£,..__...._ fot'-... 
~ 'ftNf\l.. t<J;.~l"-..T ,y 
1.1 ,t-l.!\L. f\l::~K.,- f~f',fl\MEl'\T .. ~L"'-~E. ,~ IN.1>-,.c:Tl\11:.. F11-a 

\J,Jl:-\.'1...1-l S.'T\.lt>'{ \S CCMfL..E.1"E... coT cF'f' rt\~<?.-11'-lE.. 'Fil-~ 

DISPOSAL INSTRUCTIONS 
.-------------------1 

Place in inactive file when study 
is completed. Cut off inactive 
file at close of fiscal year. 
Hold 2 years and retire to FARC. 
Destroy 15 years after cutoff. 

2-_.Place in inactive file when 
study is completed. Cut 
off inactive file at close 

1102-03 

""-1 <!LOSE. cf f=\SCflL.. '-{~,..._~ .. t-\oL..t> 1\N0 'j.:..~'::> A.!'s\'D 

Ri;:..Ti~E:. Tc f""'~C:... • Of-rt::.f<:_ TO N1'~S 2.S 'IEA.f:..$ A.'l'Tfic~ ) 

:"\<"..OTcFF. 
2.J f'\t..t.. o-m~R... 1<-1=.~c::,"'t:>.S ·---------------

Water and Land Use Planning Study Files. Consists of 
case files documenting HCRS participation in water 
and water related land resource planning studies. 
Includes studies on a broad basis for evaluating 
the conservation, development, and utilization of 
water and related resources; regional or river basin 
studies; and implementation studies. These projects 
are usually undertaken in cooperation with other 
Federal agencies, state agencies, and River Basin 
Commissions. Included are study plans and work 
assignments; maps; progress reports; news releases~ 
press clippings; environmental assessments; draft 
report; comments and review; and related documents 
and correspondence. Arranged alphabetically by 
river. 

a. HCRS Headquarters file. 

of fiscal year. Hold 2 years 
and retir~ to FARC. Destroy 
25 years after cutoff. 

Place in inactive file when 
study is completed. Cut off 

'-?it(!' 
7/-u:/7<f 

p.--r:£
-,/14.h'I 
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inactive file at close of fiscal 
year. Hold 2 years or until volume 
warrants and retire to FARC. 
Destroy 20 years after cutoff. 

b. Regional Office file. Place in inactive file when study 
is completed. Cut off inactive 
file at close of fiscal year. Hold 
2 years or until volume warrants 
and retire to FARC. Destroy 15 
years after cutoff. 

Recreational Area Studies. Consists of documents 
accumulated in the process of studying special recre

1102-04 

tJtJ,il..t:A,·d.., ational areas such as Wilderness Areas and National 
.::r.~ 3'1 Recreation Areas. Includes proposal for study;

,I_, 
planning papers; Notices; reports of meetings and'7(p 
hearings; environmental materials; study materials;4-
reports; legislative proposals; correspondence with 
Federal agencies, state and local governments, and 
the public; and related materials. Arranged by 
study tit le. ;/~Fl/'1r. ( ,.,,~ 

~~ 

a. HCRS Headquarters file. Place in inactive file when study 
is completed. Cut off inactive 
file at close of fiscal year. 
Hold 3 years or until volume war
rants and retire to FARC. Destroy 
10 years after cutoff. 

Permanent. Place in inactive file 
when study is completed. Cut off 
inactive file at close of fiscal 
year. Hold 3 years and retire to 
FARC. Offer to NARS 25 years after 
cutoff. 

b. Regional Office file. 
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1102-05 Special Recreation Studies. Consists of documents 
accumulated in the process of conducting special 
studies related to conservation or recreation. 
Includes studies such as Urban Study and Island. 
Study. Contains project proposal; study plan and 
work assignment; data collection, _analysis, and eval
uation; recommendations; reports; correspondence with 
interested agencies, state and local governments, and 
private interests; and related materials. Arranged by 
title of study. / t,A,4.Pf/yr{M) 

a,. HCRS Headquarters file, 

b. Regional Office file. 

Permanent. Place in inactive 
file when study is completed . 
Cut off inactive file at close 
of fiscal year. Hold 3 years 
or until volume warrants and 
retire to FARC. Offer to NARS 
25 years after cutoff . 

Place in inactive file when 
study is completed. Cut off 
inactive file at close of 
fiscal year. Hold 3 years and 
retire to FARC. Destroy 10 • 
years after cutoff. 
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1201-01 

1201-02 

CHAPTER 12. FEDERAL REVIEW RECORDS 

The records described in this chapter are accumulated 
in the process of reviewing federal projects, federal 
license and permit applications, and environmental 
impact documents. The Department of Transportat:f.on 
Act requires that the HCRS review transportation pro
jects that impact on recreational lands. The Service 
reviews wate1: pro.1ects as required by the Federal 
Water Project Recreation Act. The National Environ
mental Policy Act and Secretarial Orders require the 
IICRS to review environmental impact documents for 
projects. 

SECTION 1. PROJECT REVIEW FILES 

Transporlation Project Files. Consists of documents 
relating to transportation projects which require 
federal assistance or approval. Primarily these 
relate to highways, railroads, airports, and water 
aecess. Includes project description, maps and 
drawings, inspection reports, comments, evaluations 
and reviews, and correspondence relating to the pro
ject. Maintained hy the office with responsibility 
for Federal review. Arranged by type of project and 
project name. 

Water Development Project Files. Consists of papers 
relating to water development projects from such 
agencies as the Bureau of Reclamation or the U.S. 
Army Corps of Engineers. Includes the project 
description, maps and drawings, related environmental 
documents, agency comments, trip reports, reviews, 
and related correspondence. Maintained by office 
responsible for water project review. Arranged by 
agency and project title. 

Place in inactive file when pro
ject review is complete. Cut 
off inactive file at close of 
fiscal year. Hold 3 years or 
until volume warrants and retire 
to FARC. Destroy 10 years after 
cutoff. 

Place in inactive file when the 
review is completed. Cut off 
inactive file at close of fiscal 
year. Hold 3 years or until vol
ume warrants and retire to FARC. 
Destroy 10 years after cutoff. 



.. 

ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

120]-03 Federal Utility Project Application Files. Documents 
accumulated in the process of reviewi.ng applications 
for Federal utility project licenses or permits. Per
mits are received from the Federal Energy Regulatory 
Commission (FERC) and the Nuclear Regulatory Commis
sion (NHC). Consists of application materials; pro
ject description, such as FERC Exhibit R; Project 
Tracking Sheet; related environmental documents; 
comments; evaluations; HCRS reconnnendations; maps, 
plats, and drawings; FERC Orders; and related corres
pondence. Arranged by licensing agency and project 
number. 

Place in inactive file when project 
review is complete. Cut off inac
tive file at close of fiscal year. 
Hold 3 years or until volume war
rants and retire to FARC. Destroy 
SO years after cutoff. 

1201-04 Navigation Permit Files. Consists of papers relating 
to the review of Corps of Engineers navigation permit 
applications. Includes application and related docu
ments; reviews; HCRS recommendations; and related 
comments. Arranged by Corps of Engineers' appli:cation 
number. 

Place in inactive f i.le when review 
is complete. Cut off inactive file 
at close of fiscal year. Hold 2 
years or until volume warrants and 
retire to FARC. Destroy 6 years 
after cutoff. 

1201-05 Federal Project Review Files. Consists of documents 
accumulated in the review of projects from Federal 
c1genc.ies such as DIHJD, EPA, and others. Contains 
project descriptions, maps and plats, related docu
ments, comments, revi.ews and recommendations, and 
related correspondence. Maintained by reviewing 
office. 

SECTION 2. ENVIRONMENTAL IMPACT DOCUMENT FILES 

Place in inactive file when project 
review is complete. Cut off inac
tive file at close of fiscal year. 
Hold) year or until volume warrants 
and retire to FARC. Destroy 10 years 
after cutoff. 

1202-01. EIS Advance Notice Files. Consists of documents which 
advise that environmental assessments and environmental 
impact statements on projects are being prepared. 
Includes notices, comments which may be prepared, and 
related correspondence. Arranged chronologically by 
project. 



-
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ITEM 
HUMBER DISPOSAL INSTRUCTIONSDESCRIPTION OF RECORDS 

1202-02 

...... 
\0

"' 
1202-03 

1202-04 

a. Advance notices which do not require comment. 

b. Advance notices on which HCRS prepares comments. 

EIS Early Coordination Files. Papers relating to HCRS 
comments and assistance in the preparation of environ
mental studies and surveys. Includes advance notice; 
comments; preU.minary assistance; and related corres
pondence. Arranged by agency and project. 

a. Projects which result in negative determinations. 

b. Projects which are determined to have a major 
and significant impact . 

Published Environmental Impact Statement File. Pub
lished environmental impact statements. Includes both 
draft and final statements. Maintained for reference 
by office responsible for preparing comments on the 
statement. Arranged by agency and project. 

Environmental Impact Statement Comments File. Docu
ments accumulated in the process of reviewing and 
commenting on surveys and studies of projects which 
have a major and significant impact on the environ
ment. Includes departmental or bureau control docu
ments; preliminary comment papers; evaluation of the 
environmental and recreational impact of the proposed 
project; formal comments; and related correspondence. 
Maintained by agency responsible for review. 
Arranged by sponsoring agency and project. 

Destroy after 90 days. 

Place in EIS Early Coordination 
File. 

Cut off at close of fiscal year. 
Destroy •Syears after cutoff. 

Place in appropriate EIS comment 
file. 

in '¼fM-C4_
DestroyAwhen superseded, obsolete, 
or no longer needed for reference. 
:Do vio+ T.b.M.S f'e(' -to Federn._/ 
R.2.<2.0 r&s Ce,vders , 

Place in inactive file when final 
environmental impact statement is 
approved. Cut off inactive file 
at close of fiscal year. Hold 2 
years or until volume warrants 
and retire to FARC. Destroy 5 
years after cutoff. 

'-111t 
7f-:z..o/1r 

1--rf,
-r/'" /-,q 



ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

1202-05 Environmental Impact Statement File. Papers created Place in inactive file when final 
and maintained by the HCRS which document the environ statement is approved. Cut off 
mental effect of major and significant Federal pro inactive file at close of fiscal 
jects. Includes statements for which HCRS is the year. Hold 5 years or until volume 
lead agency and those in which HCRS contributes. warrants and retire to FARC. 
Consists of project detail material, draft statement, Destroy 20 years after cutoff. 
comments, and final environmental impact statement. 
Maintained by the office of origin. Arranged by 
project title. 

N 
0 
0 
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ITEM 

DISPOSAL INSTRUCTIONSNUMBER DESCRIPTION OF RECORDS 
CHAPTER 13. FEDERAL COORDINATION RECORDS 

The HCRS provides planning assistance to Federal 
departments and agencies and coordinates their acti
vities relating to recreation. The Service provides 
advice, information, and liaison to enhance the rec
reational aspects of Federal projects. 

1300-01 Composite Plan Files. Consists of plans for specifi
cally designated recreational areas within National 
Forest boundaries. Includes composite area descrip
tions, maps and plats, evaluations, budget estimates, 
and related correspondence. Maintained by the review
ing office. Arranged by area name. 

N 
0 
I-' 

1300-02 Cooperative Management Files. Consists of papers 
which document agreements between Federal agencies 
and state and local agencies to make underutilized 
lands available for recreational purposes. Includes 
proposals, records of meetings, trip reports, coopera
tive management agreements, and related correspon
dence. Maintained by responsible office. Arranged 
by agency and location. 

1300-03 Coastal Zone Management Files. Consists of papers 
relating to HCRS participation in the development of 
management plans for the protection of coastal areas. 
Includes correspondence, meeting and trip reports, 
task force materials, draft management plans, com
ments, and final coastal zone management plans. 
Arranged by state or region. 

Place in inactive file when plan 
is revised, superseded, or obso
lete. Cut off inactive file at 
close of fiscal year. Hold 2 
years or until volume warrants 
and retire to FARC. 
Destroy 5 years after cutoff. 

Place in inactive file when 
agreement is terminated. Cut 
off inactive file at close of 
fiscal year. Hold 1 year or 
until volume warrants and retire 
to FARC. Destroy K years after 
cutoff. S' 

Place in inactive file when plan is 
revised, superseded, or obsolete. 
Cut off inactive file at close of 
fiscal year. Destroy ;t'years after ,t,6 
cutoff. S' ,~c.1..,, 

~Ip_
,y,'.8/11 



ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

Cut off when project review is comFederal Project Coordination Files. Consists of docu
ments accumulated in the coordination of Federal agency 

1300-04 
pleted. Destroy 3 years after 

('IfJ -l(f1·1 I cutoff .programs. Includes such programs as DHUD 70 Compre
.:r:.~'1~ hensive Planning and EPA - Waste Water Treatment Pro

grams. Files include project proposals, evaluations, 
comments, recommendations, and related correspondence. 
Arranged by program and project name. 

Cut off at close of fiscal year.Federal Recreation Fee Files. Consists of materials 
relating to the Golden Age Passport and Golden Eagle 

1300-05 
Destroy 3 years after cutoff. 

NN-rt.,'1~'-, Passport programs. Includes sales agreements for the 
.J;tem program, reports of sales, passport inventories, 

il.c> and correspondence related to the programs. Arranged 
chronologically by type of fee. 

NI 
0 
N 
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ITEM 
DISPOSAL INSTRUCTIONSDESCRIPTION OF RECORDSNUMBER-----1-----------------------------ti-------------------1 

N 
0 1401-01w 

CHAPTER' 14. ARCHEOLOGICAL AND HISTORIC 
RESOURCE RECORDING RECORJ)S 

The records described in this chapter relate to the 
recording and recovery of significant historical and 
archeological resources of the nation. These include 
records of recovery and salvage projects under the 
Interagency Archeological Program; the identification 
and documentation of significant architectural sites,,· 
under the Historic American Building Survey; and 
inventory and documentation of significant engineer
_tng 1 industrial, and technological sites and systems 
under the Historic American Engineering Survey. 

SECTION 1. ARCHEOLOGICAL RESOURCE RECORDS 

Antiquities Act Permit Files. Consists of permits 
required to conduct work on lands owned or controlled 
by the Federal government. Includes permit form, 
stipulations, approvals, and recommendations from 
other agencies such as BLM and Smithsonian applica
tion, data on applicants, reports, clippings and 
articles, and related correspondence. Arranged by 
permit number. '/a., CM.·~+. / 1:1"· 

a. HCRS Headquarters. 

b. Regional. 

Permanent. Place in inactive file 
at expiration of permit. Cut off 
inactive file at close of fiscal 
year. Transfer to FARC 2 years 
after cutoff or when volume war
rants. Offer to NARS 30 years 
after cutoff. 

Place in inactive file at expira
tion of permit. Cut off inactive 

---·--~-----------------------------"-----------------· 



• 

ITEM 
NUMBER 

1401-02 

1401-03 

N 
0..,.. 

1402-01 

DESCRIPTION OF RECORDS 

Archeological Project Files. Documents accumulated 
in the process of monitoring and coordinating arche
ological projects relating to Federal and Federally
sponsored construction projects. Includes work plans, 
preliminary reports, funding docwnents, interagency 
agreements, and correspondence. Arranged by project. 
NOTE: Documents relating to monitoring of contracts 
for archeological projects should be disposed of in 
accordance with item 501-11, Contract Monitoring 
Files. 

Archeological Project Report Files. Consists of 
reports on archeological projects and permits sub
mitted by contractors and permittees. Includes arche
ological reports, catalog of collections, sketches, 
maps, photographs, clippings and articles, evalua
tions and comments on the rep~rts, correspondence, and 
documents related to entry of these reports in the 
National Technological Information Service (NTIS) 
system. Arranged by project. e ... t'.i e:~.H/u/. 

SECTION 2. RESOURCE RECORDING RECORDS 

Historic Resource Survey Files. Documents which 
relate to the survey of archeological sites by the 
Historic American Building Survey and surveys of 
engineering, industrial, and technological sites and 
systems by the Historic American Engineering Record. 
Includes narrative descriptions of sites, drawings 
and sketches, maps, photographs, survey forms and 
questionnaires, related correspondence, and evaluations 
by OAHP. Arranged by location or subject of survey. 

s ct.¥, fl-1:f '\'· 

DISPOSAL INSTRUCTIONS 

file at close of fiscal year. 
Destroy 6 years after cutoff. 

Place in inactive file on completion 
of project. Cut off inactive file 
at close of fiscal year. Hold 3 
years or until volume warrants and 
transfer to FARC. Destroy 10 years 
after cutoff. 

Permanent. Cut off at close of 
fiscal year in which final report 
is accepted. Hold 3 years or until 
volume is sufficient and transfer 
to FARC. Offer to NARS 30 years 
after cutoff. 

Permanent. Cut off at close of fis
cal year in which survey is com
pleted. Transfer to FARC 10 years 
after cutoff or when no longer 
needed for reference, whichever is 
earlier. Offer to NARS 30 years 
after cutoff. 



------··------------------------------...-------------------
iTEM 

DISPOSAL INSTRUCTIONSDESCRIPTION or RECORDSHUMBER
-------1------------------------------~------------------t 

1402-02 

N 1402-030 
U'I 

1402-04 

1402-05 

Maintained by responsible office. 
NOTE: Documents relating to the monitoring of con
tracts for resource surveys should be disposed of in 
accordance with item 501-11, Contract Monitoring 
Files. 

Historic Resource Recording Project Files. Consists 
of detailed analysis of individual architectural 
sites or engineering, industrial, or technological 
sites or systems. Includes narrative descriptions 
of the condition, location, construction, and owner
ship of the resource; measured drawings, photo
graphs; photogrammetry; and maps. Arranged by pro
ject. Maintained by responsible office. 

Historic Resource Inventory Fi.les. Consists of stan
dardized forms which briefly describe an architec
tural, engineering, industrial, or technological 
resource. Includes descriptive information, map 
references, sketches, and photographs. Arranged as 
appropriate. Maintained by responsible office. 

Recording Project Field Note Files. These files con
sist of working papers and reference material accu
mulated by field teams preparing historical reports 
on architectural, engineering, industrial, or tech
nological resources. Includes inventory forms, 
clippings, photographs, field drawings, maps, corres
pondence, and related material. Arranged by project. 
Maintained by responsible office. 

Photogrammetry Stereo Negatives. Photographic 
stereopair negatives, usually on glcu;s plates, which 
are created in the process of recording significant 

Permanent. Cut off at comple
tion of the project. At close 
of fiscal year, transfer cutoff 
files to Division of Prints and 
Photographs, Library of Congress 
in accordance with the agreement 
between the Librarian of 
Congress and the Archivist of 
the United States. 

Destroy when obsolete, super
seded, or no longer needed for 
reference. 

_______,___________________________.,_____ 
• --------------



ITEM 
NUMBER 

1402-06 

I 
I 

i6 
·o 
CJ\ 

DESCRIPTION OF RECORDS 

architectural ·resources. These may be 411 x 511 , 5" x 
7". or 9" x 911 • Photogrammetric recordings are pro
duced as a means of recording precise measurements 
of the dimensions of the resource. 

Recording Project Drawings Files. Co_nsists of mylar 
drawings of architectural, engineering, industrial, 
or technological resources produced as part of the 
recording process. Piui!lhed eepiee ef ~hese drawings 
are part of the project and are submitted to the 
Library of Congress. Arranged by project. Maintained 
by responsible office. 

DISPOSAL INSTRUCTIONS 

related Historic resource recording 
project file. 



• 

N 
0 
....... 

ITEM 
NUMBER 

• 

DESCRIPTION OF RECORDS 

" 

DISPOSAL INSTRUCTIONS ..... ---·+---------- -------------------+------------------1 

1501-01 

CHAPTER 15. RESOURCE REGISTRATION 
PROGRAM RECORDS 

The records described in this chapter pertain to the 
identification and registration of the historic and 
natural resources of the nation. These include the 
identification and entry of historic sites in the 
National Register of Historic Places; selection and 
study of nationally significant historic sites under 
the Historic ·Landmarks Program; and selection and 
recognition of nationally significant natural areas 
under the Natural Landmark Program . 

SECTION 1. HISTORIC RESOURCES RECORDS 

National Register of Historic Places Property Files. 
Consists of documents relating to the evaluation and 
registration of specific sites for the National 
Register of Historic Places. Includes the Notice of 
Entry in the National Register, nomination forms,~]~Mtt n 
data sheets, maps and plats, tax reform waivers, c~r:;} f 

I 
photo..t~_fanq related correspondence. Arranged by 
state,A~f'/tJ and'(Site. ci;,,. ~ Gc.4-· f+./~r. 

~t.-ret1hkr ~ Id - I.S 

Permanent. Place in inactive 
file when site is entered on the 
National Register. Cut off 
inactive file at close of fiscal 
year. Hold 2 years and~_.t:ransfer 
to FARC. Offer to NAR~ years 
after cutoff. Prior to retire
ment to FARC, significant docu
ments from the files are to be 
microfilmed. These documents are 
listed in Item 1501-03, Property 
Reference Files. NOTE: Docu
ments which are not suitable for 
microfilming, such as oversize or 
color coded maps, may be retained 
in the office. Disposition of 
these items will be in accord
ance with the basic file. 

https://4\-IQ.re


ITEM 
NUMBER 

1501-02 

1501-03 

N 
0 
Q) 

1501-05 

.._____...,_________________________ 

DESCRIPTION OF RECORDS 

National Register Nomirtation Files. Consists of 
nomination of sites for entry on the National Regis
ter of Historic Places. Consists of nomination forms, 
photos, maps, correspondence, and related documents. 
Arranged by state. Y1 ~'f+•/-1r. 

a. Rejected applications. 

ho Approval applications. 

National Register of Historic Places Property 
Reference Files. Consists of microfilm copies of 
documents maintained in the Property Files. Main
tained as a reference file. The documents include, 
but are not limited to, the following: Register 
Entry Form, nomination package, data sheet, photos, 
and drawings. Arranged by state, county, and site. 

ev uaused to track an coordinate the 

Includes spac for comment and ap 
1 reviewing unit. led chronologicall 

inated for the Nat onal 
oval by 

by state. 

Fede~al Register Notice Files. Documents relating 
to publication of Federal Register notices advising 
of the nomination of sites for the National Register 
of Historic Places. Arranged chronologically. 
a,, , /Vof,fiet,..flll"Hs t1f f'ro/'er-i-ies. fe,,,i.N~. 

1,, Nonf-,co.,fip s oP proper+ies /;,,ft?.J. _,__~~~-· ·-r\ +· in F~ ·IA-fo-i" 

DISPOSAL INSTRUCTIONS 

'fe1Mlr-1E ,r(.
·Cut-off at close of fiscal year in 
which final determination is made. 
Hold 3 years and retire to FARC. 
9e!!I troy ~eara 8f tun: c1~ 

6ffe(- -1-i N ~o '4"'· ~ (1soi-ol) 
File in appropriate site file~when 
application is approved. 

Destroy individual microfilm . 
jackets when obsolete, superseded, 
or no longer needed for reference. 

Place in nactive 
of sit nominati 

offile at 
old 4 y 

eview 

f inactiv. 

q,Place in inactive file on publica
tion of notice in Federal Register. 
Cttt off inactive file at close of 
fiscal ,ear. Destroy i yeax after 
~,,,tof f • k.-w. oF ri.bhcid-....;... G, mc--ttis 

b, fb i11. 1n Aef.ve. c:. ()IA.. 1,<.k:, hc.cq~ o~ 

' II.~-
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ITEM 
DESCRIPTION OF RECORDSNUMBER 

1501-06 
Documents relating to the d termination of the 
bility of a Federally-own or -controlled pro erty 
for inclusion in the Nat onal Register of His oric 
Places. Undertaken at he request of Feder agencies 
when the site is sign ficantly impacted by construc
tion. Includes age y1s request; projec and site 
description; plans ror preserving of hi toric, archi
tectural, or arc ological resources; rchitect•s 
and/or archeolo ist's reports; revie by NR; com-
ments and opi ons by State Histori al Preservation 
Officer; rep ts; determinations o eligibility; and 

a. 

related cor espondence. 

N 
0 
\0 

sites. 

National Historic Landmark Application Files. Con1501-0!, 
sists of applications and Nominations of sites for 
recognition as National Historic Landmarks. Includes 
documents accumulated in the review and evaluation of 
applications -- such as site descriptions, photos, 
maps and plats, correspondence, and related documents. 
Arranged by site. 

DISPOSAL INSTRUCTIONS 
,.•• i 

active file .... 
determin tion of elig ility i 
made. ut off inac ve file 
at cl se of fiscal Tr nsfer 
to F C 3 years 
De roy 15 year 

File in appropr 
when property s 
National Reg ster •. 

tion is mad. 
inacti e file at cl se of 

Transfer t FARC 3 years 
cutoff. D stray 15 years 
cutoff. 



1501-06 National Register Determination of Elip;ibility Property_ Investigation Files. Place in 
F'i1es created when HCRS, in response to inquiry, ·information, or complaint inactive file 
from States, individuals, or organizations, initiates inquiries into the follo1;1ing ad
elieibility (for inclusion in the :national Tlf::_gi,,tor) of a site that may visory action. 
be affected by a Federally funded, licensed, or e.ssisted project~ HCRS Cut off inactive 
in this case may gather information on the project and how it will affect 
the site, inform the involved Federal agency of its responsibilities 

~ 
-1/lv 

file at close of E'Y. 
Transfer to F !iliC 

under the Preservation Act, or ask the agency to request a determination 
from HCRS on the eligibility of the site. Records may include 
project and site description; architectural, historical, or archeological 

')t..q 1~ 5 yrs. after cut
\{~. off. Destroy 15 

~, years after cutoff. 
survey reports; comments by the State Historic Preservation Officer. 
Inquiries may result in a formal request for determination of eligibility 
(Item 1501-07) or an informal determination of i1'1E:ligibility (in the 
latter case, the HCRS file only documents the fact that HCRS followed 
up on the initial inquiry or complaint). 

R., 
0 
-0 
p 

1501-07 National Register Determination of Eligibility li'iles. 
Consists of docuincnta tion on the eligibility .:for inclusion in 
the National g~gfator of sites to be affected by Federally assisted 
projects. Includes agency I s request, projec L or si.te description; 

a. 

~--rl3 
1/I~ 

Eligibile sites-
PfulJvlA.NENT. Place 
in inactive file 
when determinatior 

architectural, historical, or archoolo13:i.cal cJUI'VelY reports; opinion is made. Cut off 
of the State Historic Preservation Officer on eligibility; 
National Register comment sheet; requests for EJ.ddit:i.onal information; 

~ 

~'-1j ~ 
inactive file at 
end of FY. Tnms

maps, plats, drawings, photos (may be included);!related 
correspondence; final determinationo Arrai.'1.ged by ni1iJ1e-o~f~-

~~ 
~ 

fer to FARC 5 
years after cutoff 

aeency. ca. 10 cu.ft./yr. for eligible sites, Offer to NARS 20 
,~. I Ct.+-f'+. /'!lr• Por '1l"e\ir;s1ble s.1+es years after cutofi 

1'Eft.M A~ E: N"T'.
b.~J.neligibile sites-

Place in inactive 
file when deter
mination is mc-1.de. 
Cut off inact:Lve 
file at close of 
FY. Transfer to 
li'ARC: S 'df>• (~- • t 

c:.tA.tvf-f. of ~er- ·-.o 
NAR.s ~o ~rs. 
~ ci,doffi 



ITEM 
NUMBER 

O'\ 
1501-Qf1 

10
N 1501-Q.9"..... 
0 

• 
ff 

1501-)(1 

.. 

DESCRIPTION OF RECORDS 

a. Rejected Applications. 
do c,,,.. •Fl.IIf'. 

b. Approved Applications 

National Historic Landmark Theme Study Files. Docu
ments accumulated in the studies of various periods 
or themes of American History. Includes surveys and 
evaluations of various sites associated with each 
theme and used as a basis for selecting individual 
sites of national significance. Arranged by theme. 

C'{. ;;,. II ,r MCM./'lttA./-.tt,I., in I,\, i' vei. qea,, 

National Historic Landmarks Site Files. Documents 
relating to the registration of nationally signifi
cant districts, sites, buildings, structures, or 
objects. Consists of registration forms, description 
of site and significance, maps and plats, drawings, 
photographs, biennial reports on site, clippings and 
articles, pamphlets, and related correspondence. 
Arra~ed l:>y si-te samfk S'ffttty•HierwMder J!j Co~)I-Her~ 
1~ .safe n~, ca.. cl ~.... N("".r, 

National Historic Landmarks Site Reference Files. 
Consists of microfilm copies of documents from the 
Site Files. These documents include, but are not 
limited to. the following: application, registration 
f1-,rms, photos, drawings, and maps. Arranged by site 
name. 

DISPOSAL INSTRUCTIONS 
,-,-a,.,e,J(.

Cut off at close of fiscal year 
in which final determination is 
made. Hold !fyears and retire to 
FARC. Beoue, 15 JCUl8 aft.et' 
eMefi, OfMr .($ NltRS .to ~rs. J.Je.t-

c.u..+oFf', 
File in ~ppropriate site file (1S()/ )
when application is approved,. oq 

Permanent. Cut off atrec~~J?J;,lj:,tion 
of theme study. OfferAto f(afs 20 
years after cutoff or when no 
longer needed for reference, 
whichever is earlier. flt/<JIiter C.Ofles A 

h!Mf he det:/r':~-piL wk,;,, no io1u1u· 11e'ecfea.,. 
for ff.,(ere-nce, 

Permanent. Place in inac·tive file 
when site is selected as a 
National Historical Landmark. 
Cut off at close of fiscal year. 
Transfer to FARC ;5' ~ars after cut
off. Offer to NARS· 20 years after 
cutoff. Prior to transfer to FARC, 
significant documents from the site 
file are to be microfilmed. These 
documents are listed in Item 
1501-10, National Historical Land
marks Site Reference File. 

Destroy individual microfilm 
jacket when obsolete, superseded, 
or no longer needed for reference. 

~ 
7('1/77 

"hf ·i-:
1/%,:/11 



N ..... ..... 

ITEM 
DISPOSAL INSTRUCTIONSDESCRIPTION Of RECORDSNUMBER--------+-----------------------------------------------12' 

1501-J,,! National Historic Landmark Site Inspection Files. 
Consists of reports of regularly schedulei inspections 
of Landmark Sites. Includes forms, reports, and 
related correspondence. Arr-, n..lph.::- beticc..llj bj s,k-

0 cc.,vrHi, Ct'-, Y.a CM- ft/ '1 r, 

_____.,._____________________________........,__ 

PEMttJltN1· 
Cut off file every 3 years. At 
close of fiscal year, transfer to 
FARfiif vo~.Ullle.,.. is sufficient. 

Cf fo _J+ K.=. ~ 0 M <!t'l.rS.Qes 9¥ i ye.ireAan:er cutoff. 
Prior to transfer er dcstr~ebieft, 
significant documents may be 
microfilmed and added to the 
appropriate National Historic 
Landmark Site Reference File, 
Item 1501-10. 

~-.•------------

https://l,\eo.rs
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ITEM 
NUMBER DESCRIPTION or RECORDS DISPOSAL INSTRUCTIONS 

SECTION 2. NATURAL RESOURCES RECORDS 

1502-01 

1502-02 

Natural Landmark Theme Study Files. Consists of 
studies of several themes which encompass the various 
natural phenomena of the country. The studies are 
broad brush inventories of the sites which best 
represent the theme being examined. Includes study 
report, inventory of sites, inventory forms, related 
documents, maps, evaluations and comments on the 
study, and correspondence. Arranged by theme. 
NOTE: Documents relating to the monitoring of con
tracts for studies should be disposed of in accord
ance with Item 501-11, Contract Monitoring Case File. 

CA. \ flit,,. Fil"I,"• 
Natural Landmark Evaluation Study Files. Consists of 
specific evaluations of sites recommended in thematic 
studies. Contains evaluation reports with maps and 
photographs, application forms, environmental analy
sis, clippings, publications, review and comments on 
the report, and related correspondence. Arranged by 
site and state. 
NOTE: Documents relating to monitoring of contracts 
tor evaluation studies should b~ disposed of in 
accordance with Item 501-11, Contract Monitoring 
Files. 

a. Sites selected for entry on the National Register. 

Permanent. Cut off at completion 
of theme study. Offer to NARS 10 
years after cutoff or when no 
longer needed for reference, which
ever is earlier. 

Place in appropriate Na~ural 
Landmark Site File)~f·~~try in 
National Register 

.. 
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ITEM 
NUMBER 

1502-03 

N 
I-' 
w 

J 502-04 

DESCRIPTION OF RECORDS 

bo Nonselected sites. X-.,P+fv• 

Natural Landmark Potential Site Files. Consists of 
documents relating to sites which may be considered 
for entry in the National Register. Includes poten
tial site identification form, maps, preliminary 
reports and appraisals, staff notes, related documents 
and correspondence. Papers on files selected for 
evaluation are placed in the appropriate evaluation 
study file. Arranged by state and site. 

Natural Landmark Site Files. Consists of documents 
accumulated in the process of entering natural land
marks on the National Register. Includes designated 
landmarks and registered landmarks, those for which 
a plaque h~s been presented. Files contain notice of 
entry, landmark brief, news release, potential site 
identification form, maps, photos, evaluations and 
comments, site plans, notices to owners, clippings, 
speeches, presentation materials, inspection reports 
and forms, and related correspondence. Arranged by 
site. 3 wS:+ }IJ(. 

DISPOSAL INSTRUCTIONS 

'PIE<{lf.11 NeN"f: 
Place in inactive file on final 
determination of nonselection. 
Cut off inactive f:U.,~_a.f.,.6J-,t>je 
of fiscal year. ».;;;r;rJJjlO-·years 
after cutoff. NOTE: These files 
may be transferred to the appro
priate state office for those 
states with natural landmark 
programs. 

Review annually. Destroy material 
of no further reference value. 

• 

https://PIE<{lf.11


,. 

ITf.M 
NUM0ER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

a. Headquarters Files. Permanent. Place in inactive 
file when site is removed from 
the National Register. Cut off 
inactive file at close of fiscal 
year. Transfer to FARC 5 years 
after cutoff. Offer to NARS 20 
years after cutoff. 

b. Regional Files. Place in inactive file when site 
is removed from the National 
Register. Cut off inactive files 
at close of fiscal year. Transfer 
to fARC 1 years after cutoff. 
Destroy 10 years after cutoff. 



1-..) 

I-' 
I.JI 

IH.M 
NUl11lER 

----·-...
DESCRIPTION or RECORDS 

...-----------------------------1-
DISPOSAL INSTRUCTIONS

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

1601-01 

1601-02 

CHAPTER 16. TECHNICAL ASSISTANCE RECORDS 

The records described below are accumulated in the 
development and application of technical information 
on the preservation of cultural properties and the 
development and implementation of recreational 
resources. Includes training and consultant service 
for Federal, state, and private interests; certifica
tions of state and local legislation and rehabilita
tion projects under the Tax Reform Act; and monitoring 
of preservation projects to ensure compliance with 
the Secretary's standards for rehabilitation. 

SECTION 1. TECHNICAL ASSISTANCE FILES 

Workshop, Seminar, and Training Project Files. Con
sists of documents accumulated in the process of 
planning, arranging, conducting, participating in, 
and following up on region~l and national workshops, 
seminars, and training projects on various aspects 
of conservation or recreation. Includes reports on 
project status, working papers, and background mate
rials, agendas, invitations to program participants, 
lists of persons attending, copies of program parti
cipants' travel vouchers, and related documents and 
correspondence. Arranged by project title. 

Technical Assistance Project Files. Consists of 
requests from Federal agencies, state and local 
governments, and private interests for technical 
assistance on conservation/recreation planning, 
implementation, and management. Includes the request, 
HCRS response, research, reports, and related docu
ments and correspondence. 

Place in inactive file when pro
ject is completed. Cut off 
inactive file at close of fiscal 
year. Hold 2_years or until vol
ume warrants and retire to FARC. 
Destroy 10 years after cutoff. 
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ITEM 
NUMBER 

-----'-t-~-
DESCRIPTION OF RECORDS 

==-~-=--~-"."".~-~--~--=...."'.".-----~===~-------
DISPOSAL INSTRUCTIONS

-t----------------1 

-

,~ 

1602-01 

1602-02 

1602-03 

SECTION 2. TAX INCENTIVE CERTIFICATION RECORDS 

Tax Reform Statute Certification Files. Documents 
.accumulated in the review of state and local historic 
district statutes under the Tax Reform Act of 1976. 
Includes State Historic-al Preservation Officers' 
recommendations, request for certification from the 
governmental body enacting the legislation, copies of 
state enabling legislation for local statutes, 
descriptions of-involved historical sites or dis
tricts, notification of certification or denial, and 
related correspondence. Arranged by state and 
political subdivision. 

Tax Reform Act Certification of Significance Files. 
Consists of documents accumulated in the review and 
evaluation of the significance of buildings within 
designated historic districts under the _Tax Reform Act. 
Includes Part I, Historic Preservation Certification 
Applicati.on, State Historic Preservation Officer• s 
recommendation, description of property, statement of 
significance, maps and photographs, notification of 
certification or denial and related correspondence. 
Arranged by state and district. ~• If~ ui,. f-f./u,r. 

Tax Reform Act Certification of Rehabilitation Files. 
Consists of documents accumulated in the review and 
evaluation of review of rehabilitation projects under 
the Tax Reform Act. Includes Part II, Historic Preser
vation Certification Application, Historic Preservation 
Officer's recommendations, description of proposed or 
completed work, drawings, photographs, data sheets, 
notifications of approval or denial of proposed work, 
and related correspondence. Arranged by state and 
project. u... \ CM.- P{/~r• 

P81'4Mfl~.-ll-la<C•e--in-inac-t•ivc.-f..i-1e-
ahu doci<ti@ll'm-:f:nst._....:._.,,- :, __.. ___..: ....... 

~o.f.f.-inactive- f.ile at close of -
+iPeea-l-6¥ea,r.::,., ., ,'tr.ans.f.e.t:-to-EARC-3-
!t eartt:r.flfter-cutof-f;- Offer ttr NARS • 

...,g....yea.r--s-after cutoff. ., 
P"'°-'-~," i~t ~le. "'""" s~\A':\e. 

C'M.e.\~I S~f'S..OC'A. I 0~ e-...t'\c-~s. 
Clod-~~ \l\Q...-tl"'f. Pl\c. -..-t C\o$e oJ i,
'Tna.~hr --Ir> rAtC ol "le•s. ...~.. 
C14-\-oH, ~as.~ 10 "{\"$• ~ 

Permanent. Place in inactive file 
after determination has been made. 
Cut off inactive file at close of 
fiscal year. Transfer to FARC 3 
years after cutoff. Offer to NARS 
20 years after cutoff. 

Permanent. Place in inactive file 
after determination of certifica
tion has been made. Cut off 
inactive file at close of fiscal 
year. Transfer to FARC 3 years 
after cutoff. Offer to NARS 20 
years after cutoff. 

mailto:P@r1RAai,;r-H:-.-ltla-ce--in-inact~ivc.-f4-1e


ITEM 
NUMRER 

1603-01 

1603-02 

N 
1,-,A 
--..J 

1603-03 

DESCRIPTION OF RECORDS 

SECTION 3. PRESERVATION MONITORING FILES 

Surplus Property Files. Documents accumulated in the 
process of assisting Federal and state agencies and 
others in the evaluation, preservation, and mainte
nance of historic properties. Includes correspondence 
with requesting party, description of property, evalu
ation of plans or proposals for action on the struc
ture, recommendations or comments to controlling 
agency on proposed actions, and related documents. 
Arranged by .!it;Nie) and propel Ly. "-. I Ci,. ~+/ur. 

~, ~,evw1~er b~ f"°t~"':)• \,Q, -, 

State Preservation Pro ect Files Documents accumu
lated in the review of state P, servation projects to 
ensure compliance with stan rds and regulations. 
Includes plans and descri ions of work, architectural 
and archeological repor and studies, architects 
proposals, meeting r arts, correspondence, drawings, 
photos, publicatio , clippings, and related documents. 
Arranged by stat and project. 

s~e. nex:t p~ 
Historic Preservation Grant Com ance Re ort Files. 
Consists of documents which re te to the completion 
of grants-in-aid for histori preservation projects. 
Includes, but is not limit to, completion reports, 
plans, drawings, maps, p tos, and related corres-
pondence. Maintained monitor completed grants 
projects for complia e with the maintenance provi-
sions of grant agre Arranged by state and 
pruject number. 

DISPOSAL INSTRUCTIONS 

Gut off at completiutt or foe 
seeio~8Ree project, He}d 2 ;esr& 
er until vo }t!ffte i.e sttf Ei mi.eRt; ana 
retire te FAA@. Pa~tEsy lQ )885~ 
A~lli!lz su·u ii: a Pl~ct in inAetiv• ~\e wlte.tt 

fl"Ofe.rl-t\ ~ko.bilii-P.t-ior> i's. Co~p-le.~. 
C~ o~t b1~c.tlvt. ~\(e ~t- c.\c,,e of F'i, 
l-4o\cl ~ ~rs- or I.V\¥1l Vo lc1"'t WUl"t>.~ 
+ rer-t-,~ -to ~t\-tlC. o~f«..r- to NArtS' 
~sr ~~- o..~te.r <=-"'-+.ff:. 

Cut off at comple grant. 
Hold 2 years o until volume war
rants and re re to FARC. Destroy 

er cutoff. 



1603-02. 

1603-03. 

~~t,\""' 

~\~\ 

State Preservation Project Files. Documents a. If filmed--Film in accordance with 
accumulated in the review of State preservation 41 CFR 101.11-506. 
projects to ensure compliance with standards 
and regulations. Includes plans and description 1) Paper records 
of work, architectural and archeological reports 
and studies, architects' proposals, meeting reports, Transfer to FARC upon filming and 
correspondence, drawings, photos, publications, verification of film. Destroy 20 
clippings, and related documents. 
State, therunder by project. Ca. 

Arranged by
5 cu.ft./yr. lr°t~r) 

2) 

years after retirement, 

Film records 

PERMANENT. Offer to NARS at 
end of covenant period. 

b. If not filmed 

E.'11.MA.i"\ENT. Cut off at completion of 
grant audit. Offer to NARS at end of 
covenant period. 

Historic Preservation Grant Compliance Report Files. a. If filmed--Film in accordance with 
Consists of documents which relate to the completion of 41 CFR 101-11.506. 
grants-in-aid for historic preservation projects. 
Includes, but is not limited to, completion reports, 1) Paper records. 
plans, drawings, maps, photos, and related correspondence. 
Maintained to monitor completed grants projects for Transfer to F'A..~C upon filming 
compliance with the maintenance provisions of grant and verification of film. 
agreements. Arranged by State, thereunder by project number. Destroy 20 years after retiremant. 
t ... s ~ ... P+;../ ~t• lp'"fe'l 

2) Film records 

PERMANENT. Offer to NARS 
at end of covenant period. 

b. If not filmed. 

PERMANENT. Cut off at completion 
of grant audit. Offer to NARS at 
end of covenant period1 



------..-----------------------------T-------------------.
ITfM 

NUMO[R DISPOSAL INSTRUCTIONSDESCRIPTION OF RECORDS 

a. 

b. 

Textual records (paper 

N ..... 
CX) 

1603-04 

1603-05 

ect P 
of 

tail drawings 

State Preservation Pro Consists of 
architectural drawings eservation projects. 
Includes structural and used in the 
evaluation and compliar e phases of preservation pro
jects. Arranged bys ate and project number. 

see.. 11\eK..t ~~ for ~-;.?o,,,.. 

Research Project Files. Cane papers which describe 
research projects for the development of new approaches 
and techniques for restoration or preservation of 
cultural resources or for the development of new 
approaches, systems, equipment, or devices to improve 
outdoor recreation resources. Projects may be con
ducted by HCRS personnel er by contractors. Includes 
project proposal; authorization; contract and any 
changes or modifications; project specifications; 
technical and progress reports; tests and evaluation 
documentation; project correspondence; and related 
materials. NOTE: One copy of each publication 
resulting from a research project shall be maintained 
in accordance with Item 703-01, Publication Master 
File. 

Cut off at close off seal year 
in which grant is c pleted. 
Hold 2 years, or til volume 
warrants and ret re to FARC. 
If microfilmed retire paper 
files to FAR after microfilm 

ified. Destroy 20 
cutoff. 

DestroY, individual microfilm 
jacke when obsolete, super
sede, or no longer needed for 
ref rence. 

Permanent. Cut of after ~xpira
tion of covenan period of 
grant. o NARS 2 years 
after cutoff If microfilmed, 

o ginal to NARS after 
copy is verified. 

Place in inactive file qn comple
tion of the project. Cut off 
file at close of fiscal year. 
Hold 2 years or until volume 
warrants and retire to FARC. 
Destroy 5 years after cutoff. 



1603-04. State Preservation Project Plan Files. Consists a. If filmed--Film in accordance 
of architectural drawings of preservation projects; with 41 CFR 101-11.506. 
includes structural and detail drawings used in 
the evaluation and compliance phases of preservation 1) Paper records. 

~l,,\.," projects. Arranged by State and project number. 
Transfer to FARC upon 
filming and verification 

~,ll\1~ of film. Destroy 20 years 
after transfer. 

2) Film records.. 

PERMANENT . Offer to NARS 
at end of covenant period. 

b. If not filmed--

PERMANENT. Cut off at completion 
of grant audit. Offer to N.ARS 
at end of covenant period. 
Ca. 12 cu.ft./yr. " 

OD 

Cl" 



• 
APPENDIX 111-B. INDEX TO DISPOSITION SCHEDULES 

A 

Accident Reports .....•..••.•.......•. 405-03 
Accountable Officers Designation Files ...••.•.•. 303-02 
Agency Consulting Files .....•.••...••..• 1603-01 
Antiquities Act Permit Files ••..•.•.•......• 1401-01 
Appeals and Grievances Files •....•.••..•.•• 605-01 
Application Files • . . • • . • • . . . • . . • . . . . . 602-02 
Appointment Files . • . . • . . . • . • • . . . . . . • • 602-01 
Apportionment Schedule Files •.....•.....•.. 301-04 
Archeological Project Files •..•........... 1401-02 
Archeological Project Report Files ••••••.••••• 1401-03 
Art Files ...........•..••.••..... 704-01 
Audit Legal Assistance Case Files ..••.••..••. 803-03 
Audit Report Files . . . • . . . . • . . • • . • . • • . . 1004-03 

B 

Bid Files . . . . . . . . . . . . . . . . . . . . . . 500-05 
Bidder Records .•.......... ~ .••..•••. 500-04 
Bill of Lading Files ......•..••..•..... 406-06 
Bill of Lading Register Files .•.....•.•...• 406-05 
Biographical Files . . • . • • . . . . . . . . . • • • 702-01 
Bo~rd of Survey Files ••....••..•..••.•. 404-05 
Budget Files 

Administrative Files ....•..•••••..•.. 301-01 
Estimate Files . . . . . . . . . . 301-02 
Working Files ....••.•...•. . . . . . . . 301-03 

Budget Execution Report Files ...... . . . . . . . . 301-05 

C 

Career Development Files ...•..••..•.....• 606-05 
Certificate of Settlement Files •..•••••.•••• 302-09 
Certification of Performance Rating .•••....•.. 603-03 
Certification of Rehabilitation Files ••..•.•••. 1602-03 
Certification of Significance Files ............ 1602-02 
Certified Invoice Files ...•..•.....•.... 500-08 
Chronological Files ........•...••••••• 101-07 
Chronological (Directorts) Files •..•.....•..• 201-03 
Civil Rights Review Files .....•....••.•.. 1004-04 
Claims Case Files •....•..•.......•.•. 803-01. 

219 



Classified Document Fi1es 
Destruction Certificate Files . 
Inventory Files .. 
Receipt Files 

Coastal Zone Management Files 
Committee Management Files •. 
Committee Operc1tions Files 
Composite Plan Files •.•. 
Congressional Relations Files 

Correspondence Files 
Grant Notification Files 
.fnvesngatlOtt filu • 

Contract Monitoring Files .. 
Contract Transaction Files 
Cooperative Management Files 
Correspondence Files 

• 
. . . . 

. . . . . 
. . .. . . . . . . . . 

. . . . . . . . . . 
. . . . . . . . 

'8et'.:greosik0nel Cur 1. espdndentc: Files 
Mission Correspondence Files 
Non~·Hission Correspondence Files 
Wh:tt:e il911ce Carresrouden£c files 

CSC Certificate Files 

D 

Determination of Eligibi1ity F:Ll~s 
Directives Files 

Case History Files •.. 
Manual Set •.... 
Record Set ..... 

Director (Telephone) Files •.•. 
Director's Chronological files •.. 
Discrimination Complaint Case Files •. 

. .. . ' . 

. . . 

. . . . . 
. . . . . . . 

E 

Emergency PreparednesB Files 
Emergency Test and Ex,,rcise Files • 
Employee Files 

Examination Files ., • . • .• 
Financial Statement Files . 
Interview Files . • . • . • . 

. . . . . . . . . 
• • • • • • • • • e 

• 
• 

. . . 
. 

. . . . . . . . 
• . ... 
•.•.•.•• 

Locator Files •...•.•.•••.•.•.•. 
Record Cards (SF-7) • . . . • . • . • . •.•. 
Record Service Cards (S1'"-7B) • • . • • • • • • • • •• 
Travel Files •.•.• , . . . . . • • . • •..• 

203-06 
203-04 
203-05 

1300-03 
201-01 
201-02 

1300-01 

801-02 
801-03 
801 Ql 
500-11 
500-03 

1300-02 

601 02 
102-01 
102-02 
Mi 82 
602-03 

1501-06 

203-03 
101-07 
203-02 
402-01 
201-03 
605-04 

401-01 
401-02 

602-08 
605-02 
605-03 
601-05 
601-06 
601-03 
406-02 

220 



• • 
Environmental Impact Statement Files 

Advance Notice Files •.•..••.•••••••••.. 1202-01 
Comment Files . . • . • • • .• . . • • . • • . • • .... 1202-04 
Early Coordination Files .••...•••••..•.•• 1202-02 
Published Statement Files ...•.•••....•... 1202-03 

Equipment Manuals . . • . . . . . . . • . • • • . . . . . 404-01 
Excess Personal Property Files ••....•.•.•..... 404-04 
Excess Property Availability Files ..••••••.•.••• 1003-01 

p 

Facsimile Files ••••••.••.•.••••••.••.. 402-02 
Federal Project Coordination Files ...•••••..•••• 1300-04 
Federal Recreation Fee Files •••..••..••••.. . . 1300-05 
Federal Recreation Planning Files ••••.•••••... . 1101-03 
Federal Utility Project Files 

Application Files •.••...•.•.••••....• 1201-03 
Review Files • • . • • • • • • • • • • • • • • . • • • . •• 1201-05 

Fed-Strip Requisitions .••........•••...•.. 500-10 
Files Maintenance and Disposition Plan 

File Station Copy .•••.•..•••••••.•... 101-01 
Records Liaison Officer Copy .•.••••••••.•.. 203-08 

Financial Management System Master Files . • • • • • • • • . • • 900-11 
Financial Management Status Report Files ...•••••.•• 301-07 
Forms Files 

Functional Files .••••.......•••..•.•. 203-12 
Numerical Files .•••••...••..•••....• 203-13 
Registers •••••••••••••••••••••••. 203-14 

Freedom of Information Act Files 
Reports and Statistics Files .••.•••••••.•.• 701-06 
Request Files •.•.••.••.•••••••••.•• 701-05 

Freight Claims Files ••.•••.•...•••.•••..• 406-07 
Freight Records ...•••••••.••••••.•••.• 302-03 
Feet~\ l,.a"'tl. + We11.- C~u,-.,..H......, S''1"...._, Ftt,e. 160-11 

G 

GAO Notice of Exception Files • • . • . . • • • • • • • . 302-08 
Government Bills of Lading Files ....•••.•••.... 302-03 
Grant Accounting System Master Files ••.•••.•.••.. 900-12 
Grant Activity Legal Case Files .....•..•...•.• 803-04 
Grant Application Case Files ••••....•••...•• 1001-04 
Grant Audit Report Files .•••.••.....••.•••. 1004-03 
Grant Compliance Microfilm Files •••••.••••••••• 1002-02 
Grant in Aid System Files • • ••.......••••••• 900-09 
Grant in Aid System Report Files •.....•.••.••.. 1001~02 
Grant Inspection Files •••••...••••••••••• 1002-04 
Grant Proposal Files ••••••..••.•..•..••.• 1001-03 
Grant System Control Files •••••••••••••••..• 1001-01 
Graphics Files .•••••.•••.•.••••..•.•.•• 704-01 

22:1 



• • 

• • • • • • • 

H 

• 
RABS Survey Files •..•••.•....•....••• 1402-01 
HAER Survey Files . . • . . . . . . . . . • . . . . . . . . . 1402-01 
Historic Landmark Files 

Application Files • . . • . . . • . • . . • • . . • . . • 1501-0& 
Inspection Files .................... 1501-.W.ta.,. 
Nomination Files •..•••....••....•..• 1501-0ff> 
Site Files .•.•..•.••...•...•.•.•• 1501-e,,fD 
Site Reference Files • . . • • . . . • . . . . • • . . . 1501....,Q, II 

Historic Preservation Grants in Aid Files . . . . . . . . . . 10·02-03 
Hictoric Resource Survey Files .•.•.. . • . . . . . • . 1402-01 

I 

Incentive Award Files 
Case Files •...•...••....•••.•••.. 603-01 
Report Files ...•.....•.•..•.•..••. 603-02 

Indirect Cost Allocation Files • . . · • • . . . • • • . . • • 1004-06 
Inspection Files . . • . • . • • . . . • . • . • . • . . . • 1002-04 
Interagency Agreement Files •.....•........•. 500-07 
Invoice Files ...•......•..•.......... 500-08 
Island Study System Files . • . . . . . . . • . . . . . . • . . 900-15 

K 

Key Control Files . . . . . . . . . . . . . . . . . . . . . 404-10 

L 

Labor Management Relations Files •••...•.•..••. 608-01 
Labor Negotiations . . . . . . • . • . . • • . . • • . • • • 608-02 
Land Planning Group Files ...•...•.....••.•. 1101-05 
Ledger Files 

Allotment Ledger Files ..•...•••••.••••. 302-05 
General Ledger Files . . . . • • • . • . • • . . . • • . . 302-06 
Subsidiary Ledgers, .•.........•.••...• 302-07 

Legislative Files 
Case Files • •••••••.......•••.•.•• 802-01 
Status of Proposal Files . . . . . . 802-03 

Letter of Reference Files •• . . . . . . . . . 602-03 
Litigation Files ...••• . . . . . . . . 803-02 

M 

Mail Control Files ...•.• • . 403-03• . . . • . . • • . • • • 
Mailing List Files ..... . . • . . . . • . . . . . . . 403-05•· 
Management by Objectives Files . . . . . . . 202.-01. . • • . . . • 
Management Survey Files 

Background Files ..•••.•.•..•. . . . . . . . 202-03 
Case Files •••.•.•••.•.•••• 202-02 
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• • • • • • • 
• • • 

• • 

• 
Morgue Files ....•• . . . . . . . . . . . . . . . . . . 702-02 
Motion Picture FHes •. . . . . . . . . . . . . . . . . . . 704-02 
Motor Vehicle Fil€oS 

Accident Reports ..•.. . .. . . . • . . . . . . . . 405-03• 
Assignment Files ...•• . . . . . . . . 405-02• . • • . . •
Operations and Maintenance Files . . . . • 405-04. . . . • • . 
Operator Files ••.•• • . . . . . . . . • . . . . 405-01• 

National Register Files 
coneror Fi.res . . . . . . . . . . . . . . . . . . 1501-04 
Eligibility Files ..........••••....• 1591 06 
Nomination Files •.•..•..••..•••..•.. 1501-02 
Property Files .••

Natural Landmark Files 

..••...•..••...•.. 1501-01 
Reference Files •..•.....••..••..... 1501-03 

Nationwide Outdoor Recreation Plan Files ...•..•... 1101-01 
Nationwide Plan System Files, ......•••••.•.. 900-14 
Nationwide Trail System Files ........•••.... 1102-01 

Evaluation Study Files. • • . ....••..... 1502-02 
Inspection Files ••.••............... 1502-05 
Potential Site Files ••.......•.•••••.. 1502-03 
Site Files .•.•..•.......•••...•.. 1502-04 
Theme Study Files . . • . • . . . . . . • • • • . . . . 1502-01 

Navigation Permit Files • • • . . . . • • • . • • . • • .. 1201-04 

0 

Official Message Files •••••..........••• 402-02 
Off.icial Personnel Folders ......•.•... ·• ...• 601-01 
Operating Office Personnel Records ..•...••..•.. 601-07 
Organization Planning Files· •.•.....•.•.•... 202-05 
OAllf CCA.\WrA.1 j)\fir>f"Mtll,+"'""- S'(s~ l=rte, Cfoo•IB 

p 

Paid Voucher Files ... . . . . . . 302-04 

Passenger Transportation (Individual) Records 

Payroll Files 

Performance Rating Files 

Personnel Action Notification Files 

Passenger Transportation (Carrier) Records ..• . . • 302-02 

Travel Authorization Files ......... . 302-01 
Travel Requests Files ••••..........••. 302-01 
Travel Voucher Fiies •••••••. . . . . . . . . 302-01 

Deduction Files .•...........••••... 305-05 
Differential Approval/Authorization Files ••••••. 305-03 
Distribution Report Files ••••..••....••• 305-02 

Appeals Files ••.•••••••......••••. 603-04 
Certificate Files ..••.....••..••.... 603-03 

Payroll Files ..•.••.........•..... 305-04 
Personnel Files ..•••••••.•.•••••••• 602-04 
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• 
Personnel Bond Files. . . . . . . • . . •.••..•.. 303-03 
Personnel Statistical Reports . . . ....•..•... 601-04 
Photogrammetry Negatives ••.••...•...•.••••• 1402-05 
Photograph Files •.••..• , ..••....•••.•. 704-04 
Policy/Precedent Reference Files •...••......... 101-04 
Postal Files 

Cost Record Files •. . . . . . . . . . . 402-01 
Mail Control Files •. . . . . . . . . . . . 403-03 
Receipt Record Files •...•...•••.•••••.. 403-02 

Position Classification Survey Files. , • . . . . . . 604-02 
Position Description Files ••••..•..••.•..... 604-01 
Preservation Grant Files 

Compliance Files .•..•..•.....•...•. .. 1603-03 
Plan Files .•••••..••..••..•.•••• . 1603-04 

Press Release Files ...••.•••..•.•...•••• 702-04 
Privacy Act Files 

Disclosure Files .••.•••..•..••..•.... 701-02 
Disputes Files ....•..•....•..•..... 701-03 
Record Systems Files ......•...•.....••. 701-01 
Statistical Files ..••.••..•..•.••.... 701-04 

Procurf>Jnent Regfsters . . • . . • • . . . . . . • . . . . . . 500-02 
Program Evaluation Project Files ...•..••.•. . . 202-04 
Property Files 

Issue Files ••••.••••.••.•••••. 404-02 
Management Files .••••...•.•...••..•.• 404-03 
Management Master Files •.•.......•.•.• 900-10 

Publication Files 
Case Files ••.•.•••.....•......•..• 203-03 
Job History Cards • • . . . . . . • . . . . . • •.• 703-06 
Manuscript Files .•..••..•....•....... 703-02 
Master Files . •••.•••••.•.••••••••.• 703-01 
Printing Plate Files .•...••..•••••..•.• 703-05 

Purchase Order Files • . . . . • • • . • • . . . . . _. . . . . 500-03 
p.,..,ohc. f~t.dt+lcs S'~""'\ S'1a~ File. 'too-,, 

R 

Reading Files ...••..••......•••••••.. 101-02 
Recording Project Fil~s 

Case F~les •..••.•••.•..•...•..••.• 1402-02 
Drawing Files .•.•...•.....••..••... 1402-06 
Field Note Files ••....•..•...•..•.... 1402-04 

Records Management Officer/Liaison Designation Files ••••. 203-01 
Records Retirement Files .••.......•..••.•.. 203-07 
Recreation Area Studies ..••..••••••••..••• 1102-04 
Recreation Grant Case Files •..•.....•••.•••. 1002-01 
Recurring Services Files • • • . • . . • . • • • • . . • • • • 500-09 
Reduction-in-Force Files •••..•..•.••••••••• 602-07 

-;ttqJ:~i:,m:f:nactOn Control Piles • , .•••••••••• 1591 94 -
Remittance Receipt and Deposit Files ••••.•••••••• 303-01 
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• • • • • • Report on Obligations Files •••......•• 301-06 
Reporting Requirements Register ..••.•... . . . . . . 203-11 
Reports Files 

Case Files •••••..•.•.••.•.• ...•.• 203-09 
Control Record Cards ••.••....••..•.•.• 203-10 

Research Project Files ...•...••.••.•.•.•• 1603-05 
Resource Inventory Files ...•..•.•.•..••.•. 1402-03 
Retirement Report Files .••...•.•.•.•.•.•.. 305-08 

s 

Scenic River Study Files ....•. . . . . . ..• 1102-02 
Schedule of Cancelled Check Files •. . . . . . ... 302-10 

, Security Clearance Files. 
Case Files ••••••••••• • • • • • • • • • • • • 607-01 

Space Files 

State Official Designation Files . • . . • • . . . . • . . . 1004·-01 

Surplus Property Files 

Status Files •...•.•...•.•.....•. • • 607-02 
Source Data Card Files •.•...•.•.......... 900-06 
Source Documents ......••....... • • • • • • • 900-03 
Source Program Card Files • . • . . . • . . . . . • . • • • . 900-05 

Allocation and Utilization Files .••..•.•...• 404-06 
Parking Assignment Files •.•...•.•..•.... 404-09 
Reporting Files . . . . • . • . . • . • . • . . • . . . • 404-07 
Work Requests •....•.•...•.••••••••• 404-08 

Special Recreation Studies ...•.•.•......... 1102-05 
Speech Files .••••••••..•........•. 702-03 
State Agreement Files .•.•.......•.......• 1004-02 
State Comprehensive Outdoor Recreation Plans Files ....• 1101-02 

State Historic Preservation Planning Files •...•.•.. 1101-04 
State Preservation Project Files .••.••.•.•...• 1603-02 
Statement of Transaction Files •.•..•.•...•... 302-12 

Compliance Case Files •• • .•••..•••.••••• 1003-04 
Determination Files •••••...•••••...•. 1003-02 
Grant Case Files .•••••.•...•...•.... 1003-03 
Inspection Case Files ..•......•.....•.• 1003-05 
Master Files ...•.....•...•...•...•. 900-13 

Suspense Files •....••.•......••...... 101-03 

T 

Tax Reform Act Files 
Certification of Rehabilitation Files •••.•.•..• 1602-03 
Certification of Significance Files .•••.....•. 1602-02 
Statute Certification Files .•.•.•.•.•••.• 1602-01 

Technical Assistance Project Files •...........• 1601-02 
Technical Reference Files ........•. ·• • • • . • . . 101-11 
Telephone Directory Files ••.•.•••••.••••••• 402-01 

225 



Time and Attendance Report Files o ••••••••••••• 305-01 
Training Files 

Individual Training Files •.•..••••.•..•• 606-01 
Report Files •••..•••.•••..•...••.• 606-02 

Transitory Files. • • • • • . • • • . . . • . . .... 101-05 
Transportation Project Files ..••• ••• .•.•...•• 1201-01 
Transportation Request Accountability Files •••...•• 406-04 
Travel Authorization Files .....•..•.•••.••• 302-01 
Travel Authorization Control Files ...•..•....•• 406-01 
Tuition Assistance Files • . . . . • • •. • • • . . . . . . • 606-04 

u 

Uniform Relocation Assistance Files •••.•••.•..• 1004-05 

V 

Vacancy Announcement Files ................. . 602-06 
Vendor Reference Files •..•......•....... 500-01 
Video Recording Files •.....•..••••....•• 704-02 
Video Work Tapes . • • • • • • • • • • • • • . . • . . . • • 704-03 
Visitor Control Files •••.••••••...•••.•• 404-11 
Visual Files .•.••••••....•••........ 704-01 
Voucher and Schedule of Payment Files .••.•...... 302-11 

w 

Water Development Project Files .••••..••..... 1201-02 
Water and Land Use Planning Study Files •.•.•...•. 1102-03 
Water Resources Council File •..•..•.•••..••• 1101-06 
WA:iti! ttonse cvz t@spCJ!tdenee Eties . . . . . . . . . . . . . . 801-02 
Wild River Study Files .••.. . . . . . . . 1102-02. . • • • 
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PERMANENT ITEMS 

Item# Series Title Annual Increase in Volume 
102-0la(l) Program Mission Correspondence Files 10 cu.ft. 
201-03 Director's Chron. File .lcu.ft. 
202-05 Organization Planning Files ca. 1 11 

203-02 Directives Record Set 
11702-01 Biographical Files ½ when accumulated 

702-0Ja Speeches 51' 

703-01 Publication Master Files ca. 2 cu.ft. 
704-02a, b Video Recordings and Motion Pictures Not yet created 
704-04a, c,d, Still Pictures See schedule 

e,f 
900-14 Nationwide Plan System File (machine-readable) N/A 
llOl-Ola NWP Files ca. 1 cu.ft. 
1101-05 Land Planning Group Files ca. ½cu.ft. 
1102-0lb National Trail System Study Files 1 cu/ft/ 
1102-02b(l) F'inal report, 1!ild and Scenic Rivers Study Files 3n 
llC2-04 Recreational Areas Studies 2 cu.ft. 
ll02-05 Special Recreation Studies 1 cu.ft. 
1401-0la Antiquities Act Permit Files ½cu.ft. 
1401-03 Archeological Project Report Files ca. ½cu.ft. 
1402-01 Historic Resource Survey Files 5 cu.ft. 
1402-02 Historic Resource Recording Project Files on permanent loan to LC 
1402-04 Recording Project Field Note Files Ditto 
1402-05 Photogrammetry Stereo Negatives Ditto 
1402-06 Recording Project Drawings Files Ditto 
1501-01 National Register Property Files ·~ 10 - 15 cu.ft.* 
1501-0?a, b National Register Determination of Eligibility Files 10 cu.ft. (a) 

1 cu ft. (b) 
1501-02a National Register Nomination Files 1/3 cu.ft. 
1501-00a National Historic Landmark Application Files 2 cu.ft. 
1501-09 National Historic Landmark Theme Study Files ca. 2n if accunrulated 
1501-10 National Historic Landmarks Site Files ca. 2 cu.ft. 
1501-12 National Historic Landmark Site Inspection Files ½cu.ft. 
1502-01 Natural Landmark Theme Study Files ca. 1 cu.ft. 
1502-02b Natural Landmark Evaluation Study Files ca.½ cu.ft. 
1502-04a Natural wndmark Site Files 3 cu.ft. 
1602-02 Tax Reform Act Certification of Significance Files l½ cu.ft. 
1602-03 Tax Reform Act Certification of Rehabilitation Files 1 cu.ft. 
1603-01 Surplus Property Files--Preservation ca. 1 cu.ft. 
1603-02 State Preservation Project Files ca. 5 cu.ft. (paper) 
1603-03 Historic Preservation Grant Compliance Report Files Ditto 
1603-04 State Preservation Project Plan ?iles ca. 12 cu.ft. (paper) 

,,, Yearly accwrrulation is expected to decrease because HCRS will be requiring shorter 
forms and less background documentation 




