
NOTICE - SOME ITEMS SUPSERSEDED OR OBSOLETE 

 Nl-064-87-001 

 
 12/24/2022 

 
 

 
 

All items except those listed below are active. Field archives facilities use Nl-064-08-010 Item 27 c. 
User Registration/Retrieval Documentation. 

 
 
 

 
 

 

N1-064-87-001/108 superseded by DAA-0064-2013-0002-0001 
N1-064-87-001/109/1 superseded by DAA-0064-2020-0001-0001 
N1-064-87-001/109/2/A superseded by DAA-0064-2020-0001-0002 
N1-064-87-001/109/2/B superseded by DAA-0064-2020-0001-0002 
N1-064-87-001/110 superseded by DAA-0064-2020-0001-0002 
N1-064-87-001/117/1 superseded by DAA-0064-2016-0003-0001 and DAA-0064-2016-0005-0001 
N1-064-87-001/117/2 superseded by DAA-0064-2016-0003-0003 and DAA-0064-2016-0005-0003 
N1-064-87-001/127/1 superseded by N1-064-96-002/9/A 
N1-064-87-001/127/2 superseded by N1-064-96-002/9/A 
N1-064-87-001/128/1 superseded by N1-064-96-002/9/A 
N1-064-87-001/128/2 superseded by N1-064-96-002/9/A 
N1-064-87-001/128/3 superseded by N1-064-96-002/9/A 
N1-064-87-001/202/1 superseded by DAA-0064-2020-0001-0001 
N1-064-87-001/202/2 superseded by DAA-0064-2020-0001-0001 
N1-064-87-001/202/3 superseded by DAA-0064-2020-0001-0002 
N1-064-87-001/205 superseded by DAA-0064-2015-0003-0001 
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NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
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2 MAJOR SUBDIVISION the disposal request, including amendments, IS approved 

except for items that may be marked "d1spos1t1on not
Office of Management and Admini s trat:�m__________...., approved" or "withdrawn" 1n column 10 If no records 

J MINOR SUBDIVISION are proposed for disposal, the signature of the Arch1v1st 1s 
not required Pro ram Polic and Evaluation Divi s ion 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT 

G�e. ae,t/�
,r;:an 15 i�8Jjl88 523-3214 

6 CERTIFICATE OF AGENCY REPRESENTA IV 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal in this Request of 20! page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence D 1s attached, or � 1s unnecessary 

B DATE C SIGNATURE OF AGENCY REPRESENTATIVE D TI�� 
Director , Program Policy
and Evaluation Divi!sion 

9 GRS OR 10 ACTION7 8 DESCRIPTION OF ITEM SUPERSEDED TAKENITEM 
(With Inclusive Dates or Re ten hon Periods) JOB (NARSUSENO CITATION ONLY) 

NARA'� Comprehen s ive Record Schedule 

The propo!s ed record s chedule ha!s been divided into 18 
functional area s for inclu!sion into the NARA File s 

Maintenance and Di s po s ition I:1anual (FILES 203). 

this schedule. 
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FILES 203 

APPENDIX 1 

MISSION AND ORGANIZATION 

These records re1ate to the overall m1ss1on, pol1c1es, oroceaures, orpani2ation, 0lann1nQ, ano 
0ubl1cation act1v1t1es of the National Arcn1ves and Records Adm1nistrat1on !NARA), 

DESCRIPTION OF RECORDS 

POLICIES AND PROCEDURES 

Oroanizat1onal Files 

Organi, ona! cl'larts ana reorgan1zat1on studies. 
Graoh1c illus ions w�ich prov1oe a deta1lea 
descriotior, of t:ie a ement and ad11unistrative 

ts of :'iA�A. 
Reorqan1zation studies are conduct aesign an 
efficient organizational framework mosts 
carrying out NARA's programs and include materia. 
such as final recommendations, proposa.si and staff 
evaiuat1ons. These ftles also may contain 
ad�in1strative maps that snow regional ooonoaries 
and tne location of �ARA Presidl!l'lt1al Libraries, 
Federal Records Centers, and National Archives F1e1d 
Branches. Annual ace,: less than l cu. ft, 

NARA Reoulations Case Fites 

Case files containing a copy of oroaosed or finai 
regulat1onsj materials submitted for iriclusion in 
the Federal Register: internal NARA, other agency 
and pubiic comments; cooy of published regulation, 
and related records, 

CROSS-OVER 
AuiHORlZED DIS�OSITION FROM GSA HB 

PERMA"lE1H. Offer to NqRA in 5-year
blocks when 20 years oid. iGRS 161 
item 13a} 

Aoo. 1-1 

HEM 
MJMBERS 

102 

https://proposa.s1


102-1 Off1c1ai case f1le W41nta1ned by NAA. Arranged by 
regulation. Annual acc.: less than 1 cu. ft. 
Current vol,: l cu. ft. 

102-2 unofficial case fites ma1ntairied by other offices. 

103 External D1rect1ves Case Files 

Documents reflecting the oreparat1on1 review, 
clearance, ano publication of external directives, 
such as records managemer,t hanobooks and 11:ARA 
Bulletins. Included are cornments on the d1rect1ve1 

Kemorandums reconciling or exola1ning co�ments, the 
original arid a CO!)Y of tile orinted d1rect1ve1 arid 
al 1 records which liocument 11,1portar,t aspects of the 
develooment of the directive. 

103-1 Off1c1al case files maintained by originating 
office. Arranged by 01rective number. Annual acc.: 
less tnan 1 cu. ft. Current vol.: 1 c1.1. ft. 

103-2 Unofficiai case f1ies maintained by otner offices. 

104 lnternai Directives Case F1ies 

Directives reflecting the oreparation, review, 
clearal'lCe, and pubhcat ion of interr,al NARA orogram
and aoministrat1ve directives. Included are 
cornments on the directive, memorandums recor,ci ling 
or explaining comments, the or1�1nal and a copy of 
tne orinted d1rect1ve, and ail records which 
document inioortant aspects of the developmer,t of the 
directive. 

Aop. 1-2 
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PERMANENT. COFF when suoerseded or 
canceled, hold 5 years and retire to 
FRC. Offer to NARA in 10-year blocks 
wnen 20 years old. 

Destroy when suoersedea. obsolete, or 
no longer r,eeded for referer1ce. 

PER�A�ENT. COff Wilen suoerseoed or 
canceleo 1 nold 5 years and retire to 
FRC. Offer to NARA rn 10-year blocks 
when 20 years old. 

Destroy when suoer..eoec! 1 obsolete, or 
no longer needed for reference. 

11B2sq,.., 

9C2 

l 1B2S(l... 

9C2 

r 



104-1 Official case files rnarntarned by NAA. Arranged by 
directive number. Annual ace,: 1 cu. ft, Current 
vo1. : 5 cu, ft. 

104-2 Unofflc1a1 case files maintained by other offices. 

105 Numberea �emos - INTERIM GUIDANCc 

Interirn directives, orepared 1n memo format by
Central Office oroBram and staff offices, containing
information that will be incoroorated into an 
internal directive. These interim directives are 
ioentiheo by ar, ioentiflcahon number following the 
subJec:t and the words II INTERIM GUIDANCE." These 
nucabered memos wi 11 be incorporated into the 
aooroJriate internal directive within 6 mr.mths after 
issuance. 

105-1 NAA cooy. 

105-2 OriginatinQ office cony ano related background 
materials. 

105-3 Other copies. 

106 Numbereo ►lemo_: NOiICES 

b I, l&/17.--,r 
eJ ,int.e, (JctcJ e,- " ,,,

15)" 
Numbered noticesf\preoared rn memo format oy Central 
Office orogram anli staff offices and held um;;s, 
contarnrng administrative and proHram rnformation of 
a transitory nature. These notices are 1oentif1ed 
by the word "NOTICE" foliowrng the memo r,uraber. 

Aop. 1-3 

FILES 203 

PERMANEkT. COFF �,hen superseded or 
canceled, nold 5 years and retire to 
FRC. Offer to NARA in 10-year olocks 
wnen 20 years old. 

Destroy when supersedeo, obsolete, or 
no lon11er r,eeded for referer,ce, 

Place in official directives case file. 
See 104-1 for chsoos1twn of case file. 

Destroy when superseoed, obsolete, or 
no lon11er needed for reference. 

Destroy when superseoed, obsolete, or 
no longer needed for reference, 

l 1B2SCL 

9C2 

New 

New 

Clcl. f
I "'I( jl/u1n)erec/ /Jt1e."7JD5 15~vej f Y/~r -Co 

5"J1:;1atc-Jy, 
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(For case files resulting from a Numbered Memo -
�OTICE, see the aoorooriate orogram file for 
oisoosition instructions.) 

106-1 Originating office cooy and related background
materials. 

106-2 Other cooies. 

107 Poticy and Preceoent Reference Files 

Cooies of documents estab11shing oolicy or 
orecedents pertinent to future ano continuing
actions. Normally, oolicy and orecedent reference 
files consist of eKtra cooies of ooeratinQ 
procedures, statements of ool1cy or oroceoure, and 
other documents duolicateo 1n official files. 
Original or record cooies will not be olaced in this 
fiie. This file consists of nonrecord cooies 
maintained only for convenience of reference, 

PROGRAM DIRECTION 

108 Archivist ano Deouty Arch1vist Prooram and Policy
Recoros 

Corresoondence, memorar,da, reoorts 1 forms, ams other 
records accumulated by the Arc:h1v1st and Deputy
Arcniv1st wruch certain to the administration ar,d 
ooerat1on of NAAA proQrams. They document 
oolicymaking decisions or s1gn1ficant program 
management functions. Arranged by sub2ect. Ann. 
acc. : 3 cu. ft. Current vol, :14 cu. ft. 

Apo. 1-4 

FILES 203 

COFF annually, Destroy when l year old 
or when no longer r,eeded, 

Destroy when no lon�er needed for 
reference. 

Destroy w�en documents oecome obsolete 9C4 
or are no longer neeoeo for operatinQ 
or reference purooses. 

PER�ANENT. COFF annually. Offer to 9Dl 
�ARA 1n 5-year blocks when 15 years 

old. 
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10'3 Pro�ram Sub1ect Files 

Corresoondence, Memoranda, reports, forms, arid other 
records accumulatec by NARA officials in rMnaginQ
and carrying out assi�ned functions. They document 
policyrnaking decisions or significant orogram 
management functions, Excluded are files 
soecihcally descrilled elsewhere rn tnis mar,ual. 

109-1 Records accumulated by Office Heads, Staff 
Directors, ano the Executive Director, National 
Historical Puoiications ano Records Commission. 
Arranged by subJect. Anr1. acc.: 10 cu. ft. 
Current vol.1: 20 cu. ft. 

109-Jl,. Records accumulated by Division Directors in the 
Wash1npton, DC, area and Directors of f1e1a office 

at .i h1/htr h.,e-/.
110 Routine Prooram Aaministration Files 

Corresoondence, memoranda, reoorts, forms, and other 
recoros reiat1ng to the �eneral aam1n1stration of a 
orogram, but not soecif1c files described elsewhere 
in this manual. When any of the oocuments 1n this 
file results in the initiation of, or affects a 
spec1f1c proQram orocess, proJect, directive, or 
case, the record copy must be filed in the official 
file relating to that particular activity or action, 

111 NARA Strateoic Pl annino Files 

Copies of the NARA StrateQic Plan, correspondence, 
memoranda, working papers, and other recoros 
oertaining to develoorng, 1molementrng, arid 
monitoring the NARA Strategic Plan which contains 
maJor NARA goals, obJect1ves, strategies, anu tasks. 

Apo. 1-5 
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PER�ANENT. COFF annually, hold 3 
years, and retire to FRC. Offer to 
NARA in 5-year blocks Khen 15 years 
old. 

/4 o-t!I�,,,. yec.c.rd!,, 
COFF annually, hold 3 years. and retire 9D5 
to FRC. Destroy when 7 years O1d. 

&d t-/le At,"'-,,"/ Arc-/21 "'> , �.,, f",Yeti. r 
whe,, l'T .,Ye,1Y,J tJ/a,(:1/o<-lr.S 

COFF annually. Destroy when 2 years 9D10 
olo. 

New 

9D1 
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111-1 

111-2 

111-3 

112 

112-1 

112-2 

113 

113-1 

113-2 

,... 

Recc,rd cc,py of the NARA StrateQlC P1an maintained by

NAA, Annual acc.: less than 1 cu. ft. 

Background materials ma1nta1ned by NAA. 

Recoras ma1nta1ned by other offices. 

Cooies of orogram review documents used to formally 

brief the Archivist on maJor proQram activities, 

Record set of program review documents maintained by
NAA. Arranged chronol og icall y, Ann. acc.,; 1 cu. 

ft. 

Other cooies. 

Quarterly reports of prograrn activities sent by

Office Heaos and Staff Directors to the Arch1v1st, 

and those preoarea by division and brar.ches. 

Record co�y sent to Archivist ano maintained by NAA. 

Arranged chrono1oQically. Ann, acc.: less tnan 1 

cu. ft. Current vol .: 1, 5 cu. ft. 

Other copies. 

Apo. 1-6 

rI!..ES 203 

PERMANENT, COFr after a new o1an 1s 

issued. Offer to NA�A wnen 10 years 

olo. 

COFF after new O1an 1s issued. Destroy 
wnen 5 years old. 

COFF after new olan 1s 1ssueo. Destroy 

wnen 2 years old, 

New 

PERMANENT. COFF annua1ly, nold 5 years 
ano retire to a FRC. Offer to NARA 1n 

10-year blocks when 10 years aid, 

COFF arir,ual iy, Destroy when 2 years 

ol�. 

New 

PERMA�ENi. COFF annually, Offer to 

NARA 1n 10-year blocks when 20 years
old, 

COFF annually, Destroy wnen 2 years 

olo. 
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113-3 

old, b. 

-

Quarterly reoorts (feeaer reoortsl preoareo ny 
Heads. 

d1v1s1ons and brancnes for Office 

d1soos1t1on 
See item 1402-la for 

Reoorts preoared l:!y NN and \Ill, 1ns1:ructions. 
a. 

Destroy wnen 3 vears 
COFr annuaily, 

offices,
Rep0rts preoared oy other 

C(llOIITTEES 

ll't Commrttee Manaoement Off1�erJiles 

1n eKerc1s1ng control over the 

Documents accumulateo 
antl 01ssolution of co1i1lll1ttees, 

estaohsnment, use, 
and disaoprovals 

approvals,prooosals,Included are 
or dissolve co11m11ttees; 

estaollsn, continue� 

cooies o f 01rect1ves autnor1ung the estabilshMeY,t to 

inventory data; and related 
committee 

of committees, iSee 
These h 1es are marntained by NAA, 

p
ita
ac
em 

ers, 
115 for docW11ents retau,ed by eom1nttees,e 

12A5 
COFF on c1saporoval or 01ssolut1on of 

lnieragency, advisory, or mternationai comm1ttees, 
tne cotamiia
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114-1 ta FRC, 
�'S H,, ii:8111 n,i-ttr 

afteroFF termrnat1on of coNmittee. 
ca \GRS 1£:,1jDestroy �men 2 years old, 

ee , __ 
-____T,u;r¢1£2Jer::rnisa1l,_!c�o!m!!m1�tt:!a��s:,a____________a
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115 Committee F11es 

Recoros created by c:ornmi ttees. 

115-1 Agenda, roinutesi finai reports, and related records 
document mg the membersh ip1 policy, and 
accomplishments of official boards and comrni ttees. 

a. �ecoras of the sponsor or Secretariat. Arranged
by committee. Arin. acc. : 3 cu. ft. 

b. Al 1 other coo1es. 

115-2 Aia. other comm1 ttee recoras. 

116 Co111mittee_L1a1sori_F1les 

Documents accumulated by NDX 1n serving as liaison 
betweer1 the Arch1v1st ano various rnternal ar,d 
eKterna1 committees. Included are prooosed agenda 
topics, agreements, correspondence, reoorts, ano 
related documents. 

SPECIAL STUDIES 

117 Soec1al Stua1es ar,d Pro1ect Recoras 

Recoras accumuiated as a result of a soec1al stuoy 
or oroJect conducted by an 1nd1v1dual office, task 
force, or worlnng 9roup. 

FILES £'03 

PERMANENT. Offer to NAilA after 9C6a 
termrnat 10n of Comm1 ttee. "ffiit6-¼6r 

.,�111-t-eottt-+at+-

Destroy when 3 years old or when no 9C6b 
longer needed for reference, w�1chever 
1s sooner, !GRS 16. 1tem 12b(�} !iM 

Destroy wtl!m 3 years old or when no 9C6b 
longer needed for reference, w�1chever 
1s sooner. (GRS 11;, 1 tem 12b (2) l 

f)t,f ,,r//J fYf..N r,-
COFF after termination of corPm1ttee. 
w�4t-6F�:- -ryJ h > fe r tu the-

,/V,1, t:,c1,,,/ /JYC/2/viP> I,,, 'J;/"ed y 
/;>/4 e, Ir7 wh e -n /0 Year 5 "le/, 

New 

Aoo. 1-8 



.. 1 

117-1 Final Reoort. 

117-2 Worlnng Paoers. 

RESEARCH AND EVAL�TION 

118 Research and Evaluation Program Files 

Program documents, schedules, correspondence, and 
reiated records relating to the general oianning and 
superv1s1on of the programs. Arranged by suoJect. 
Ann. Acc. : 1 cu. ft. Current vol.: 4 cu. ft, 

119 Researcn and Evaluation Tecnchical Reoort Fiies 

Technical reports or unpublished manuscr1pt of 
report orepared 1n connection with a proJect, final 
narrat1ve reports, statistical and graoh1c
compilations, summarizations, and analyses. 

119-1 Record cooy maintained oy NSZ. Arranged by proJect. 
Ann. Acc. : less than 1 cu. ft. Current vol .1 2 cu. 
ft •• 

119-2 Other cooies. 

120 Research and Evaluation Pro1ect Case Files 

Records accumulated reflecting comolete history of 
each oroJect from initiation through research, 

tZ,. f,,,oJ�Ct.-t!J h J, v,',,J fon. 1-9 
51,,,,,Ft C,,,,,t; f?Jf/'U,-t" d"7J /YAtf/r 
1�/t e,, /ej J,.,J fh-4/'rt11" 7, 

k, 0-t�e r' /h!Jl'C fJ t 

rILES 203 
f't-�/fJ/1.!Vf,A/r 
COFF at er1tl o,f stuoy or oroJect, ""' t /-ettft"l:t:Mz....f':ift: 1ydll'!, f I!' 1"' 't'o f!Je. ,, :,J lcJ,,,t 

rJ yG,fi 1'vt>.!, , � �ye,1; b/4c./rj whe "l 

10 yc�o ell, 
COFF at end of stuoy or proJect, noitl 3 
years and retn re to FijC. Destrov w:ien 
15 years old. 

�f"F 
PERMAkENT. "8ffe"""'�RA- 111hen no New 
1onaer needed for current operations.

t"o -tlri: .. �Hf""'M!!lll""tr ,.,,,,,. f II."., 
/YJ.frd,1&/ /J>'e,/,1v,-7 ,..., 10 >et1 Y­
o /0 c.,/rJ wh�n ;J() )"e,1,-y (J/r/, 

New 

PERMANENT. COFF at comJle,1on of 
proJect. Offer to 11\ARA rn 10-year
blocks wnen 20 years old. '•Ai..:.i,. 
<Mf!ffl-i'+--

Destroy when ro longer needed for 
reference. -+6��--+M!l!l..;i;-

COFF at comolehor, of proJect. .et!e.'!M-• New 
BF ee!!w-. 

j°£,IfAf-'!J/VC,1,/T, /7"✓ '1 !, fer t:'d fie... 
/V3,-Cur1 .z I ,,1re;,I, 1'vej ,-,, F )'et1v J?/a,fj 
i,.,/21e11 � ye1.1r} d//, 

wh e ,1 Itl le' '� ,/✓. 



oeveloorrer,t , des1 gn, and test mg, to como1et ion. 
Incluoed are procurement fl les, proJect
autnor1zahon documents, tecnm ca i  character1st 1cs, 
test ano tria l resuits, oraw1ngs, soec 1 f 1 cat1ons, 
ohoto�raohs, tecnmcai ar,d orogress reoorts, 
corresoonoence, and related □roJect mater i als ,  

PUBLICATIONS 

12 1  Arinual Report to Conoress 

Documents accumulated m comp 1 i r ng t.ARA' s Annuai 
Report to Congress, Ir.eluded are cop1es of tl'le 
report, feeder reports on NARA act 1v1t1es and 
achievements, and rel ated records, 

12 1-1  Record copy of report. 

1 2 1-2 Backgrour,d recoros. 

122 NARA Pub l 1cat 1ons 

Documents accumulated 1n editing, prrnhng, and 
publ 1sh in� �ARA publ 1cat1ons, 1nciuo1ng books, 
rn1croh irn pub l i cations, guides, soec i a l  l ists. 
iiar,ooooks, booklets, and seria l  ouo l l canor,s sucn as 
Prologue. !Ma1 ntenance and di soos1 tior, rnstruct ions 
for regulat ions, 01 rect lves, soeeches, ario news 
releases are descri bed elsew�ere 1n tn 1s  manua i , !J) 

122-1 Record cooy of each oub l lcat 1on ma inta ined by NE. 
Arrar,ged by type of oubl 1cat 10n, Annual 
acc.!J: 1 cu, ft. Current vol .  : 1, 5 cu. ft . 

F I LES 2•�3 

PERMAtllENT. COFF annua i l y. Offer to 
NARA 1n 5-year b locks when 5 years o io .  

GOFF anriua i ly. Destroy when 2 years
old ,  

PE�MANENT. COrF annua l ly .  Offer to 
NARA ie: aeeessHf!H't§�.,;....Ql,--6"-rn 5-
year blocks wher, 5 years old.  

2 0A40 

2 0A40 

7 2 B l  c!: 

Aop. 1-10· 



1 22-2 Cooy of each oub i 1 cat1on mainta1neo for reference 
use. 

1 22-3 Pr inters' 9al 1eys, Qraoh 1cs, working oapers, cooies 
of oubl icat ions, arid related records. 

122-4 Photograohs, negatives and orints used 1 n  
publ 1cat ions. 

123 

Documeri,ts rei atl.ng to freelance eo itor ia l  veridor 
services. 

123-1 ' Invoices, log of current budQetary bal arice, mai l i ng 
1 ists, and related records. 

123-2 Resumes, examples of work, arid eval uat ior,s. 

124 Emo loyee News letters 

Documents accumul ated in  ed1t rnQ, pub l lstnn�, and 
d i stribut rnq NARA emol oyee newsletters. Included 
are record copies of each oubl lcation, r,otes, 
editorial mater ia ls, and related records. 

124-1 Recc,rd cooies of each newsletter maintained by the 
office orig inat ing the pub iication. ArranQed by 
name of pubJ lcat ion ar,d chronc, ioQ 1 ca l l y  thereunoer. 
Annual acc.s: 6 inches. Current vo l . s  less than 1 
cu. ft. 

Aoo. 1 - 1 1  

F i LES 203 

!mmeo iately after ouo 1 1 cat i ori, ;c.,
ori Q rnat mg office must senqJ coox of 
the ouo i ication to ��IL  <Li brary ) !J. 

Pl ace 1 n  i r,act ive f1 i e  after 
oubhcanori nas been orrnted. COFF 
inact ive f1 1e annuai i y. Destroy when 2 
years oid ,  

Destroy when suoerseded or oosoiete, 

COFF arrriual l y, Destroy wner, 2 years
o ld ,  

Destroy when 5uperseded or  oosolete, 

PERll'ANENT. COFF anr,ua l ! y. Offer t ,) 
NARA in 5-year bl ocks wnen 20 years
olo .  

New 

7 2B lb  

New 

New 

2 0A35a 

Freelar1ce_Ed1tc,rial_Verrdors F1ie 

https://reiatl.ng


121 �- Hi1tori,11 

NARA histories 1NI Hlected backgrouNI ut11"11ls. 
Nll"l'Ah'IW •11"'1 h istories 1ncludutg oral history
Pl"OJICh INPared by agency pe!"'SOmlel or by private 
h11tori1111 Wldff contrKt to �RA. 

NuT1hve htltories, cr1l histories, transcribed 
intervu!III •1th pat Ind present ;Jlr'90ftnll, copin 
of t1pas and tl"PICl"tpts, ind dleds of gift. Annual 
ace. 1 1111 than t cu. ft. 

BlckgrouNI utll'i1ls, including electrostat ic copi11 
of 1geic:y doc.ants lade for conve,nent rtfere11Ce. 

UIIWISRS 

12' St i l l  Photo9r1i)x 

Itas offlNd for peralllftt rntntion IUlt include 
th• follciung retOtd eltllnts1 

a. 8lack-1nd-.llite 1NI color negative photogr1phy1 
th1 original Ng1hve, • c1ptumld print, 1NI, for 
color n1g1tiv1 9hotogr1phy, 1 duplicate neg1hv1 1 f 
ON IHltt; 

la. Color trlftlOINM.'Y and sl ide photogr1phy1 t'11 
ori1iNl .. I duphc1t11 •NI 

App. 1-12 

r?L$ 293 (Drift> 

Cm:F aftlf' publ i�1t 1on of eiCtl 
f!INlllKtll', Destroy 1111111 1 yur old. .,).o;IJ"},5c 

PERMAN01'. Offll" to NARA UI 5-ye•r
blocks when 2t ytll'S old. CIR 16, ita 
13c:) 

CIF. 1t end of proJ�• Dntroy llllen 
11 years old. 

12H 

https://c:ontr.ct


A111pcrt pt,o+o1c1Pbt-

event,, aftd act ivit ies not relaieiJ'"'fot'fieiTntmr"'ffl"·---t,ttffl�·a
;/fj 11/tll'..M• LSSS 21. .ua 11 er• 

fi lntrips and sl ides of progran that do nol refTRf---..1f""P'..,;at1Wnmg-,,A!'.-•_,us IJ ,  l.ta J1 
• • - ' '  • -

, /  

�RA•as ■inion. 

Destroy Nhen no longll" neaded. <&RS ��j J.t/'f
et-t ... _4l-

______ 

App. 1·13 

· �ll1di 
., 

!' ?. 

r.·•• or filntrips ind accc-P1"Y1ng iucllo 
·: tJlt �ipt11 2 copill. 

126-1 
Pttotographs llhich dtpict significant events,
l)ll"Ofllhh11, and other SUbJtcts Nltting to the 
■iss1on and act1v1hes of NARA 1n parhcular and 
Alar1cin history m general. Included are 
photographs of ded1cat 1on cere■onies and off1c1al 
events 1n the Rot unda, President ial L1brar1es, and 
ottwr f1«:1l 1taes; v1s1ts fl"1» off1c1als and 
sign1f1cant citizens; and aaJor progra■ act 1v1t 1es. 
E11cluded ,re photographs fl ied 111 the E11h1b1t Case 
F 1 l11, it1111 1&11. Arranged by subJect. Ann. Acc.a: 
lns ttwl 1 cu. ft. 

Pbgtggrapht of "uhN award ClfNll(lnlff. social 

tht agency. 

126--3 Official portraits  of the Al-ch 1v1st, Det)lty 
Archivist ,  and other senior NARA officials. 
ArraflfJed by person'• Nllll!, Annual Acc. : less than 
1 cu. ft. 

- · ---
tei I IDtvnaJ persmn,l and ad•w1tr1t iv1 training 

- • - • -

PE�. �RA wtien no 
longer needed for cul"Nftt ope,-at iOM. 

Destroy l!ll'llft 5 ynrs old or lflten no �II, J.(P­
l6riger awt1a1. (&Al a1, it• 2, _ 

Destroy 1 year After e011plehon of �If j J.//J 

FlLES 283 CDl-1ft> 

-r�� PERMANENT, C0FF aftl'lual ly, �\o 
NARA rn S-year blocks •hen li years 
old, 

Destroy .. hen 1 year old or tntn no 

• 
- ·-



_ � 

127 

Ital offwrld for � retl'ftt1on Mt 1nclwt1 
th• f ollc.11'1g record eleantsr 

a. �poMOl'ed f1 ln:  the ori g inal Ngahve or 
colOt" orig inal Plus separate sound track, an 
1nteraed1ate uster pos1 t"1v1 or dup l i cate negative
olus oot1cal sound track, and a sound Pl"OJechon 
print or a video recording ; 

b. Acquired '1 11111 tiio proJechon or1nts or one 
proJact 1011 pr 1 nt and a video record 1 ng ; 

c. Un11hted f9()tage1 the or i g inal negat ive or 
color or1g1111l,  work print , and an 1ntftWdiate 
■aster oosit ive or dupl i cate negat ive if one exists, 
aoproprmtely arranged, labeled, and described. 

127-l �red f1l111 i ntended for oubhc 
d1stribuhon. !These 1111:l ude infontahonal and 
educat ional f1 ln, > 

. 
127-2 NAM-sponsored training fi l as  that e11plain agency 

hrctions or act ivit ies i nteftded for internal or 
e1t1n1al distr1bclt1011. 

127-3 Stock footage, outtakes, and tr1■s created dlll"ing tl'le 
COll"W of a NAAA--.ponsored production. 

Offer 11111td1ately for deposit 1n the (;It.$ "'¢ 
stock f1!• col lect ion, Special Arch iVfl 
D1V1sion, NARA. (SRS 21, ite. 27> 
0 t" j C ""T ..,1.,,, .,,., /o.,JttY- -,, ,: a,,/� 
1.-,,,, ,e ., ,, ;;r,. �•/11',r,,, •. 

outside soul'C'ft for per,omel Destroy ON year after coaplet ion of 

App. 1-1• 

'ILES 293 (J),,altl 

FU e ICO!llni tm 
miintng P•\i\l• a 1GR& at, •*• 1s1 



FILES 2t3 (l)raft> 

.. 1tinn 128 ¥Y19 

n- offlrld for � retention 11.1st includ1 

and a dubl11ng 1 f one eusts. 

12&-1 

educat 10Nl product ions. ) 

di  str1buhor1. 

ngs or soeecnes, ReconSlngs of publ ic: llftt i 
, 

hearings, 

r;R , 

I/ 

agency, 
managemnt and supervi� iMtruc:hon, etc.a> 

presentatioM, 

1n it• 1� interded for internal or external 

�RA­
and test 1110ny 

of agency officials before tne Congrns and at other 

(These include "role-olay• sessions, 

Destroy 1 year after complehon of ?R � ,.
tl"IUl'IUII QN:l!jl'lll !GR$ 2t, LtM 3U 

tlw orign11l "" earl iest gtnffahon of recoro1nv, 

NARA-sllOMOY'td video oroduc:taions intended for oubl u: 

distribut ion. (These inc!ude infol"llltaional and 

NA�pomon!d training pY'OqrPl'l tnat explain aqency 

f11nctaion1 or acta1vit1es (other than those ident ified 

128-3 
soon!50red conferel'!CeS, quest soeakers

J./j.Destroy 1 year after eo111pletion of 

tr11n1ng progrD, C8R9 e11 1,• ailPre1,1• acquirad frca nut:u4e sou� for per:enNil 

and aana9flll!"t tra1mng. 

Interwl PefSOnnel and ad1111nistrat ive training 

Dl"'09ra1K that do not, reflect tne 1iss1on of tnl 

Racardmgs tbat pocu•nt routine aeet1n9s and award Destroy lllhen no longer needed, lGRS 

C:!, �,e, ]U 
6,/f} ;.I/ ) 

O,p)JG1t1 dubbu,as and pt!!lX eleNT1ts. t)estroy -.hen no longer netded, t6RS "If; >I/ 
!l , ,ta 351 

- I I -

_, ------

·-·· --

-loil.i,----____:______:_ ________ _ ·-· -



.... 

129 

X 
' 

boolls, caption S'lttts, stiothsts, contintnh11, 

FILES 293 (llraft> 

Dispose of according to u•istruchons 6-lfj ).ti 
covering the rtlated auchov1sual y6. 

etc. , and uy be 111 text, card, 111crof0r11, or 
111a1:t1 1ne-readablt foniiat. ) 

Pr9d. ion ftln or s1a1 lar f i le that document D1s005e of according to instructions �I{ S '½ 
or1gui, devel , a uarttolt, \1Mr...al... ___ r:o er1ng the related aud 10v1sual 

�
v_ -= �..,.:_ OWNnhtp. Olay include scr1ots, contracts, recor'R:--t9R!� 1t• Rl.. 

tratl90"1pt1, releases, etc. l 

/JO 

lid 

..8e!!Y fc.5tc yj-~ _..___,.. 

https://1Mr...al
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APPENDIX 2 

GENERAL ADMINISTRATION 

These recoros reiate to the general admimstrahve activities of NARA. Items 201 through 212 
oescribe records that ger,erally serve faci l itat ive or informational ouooses common to 11ost offices. 
Items 213 throurh 26� describe records relating to emJloyee training oro�rams, studies ano reoorts of 
archival and management programs, information management activities, and emergency planning. 

OFFICE ADMINISTRATION CRO SS-OVER 
FROM GSA HB201 Files Plan 

Files P ! an ( NA Form 2003) showing records maintained 
by an office. 

201- 1 �ecord copy of Files Plan n,ainta!ned oy tne office co.:p i-.11 tn related files. Destrov wnerr 9Al 
resoonsible for the recoros. (Place Files Olan in a l l  related f1 ies are destroyeo or 
f irst folder of file drawer or, in tne case of rehreo. 
nonstanoard f i ling ecuioment, oost the olan in a 
consoicuous locatior1o See ch. 2-15, l 

201-2 Copies maintained oy NAA, Recoros Liaison Officers, GOFF annual ly, Destroy on recei ot of a 11 CS 
and Administrative Officers. revised olan or oiscontinuance of c�e 

plan. 

202 Readino Files 

Copies of outgoing communicatioYJS wn 1cn are 
maintained for review by staff members, 

202-1 Reading files of the Archivist and Deouty Arcnivist. PERMA'IE�IT. COff rn 6-1BOncn blocks, 9D1 
Ann. acc. ; less than 1 cu. ft. Offer to NARA in 5-year o locks when 1 0  

years old, 

Aoo. 2 - l 



202-2 Reao1ng files of Office l;eads and Staff Directors. 

202-3 Al l other reaa1ng f 1 l es. 

Susoer1se Files 

arranged 1n cnronolog 1cal order as a rem1noer 
are � on 1s reou1red on a given date or that a 

reply 2s expe and, 1f not rece1veo, should oe 
traceo on a given da� 

203-1 

203-2 The file copy, or an extra copy of an outgoing 
communicatior1, fl lee oy -che date on wn 1ch a reoly 1s 
e>1pecteo. 

. aopo1ntmer1t oooks, schedules, logs,
and o , � records aocument rng meetr ngs 1 

aooo1ntments, teleµ,�o ��i s, trios, v1s1ts, and 
other act 1v 1t 1es of NARA emplo (��l!nQfil'.§� 
scheC!u les, ano s1m1 lar documents marnta __ . ....Q!'.! 
computers must b2 printed out dai ly and retaine 
1!2Qer�l 

Records cor1tarnrng s•Jbstant ive information relating 
to the off1c1al act 1v1t1es of the Arch1v1st, Deputy 
Are111v1st 1 Office Heads, Staff Directors, ar� 

204-1 

Apo. 2 - 2 

FlL.ES 203 

COFF 1n 6-montn b i ocks, Destroy when 3 9B30 
years o l d. 

COFF m 6-month blocks, Destroy when 6 9B30 
months o ld. feifs-t::, • t!'m-t'tl' 

Destroy after action is taken, (GRS
23, item 3al 

oaoers when reply 1s received. 
If susoens oy 1s an e>1tra cooy1 
oestroy 1mmeo1at : If the susoense 
cooy 1s tne file cooy, 
into the off1c 1al f iles. 
1 te:n 3o) 

COFi: uoc,r1 tne 1nd1v 1i:!u : i ioavrng the 
oos1t1or1, Submit SF 258. I ffer 



1al Assistants to the Archivist and Deputy
Arctl t ,  the substam:e of which has not beer, 
1ncorporat · • to memoranda, reports,
corresoondence, o her records ll'lCluded in the 
official files. 

204-2 Records of other NARA emoloyees corrtarnrng 
substant i ve rnformatior, relating to off icial 
act1 vit1es 1 tne substance of wnich has not been 
incorporate rntc, official fi les. 

234-J All other materials 

205 Office Administration Files 

Records accumulated by individual offices that 
relate to the internal administration or 
housekeeping activities of the office ratner tnan 
the functions for which the office exi sts. Excluded 
are records saecifically described 1n Aopendixes 1 
through 12, 

206 Administrative Trackinu Files 

Automated track1 ng systems estabh sned to monitor 
the current status, progress, or location of 
oro,1ects or administrative documents. 

FILES 203 

when they are 6 years old, (GRS 
23, item 2al 

COFF annually. Destroy w�en 2 years 
olo. tGRS 231 item 2b) 

Destroy wnen no longer r, 
23, item 2c ) 

COFF annually, Dest roy when 2 years 
old. 

9Bal 

Transfer status reocrt with relevant 
project case file or oestroy when 
superseded or cancelled. 

New 

Aoo. 2 - 3 

Job control records, status ;;ar~s:, :~:~!1:DS~•---~Re:m~o~v;e~f~r;om~r;e;!a;t~e:d:r:e~c;or~dS and destroy work processing sheets, corresoondence control rk 1s colliD!eted or when no 
forms, rece1ots for recoras chargeout, and other longer ne ting ourooses. 
s1m1 lar records used solely to control ~1ork flow and !GRS 23, item 5) 



ut1ne and mereiy  fac!il1tat1ve actions 
ta!ten. 

208 

208-1 Corresoonderiee, memoranda, and forms des1gna� 1ng 
certain employees the authority to sign tune ano 
attendance caras, prooerty passes, pr1nt1ng 
reouis1t1onsj to certify 1nvo1cesj to control 
personal prooerty ; and other duties and resoons1-
b1 h ties as assigned. 

20'3 Emoloyee Pubhcatior1 Review F1 les 

Reviews by Office Heads or Staff Directors of 
oubhcations authored by �ARA employees. incluoed 
are requests for rev1e�1s, resoonses, and copies of 
the oubucat ions. 

210 National Arcn1ves Assembly Files 

Correspor,der1cce1 memorar,da, and other records 
accumulated by NARA offices reiat 1 ng to employee 
oart1c10at1on 1n National Archives Assembly 
act ivities. 

21 1 Reference Publication Files 

Copies of NARA internal and/or external d1rect1ves; 
NARA oub l 1cat1ons, and pub lications issued by other 
Governmerit agencies and nor.-Governmental 
orgamzations maintained for reference within an 
office. These files are normally kl!llt 1n binders 
and f i led in bookcase units. 

Aop. 2 - 4 

COFF wnen suoersedeci or oosolete. 
Destroy 2 years after COFF. 

COFF annually. Destroy wien 2 years 
c, lo .  

Destroy when suoerseded, oosolete, or 
no longer needed for reference. 

Destroy wnen superseded, obsolete, or 
no longer needed for reference 
ourooses, 

9Blij  1 9A l  

New 

New 

9B31 



·� 

2 1 2  

Files not described in this manual wnich document 
the performance of a specific funct i on, orocess, or 
transaction, and for which no disoosition has been 
aporoved, 

TRAINING 

2 1 3  Trainino Recoros 

Files accwnulated in develooing training programs 
for NARA employees, Inc1uded are fl les pertaining 
to the Career I ntern Development System (CIDS) 
program and other emoloyee training soonsored by the 
Personnel Services Division (NAP) and/or other NARA 
offices. Program recoros reiat1ng to NARA-soonsored 
training for empioyees of other agencies ar,d/or the 
general oubl1c are described 1n otner aopendixes to 
tnis manual : i. e. , item 13051 Records Managemer,t 
Workshoo, Conferer,ce, and Training Course Files. 

213-1 NARA Tra 1n 1ng Aids. Oine copy of eacn manual, 
sy l l abus, text book, and other tra1n1ng a id  develooed 
Dy NARA, 

Otner Training Aids, Training a1os from other 
agencies or private institutions, 

2 1 3-3 
Corresponoence, memoranda, agr
author1zat1ons 1 reoorts, reou1rement re � lans1 
and obJect ives rel ating to the establlshmerit ano 
ooeration of trai ning, courses, and conferer,ces. 

21 3-4 Background ana workpapers. 

Aop.! 2 - 5  

F ILES 203 

Subm it SF 1 15 . 

Destroy wnen superseded or oosolete. 
�{i�-1,,...J,.t.Qill�Em,t+,4, 

Destroy wien oosolete or  superseaea,
IGRS 1 1 item 30a (2l l 

COFF aymually after comoletion of a 
soecific orogram. Destroy when 5 years 
old .  (6�5 1 ,  i tem 30b ( l l l  

COFF annually. Destroy when � 
old. !GRS 1, 1 te:n 30b (2l l .  

9CS 

1 0A35 

Unscheduled Records 



External training, Corresoonder1ce, memoranda, 
reoorts and other records relating to tne 

· bi 1ity of tra i n ing  and emo1oyee participation 
in traini arams soonsorea by other government 

. • it instatuteoris. 

213-6 Course announcement flles. 
pamp�lets, notices, catal ogs, ana other recorcs 
which orovide information on courses or proQrams
offered by governr,ent or non-governn1ent 
organi zations. 

PROSRAIII CONTROL 

214  NARA Fee Scheoule 

Corresoonder1ce, memoranda, studies, reoorts, working 
pacers, and otner records relating to preparing the 
NARA fee schedule. 

214- 1 Case f ile maintained by HAR. 

21 4-2 Copies of the fee schedule ma rnta1 ned by a l l  
offices. 

214-3 Otner records maintained by otner offices. 

215 Soec1al Fee Pro 1ects 

Cost analyses, correspondence, and reports relat ing 
to establishing fees for soecial reproduction
oro�ects. 

App. 2 - 6 

r ILES 2,a3 

Destroy when 5 years old or when 
superseded or oosolete, wnichever 1s 
sooner. (GRS l ,  item 30cl 

wnen suoerseded or obsolete. 

New 

COFF uoon issuance of tne fee schedule, 
hole 7 years, and retire to FRC. 
Destroy wi-ieri 15 years old. 

Destroy when supersedeo or ooso lete. 

Destroy wneri no longer needec for 
reference. 

COFF uoor1 comolet1or1 or termination of New 
proJect. Destroy wher, l0 years olc , 



216 A-76 Poi 1cy and Proceoures F iles 

Correspondence, memoranda, arlll other recoros 
relati�g to �olicies and procedures for acquiring
commercial or industrial type orooucts and services 
needed by NARA. 

216-1 Correspondence, memoranda, ano other records 
re1at 1 ng to NARA ooiic ies and orocedures for 
imolementing 0MB Circular A-76 , Files are 
mainta rned by NAA. 

216-2 Inventory suomissions to 0MB. inven,ory n�tices for 
the Federal ReQ1Ster1 ano reiated mater iai .  

216-3 Copies o f  □:i!B Circular A-761 irnolementing 
mstructi,:,ns, ano related rnater1als issued outsice 
of NARA. 

2 1 7  A-76 Studies 

Correspondence �emoranda, working papers, 
tabulations, and other records relating to 
individual reviews of NARA commerical or industr ial 
type activities and to productivity reviews reouired 
under 0MB Circular A-76. Procure:nent f iles related 
to A-76 sol icita�s are f i leo under A�pendix 5 or 
in the desi gnated program procurement file, 

217-1 Case files maintair-1ed by office concucting the 
study. 

217-2 Records mainta ined by NSA as oart of indeoenoent 
review process. 

Ao:;. 2 - 7 

New 

COFF whe� suoerseded or oosolete. 
Destroy 1 year after C□FF. 

C0FF annual ly. Destroy when 2 years 
o ic ,  

Destroy w,en suoerseded!, obsolete, or 
no l onger neeoed for reference. 

New 

C□FF 1.1oor1 comoletlon of stuoy, hoid l 
year, and retire to F�C. Destroy when 
7 years old. 

COFF uoor, comaietwri of study, '!old !. 
year, and retire to FRC. Destroy wner1 
6 years olo .  



217-3 

2i8 

218-i 

219 

219-1 

220 

220-1 

220-2 

Recoros malntained by NAA. 

lriternal Control Pol icies and Proceuures F 1 ies 

Corresoonoence, memoranda, and other records 
relating to internal control policies and procedures
under IJll:B Circular A-1231 I nternal Control 
Guidelines. 

Vulnerability Assessmer1t F iles 

Corresoondence, memorar,da, reoorts, studi es, and 
other recoros relating to assessing the 
susceohbihty of r(ARA and its pro�rarns to ioss or 
unauthorized use of resources, errors in reoorts and 
inforraation, 11 legal or unethical acts, and/or
adverse or unfavorable  oubl 1c ooin1on. 

internal Controi Review Files 

Correspondence, memoranda, reoorts, ano sun1 l  ar 
recoros reiati ng to studies or reviews of internal 
controls. 

Records maintained oy NAA. 

Recoros maintained by other offices. 

Apo. 2 - 8 

F ILES 203 

CO�F uoon comoietion of the study. 
Destroy l't'iieri 7 years o l d. 

Destroy when suµersedeo, obsolete, or New 
no lon!ler needed for reference. 

COFf after assessmer,t report. Destroy New 
3 years after COFF. 

New 

COFF ar,nually, hold 2 years al'\O retire 
to FRC. Destroy 1,iher, 5 year's olo , 

COrF annual ly. Destroy when l year
old. 



221 A-123 _Armual_ Reoort 

221-1 Annual report to Congress and tne President 
coru::erm r,g agency rnp1ementat ion of A-123. Arrangec
by year. Arin. ace.rt less than 1 cu. ft, 

E2H::'. Documer,ts accumu iated in oreoaring the annual 
reoort. 

222 Manauement I morovement Study F i 1es 

Documerits accumulated by NAA rn conduct in9 studies 
wn1ch result in initiation of changes in the manner 
or methoo of ol anm ng, d i rect in9 ,  contro l l in�, or 
doing work wnich results in increased effectiveness, 
effic1ency, and economy. 

222-1 Case f i les containing st udies, charts, coordination 
paP2rs, recommendat ions, stat ist ical data , arid 
related records. Arranged by study. Ann, ace.rt 2 
cu. ft. Current vo 1 .  m 1 cu, ft. 

222-2 Documents used as bacKground materia l 1n deve looing 
ano completing roana9ement improvement studies. 
Inc luded are analysis, notes, drafts, interim 
reoorts, and data used but not incl uded 1n t he 
official case f 1 le, 

INFORMATION MANAGEMENT 

223 C1earar1ce Comn1ems F1 ies 

Comments on directives, p i ans, arid simil ar 
publicat ions preoared by another of  flee, 

F ILES 203 

PER�ANENT. COFF annual l y. Offer to N ew  
NARA rn 5-year blocks �1hen 10 years 
old .  

COFF arinual ly. Destrc,y when l year New 
o ld, 

PERMANENT. COF>= armua i l y  unon 
como1etion of stuciy, ho1d 5 years, aoo 
retire to F�C. Offer to NARA 1n 1 0-
year blocKs wnen 20 years 01c ,  

CO�F after como letion of the rel ated 
stuoy. Destroy when 3 years 01d. 

12AtO-, 



223-1 Office reouest mg comments. 

223-2 Office subnn tt ing comments. 

224 Federal Renister Liaison Rec:oros 

224-l Designation of liaison officer ar,d certifying 
officer. 

224-2 other corresoondence witn the Federal Register
relating to liaison activities, ir.c:luding reouests 
for emergercy publ ication of documents and 
corrections to oreviously published docu�ents. 
<NDTE: Place published cooy of correction oocument 
in case file of corrected regulation or notice,!) 

225 Routine Federal Register Notices 

Federal Register notices of a routine nature Ii.le,!, 
cl osing of search rooms) ,  not filed elsewhere in  
this a□oendix, 

225-1 F iles ma1nta1ned by NAA. 

225-2 Fiies maintained by other offices. 

FI LES 203 

Place corP111ents i n  ap!lropri ate 1 1 R 2 5  
functional file; i.e.!, directives case 
f i le. 

COFF annual ly. Destroy when 2 years 9Cle 
old, 

Destroy when superseoed, l 1 B l 5  

COF annually. Destroy wner, 1 year 1 1 B l 5 
old. 

COFF anr,ually, Destroy 1�her, 3 years l 1 B 25  
olo. 

COFF annual ly. Destroy wher1 l year 9C2 
old .  

Apo. 2 - 10  



FILES 203 

226 Um fleo Aoenc.a 

226-1 NARA regulatory agenda materials develooed for COFF annually, Destroy wnen 2 years 1 1 B 1 5  
pub1 ication in the Llr,if ied Agenda of Federal old, 
Regulations. 

227 Exterr1al D irectory Updates 

Corresoondence! forms, and other records accumulated COFF annual iv. Destroy wnen 1 year New 
i n  orovu:l lnQ information on the NARA orgr.aization, oid. 
fac ilities, and services for pubhcahor, in external 
doc:•Jments siJch as the U.!S. 6overYl!i1rnt Manua! 1 the 
Congressional Directory, tne Catalog of Federal 
Domestic Assistance, and similar publ 1cat1ons. 

228 Ouest 1onna1re Files 

NewCorrespondence, memoranda, and cop ies of 
ouest ionna1res relating to NARA-w11ie ool ic ies, 
procedures, functions, organization, and activities 
received and answered by NARA for archival 
institutions, historical organi zations, Federal 
ent1t1es not identified e lsewhere in the schedule, 
and simi l tar organizations and inst 1tut1ons. 

228-l Records maintained by NAA. COFF annually, Destroy when 4 years 
old, 

228-2 Records maintained by other offices. COFF ar,nual l  y. Destroy when 1 year 
old. 

229 Reoorts Control 

Documents accumulated by NAA 1n controll ing internal 
and external reoorts. 

Aoo, 2 - 1 1  



Case fi les �a1ntained for 
=-.411.e�in�cy reoort created or orooosed 1nclud1 ng 
publ 1c use re. - -lllcluded are clearance forms, 
such as the Request for 0� t ► 83) i copies 
of pertinent forms or descriptions of format ,f1!"!7i�......_ 

of author1z1ng d1rect1vesj preparation 1nstruct1onsj 
and documents relating to the evaluation, 
cont 1nuat1 on, rev1s1on, and d1scont1nuance of 
reoort 1n� requ irements. 

229-2 Interagency and Congressional Reports. Files 
ma1nta1ned by NAA for purposes of track1n� reporting 
requirements placed on NARA by other agencies, the 
Office of Management and Bud�et, and Congress. 

a. Case fi les conta1n1ng correspondence ; copies of 
author1z1ng d1 rect 1ves and regulat ions, 1nclud1ng 
0MB Circulars; copies of pertinent forms or 
descriptions of format, preparaho�, instruct ions. 
and documents relating to cont1nuat 1on, rev1s1on, 
and discontinuance of report1nQ requirements. 

b, Work ing papers includ ing notices sent to offices 
as a reminder that reports are due, copies of  
reports, and general correspondence. 

229-3 Re gisters. Computer-generated registers and s1m1lar 
registers used to track reports. 

230 

Documents accumulated in the preparation, review, 
printi ng ,  and maintenance of requirements for forms, 
IYlCluded are requests for and changes to forms 
requirements, pr 1nt 1ng requ1s1t 1ons, printouts of 
form l istin�s, inventory of forms requirements, and 
related records. 

App. 2 - 12 

FILES 203 

P lace i n  1nact1ve fi le  after the report
1s d1scont 1nued. Destroy when 2 years 
old. ( GRS 161 1 tern Bl 

P lace 1n 1nact 1ve file after the reoort 
1s d 1scont1nued, Destroy when 2 years 
old. 

COFF annual ly, Destroy when 2 years 
old , 

Destroy when suoerseded or obsolete. 

New 

_.New 

l lAJS 

https://0�iB7�.--1.si


230-1 Printouts. 

230-2 Other records. 

231 Forms Registers 

Reg isters used to record and control the numbers and 
other ident ifying data ass igned to each form. 

Forms Case Files 

Nuraer1cal case files consisting of the record copy 
of each NARA-or igi nated form with related 
instruct ions and documentation showing inceot 1on1 

scope, and purpose of the form. 

232-2 Working papers, back�round materials, reouisit ions, 
spec if ications, and process1ng data ma1nta1ned by
NAA and NCP. 

232-3 Files maintained by other offices, 

233 

Reports, correspondence, memcranda, lists, pr1nt1ng 
spec1f1cat1oris, master coo1es of stationery, and 
other records pertain ing to NARA stationery. 

App. 2 - 13 

FILES 203 

COFF annual ly, Destroy when 1 year
old. 

COFF annual ly, Destroy when 2 years 
old or wnen ro longer needed, 

Destroy when no longer needed. l lAl  

Destroy S years after related form is 
d iscontinued, superserlea, or cancelled. 
!GRS 161 item 4a ) 

discontinued, supieer���'2t...£,
( GRS 16r, item 4b)  

COFF annua l ly, Destroy 111hen 2 years l lAS 
olo. 

Destroy when suoerseded, obsolete, or New 
rio longer needed for reference, 

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

https://m,,._wtl.Em


234 Pr inting Reouisition F iles 

Reouisit ions, and related backQrour� material sent 
t°e the Government Print in� Office, or to other 
aoroved printing sources, 

234-1 Records marntarned by NAA, 

234-2 Recorrls r,1a1ntarned by other offices. 

EMERGENCY PLANNING 

Emergency Plannino Admin istrative Correspondence 

operatior, the NARA emergency p !anmng program, 
not covered else re in this schedule. 

236 

236- 1 Case f iles conta1n1ng a cooy of each o l an or 
d irective issued, w ith related backQround papers. 

237 

Copies of d irect ives and p lans issuea by NARA, as 
wel l  as those issued by the Feoeral Emergency 
Management Agency (FEMA l ,  other Federal agencies, 
State and l ocal governments, and tne private sector. 

F I LES 203 

Destroy 3 years after comolet ion or 
cance l lat ion of reouisition. 

COFF monthly, Destroy when 6 months 
old, 

COFF annual!ly. Destroy wnen 2 years 
oio. IGRS 18, item 27) 

Destroy 3 years after issuance of a new 
<GRS 18, item 28bl 

Destroy when oosolete or sup
i6R5 18, item 2'3) 

17A35 

9B40a 

Aop. 2 - 14 

fl les re lat rng to adrnrn1 strati on and 

Emeroency_Plann1no_Case_F1les 

Emeroencv D1rec't1ves_Reference_F1ies 



Emeroency PlanmrllJ Reoorts 

orts of operations tests , cons1st1ng of 
consol1da comprehensive reports reflecting 
agency wide resu of tests conducted under 
e111ergency plaris. Ann. : less than 1 cu. ft. 

239 Eri1eroen1:y Ooerat lol'IS Test Files 

239-1 F1les accumulating from tests conducted under NARA 
emergency plans, such as 1nstruct1ons to members 
part1c1oat1ng 1n test, staffing assignments, 
wessages, test reoorts (excluding consol1oated and 
comorehens1ve reoorts under 237. 

RECORDS MANAG91ENT 

240 Records �anaaeirent Survtv Fi l es 

.,vii/lit
Documents relat1nQ t911surveys conoucted to prov1oe 
advice and assistance on, or to evaluate tne 
effectiveness of, records mar1agement operations and 
programs. Ir.eluded are not1f1cat1ons of v1s1ts, 
reoorts of surveys, reports of corrective action 
taken, and related documents. 

240-1 Records ma1nta1ned by NAA, Records L1a1son Offlce1"S 1 
and Adrn1n1strat1ve Off icers. 

240-2 Records ma1nta1ned by other offices, 

FILES �03 

PER�ANENT. COFF when related plan or 
d1rect1ve becomes obsolete or 1s 
superseded. Offer to NARA when 15 
years old 1n 1 0-year blocks. (GRS 181 
item 301 

olc;, 

COFF annually. Destroy when 3 years
old. 

COFF annually, Destroy wnen 2 years 
o l� .  

11C3Sa 

1 1C3Sb 

Apo. 2 - 15 



241 Records Maintenance and D1soos1t1on Files 

Correspondence arid basic recoros L1anagement 
documentation perta1n1ng to NARA' s pro��am and 
administrative records, 

esooncence and memorar,da. Destroy w�en no longer neeoeo. (6RS 

241-2 Correspondence and notices concerning freezes on the 
disposal of certain records series. 

,. . Coo1es of SF 115, Reouest for Recoros D1soos1t1on 
Au no 1 • documentation. (Note: itecord 
copy of aooroved SF 115 1 s ma1 oart 
of the Directives Case f1 le, FILES 203) . 

SF1 s 135, ffecoros iransm1ttal and Rece1ot, coo1es of 
aoorove , c rov Records <NA 
Form 1�1) , and related documentation. 

SF'!s 258, Reouest to Transfer, Aporoval, and Receipt 
o c 1ves of tne United 
States, and related oocumentati on. 

I nformat1or1 Manaoement System Feas1b11 1ty Studies 

Studies conducted before the install ation of any
technology or eau1pment associated w1tn 1nfomat1on 

Rpo. 2 - 16 

F I LES 203 

Place in inactive f1 le after freeze has New 
oeen l1f�ed. COFF annually. Destroy
when 2 years old. 

Destroy t1hen no lol'i,ger needed for 
adm1n 1strat1ve or reference ourooses. 
(GRS 16 , i c em 3b )  

Destroy when relateo recoros are 
destroyed, or transferred to NARA, or 

i onoer needed for 
admin1st rat1ve or re e 
{GRS 161 3al 

Destroy when relateo recoros are 
destroyea, or transferred to ��RA, or 
when no l onger needed for 
adrnm1s ra ooses. 
!GRS 16, 3a l 

1, • +, , 1 s  co•opleteo. 
wnen 5 years old. (GR 

e.a,li re 1 ated 

d \o=tit;ES of 

li&4i .;»a f lte orM to 

. NAA as fititrted \;>J 

--

,tem To) 

•,rhen YlQ 

t tiV@ Ut 

Destroy 



243 

244 

245 

245- 1 

245-2 

manaQerner,t systems, exc1udrng ADP and word 
orocess1ng (See Aooend1x B l� sucn as m1crogra�nics 
anli copiers. 

rile Eouioment and Suool 1es Files 

Documents created 1n the records management review 
of reouests for fiie eou1pment ano nonstanoaro 
supo l 1 es ,  Included are requests for eouioQent or 
supolies : aporova ls, oisaoprovals, and clearance 
actions, and other oapers aoout soecific items of 
eouipment or suoply, 

Vital Records Policv and Procedures Files 

Corresoondence, memoranda, i nventories, and other 
records relatin� to the NARA Vital Records Program. 

Vital Records Evaluat ion Files 

Corresponaence, memoranca, reports, and other 
records relating to evaulations of the NARA Vital 
Records Program, 

Records maintained by NASS and NAA, 

Records maintained by other offices, 

COFF annualsy. Destroy wnen 2 years 

O!d, 

Destroy wnen superseced, oJsolete, or 
no 1 or1ger needed for reference. 

COFr annually. Destroy wher1 3 years 
old ,  

COFF annua! !ly , Destroy wher, l year
old. 

1 1 C40 

New 

New 

Apo, 2 - 17  

FILES 203 



246 

NAIL AND NESSENGER 

246-1 Documents accumulated 1n estabi 1sn 1nq and 
maintaining automatic and speci f ic puroose ma1 1 1ng 
li sts for d1str 1 b ut1on of documents sue� as the U. S .  
Goverrir.ellt 1'1:ar1ual1 Con9ress1onal D irectory, Coc;e of 
Federal Reqy lat1ons1 Federa l Register, etc, 

246-2 Al l other d 1str1l>utlon or mail! ng l ists. 

Postal Records 

247-1 Records relat ing to 1ncom 1ng o 
cert1f 1ed 1 insured, and soec1al 
1nc lud1ng rece1 ots and return rece1ots. 

247-2 Aopl 1cat1on for 9ostal reg 1strat1on and cert 1 f 1cates 
of ceclared value of matter subJect to posta l  
surcoarge. 

247-3 Reoort of loss, r1 fling, delay ,  wrong delivery, or 
other 1moroper treatment of ma1 1, 

App. 2 - 1 8  

F ILES 203 

Destroy wnen suoerseded or obsolete, or New 
no 1 onger needed for reference. 

Destroy when suµersedeti or obsolete, or New 
no longer needed for reference, 

COFF ammally. Destroy wnen 1 year
old, IGRS 121 i tem 5 l  

COFF annual iy, Destroy when 
old. (GRS 121 i tem 51 



Mail and De 1 1 very Service Control Files 

General files, 1nclud1ng correspondence1 memoranda, 
d1rechves1 and g•ndes relating to tne 
dm1n1strat1on of ma11 room operations. 

248-2 to handi 1 ng of 

248-3 Statistical reoorts o . ostaQe usea on outgoing roa 1 1  
and fees paid for private eliver1es (soec1al 
oel1very, foreign, reg1stere cert 1 f1ed 1 and oarcel 
oost or packages over 4 pounds! . 

248-4 Reou1s1t1on for stamos !exclusive of co �s used as 
supoorhng docurn1mts to oayrr.ent vouchers)! 

248-5 Records relating to checks, cash, stamos, money
orders, or any other vauluab1es rea1,ted to the 
agency by 111a1l. 

248-6 Records of rece1ot and routing o f  1ncom1ng and 
outgoing ma1 i and items handled by or1vate dell very 
companies such as United Parcel Service, eKclud1ng 
those used as indexes to correspondence files. 

248-7 Locator cards, d1 rector1es1 indexes, arJO other 
recorcs relating to ma il ae l1very to 1nd1v1duals. 

Apo. 2 - 19 

FILES 203 

COFF arinual ly. Destroy when 1 year old 
or when superseoed or obsolete. 
whichever 1s ap�l1cab!e, (GRS 12, item 
6 )  

COFF annuai ly. Destroy when 1 year 
old. ( 6i15 121 item 6 )  

Destroy wher, 6 months old (GRS 12, 
1tere 6) 

Destroy wnen 6 @ont�s old. tGRS 12 ,  
item 6l 

COFF annua lly. Destroy when l year
olc. (GRS 12, item 6 1  

Destroy wnen 1 year
item 6) 

Destroy 5 rnont ns after aratiorr or 
transfer of 1nd 1v1oual or w 
oosolete1 wh1cnever 
<GRS 12, item 6) 

old. 



FILES 203 

Penalty �ail Re�ort Files 

penalty ma i l  repor�s and a il  related 

250 Eostal 

�emoranda, correspondence, reoorts otner recoros 
relating to irregularities in the hand! � of mai l ,  
such as loss or  shortage of postal stamps or  ey
orders, or loss or ciestruct ion of maii. 

251 �essenoer Service F iles 

Daily l ogs, assignr1ent records ano rnstrucia ons, 
d isoatch records, oe1 1very receiots, route 
schedules, and related records. 

COFF annual ly. Destroy wnen 6 years
olti. IGRS 12, item 7 J  

COFF annual ly after com□ letion of 
invest 1 �ation. Destroy when 3 years 
old. (GRS 12, i tern Sl 

Destroy wnen 2 montns 
item l l  

CLASSIFIED INFORl'IATION ACCOUNTING AND CONTROL 

Corresponde _ f i les pertaining to the 
aom1n1stration of ity classificati on, control, 
and accountrng for classi documents, not covered 
elsewhere ir, th is manual. 

253 Class1f1ed Docllfl!ent Rece1 ot Fi les 

Records documenting tne receipt and issuance of  
classified documents. 

Aop. 2 - 20 

COFr annually. Destroy w�en 2 years 
old, I BRS 181 item 2) 

COFF annual ly. 
o ld .  !GRS 181 

Class1f1ed Documents Adm1n1strat1ve Corresoor.dence 
Fil~ 



__ 

Class1 f 1ed Documents Destruction Certificates Files 

Certificates relat i ng to the destruction of 
c lassified documents. 

255 

Forr,1s 1 ledget , or registers useci to snow 1der1hty1 
internal routin� and f 1nai c1sposit1on made of 
classif ied oocume • Not i nciuded are c lassified 
oocument receipts a destruction certificates and 
documents rel at mg to Secret mater1 al covered 
elsewhere 1n this schedul 

256 Too Secret Document Accountina Fi 

Registers ma1nta1ned at cor-,trol points to • 'icate 
accour,tat n hty over Too Secret documents, re 
t�e rece1ot, d1spatcn 1 or destr1Jction of the 
oocua:ents . 

257 Too Secret DocuEent Control Files 

Forms accomoany1ng Documents to ensuring cont 1nu1ng 
control, s�ow1ng names of persons hand ! 1ng the 
docur11ents1 intra-office rout rng, and coraparaole 

258 Class 1 f 1ea Documents Access Reauest Files 

Requests ano autnor1zat1ons for ino1v1duals to have 
access to classified administrative files. 

Apo. 2 - 21 

F ILSS 203 

COFF annual ly. Destroy when 2 years 
old, IGRS 18, i tem 4 )  

GOFF annual ly. Destroy wnen 2 years 
oid. IGRS 181 i tem 5 1  

Destrc,y 5 years after documents showr, 
or, forms are dowr1graoed 1 transferred, 
or destroyed. IGRS 18, nem 6a) 

Destroy ben relateo document is  
!iowngraded, +-ransferreo, o r  destroyeo. 
(SRS 18, 1 tern r :i l  

Destroy 2 years after autnor 1 zat 
expires. (GRS 18, item 7 )  



Coritainer Security Fi les 

:orirl:f'l!'"eillil!llll ahons, 
names of ina i  vi duals knowing combrnahons, ar1a 
cOMparabie cata that are used to contro1 access i nto 
classified docurent containers. 

260 Records Contaz ner Security Forms 

Forms placed on safes, cabinets, or vaults 
containing security c 1assified oocuments that record 
entries into the conta iners. 

Reserveo 

App. '2 - 22 

FILES 203 

Destroy when suoerseded by a new form 
or 1 1 st ,  or uoori turn-rn of conta rner. 
(GRS � 

Destroy 3 mont ns fol l ow ing the last 9B35g 
entry on the form, eKceot forms 
involveo in invest igat 1ons wnicn will 
be ret a i ned unt i l  compiet i on of the 
rnvesh gat ion. 

--

mailto:s;'l'l!""@QrilQJ.llE_tat


ITEM 
NU�§sB§ 

30 1 - !  

FILE5 2�3 

APPENDIX 3 

These recoros relate to the suoervision arid mana�ement of NARA emoloyees. included are f l i es 
pertaining to the overall NARA personnel management program as wel l as oersonnel records common to 
a l l  offices. Excluoed are f�les oertaining to emoi oyee training orograms which are conta ined 1n 
Aopendu � General Admrn1strahon. 

DSSCRlPT!ON 0� RECORDS 

PERSONNEL INFORMRTION 

Official Personnel Foloers (OPF) 

o ersor,nel actions pertain ing to an emoloyee1 s 
statu The Feoeral Personnel �anual 

docuraents reau1red for inclusion rn 

a. Transferred emoloyees. 

b, Separated emoloyees. 

AUTHORI ZED DI SPOSITION 

See Federal Personnel Manual for 
instructions relat 1ng to folders of 
emoloyees transferred to another 

(6RS 11 i1;em t b ( ! l  l 

Trans 
Records . r (COR ) ,  St. Louis, ro 

631 18, 30 oay ter separation. NPNC 
will oestrov 75 ye after oirtn oate 
of ereoloyee (60 years er tne date of 
tne earlhest document rn t · 
t he oate of b1rtn cannot oe 

Ap;i. 3 - l 



301-2 Temoorary inoividua1 ema!oyee recorcs f 1 ied  on tne 
left side of folder. 

Service Control F 1 ie 

Documents created and maintained outside the OPF 
which provide an official summary of employment 

tory for each employee ana a!so oroviae summary
dat n each position occupied. 

302-1 (Sr 7 or equ1Valer,tl 

Posit ion 1 oent 1 f 1 cat 1on s • p !SF 7D a- eau1valentl 

302-3 Employee recoro cares used for 1nformat 10 l 
puraoses outside personnel offices (such as - 7-BlL 

303 Duollcate Documentation and Persor,nel Files 
Maintained Outsioe Personnel Offices 

303- 1 Suaervisor' s aersonnel files. 

Corresoondence, memorar;�a, forms, ana other records 
rel ating to positions, authorizations, penoin�
actions; cooies of position descriptions; reouests 
for personnel act ion, and recoros on individual 
eraoloyees dup l l catetl in or not aaproar1ate for tne 
OPF. These files n1ay be arranged in  any ma'lner that 

Aop. 3 - c 

FILES 203 

ascertained )  or S years after l atest 
seoaranon, wmcnever is later. !GRS 
!, i tem lb(2l l 

Destroy uoon seaarat1on or transfer of 
e:nol oyee. <GRS 1, 1ter,1 1 0l 

Destroy 3 years after seaarat1on or 
transfer of emaloyee, (GRS 1 1 item 2al 

Destroy when aos 1 t 1orr is car,ceied or 
rrew stria 1s oreaared. (GRS 1, item 
1 1 }  

Destroy orr  separation o r  transfer of 
e:naloyee. !GRS 11 1 tem 6l 

Review annually a destroy superseaed 
or cobsolete oocwnemt 
tlocumems re1at 1ng to a I nd1v 1 dual 
e1J1oloyee 1 year after seaa ion or 
transfer. However, performance 1 les 
and statements of employrftent and 



□PF. These fl les may be arranged rn ariy manner that 
su i ts  t he reference requirements of the off1cej 

chronoiog1ca 1 ,  a l phabetical by subJect or 

303-2 

Other copies of umer1ts dup l icated m OPF' s not 
provided for elsewH 'e in t h i s  append ix .  

304 

Standara Form 50  docu�ent 1ng 1n1t emp l oyment, 
prooiot 1ons, detai ls, transfers 1n or 
separat ions, and al l other rnd1 v1dual 
act i ons, exclusive of those 1n OPF. 

304-1 Cop ies f1 led in c,ror1olog1cal  Jourria l artd used t ' -. 
record for rnspect ior,s, work measuremer,t stat istic � . ,  
reference, oreoarat 1on of reports, and other 
purooses. 

A l l  other cooies ma intained 1n oersonriel  off1 ces. 

305 Emoloyee Performance Files (Non-SES) 

Documents ma1 nta1ned as the official  record of a 
r1on-SES ernoloyee' s performance. These records are 
subJect to governmentwide regulat ions governi ng 
Employee Performance Fi le System Records, 5 CFR 293

1 

Subpart D. I ncl uded are annual performance rat i ngs  
111 i t h  their associated perfOl"lllar,c:e c l ans, crit ical  
e lements, performance stanoaras, ar10 related 
documents. They rnav be fl led in 1 nd1 v1d11a i  f l l e  

App, 3 - 3 

,mo statemerits of er.oioyment anc 
f1nanc1al interest (See item 1 1 03-2> of 
forrner eMployees who transfer w1th rn  
t ne agerrey w1st be  transferred to t,e 
new suoerv1sor. (GRS 1, item 1 8a )  

COFF rn 6-r«o.ntn b locks, Destroy w1en E. 
months o 1d, (GRS l ,  1 tern 18bl  

COFF ar,nua l l v. Destroy Wilen 2 years
old, (GRS 1 1 i tem 1 4a J  

nua 1 ly. Destroy w�en 1 year
olo.  ( 11 1 tern 140) 



306 

folders or lf stereo 1n the OPF, they must be f11ea 
1n a seoarate envelooe, However, wner, an employee 
s arates or transfers to another agency, the 
re s must be  removed ana retained under 305-3 
below. 

305- 1 Aopra 1sa ls o, ur,acceotable performance, wnere a 
notice of proo eo aemot1on or rer!Klvai 1s i ssued out 
not effectea, ano i l  rel ated documents. 

305-2: Performance recoros superse tnrougn an 
adm1n1strat 1ve, Jud1c1al 1 or q
procedure, 

305-3 Performance-related records oerta1n1ng 
employee. 

305-4 A li other summary oerformance aoora1sal records, 
1nc lud1ng performance aoora1sals and JOD elements 
ar.d standarcs u�n which they are based. 

305-5 Su ooort rng cocumerit s. 

Ers1Jloyee Performar,ce Files !SES Aooointeesl 

Documents ma1nta1ned as the off1c1al record of an 
SES emplovee1 s performance, These records are 
suttJect to �overnB:entw1de regulations povern1ng 
Emoloyee Performance F ile System Records, 5 CFR 293 l 
Subpart D. I nciuded are oerformance clans: 

F ILES 203 

Destroy after tne emolovee comoletes 1 
year of accentable performance from the 
aate of tne written aavance not!1ce of 
oroposeo removal or reouct1on 1n graoe
ootice. (GRS 11 i t em 23a l l l )  

Destroy ucon supersess 1on, <GRS 1, 
1te111 23a (21 l 

Olace 1n i nact ive file wnen emplovee 
leaves the apency. Destroy when 3 
years olc or wnen no longer neeoeo, 
whichever 1s sooner. (GRS 1, item 
23a!(3 l9  

Destroy 3 years after oate of 
Jpra1sal, (GliS 1, item c3a l 4 l  > 

Destroy! � ears after date of aooraisa l  
or  when n o  or,�er neecec, whichever i s  
sooner, (GR , item 23a (5) ) 

App. 3 - 4 



formar,ce rat mps aria related supoortl ng 
docu They may be f1 leo 1n 1nd1v1dual fi l e  
folders o •f  stored 1n the OPF, they must be  f i l ed 
in a separate · der. 

306-1 Performance records suoers 
adm1 n1 strati ve, 
orocellure. 

306-2 Performance-related recoras oerta1n1ng to a former 
SES aooomtee. 

306-3 A l l  other oerformarn:e a3pra1sals, along witn JOO 
e lements and standards ( Job expectations) upon which 
tney are based. 

307 Personnel Informahor, System 

Documents accumulated 1n the develooment and 
1mp 1ementahon of personnel and manoower information 
systems on a loca l ,  agencvw1oe, c,r governmentw1de 
basis. Incl uded are correspondence, instructions, 
and other documents on the Personnel Information 
Resources System IPIRSl! Soec1f1c reoorts Qenerateo 
oy the syste:n are filed in the aoproor1ate subJect 
file. 

Flt.ES 203 

Destrov uoon suoersess1on. (GRS 1 1 

item 230 ( 1 ) )  

IGRS 1 ,  item 

i'S after date of 
aoora1sal ,  exclu_ ve of any 1nter1m 
service as a Preside al aooo1r,tee. 
IGRS 11 item 23o (3) } 

Hold  unt il terminat ion of stuciy, 18E90 
su11ersess1or1, o r  unti 1 oocumerats are no 
longer needed for reference ourooses, 
then Destroy. 

PERSONNB.. AD�INISTRATll)J 

Ooerat1np personnel offl'�-,:ac:o: 
1nd1v1dual emoloyees not ma1nta1ne 
orov1ded for e lsewhere 1n this apoend1x. 

Aop. 3 - 5 

,, 

JU!llCial, 



Corresoor,dence and forms relat l n g  to  peno mg 
oersonr1e l actions. 

308-2 

a, 

o. qeg1sters from w�1cn no reductaon-i 
actions have been taken. 

308-3 Al!l other corresoonoence ano forms. 

309 Personnel Operat i ons Stat ist icai Reoorts 

Stat istical ret1orts in tne ooera;; mg personrie l 
office ana suboroinate um ts relating to oersonnel . 

3 1 0  

Documents created to orovide assistance 1n 
interpret mg and imp lemer,t lng pay admrn1strat ior1 
programs. Included are oay p lans, pay f1 xinq ru les, 
authorizations, reconsiderat 10\'ls, and reiateo 
records. 

Standards of Conduct Files 

Correspondence, memoranda, and other records 
re 1ating to codes of ethics and standaros of 
conduct. 

FILES 203 

Destroy when action is comoleteo. !GRS 
1, i tem 17al 

Destroy w�en 2 years old. (S�S 1 ,  item 
17b ( l ) l  

Destroy w�en superseded or oosolete, 
!GRS 1 1 item 17b!(2)!l 

1n 6-montn bioc�s. Destroy w�en 6 
(GRS 1 ,  1 tem 17c) 

COFF annual ly. Destroy w�en 2 y 
o lti .  (GRS l 1 1 tem 16) 

COFF annual ly, hold 1 year, and ret ire 
to FRC. Destroy when 5 years o ld, 

oosolete or supersened.
(GRS 1 .  item 28) 

1 8B40  

Aoo. 3 - 6 

have beeTI take~. 



PERSONNEL SECURITY 

Personnel Secur1tv C1earance F 1 1 es 

Personnel security c learance case f iles ano relateo 
indexes ma1nta1ned by the Personnel Services 

v1 s1on (NAP l .  

3 12-1 Case file documenting tne orocess1ng of 
1nvestigaho on Federal employees or apol!lcar1ts 
for Federal em vment, whether or not a security 
clearance 1s grant and other persons, such as 

t 'lose oerforming wo or NARA under cor,tract , wh,:, 
require an approval befo having access to 
Government fac1ht1es or t r1s1tive data. These 
f i les 1nc1uoe auest1onnaires, mmar1es of reports 
preaared hy the 1nvest 1 gat1ng ag! . y, and other 
records reflecting the orocess1n9 o he 
1nvest 1gat 1on and the status of the cl 
exclusive of coD 1 es of 1nvest1gat1ve reo 
furnished by the 1nvest1gat1ng agency, 

312-2 Invest1gat1ve reports and relateo paoers furnisheo 
to NARA by investigative organi zat ions for use in 
making security/suitabi11ty oeterm1nat1ons. 

312-3 Index to the oersormel security case files. 

313 Personnel Security Clearance Status Files 

Lists or rosters s�ow1ng the current security 
clearance status of individuals. 

Aoo.! 3 - 7  

fiLC:S 203 

Destroy u:ior, not 1 hcat lor1 of death or 
not later than 5 years after separation 
or transfer of emoloyee or no later 
than 5 years after contract 
relahor1sh10 expi res, w'l1chever 1s 
applicable. !GRS 18, item 23a) 

Destroy 1n accoroance with the 
nvest 1gat1ng agency 1 nstruct 1ons. 

( 181 1 tem 23bl 

!GRS 

Destroy wnen suoerseded or ooso 
<GRS 181 item 24) 



Secur1r{ V1olat 1ons_F i l es 

Case f 1 les re iat1n� to 1nvest1Qat 1 ons of alleged 
v1olat1ons of Executive Orders, laws, or NARA 

gulations for the safeguaro1ng of national 

314- 1 F iles re1 ting to alleged v1olat 1ons of a 
suff 1c1ent i serious nature that they are referred 
to the Deoartr� ,ts of Justice or Defense for 
orosecut1ve dete 1nat 1on, exclusive of f iles held 
by Department c,f Ju tice or Defense offices 
resoons1b1e for mak1n_ such determinat ions. 

314-2 All other f 1 les 1 exclusive o 
official oersonnel folders. 

315  Classified 
Aoreements 

Copies of nondisclosure agreements sucn as SF 189, 
Classified Informat ion Nondisc iosure Agreement,
signed by employees 1>J1th access to 1nformahor1 w11 1ch 
1s cl assified or class1f1able unoer standards nut 
forth by Executive Order 12356. Tnese forms are 
mamta ined by the Safety and Security Staff (NASS) .  

rIL::5 203 

Destroy 5 years after ciose of case. 
!GRS 18, item 25a) 

Destroy 2 years after comolet 1 on of 
fl nal act ion or when no 1 onger neecer:, 
whichever 1s soor,er .  (GRS 181 i tern 
25bJ 

Destroy w�en 50 years old. IGRS 18i 

• tern 26) 

CLASSIFICATION AND STAFFING 

3HH Standards and guidelines issued or reviewed by the 
Office of Personnel Management IOPM) and used to 
classify and evaluate oos1t1ons within the agency. 

Destroy when suoerseded or obsol 
(GRS 1, item 7 a ( 1 ) )  

Aoo. 3 - 8 

3 16 

or Classifiable Information Nonrl1 

Pos1t1on Class1f1cat1on_Stanoards_F1les 



Case f l  l es cont a 1  n i  n� memorar1cia, corresponder1ce, 
and other records relat ing tc, tne develooment of 
standards for class 1 f 1cat1on of oos1 t 1ons pecul iar 
to the agency and □PM aoproval or d1 saoorova l .  

3 16-3 

317 

Fi les of off1c1al pos1 t1on des 1 ot 1ons 1nclud1nQ 
information on ti tle, series, gra , d•Jties, and 
respons1 b1 l 1 t1es. Arrangeo by or�an t i on .  

3 1 7- 1  Record cooy ma1nta1ned by �AP. 

317-2 Alnl other copies. 

3 1 8  C lass 1 f 1cat 1on Aopeals Fi les 

Case fi les relating to class 1 f1cat1on aopeals. 

FILES 203 

COFF annua l l y  after oosit 1 on 1s 
aool 1sned or descr1ot 1 on 1s suoerseded, 
hold 1 year, and retire to FRC. 
Destroy wnen 5 years o l d. !GRS i .  item 
7a (2) (a} > 

COFF annual ly .  Destroy when 2 years 

o l d. (SRS 1, 1 tern 7a ( 2 l  l b l  l 

Destroy 5 years after oos1 t1 on 1s 
abol 1sneo or oescr1 ot 1 on 1s  suoerseoeo. 
(SRS 1, 1 tem 7 o I 1 l l 

Dest v when pos1t 1on 1s abol 1sneo or 
descr1 p n 1s superseded. 16R5 1 ,  
i tem 7b1(2 l  

CO�F wnen pos1 t1on 1 s  aoo l 1 sne 
Destroy when 3 years o l o .  tGRS 1 ,  
7d i 

Aoo. 3 - 9 



320 

321 

C lassification Survey Files 

Survey reoorts on various posit1ons prepared try
classification specialists, incluD rng periodic 
reports. 

3 19-2 dit and survey f iles. Corresoonoence, 
and other recoros relating to 

desk auoits and evaluations, 

Waoe Survey riles 

Wage survey reoorts and data, worK 
related corresoondent:i? oertaining to a wages paid 
for each emoloyee c lass; backgrouna oaoe 
establishing neeo, authorization, Direction, and 
analysis of wage surveys; and request for and 
authorization of soecif 1c  rates tincluoing 
authorized wage schedules and wage survey 
recapitulation sheets) ,  

321-1 Documents accumulateo in aominister1ng and 
evaluating the NARA promotion plan, excluding any 
records that d•J.ollcate information in tne promotion
plan, □PF' s ,  or in other personnel records, 
Included are temoorary recoros of each Ol"Omotion 
maoe under the □lan1 such as position
idenh ficah ons vacancy announcemems, evaluations 
of candidates, listings of cand idates as they
aopeared in the f inal ranl< 1ng1 certi ftcanons 
s�ow1n9 referrals and select1ons1 and other 
docurffents required to allow recoristruction of tne 
promotion action. 

Aoo. 3 - 10 

COFF at enc of year following 
comoietion of suoseouent survey.
Destroy wnen 3 years o i o  or 2 years 
after regular insoection, whichever 1s 
sooner. <SRS 1, item 7c ( l l !l 

Destroy when obsolete or suoerseoeo. 
(G�S 1, item 7c 12 ) !) 

Destroy after comoleti on of second 
succeeo1ng wa�e survey. {GRS 2 1 item 
t!4) 

COFF annually .  
the oersonnel 
action has been auo , ' ed oy OPM, 
111h1chever 1s sooner. · ,RS 1 1 item 33) 

Merit Promotion_Case Files 

F!LES 203 

Destroy 2 years after 
ac on or after the 



General reference f i ies. 

322 Aopl l cant Suoo1y F 1 les 

322-1 aopl1cat1ons for Feoeral emoloyment, 
oual1f at1on rating sheets. control lo�s, 
registers, aophcant referrals, arid related records, 

I nactive aopi 1cat1on f1l 
1s made that aoollcar,t 1s ouahfied or  will not 
be selected for aopo1ntment f other reasons. 
Included are anpl 1cat 1oris for Fe 
related records. 

323 Cert1f1cate of El101bles F i les 

Copies obtained frc-411 □PM of cert1f1cates of 
el1g1 bles w1tn related reouests, forms. 
corresoondence, aflld statement of reasons for oass1ng 
over a oreference el1Q1b1e and selecting a non­
oreference el i g i ble. 

324 Interview Records 

Corresoondence, reoorts, and other records relat ing 
to  1nterv1ews with emoioyees. 

Apo,! 3 - 1 1  

FILES 203 

Destroy wn�n no lon�er neecec for 
current o�erat1ons. 

Hold until aooi lcant is selecteo, 
Transfer the selected app1 1cant 1 s 
aopl1cat1on to tne □PF. Transfer t �e 
remainder of apol1cat 1ons and related 
documents to t he 1nact 1on aopl 1cat1oris 
file (322-21 for d1spos1 t iori. 

COFF annua lly, hold 2 years or until 
receipt of (i!IM reoort of insoechon, 
wh1cnever 1s earlier, orovided the 
requirements of tne Federal Personnel 
Manual Chaoter 333, Section A-�, are 
observed, an□ then oestroy. (GRS 1 1 

item 15 >  

ClJFF annually. Destroy wnen 2 years
IG!<S 1 1 1te:n 5 )  

or  seoarat1on of emoloyee. stray
when 6 months old. (GRS 1 ,  1 .  m 8) 



325-1 

325-2 

326 

327 

327-1 

Offers of Ewoioy.ment Fi les 

Corresponrlence, l etters, and telegrams offering
aopo1ntl'j]ents to potential employees. 

a, When name is re 
eligibles. 

b. Temoorary or exceDted ap 

c. All others. 

EIIIPLOVEE AND L 

Incentive Awards Prooram Reports 

Reports pertain1ng to tne ooera,1on of .ne lncent1ve 
Awarcs Program. 

Emoloyee Awards f i les 

General awaros records. 

a. Case f1 les inc1 uninq recomendat 1ons, aooroved 
nominat ions, memoranoa, correspondence, reoorts arid 
related handbooks pertaining to a9ency-soonsored 

FILES 203 

Destroy 1mmeo1ateiy. (GRS 1 - item 4a) 

�eturn to o0M witn reo ly  ano 
appi icah on. (GRS 11 1 tem 4b ( l l l 

r i le i nside aoplicat1on ! See 1iem 322-
21 . (GRS 1 1 item 4b!t2l!l 

Destroy 1mmeo 1ate1y. ( GRS 1, item 
4o ( 3 l !l 

GOFF a, ua l l y. Destroy wner1 3 years
olo. (G 1 ,  item 13) 

or disapproval , Cut off inactive �iles 
at the end of tne ftscal year. Des 

Apo. 3 - 12 



1 arid nc,n-cash awarcs such as incentive awaros. 
witn -grade merit increases, suggestions, and 
outstanc � performance. 

b, 
from other povernn:ent age 
organi zat 1ons. 

327-2 
Recoros rncluci rng corresponoence, rremorar,da, 
reoorts, comoutations of service and sick leave, 
hst of awardees. 

327-3 Letters of commenoahon and aoorec1ahon. Cooies of 
letters recognizing length of service and �etirement 
ano letters of aopreciat ion and commendation for 
performance, EXCLUOI�G coo1 es f iled 1n the OPF. 

327-4 Lists or indexes to Agency Award Nominations. Lists 
of r,o:111nees ar,d winners and indexes of nominations. 

327-5 Agency-level awards files. Documents created in 
granting awaros for 01stingu1sheo1 mer1tor1ous ano 
exceotional service, E�O imoact, and casn awards 
1$ l 1 000-sing1e and $3, 000 prouol . I ncluded are 
suggest ions, recommendations, acknowledgments, 
evaluations, nonces of adopt i on or re:ect lor,, 
letters of refusal or returr1 of awards, and related 
records. 

328-1 Documer1ts created in 1n o II seling, and 
assisting employees ano c i aimants reQardin_! ; __ ,_..__ 
insurance, and retirement programs, 

Apo. 3 - 13 

F ILES 2fll3 

when 2 years o ld. (GRS 1 1 item 12a ( 1 ) l  

CO�F annually. Destroy w+ien 2 years
olo. tGRS 1 1 item 12a l2 ) !) 

COFF ammal ly. Destroy wneri 1 year 
old, (GRS ! 1 1te'll 12bl 

Destroy wnen 2 years 
olo. r, • tern 12c) 

Destroy wnen suoerseded or oosol 
IGRS l 1 1 tem 12d) 

COF= annually, Destroy when 3 years 
olo.  ffiiRS 1, ;teri; :2!!1--

Dlace in inactive files after termina­
t i on of counsel 1n�. COF� inact ive 

r1r1ual ly ,  Destroy w:-ien 3 years 
(GRS 1 1 , l 

1 8D 1 6  

·• morarn:ia pertamrng to awards 
ms or or1vate 

LenQth of service ar,d sick leave awards 



328-3 

329 

329-2 

Documents createo in counseiing emo1oyees on 
f1nan s! and act ing as liaison between 
financial institutions, an Incluoed are 
comola1nts against credit unions and other 
creoitors, erergency fund applications, notes, 
aoorovals, and related records. 

Corres-:ioncrer.ce, mercorar1da, amuity estamates, and 
other records used to assist retiring empioyees, 
seoarating emoloyees, or survivors claim insurance 
or retirement benefits. 

Records created in olann1ng1 cocrd1nat1ng and 
d irecti ng an alcohol and orug abuse �rogram. 

anc:e. D1 sc 1o l rnarv ar,d Adverse P.chor1 Files 

Records or1g1 1r,g rn the review of grievar,ce and 
aooea1s raised by � cy emoloyees, except EEO 
comolaints. These cas i les include statements of 
witnesses, reoorts of inte ews and hearings, 
examiner' s f 1nd1ngs and recom� at1or1S1 a cooy of 
tne or1g1nal dec1s1on, related cor ondence and 
exhibits, and records relat ing to a r 1derat 1on 
reouest. 

Case files and related records created in rev1ew1ng 
an acverse action (d1sc 1p 1inary or non-disc i p linary 
removal ,  susoension1 reduction-in-force, against an 
employee. The file includes a cooy of the oroooseo 
adverse action with supoort1ng pacers; state�ents of 
w1tnesses j emoloyees reo iy ;  hearing notices, reoorts 
and dec1s 1onsj reversal of actlor, j and a;:ioeal 
recoros, EXCLUDI�G letters of reor1mano. 

FILES 203 

P1ace 1n i nact i ve fi les after term1na­
t1on of counseling. COFF 1nact 1ve 
fl ies annua lly, Destroy 1-1her1 3 years 

COFF annually. Destroy when l year 18CS 
010 ,  

COFF annually. Destroy wnen 3 years 
o:.o. <GRS 1 1 1 tern 27b) 

Remove arid pl ace 1n 1 nact 1 ve fl les 
after case 1s c !oseo. Cut off 1nact 1ve 
fl les annuaily, Destroy wner, 3 years 
olo. IGi<S 1 1 item 31a) 

lace 1n 1 nact1ve file after case 1s 
Cut off rnactlve f 1  ies 
and retere to F1C. Destroy

old. lGRS l, item 3lb l  

Aop. 3 - 14 

https://Corres-:ioncrer.ce


Labor Manaoement Relations Records 

330-1 les containing correspontience� memoranoa, 
reports a · ther records relating to tne 
relationsh ip  be management and employee unions 
or other groups which ma1ntaineo by tne offJce 
negotiating the agreement. 

330-2 Documents maintained bv other offices. 

330-3 Case files containing corresoonaence 1 forms, and 
bac4ground papers relat ing to laoor arb1trat 1on 
cases. 

330-4 CoDies of precedentiai oecisions, 

331 CamDaions 

331-1 Savings oond campaign. Coo 1es of oos:ers, flyers, 
ano rel ated recorcs createo in oeveloning ano 
d1ssem1nat 1ng material ano otnerwise promoting and 
reoorting on part 1cioat ion 1n tne O,rS, Savin�s Bond 
Program. Excluded are backgrouna pacers to NARA 
directives pertaining to such program. 

33 1-2 Charitable contribution camoaigns, Documents 
accumulated in managing and coordinating 
contribution drives sucn as the Co�ineo Feaeral 
Campaign and others, Included are cooies of notices 
of campaigns, communications concerning the 
campaigns, and related records, 

F ! L:S 203 

COFF annual ly  after aec i s ion on 
wit�orawal or oen1al of recognition.
Destroy when 5 years old. (GRS l, item 
29a ( l )  I 

Destroy wnen suoersecled or oosolete, 
(GRS 11 item 29a (2)D 

CDFF annually a 
case. Destroy wnen 
1 1 item 29b) 

Destroy wnen s•Joerseded or oosoiete. 

COFr annually. Desiroy wnen 1 year
olo. 

1 8C40 

COFF annua 1 iv. Destroy wnen 2 years
olo, 

18C35 

Aoo, 3 - 15  



EnUAL BIPLOYMENT CPPORTUNITY 

FILES 203 

Official d iscriminat ion comolair,t case fi !es. 
Agency f i le containing comolaints w i th related 

rresponoence, reoorts , exhi bits, withdrawal 
es1 copies of decisions, records of hearrngs 

and other recorcs as described in �3 
wit�1n the a�ency, by 

332-2 Duollcate case 
fl les or documents oert nir,g to case fl 1 es retained 
in Official Fi le  Discrinnn 1or1 C:imolarnt Case 
F1 les. 

332-3 Background fl les. BaciuJrouno records 
the Official Discrimination Como larnt Ca 

332-4 Compl iance records. 

a. Com'Jhance review fi les. Reviews, backgrouno 
capers ano corresPOndence relating to contractor 
emoloyment oractices. 

b. E�O comol iance reoorts. 

Emp loyee housing reouests. Forms requesting agency 
assistarce in housrng matters, such as rer1ta1 or 
purchase. 

Remove and place 1 n  inact ive f 1 1es 
after resolut ion of case. Cut off 
inacti ve fues annual ly and retire tc, 
FRC. Destroy wnen 4 years o l d. (GRS 
1, 1 tern 26al 

Remove arid place in rnact i ve h les 
after resolut ion of case. Cut off 
inacti ve fi les annually .  Destroy wnen 
l year olc. (GRS 1 1 1 tern 26bl 

Remove aria p tace 1 r, 1nacti ve fl les 
after resolut ion of case. Cut off 
inactive f i les annua1lv. Destroy when 2 
years o lo. (GRS 1 .  1 tern 26c l 

nually .  Destrov when 7 years 
old. 1, 1 tere 26d ( m 

GOFF annually, Dest, v wnen 3 years 
old. !GRS 11 i tern 26d -, ) 

COFF annual ly. Destroy whe r 
o ld, (GRS 1 ,  item !?Ge) 

Ibo. 3 - 16 

332-5 

no 
and tings, 
CFR 1613. ·;,2, 
EEOC, er by 



333 

Employffient statistics files. Em�loyMent stat 1st 1cs 
relatirrg to race and sex. 

332-7 EEO general f i les. General corresoondence ano 
cooies of regulataons w ith related records 

rtaining to the Civil Ri!1hts Act of 1964, the EEO 
Ac of 1972, and any pertinent later legislation ; 
ano a_ ncy EEO Committee meeting records 1ncludin� 
minutes nd reports. 

332-8 

b. 

c. Report
Programs. 

d. Agency copy of annua 1 report of Affl rma t i  ve 
Action accomolishments. 

HBI.TH RECORDS 

Ind 1v 1dual Emp1 oyee Hea ltn Case F i les 

Forms, corresil0r1dence arra other records relateng to 
an employee1 s medical h istory, occuoat1 onai 1nJuries 
or c 1seases, pnysical exam1nat1ons, and all 
t reatment received in the Health unit ,  EXCLu'Ild�G 
preemoloyment physical eKar.unat ions ar,a d 1saln i lty  

COFr annua l l y. Destroy when 5 years 
old. (GRS 1, 1 tern 26fl 

Destroy whe� 3 years olo, or when 
suoerseded or obsolete, whichever 1 s  
apol 1cab:.e. IGRS 1 .  i tem 26!1l 

COF� annua: ly, Destroy w,en 5 years 
o i o .  <GRS 1. item 26h l 1 l l  

COFF a�nua l ly. Destroy when 5 years

o ld  or when admin1strat1ve purnoses
have been served, whichever i s  sooner. 
(GRS 1 ,  1 tem 26n 12} l 

COFF annuai iy. Destroy when 5 years

o i d. (8RS 1, item 26h (3 I !) 

FF armual ly. Destl"t1y when 5 years 
(GRS 11 item 26hd4ld 

COFF after last entry, n a 1 year, and 
ret i re to FRC. Destroy wh 6 years
old. iDisJosal authority sus ,ded oer 
GSA FPMR Bu 1 let in  B-1 12, August • 
1981 1 ,  !GRS l, item 2 1 l  

Aoo. l - 17  

FILES 2~3 



rehrer,:ent ana f i tness for uuty e11am 1nat1ons wnich 
e filed 1n tne OOF uoon seoarat1on of employee

(R • FP�S 293-31 ) .  Those records not required for 
f 1 l 1n 1n the OPF, may be transferred to tne FRC. 
Y!!�fil:_!'!_· 1 rcUMstaTtces sliould these f1 les be ser,t to 
the Nat io Personnel Recoras Center ICPR l . 

334 

emoloyee's visit, 

Personal! in 1ury files 

Forms, reoorts, correspondence, and relate med1cal 
1nvest 1 Qatory records relatinQ to on-tne-Job 
1nJur1es, wnetner or not a claim for compensat 1! . 
was maae, EXCLuDI�G cooies f1 1eo 1n the OPF ano 
cooies subm1tteo to the Department of Labor. 

336 Health 1 Un1tl tontrol F 1 les 

Logs or reg isters reflect1np dai 1y number of visits 
to d1soensar1es, first a1ci rooms and nealth units. 

a. If rnformahor, 1s summarized on statist ical 
reoort. 

o. i f  information 1s not summari zeo. 

Apo. 3 - 18 

FILES 203 

COFF after oate of last entry. Destroy 
when 6 years olo. (GRS 11 1 tem 19 )  

COFF ar,nually. Destroy wneri 5 years 
old. Disposal authority suspended per
SSA fJJIIIR Bullet in B-1361 March 21, 1984. 
( GRS 11 item 32) 

COFF after last entr 
months old , (GRS 11 i 

COFF after 1ast entry. Destro 
years old. (GRS 1 1 item 20bl 

335 



. .  

F I LES 203 

338-399 

COFF annual lv. Destroy wnen c years
01d. !GRS 1 1 1 tem 221 

Aoo, 3 - 19 

related papers oertarning 
are marnta1 ned by tile reporting umt. 



F I LES 203 

APPENDIX 4 

BUDGET, ACCOUNT IN8 1 AND FINANCIAL MANAGEMENT 

These records relate to the formu iahon and execution of tne NARA budget rnciut! l n!,l aonunistrahon of 
financial policies and procedures. 

DESCRIPTION OF_RECORDS 

BUDGET FORMULATION 

Budoet and Finance Policy Files 

Corresoondence ar,d subJect fl les accumulated 111 il:AB 
which document agency policy and procedures governing 
budget administration and reflecting policy 
decisions affecting eKoenditures for agency programs. 
Arranged by subJect. Ann. acc.t less than 1 cu. 
ft. 

Corresoondence files pertaining to routine budget 
administration, agencywide budget orocedures, 
internal orocedures, and other routine matters not 
described elsewhere in this aopendiK. 

Copies of budget estimates and Justifications 
prepared or consolidated 1n NAB. Included are 
aopropriat1on language sneets, narrative statements, 
transcr1ots of hearings, backup Justifications for 
hearings, and related records. (Al!l policy and 
proceoure documents should be filed 1n item 401.!l 

Aop. 4 - 1 

CROSS-OVER 
AUTHOR IZED DI SPOSITIO� FROM GSA HB 

PER�ANENT. C□fF at the end of the 
tar�et oudpet year. Retire to FRC when 
10 years old. Offer to NARA in 10-year
blocks when 20 years old. +6RS�;--r1:l!ffl" 

-tr-

COFF annually, Destroy wner, 5 years 
old. (GRS 5 1 item 3) 

COFF at the end of the target budget 
year. Destroy when 5 years old. ,&RS­
&, I ,em fat 

ITEM 
11.ILJltlBE RS 

401 

402 

403 

403-1 

Budaet~Est1mates arid Just1f1cat1ons 



oers. cost statements. rough data, and 
duplicates of papers descr1 

404 Budoet Backoround Recorcs 

404-1 Ori ginat ing office cooy of budget est imates 
subnntted t o  NAB. 

404-2 Budget working papers, cost estimates, and rough 
data accumu lated by or i Q inat ing off ices in preoar ing 
annual budget est imates, (See i tem 403 for 
documents maint ained by NAB in cor1sol ldat ing 
estnimat es. l 

OPERATING BUDGET 

405 F1nanc1ng Author1 zat 1ons/Aporopr1at 1or1S 

Documents wh1cn provide aoprooriat ions or wh ich 
orovide i nterim financing aut horit y when 
aoprooriatn1ons have not been made by t he beg inning 
of t he new f iscal year. Included are copies of 
Congressiorial hearings, Congressional resolut ior1s, 
ireasury warrants, and related recoros. 

apport ionments from O�B and issu ing allotments to  
t he Archivist .  Inc l uded are aoportiooment and 

reapport ionment schedules, al lotments, oroposed 

FILES 203 

COFF after the close of the fiscal year
covered by t he budget. Destroy w�en 1 

year old. 

COFF after t ne close of t he f iscal year
covered ny t he budget . Destroy when 3 
years old. 

COFF after t he c lose of t he f isca l year 
covered by t ne budget . Destroy when 1 
year o ld .  

COFF arinually. Destroy when 2 years 

olo . 

COFF arinually, Destroy wner, 2 years 
1 �  ( GRS 5 1 item 6 1  

9Clj 

9 C l j  

1 4A2 0 

Aop. 4 - 2 

403 ::. 
bed 111 ~ h 

mkS 5, tte,n 4~ 



4'Jf/ 

407-1 

407-2 

408 

408-2 

auarterly obl i gations ur1der each authorized 
approor1ation, and related records. 

Aliowances and Ooeratmg Budoet Plans 

Documents created or accumulated by NAB i n  issuing 
calls for ooerating budget plans which prov ide the 
basis for allocation of resources, includ ing office 
reouests for ooerating budgets, staffing patterns, 
and other backup materials, analysis of fund ing 
requests, and allowance and ooerat1ng budget 
documents. 

Documents created or accumulated by 1nd1 v 1 dual NA�A 
offices in oreparing arid subm1 tt mg olannrng, 
orogramm1ng 1 staffing, budgeting, pro�ram review and 
aria lys1s data rn support of the ir program 
act 1 vi  ties. 

Budoet EKecut1on Control s  and Reoorts 

Documents accumulated 1n control l ing the expend1ture
of funds w1th 1n the l 1m1tat1ons orescri bed by the 
Congress and O!IIB. Included are correspondence
orov1d1ng l 1m 1tat1on on e�oloyment or Full-Time 
Equ1 valent <FTE)� end-of-year strength; tr ave 1 j
personnel eMpend1tures ; reports of budget status ; 
FTE 1 on-board employment and funding pr0Ject1ons1 
restr1ct1ons and l1m1tat1on documents; and related 
records. 

Annual budget execut ion reoort . 

Interim budget e11ecution reoorts. 

Apo, 4 - 3 

.... 

Fl L�S 203 

COFF annual ly ,  Destroy when 2 years New 
old. 

COFF annua lly. Destroy wnen 2 years 9Clj 
olo. 

COFF annua l ly. Destroy wnen 5 years

old. <GRS 51 1 tem 5a ) 

I., • 

olo .  

•er al"Mal lJ• 'l)estro-y ~hefl 3 -years lGRS 5, item Jo~ 
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Corresoondence and work1n� oaoers. COFF annually. Destroy wh,m 2 years New 
old. 

ACCOl!ITI NS 

(Note: Under various reimbursable agreements, tne General Services Adm 1nistrataon (GSA)
orovides accounting and financial services to NARA. All NA�A financial  and accounting 
records accumulated by SSA as a result of these agreements are maintained arid disoosed of 
in accordance i.nth the HB, GSA Records Marntenar,ce and Disposition Syster� <□AD! P 1 820.2) . 

409 NEAR Accour,t rna Reoorts 

Copies of monthly accounting reports from tne 
National Electronic Accounting Reporting !NEAR) 
system for al l fur,ds showing status of obh gahons 
and a llotments under each authori zed aporopriation. 

Cooies maintained by NAB. 

40'3-2 Copies maintained by other offices. 

410 Cer,tral ly Managed/Budaeted Items 

Corresponder,ce related to soace ar� payments to tne 
Publi c  Bui ldings Service' s Federal Buildings Fund, 
soace charges, bi 1 1  rngs, budget estimates, payment
of operation and marntenar,ce costs of NARA building
and Presidential Libraries, and recurring 

Apo. 4 - 4 

COFF ar1r,ua lly after tne close of t:ie 
fiscal year involveri. Destroy when 6 

rs and 3 morit 'ls 0 1 d. (GRS 7, item 
3) 

Destroy when no longer needed for New 
referer1ce. 

COFF annually. Destroy when 3 years New 
olo. 

a 



reimbursable services above SLLIC charges, Includes 
common d1str1butable items such as worker' s  
comoensat lorr, unemoloyment oostage, LlPS, and health 
rooms, 

4 1 1  Reimbursable A oreements 

Copies of agreements with other agen::1es or with i n  
NARA, reoorts of b1lhni;is o f  other agen::1es, and 
correspondence with F1nan::e to transfer oohgatl0111S, 
A l so i ncluded are procedural memos for field 
act1v1t1es, reimbursable workload data, and 
1nfor1J1ation on b1 1 1 1  ng crther agencies. (GSA 
F 1nanc1al Office nia1nta1ns NARA' s record copy of 
each agreement.!> 

�n:----�Re�1��bursable B1 l l 1 ng 

Copies of b1 1 1 1n9 documents to other·ajagjieiitnl!n!S-i�-� r1od covered by the 
a'el!t!UM....Jl�� when 3 years old. 
(GRS 6, item l b) 

rei ated backup for services rendered by NARA. 

4 1 3  C.ash Jlianai;ement 

413-1 Guidance from 0MB, GAO, and Treasury on effective 
cash management, mclu!hng the F1nanc1a l  ftlanagers
F1nanc1al Integrity Act ( FMFIA > as 1molemented 1n 
0MB C1rcu1ar A- 127. 

4 1 3-2 Cash management reoorts on late payment charges and 
interest pa id out, unpaid 1nvo1ces and oroblems, and 
reviews of financial management systems. 

Apo. 4 - 5 

FILES 203 

t f J11
"' r " � -,,,, #r1-C-, (e Y "1 Jl'1 'J  ltJ 7J  (I� 1'1

COFF �� Destroy wnen 3 years New 
old. 

Destroy wnen supersedec or oosolete. New 

COFF annual I y. Destroy wrien 6 years New 
� 2,,4 � ,.,,,a ,,..t}is t:1/e/, 

C□FF after the pe - ---------



4 1 4  

F ILES 2©3 

Correspondence w i th  GSA concerning the NEAR System, 

!\EAR cod ir.g manuals, the Personnel lnformahor, 

Resources System ( �• IRS)e, oayrol l hi.ock numbers. and 

i nfor•mat lon c,n other agency accour1t mg systems and 

�ayrolel systems. 

COFF annualel y. 

O l d ,  

Destroy when 5 years New 

415 

Cooies of documents sent 

ob lei 9at i on and payment , 

to GSA F1nance for CCFF annua l ly,  

olc .  

Destroy w�en 5 years New 

416 Office Accountrng F i les 

Docume(Jts accumulated by rndi v 1dual of  fices in 

monitoring and acco�nt ing  for appropriated and 

revolv ing funds used to f i nance program o perat i ons. 

Incl uded are cost reports and statements, 

tabulatei ons, and related records. Excl uded are 

h les accumulated by off ices responsib le  for budget 
and f inanci al pro�rams and fl les  of imprest fur.a 

cash i ers. 

COFF annualely. 

o l d .  

Destroy w�en 2 years 9Clb 

417 

DocurPents accumulated by 1nd1v 1dual offices 

concerning the exoen1h t ure of funos incicierital  t o  
the performar,ce o f  program functeions of the office. 

i ricl uded are travel cost est lftlates, noh f 1 cahor1s 

of avaielab 1el 1 ty  of funds, recei ots ,  and other 

documents regaro ing  the d1 str ibut 10n of checks and 

saviengs bonds, and related records. 

COFF annualely, 

Oll l ,  

Destroy wnen 1 year 9 B 1 0  

!'.lop. 4 - 6 

Account1ng_5~st~]_Buldance F11es 

Cbi1aation Files 

Office F1nanc1al_F1les 



.. 

418 Time arsd Attendance Records 

These f1 les are accumulated by hrne and atter,dance 
c lerks ar;id consist of: I l l  GSA Form 873, Annual 
Attendance Record ; NA Form 3041 I ntermittent 
Emoloyees Attendance Records : or comoarable 
documents used for ver1fy1ng payroll or1ntouis and 
1n managing emoloyee leavej (2 1  retained coo1es of 
overtime reoorts ; (31 Standard Form 7 1 1 Appi 1cat1on 
for Leave, or equivalent and supoortrng records ; and 
(41 related records. 

Leave aopl1cat1on files described 1n (3 )  above, 

a. 
employee. 

b. If the t1mecard has not been 1n1t1aled by the 
employee. 

4 18-2 A ll other records. 

IPIPREST FUND 

419 

Documents concerriing the designation of ind1v1duals 
as imprest fund cashiers and col l ection officers. 

Apo. 4 - 7 

,, 
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Destroy at the end of the aool 1cab 1e 
pay period. (GRS 2, item Bal 

COFF annual ly. Destroy when3 years
old. 

COFF at the end of the f1scai year
following cancellation. Destroy when c 
years 010. 

9B2 Si ( 2 )  

1 6 G l  

Destroy a ud1t or when 3 years 
old, wn1chever 1s sooner. 2, 
item 8b) 

Cash1er_ano Collection Officer D!siQl'lilt1ons 



421 

-

Col lect1on Rece1 ots 

Docu 1 s maint ained by des1 grrated coi lect ion • 

offlcers t o  v 1rle a record of t he receipt and 
d 1 s oos 1 t 1 on of re nces. I ncluded are recei pts 
for cash (subvouchers ) ,  of remittance 
reg i ster sheets, and s 1m 1 lar re 

lmorest r urid F i les 

Docume'llts reflect l'llg tne receipt of, and account mg 
for, petty cash, t raveler's checks, or ireprest fu'llds 
used l'll connect 1o'll with travel and sma l l  purchases. 
Incl uded are receipts for funcs, reimburserrent 
vouchers, s1m1 lar documents, arid related records. 

422-4':lS Reserved 

A□p. 4 - 8 

FIL�S 203 

COFF ar,nua l ly .  Destroy 11me'll 3 years 
old. <GRS 61 item lb}  

GOFF annuai ly. troy wnen 3 years 
o ld .  (GRS 6, l tem 11:i  
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APPENDIX 5 

PROPERTY AND PROCUREMENT 

These records relate to programs engaged in the accuisition and disposal of real and oersonal 
pro!lerty, and suooly matters whicn are a part of daily procurement ooerahor,s. Documents relating to 
the acouis it ion of facilities for Presidential Libraries are contained in Apcendix 14. 

I TEM 
�YMBEB§ 

501-1 

DESCRIPTION OF RECORDS 

REAL PROPERTY 

Real Procerty Title Papers 

Title papers documenting the acquisition of real 
pro ty ( by purcnase, condemnation, donation, 
exchang! , or otherwise)� excluding papers relating 
to the acaui +ion of facilities for Presidential 

Papers for property aco11 ireo o . 
certificate of title. 

5©1-2 Abstract or certificate of title. 

Ppo. 5 - 1 

AUTHORIZED DISDOSITION 
CROS S-OVER 
FROM GSA RB 

Place in inactive file following
acouisition. COFF inactive file 
annually, hold 2 years and transfer to 
FRC. Destroy 10 years after 
ur1condi honal sale or release by the 
Sovernnier,t of cor,d i hons, restrichor,s, 

tgages or other hens. (SRS 3, item 
2bl 

Transfer to purcha after 
1uncond itional sale or ase by the 

Government of cor,d1 hons, r richor1s, 
mortgages, or other hens, <GRS 
2cl 
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Property Disposal Case Fil§ 

Case files on disposal of surplus real and relate F 1 15. !GRS 41 item 2) 
personal property. 

GBERAL SERVICE AND SUPPLY 

503 Office General Service and Supply Files 

Documents relating to acquis1t1on, maintenance, 
u t1 l1zat1on, and control of office equipment ; 
supplies, ut1l1t1es and space; and documents 
relating to telecommun1cat1ons1 transportation,
printing, publication, custodial, and other 
services. Included are requis1t1ons for equipment, 
supplies and services; communications aoout the 
requ1s1t1ons or services; and related records. 
Excluded are off1c1al purchase order and contract 
files described 1n other categories of this 
appendi x. 

PERSONAL PROPERTY 

504 Annual Plan Files 

NA Form 5004, Summary Annual Plan for Adm1n1strat1ve 
Equipment!; NA Form 5004A, Detailed Annual Plan for 
Adm1n1strat1ve Equipment ; and related records 
acc1111ulated 1n developing, controlling, and 
approving annual and supplemental plans for 
adm1n1strat1ve equipment. 

App.! 5 - 2  

COFF annually. Destroy when 1 year 9B40a 
old, 

COFF annually. Destroy when 3 years 19A25 
old, 

----·----
d 

----



505 

Copies of Federal Supply Schedules, brochures, 
catalogs, and other information received from 
sellers, distributors, and manufacturers for 
reference purposes. 

506 Registers and Master Files 

Registers of source documents, master files of 
purhase orders, FEDSTRIP requisitions, reports of 
property for survey, and similar records used for 
controlling personal property. 

507 P�O/AO History Files 

Files maintained by the NARA Property �anagement 
Officer !PMO) and the Accountable Officers < AO > , 
within their area of Jurisdiction, which reflect 
additions to, changes in, and status of personal 
property accounts. Included are copies of source 
documents such as GSA Form 3001 Purchase Order; GSA 
Form 491 Requisition for Equipment, Supplies, or 
Services; GSA Form 5251 Property Transfer 
Authorization; GSA Form 526, Report of Property for 
Survey;  GSA Form 528, Physical Inventory Report ; GSA 
Forms 2479 and 2479A, ADP Coding/Property Transfer 
Document!; SF 120, Report of Excess Personal 
Property ;  SF 122, Transfer Order Excess Personal 
Property ;  property listings, and similar records. 

507-1 Suspense file of source documents on which action 
has not been completed. 

App. 5 - 3 

FILES 203 

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

COFF annually. Destroy when 3 years
old. 

Transfer documents to PMO/AO case file, 
item 50,-2, after act 1 on is completed, 
and informahor, has beer1 added to and 
verified on the property listing. 

New 

1 9A5b 

1 9Al0a  
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507-2 PMO/AO case h les containing source documents on 
Nhich act ion has been completed. 

COFF annually. Destroy when 5 years
old. 

1 9Al0b  

507-3 Property listings shON1ng items of personal property 
on NARA inventory by class, value, serial number, 
and accountable officer account. 

Place in inactive file after actions 
directed in item 501-1 have been 
verified on listing. COFF inact ive 
h le annually. Destroy when 5 years 
old. 

1 9A l 0b 

50B Office Equipment Control Files 

Docwnents maintained by offices for controlling 
equipment used within their area of accountability. 

508-1 GSA Form 10251 Receipt for Property, hand receipts, 
or comparable documents. 

Destroy when property has been returned 
or transferred to someone else'!s 
custody. 

9B40b 

508-2 Property listings. Destroy after verification and receipt
of neKt listing. 

1 9Al5  

Office Eguioment Maintenance Files 

509-- 1 Guarantees and warranties (including records 
relating to them) obtained with, and applicable to 
office materials and equipment. 

Destroy on expiration of guaranty or 
Narranty. 

44C40 

50H Cards used to  record a hi story of the maintenance 
and repair of selected items of equipment. 

Transfer Nith the equipment or destroy 
on final disposition of the equipment. 44C45 

App. 5 !- 4  

509 



5 10  Excess Property Screening Files 

Documents accumulated in screening reports of excess 
personal and real property for possible use. 
Included are reports of excess and related records. 

SF 1201 Report of Excess Personal Proper y ,  
Transfer Order Excess Personal Property. 

Destroy when 3 years 
tem 5) 

Pm.JRBIENT 

5 1 2  Procurement Policy Information Files 

Correspondence and related instructions providing 
guidance and direction for all aspects of the 
procurement activity within NARA. 

513 Contracting Officer Beneral Files 

Records relating to contracting officers concerning 
training, regulations, limitations on procurement
authority, status reports, and related matters. 

514 Contr!ct1ng Officer Designat ion Files 

Appointment Justifications, copies of training 
certificates, appointment letters, individual 
limitations on procurement authority, and related 
records pertaining to the designation of contracting 
officers. 

App.i 5 - 5 
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Destroy when no l onger needed for 
reference. 

Destroy when no longer needed for 
reference. 

Destroy when superseded or obsolete. 

COFF when designation 1s cancelled, 
Destroy when 2 years old, 

1 9A 2 0  

New 

New 

New 

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



516 

General Procurement Corresoondence Files 

concerning internal operation ard administration 
matters not covered elsetihere in this schedule. 

Procurement Number AssigYllllent Control 

Documents used 1n recording and controlling the 
assignment of numbers to purchase case tiles and to 
contracts, invitations to bid, and s1m1lar 
documents. Included are registers, loQs, ard 
similar control records. 

initiation and development of transactions that 
deviate fron established precedents 1111th respect t o  
general agency procurement programs. 

Acceptable Bidders' Lists 

Lists or card files of acceptable bidders. 

Routine Procurement Files 

Contract, req !Ii purchase order, lease, and 
bord ard surety recor s, uding correspordence 
ard related papers pertaining to  
administration, receipt, inspection and pa,-. .  �� 
(other t han those covered in unique procurement 
files, real property files, or grant files ) .  For 
spec1f1c guidance on documents to be included in 

App. 5 - 6 

FI LES 203 

COFF annually. Destroy when 2 years 
3 item 3) 

COFF annually. Destroy 111hen 2 years New 
o ld ,  

Subaut SF 1 15. !BRS 3, item l l  

Destroy when superseded or obsolete. 
tbHb .S1 

--------



these files, see Ch. 7, NARA Administrative 
Procedures lt1anual (ADM IN 201 ) .  

5 19-1 urement or purchase organization copy, and 
rel a papers. 

s of more than $10,!000 and all 
racts exceeding $2,!000. 

b, Transact ions of $101 000 
contracts under $2,!000. 

519-2 Obh gahon copy. 

519-3 Other copies of records described above used by
component elements of procurement office for 
admrnistrah ve purposes. 

520 Solicited and Unsolicited Bids and Proposals Files 

520-1 Successful bids and proposals. 

520-2 Solicited and unsolicited unsuccessful bids and 
prooosals. 

App.! 5 - 7  

FILES 203 

Place in inactive f iles on f inal 
payment. COFF inactive files annually 
and transfer to FRC 2 years thereafter. 
Destroy 6 years and 3 months after 
final payment. (GRS 3, item 4a ( 1 } ) 

Place in inactive files on final 
payment. COFF inactive files annually.
Destroy when 3 years old. !Files on 
which acti ons are pending shall be 
brought forward to the next f iscal 
year'!s files for destruction 
therewith.) (6RS 31 item 4a (2) l 

Destroy when funds are obligated. !GRS 
3 1 item 4bl 

troy upon termination or complet ion. 
(SR item 4cl 

tract case ) 
(;f!~ $ ~ U)a., 

I 



� 

When filed separately from contract case files, 

528-3 Cancelled solicitations files 

a. Formal solicitations of offers to provid
products o r  services (e. g . ,  Invitations for Bids, 
Requests for Proposals, Requests for guotations> 
which 11ere cancelled prior to award of a contract. 
The files include presolicitation d.ocumentation on 
the requirement, any offers which 11ere opened prior 
to cancellation, documentation on any government 
action up to the time of cancellation, and evidence 
of the cancellation. 

b, Unopened bids. 

521 Competition in Contracting Act Program Files 

Correspondence, reports, and other files of the 
designated NARA Competition Advocate for procurement 
matters challenging barriers to and promoting full 
and open competition in the acquisition of supplies 
and services. 

521-1 Annual reports. 

521-2 Other records. 

App. 5 - 8 
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Destroy when related contract 1s .\completed, ((e, ,t!S �1 " �(1)1 

Destroy with related contract case 
files. <See item 517, above.JI 
(<;,,e'!:. 1� ,dhn � fa  (01 

Destroy 5 years after date of 
cance 1 1  ah on. IGRS 31 item 6c (1!) l 

Return t o  bidder. 

New 

COFF annually, Destroy when 3 years
old. 

COFF annually. Destroy when 2 years 
old. 

https://above.JI


522 Procurement Preference Progr� Fil§

Correspondence, reports, and other documents 
relating to goals developed under the Procurement 
Preference Program, 

523 Contract Action Reports 

SF 279, FPDS-Individual Contract Actioo Report over 
$10, 000; SF 281, FPDS-Summary of Contract Actions of 
$101 000 or Less ; and related correspondence. 

Contract Appeals Case Files 

Contract appeals case files consisting of notices of 
a al and ackl'IONledgE!lll!Ylts thereof; correspondence 
bet111 rhes; copies of contracts, plans,
spec:ifica ns, exhibits, change orders, and 
amendements ; nscripts of hearings ; documents 
received from par concerned ; f inal decisions; 
and all other related 

Contractors' Payroll Files 

Contractors' payroll (construction contracts )  
submitted in accordance 111ith Labor Department
regulations, 111ith related certifications, 
antikickback affidavits, and other related papers, 

526 Contractor ' s  Statement of Contingent or Other Fees 

Standard Form 119, Contractor' s Statement of 
Contingent or Other Fees, or statement in lieu of 
the form, filed separately from the contract 

App.! 5 - 9  

FI LES 203 

COFF annually, Destroy 111hen 3 years New 
old, 

COFF annually, Destroy 111hen 3 years N ew 
old, 

Place in inactive file follo111ing final 
action, COFF annually and retire to FRC 
2 years later. Destroy 10 years after 
final action or decision, (6RS 31 item 
19) 

Destroy 3 years after date of 
completion of cor,tract unless cor,tract 
performance 1s subJect of enforcement 

10n on such date. (6RS 3 1 item 121 

Destroy Nhen superseded, solete, or 
no longer needed, whichever l 

C 6RS 3, item 201 
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enforcement case file and ma1nta1ned for enforcement 
or report purposes. 

527-599 Reserved 

App. 5 - 10 



... 
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APPENDIX 6 

FACILITIES 

ihese recoros relate to administrat ive services involving space, telecormnumcahons, physica l 
security, arid buildmgs management. 

DESCRIPT ION OF R�CORDS 

FACILITIES MANAGEMENT 

6 01 Data Books 

Data books composed of documer,ts prescr1 bed by GSA' s 
HB, Operation and Maintenance of Real Property !PBS 
P 5800.18A ) .  These documents are used as reference 
f1!1es. 

Agency Soace F1lles 

ds relating to tne allocation, utilization, anc 
release & space under agency control , anc related 
reoorts to! t neral Services Administration. 

602-1 Building clan files anr, relat 
utilized in soace planmn�, 
adJ 1;st1,ent . 

602-2 Corresponoence and reoorts relat ing io agency soace 
no id1ngs anG reou1rements. 

a. Agency re�orts to the General Services 
Acm1mstration regaro mg space occuo 1eli in 

Aop. 6 - 1 

CROS S-OVER 
AUTH□R I Z�D DISOOSIT ION FROM GSA RB 

Destroy wnen suoerseoed or oosolete. 44A5 

Destroy 2 years after term rnat ior, of 
assignment, or when lease 1s cancelled, , 
or when o tans are superseded or 
oosolete. < GRS 11, i tern 2al 

COFF annually. 
ol�. IGRS 11, 

ITEM 
~~@~B§ 



�-•_,,• ... tronohta,1 Wash rngtor1° and •outs1oe the D1str1ct 
of Coi um01! , lated oaoers. 

o. Coo1es 1n suoord1nate reoort1ng units and 
related work paoers. 

603 Permit, License, and Easement Files 

Documents relating to, and useo 1n controll ing tne 
1 ssue of, l icenses, pernn ts, easements, and s1M1 lar 
instruments. Tn 1s  file category 1s l1m�ted to 
1nstrUfl1ents that do not relate to, and wh 1cn 
consequently c.onnot be f1leo w1tn ,  soec1f1c case 
f 1 les described elsewhere 1n  tn 1s section. 

603-1 Files relating to documents issued by NA, or other 
senior off1c1als. 

603-2 Fi les relat i ng to documents issued by the build ings 
manager. 

604 Post mo F1 le 

Documer�s related to cost ing or d 1solaying of 
printed, grapiuc, or other material or1 ou1 11: nng 
orem1ses, and bul letin boaros. 

605 

Documents createo in aoorov1ng, cont rolling, and 
er1Sur1ng removal of community eHn io 1ts, a�d 
aavert1sements 1n Government-owned and -occu�1eo 
bu1io 1 ngs, but not documents relating to Feoera lly 
recognized cnar1taole camoa1 gns. 

Aop . 6 - 2 

FILES 203 

COFF annualiy, Destroy Wilen 2 yeats 4 4A 70b 
Olt', 

COFi= annua li y fo llowrnQ denia 1 1 4 4A 7 Oa 
revocation, or exo1rat1on, oestroy when 
3 years o!d. 

COFF annually. Destroy wher1 1 year 44A 8 5 
old. 

GOFF annually. Destroy when l year 44A 80 
old, 

------



606 Health Unit Files 

Documents relating to the establ lsh11er1t and 
ooeratll or1 of healtn units. included are ocetJoant 
reouests for estabiish�ents, interagency agreements, 
Justifications, communications regaroing otierat ion, 
and related records. 

606-1 Agreements. 

606-2 Other records, 

607 Manaaement Information Reoorts 

Reoorts con\ainin� quant ltat1ve data rece1veo by
bu1loings manaqer'!s offices. These reports are usec 
to oetermine current proQram performance and 
nistorical trenos. 

608 Office Reau 1rements Files I 

Documents from offices reflecting reau1rements for, 
and information aoout. services, particularly those 
of a cont1nu 1nQ or nonstanaaro nature. 

609 Facilities lf,anai:e&1ent Requisition Cor,trol Files 

609-1 Ir,coming rec;u1 s1 hons. Dc,cumerits accountllng for al 1 
requisitions received ov NA�. including oate 
receiveo, oate comoleted1 action t aken, i nspechor1 
reoorts1 fac1l1ties staff proJect assignments, and 

Apo,N6 - 3  

Fl LES 203 

Destroy when superseded or oosolete, 

COFF annually. Destroy when 2 years 
old, 

COFF annually, Destroy h�en 2 years 
olc. 

Destroy W'len superseded or oasolete, 

COFF annually, Destroy when 2 years 
o ld ,  

44A75a  

4 4A75b 

44Al00 

44A35 

New 



the or1gmal cooy of the GSA Form 49 1 Reou1s1t1on 
for Equ1pJent, Supol1es and Services. 

609-2 RASF 1n1t1ateo reouis1t1ons. Documents accounting 
for all req�1s1t1ons for supol1es and services. 
1nciud1ng cost oata sent to llv:lSPi a copy of the 
original GSA Form 49, Requ1s1i1on for Equ1oment, 
Supp11es and Services, and the oate of compiet1on. 

r!LES 203 

COFi= ar,nUiH Ly, Destroy whet1 2 years New 
o ld, 

BUILDING DESIGN AND CONSTRUCTION 

Federal Structures Des1en Fi les 

· l 1 m1nary and presentation drawings and lllOOels of 
Fede structures and eng 1neer1ng oroJects. 

6 10-1 1tectura 1 1 
tecnnolog 1cal s1 gm hcari 

a. Drawings, 

b. Models. 

6 10-2 A i l  other files, 

h1stor1ca1 ,  and 

PER�ANENT. Offer to NARA w1tn 1n 5 
years after cor.1olet 1or1 of oroJect. 
(GRS 22, 1te� 1a ( l ) l  

for Recoros 
tGRS 221 1 tem 

Dlsnose of when no lof,ger needeo 
adm1n1strat1ve piJrooses. (GRS 221 1 

lb l  

Aoo, 6 - 4 



Federal Structures Construction F i les 

Intermediate and orehnal. final worlnng, u as 
built, f' snoo, reoair and alteration, contract, and 
standard drawi ngs;  proJect specificat1 ons, • 1th 

uments relating to their preJaration ; and soace 
as enment plans ano engineering oroJects. 

611-1 f i les sele ed for arcn1tectual, historical, and 
techno rogica s igni ficance. Ann. acc. : less than 
cu. ft . 

61ll-2 

612 

Or 1�inal �anuscript and duplicate drawings ubm1tted 
to NARA by or1 vate firms or otner Federal a 
for olann1ng and research ourposes. 

612- 1 Drawings interfiled witn related materials. 

612-2 Drawln!'s f l i ed separately from reiated recorcs. 

Drawings produceo by such agenc Historic 
American Builoin�s Survey and Historic American 

Aop. 6 - 5 

FILES 203 

PERMA�eNT. Offer to �RA wnen file 1s 
1nact1ve. (GRS 2Z, item 2b) 

D1soose of w�en no longer needed for 
administrative ourooses. (BRS 2i. 1te:!I 
2b) 

D1soose of in accoroance wit� t�e 
ooroved 01spos1hon instr1lchons 

1caole to tne records of w�1ch they 
cart. (B�S 221 i tem 3'1,) 

Request for Records 
D1soosihon Au . ority. !GRS 22, itel'I 
3hj 

~sRt.fl.N~Ni, Offer io N~R~ ~nen 
aoun:<i\.stfo't ive use ceases un·tess 



614 F ind ino Aids 

Indexes and other f1nd1ng a1os for design ana 

construction f1tes. 

BUILDINB SERVICES 

615  Grouncs I n,orovement Pro ,ect Fl ies 

Documents accumulated 1n cooro1nat 1ng t�e o�erat1on1 

maintenance, ano 1morove1,1ent of Qrounos, s1aewal ks1 
onstreet oark1n� areas, anproacnes, ano roads w1tn 
local off1c 1 als, c1v1c grouosi and community
organ1zat1ons. Tn 1s f ile category 1s l 1m1ted to 
documents that are not 1dent1f1ab1e with a soec1f1c 
reoa1r and 1mprove�ent proJect. 

6 16 Pa1nt1no Pro�ram F11es 

Documents created to continuously  olan and scheGule 
1nter1or and eKter1or oa1nt1ng, 1dent 1 fy1ng pa1nt1ng 
reou1rements, and report progress. Inc luded are 
oainting program docurnents, cooed drawmgsi card 
files 1dent1fying pa1ntable un its, work 
accomol1s�mem schedules, a�provals, progress 
reoorts1 and related records. 

616-1 Progress reoorts, 

Apo. 6 - 6 

riles 203 

another depository 1s soec1f1ed oy iaw. 
(GRS 22, 1 tem 4 1 

design arid ccmstruct 10n recor 
22, item 5 )  

COFF annually. Destrov �nen 2 years 
olo. 

CuF= annua!ly. Destroy when 2 years
old. 

4 4B l 0  

4 4C l l 0a 

D1soose o,1'"""1'-..~roance w1tn 
instructions rover1 elateo 



6 16-2 Other records. 

617 Snow Removal Records 

Docurr.ents accumulated in preparing snoM removal 
01ans1 ass1gr,1nQ employees to snow removal teams, 
and controlling and reporting on snow removal 
ooerat lons. i nc iuded are con1c11Jnicat1ons i-nth local 
road officials, snow removal olans, ass19nment 
letters, operation reports, weather reoorts, ar,d 
related records, 

617-1 Plans and related records, 

6 1 7-2 Otner records. 

6 18  Clean1no_and_San1tation_F1les 

618-1 Routine records relating to cleaning and sanitation, 
excius1ve of files descr1bed e lsewhere 1n this 
section. 

6 18-2 Surveys. Copies of coded f!oor olans, cleaning
survey summary s�eets, completed bu1 io1ng c tean1ng 
survey forrns, ana related records accumulated in 
surveying of building space to 1centify cleaning 
categories, the freouency of clean1nq for eac, 
categ ory, and for determinin g manpower and fond 
reau i remerits. 

618-3 Cleaning staff organization. Charts ar,d related 
rec.,rds cepict1ng the organ1zat 1 on, functlions, and 
resoonsinilities of t�e cleaning force, 

'" 

F ILES 2n 

Destroy when superseced or obsc,lete. 44Cl l 0b 

Destroy w1en superseded or oosolete. 44B20a 

COFF annual 1y. Destroy 1fhen 1 vear 44B20b 
old, 

COFF ar,nuall y, Destroy wnen 2 years 44Bl 5a 
olc .  

Des.roy w�en superseced or oosolete. 4 4B l 5b 

Destroy when slJPerseoeci or o'.lsolete, 44Bl 5c 

https://assigr,rr.er


blB-4 

618-5 

619 

619-1 

6 19-2 

Schedules. Scheou lesf l ayouts, arid reiated records 
snowing areas and neas to be cieaiied and tie dates 
thereof. 

qss1gnment 1 reoort, ar1Cl 1nsoect1on f i les. 
Asstgnment and work accor.1 pl 1 shrrent forms. various 
inspection reoorts, como laints, notices of ciea-nrng 
work reou1  red, and re!ateo recoros usec to assign
cl eaners, report work accomo l l s"lec! , and ven fy ami 
eva1uate worl< accomoi 1shment. 

a .  Permanent worlt assi gm�ents. 

o. Perioti l c  work assi�mments and inspect ions. 

c. Other recoros. 

Carpet Pro1:ram Fi les 

Docuraer,ts created t o  plan and schec1Jle caroet 
cleanrng and replacement. inc l udeG are caroet 
propram documentsi code drawings. work 
accomollshment reoorts, aporova ls, proQress reoorts, 
and reol acement and c leaning schedules. 

Progress reoorts. 

Other records. 

FILES 203 

Destroy when superseded or obso lete, 

Destroy wnen suoerseoeo or oJsolete. 

COFF ar,nua l ly. Destroy when l year
old .  

CO�F every 2 months, Destroy when 2 
months old .  

COr'F anMa l l y. Destroy w;en 2 years
olo .  

Destroy when su�erseded or  obsolete. 

4 4Bl 5d 

4 4B l 5 e 

4 4 B 1 S e ( l ) 

4 4B 1 Se ( 2 )  

4 4B 1 Se ( 3 ) 

New 

New 



E.20 Uniform Al l owance Controis 

Documents estaiJhshed to make sure tnat requests are 
submitted wnen empl oyee uniform a i 1 owances are oue. 
Tnis file category does not aoply to Standard Form 
78 1 Empioyee Records, when it is used as a uni form 
al lowance control in addition to its prescrioed use. 

621 General St oreroom F 1 ies 

Documents rel at 1ng to the general admin1strat 1on of 
storerooms, warehouses, arnl s1mi l ar s•Jooly 
actlv1 ties. 

622 Parkino Space Controls 

Parking soace controls. Corresoondence, cards, ano 
other ooucments related to assigning ano control i lng 
individ ual parking soaces. 

623 Concession F 1  ies 

623- 1 Documents rel at mg to the establ lshmimt, ooerat ion, 
mociif1cation, or o iscontinuance of concessions, 
inc l ud ing venchng machines arid nay teleohor1e 
stat ions. fncl uded are rec:>uests for coocess1 ons: 
CO!lles of contracts. agreemer,ts! l i censes, and other 
autnorization oocunients, rnc l uc rnQ r;K:iti 1 ficat1 oris 
tnereto; concession records cards; floor cl ans; 
i nspection reoorts j  space assigrirner1ts; photograohsi 
com:nuri1cations aoout sale  items or services ; utility 
surveys: reports: agreements ; ani; rel atea recortls. 

Aop.!J 6 - 9  

Trans�er Mlth emoioyee wien ne/s�e
transfers to another off ice. Destroy 
on transfer of employee to a JOO witn in 
!',;ARA that does not reou1re a un1forr11, 
seoarat ion of emol ovee fro:a NARA, or 
when the record 1s suoerseoeo or 
obsol ete. 

COFF ar1nual  l v. Des troy w,1en, 3 years 
01d. 

COFF ar,nual l y. Destroy wnen 3 yea rs 
old ,  

P l ace in inact i ve f i le on expiration or 
termination of the cor1tract,  ! lcer,se, 
agreement, or autnori zat wn o ocurner,ts, 
or on c!isaporoval of estabhstiment :  
COFF t h e  inactive fil e  annua l l y. 
Destrc•y when 1 year o l d .  

4 4D6 5 

44Dl 5 

44B5c 

4 4E5 



623-2 

623-3 

523-4 

625 

Cor1cession operat ion f l l es. Documents accumuiateo 
in eval uat i ng cor;,cess ion services, survey ing 
e inst ing  concessi@ fac i hhes, monitormg ar,d 
cooro inat 1ng interior decorat ions, arranging for 
procurement c,f furnish i ngs and equi pment, 
autnor i z i ng socia l funct ions, and s un1 l ar concession 
act iv it ies not o irect iy  re l ated to coritract 
administ rat ion. incl uded are survey reoorts, 
service  requests, copies of work orders, 
quest ionnaires, correspor,dence1 and related recoros, 

Cor1cessior, operat 1or1 reports. Documents accumulated 

in recording  arid reportnng  fees� paid to tne 
Government as a result  of concession ooerat 1ons1 

ver,o ing mach ine commissions, and re lateo col lect ion 
act i v i t i es.  Incl uded are GSA Form 2817 1 Mon� h!y  (or 
4-week l Prof i t/Loss Proformance Ooeranng Statement , 
and related recoros. 

Concession eoui oment cards , Data cards use� to 
cont rc, l  t he  

such 
ir,st al l at i on ar;1d removal of concession 

eaui oroent, as vending  macnines, 

NECHANICAL OPERATION AND �AINTENANCE 

Serv ice Fi les 

GSA Form 2831 Notsice of Work Req u1reu 1 

documents reo uest rng bu i iding and ea uipment 
maint enance services, el!c l uding fl sea l cooies. 

Service Cai l Work Authori zat ioris 

GSA Form 18971 �1arntenar1ce Aut hor1zat ions ! and other 
documents used to record ca l is for nonre u n:iursao l e  
serv 1ces ano tc, a 11thorize ana report com;3let i on of 
wor1< thereon. 

Aop. f, - 10  

COFF after work oerformed or 
n cancel led. Destroy when 3 

months old .  (G 

COFF arinua 1 1y .  Destroy wher, 3 years 44E 1 0  
o l d,  eKceot tne servi ce a uest ionnaires 
may be oestroyed when �hey have served 
tneir puroose. 

COFF annua l ly,  Destroy when 3 years 44El 5 
o l d .  

Dest roy w�en superseded or oosol ete, or 44E20  
2 years after re�ova1 of  tne relateo 
i t em of eou ipment. 

https://annua1.ly


625-1 Suspense cooies. 

625-2 Originals. 

626 Work Author1zatior, Files 

626-1 Orders. Documents used to autnorize, control ,  anti 
account for work reou1reti in nianagmg bui l r hngs. 
Included are reouests, Just1f1cat1ons, aoprovals, 
Job orders, work orders, and related records. 

626-2 Registers. Registers used to record information on 
the receipt of, work cailed for by1 number ass igned 
to, and other data aoout, job and work orders. 

626-3 Controls. Forms, normal 1y ma1nta1ned oy shoo 
supervisors, showing Job order estimates by snoo and 
labor and material exper,ded to oate. 

627 Preventive Maintenance Control Cards 

Preventive maintenance control cards used to noti fy 
supervisors lihen orevent1ve maintenance 1s due on a 
oart1cular item and to record date of, and staff­
hours oevoted to, accanol 1shment of preventive 
ma1 ntenance. 

Aop. 6 - 11  

FiLES 203 

Destroy or, returr, of on g rnal 
reflecting comolet1on of wor�. 

P l ace 1r, inaccive fue at end of each 
month. COFF annual ly .  Destroy wnen 1 
year old. 

COFr ar,nua! ly. Destroy wnen 2 years 
old. 

Destroy 2 years after register sneet or 
book 1s hl 1eo. 

Destroy on cor,1olet 1or, of Job. 

Destroy when card 1s filled and 
1denttfyinQ 1nforrnattor1 1s brought 
forward to new card or on d1soos1t1on 
of the item or bu1ld1 ng. 

44C30a 

44C30b 

44C35a 

44C35b 

44C35c 

44C20 



628 Buiid1no Eou1 omerit l-11story Fues 

628-1 Guaranty arid warranty f i l es. 611arar,tees and 
warranties ( 1 nci u1n ng records rel at i ng to t hem) 
obtained Nith 1 and aoplgcable to materials and 
equi pment. 

628-2 Bu i ld ing Equi pment h istory cards. Cards used to 
record a h istory of the maintenance and repair of 
selected items of equipmer,t. 

628-3 Mechanical eoui pment data forms. Documents that 
provide i dent i f icat ion data or, bui l ci1no mechanica l 
equ i pment and whwh are used as an a id i n  
i nspechor,. 

62'3-1 Documerits used to record maintenance ins Jection of 
stora�e batteries. 

629-2 Other records. Documents created in reoort ing and 
cert ifying i nspection of mechanical  eo•J1 omer1t other 
than e levators and storage batteries. Incl uded are 
boi ler and unfired vessel i nspecti on reports,
chemical  msoecb on reoorts on bo1 lers, ins;;iect ion 
cert!i hcates1 reoorts on shutdowr,s, l ubr ication 
schedules ar.cl i ns�ct ior, records, s9rrnkler test 
reports, f ire ext i nguisher test reports, and rel ated 
records. 

630 Reoa ir  Cards and Notices 

630-1 Cards used by shop employees to idenh fy, account 
for1 and control equ ipment received for repair. 

F I LES 203 

Destroy on exo1rat1on of tne guaranty 
or warranty. 

Transfer w1tn the eou1oment or destroy 
on fl nal d 1spc,s1 hon of the eou iomer,t. 

Destroy wnen superseded or obsolete. 

COFF annual l y. Destroy wtier1 3 years
old, 

CO�F ar,nua l ly. Destroy wnera 3 years
o ld. 

Destroy on p1ckuo or ret•irn of 
eou ipmer,t. 

44C40 

44C45 

44CSO 

44C60 

4 4CS S 

44C65  



630-2 

631 

63 1- 1  

631-2 

631-3 

632 

Tags used as not if icat i on of the conduct of 
maintencar1ce and repa ir ooerat ions, such as 
comp leted d anger tags, open valve tags and fol lowup 
forms, and comoaraole documents. 

Craft Records 

Craft reouirement boo�s. Documerits accur,1u lateo i n  
ceve l oprng and submit t i ng workforce account staff­
hour requirements for tour and watch assignment, 
maintenance and operat ion, prevent ive ma rnter1ance, 
reoa 1r and 1morovei11ent 1 and serv ice ca l l s. These 
documents are mainta ined rn ioose1ea f  notebooks. 

Tour arid watch ass ignments, ilocuments ref lect ing 
tours of duty and watch assignments for craft 
personnel ,  a long with descr i pt ions of tne work 
ret1u1 red and the t tme i t  1s to be done. 

Craft product ive st aff-hour summaries. Da i ly, 
monthy, or other periodic  summaries of product i ve 
staff-hours programed and eKoended. 

Er,v1 ron:.1enta l  Cor1d 1t i on Ooerat ina Records 

Documer1ts usec to record da1 ly operat ing data 
re1at 1ve to heat i ng ,  a ir cond 1 t ioo1ng and 
refr1dgerat1on systems, such as Hydrotherm1c  Data 
Sheets. 

FILES 203 

Destroy on complet i on of wc,rk . 4 4C70  

Destroy when suoerseded o r  ooso lete. 4 4C5 

Destroy wner1 superseced or obsolete. 44C l  O 

COfF annua l lv. Destroy when 2 years 4 4C l 5 
old.  

COFF annua l ly. Destroy wnen 1 year 44C85 
olc .  Setected reference coo1es may be 
retarnect for as long as r1eedea to 
orov1de a record of operat ing 
cono1hons. 

Aoo. 6 - 13 



633 Piant Oaerat1on Locs 

Logs used to record eompraent ooerat iof"I and 
condi tior,, act 10n taker:,, anti occurrer,ces durrng the 
sh1 ft. 

634 Heat 1ng_and_A1r-cond 1t 1on1ng_Schedui es 

Schedules and other records relating to operateng 
heat ing and a 1r-cond 1 t1on1ng olan ts. 

635 Water Treatment F1 ies 

Documents accunnr1lated 1n arrar,ging for or conduct mg 
tests and treatment of water used for bo i l ers and 
other 111ec:iar,1cai ecm pmer1t , exclusive of official 
contract fl Les created as a res1J lt of the comme,.c1al 
procure�ent of s1Jch services. Included are 
quest1 onria1re foms, testinQ . ,iStructioris, test 
results and records, and related records. 

635-1 Testing 1nstruct1ons. 

635-2 Other records. 

63& Vertical Transoortat 1on F1ies 

Documents related to the ooerat1on of e levators1 
escalators, and durnowaners. 

63&-1 P.uthor1zat1ons to ooerate elevators. 

FILES 203 

Destroy 5 years after lo� book O>' sneet 
1s f1 i 1eo, or on d1soos1t 1on of the 
equ101llent. 

Destroy w�en suoerseded or oJsolete. 

Destroy when suoersedeo or obsolete. 

CQFF annually. D�stroy wner, 5 years 
old. 

Destroy wnen superseoec or ooso lete. 

44C75  

4 4C80 

44Cl l 5a 

44Cl l 5b 

44Bla 

Aoo. 6 - 14 



636-2 Traff ic survey oata, schedu les, and reiated recorGs 
created m aeve loorng, 111arnta1nrng, and revising 
scheo u1es for the operat ion of elevators and 
esca lators. 

a. Schedules. 

b, Other records. 

636-3 I nspection and ma inter,ance f i les. 

a, Cert1f1caies of 1nsoect 1on. 

b. Ackr,ow leogr!'ent of 1 nspectl on. 

c. Scheoules, reports, and other recorcs, 

636-4 Data cards used to record iC:ent i ficat lon, locat ion, 
ooerat i on, repa ir, and a lteration data �ertnnent to 
each elevator. 

637 L1ohtl ng F1 les 

Reports of l 1 ght 1n� surveys tha t  d id not result i n  
preparat ion o f  an order for, or insta ilat i on of, new 
or a ltered l i ght ing ; logs record1ng burnouts and 
replacements ; and related records, 

F�L�S 203 

Destroy wnen superseoed c,r o!:lso lete. 

CQFF anr,uaHy. Destroy when 2 years 
o l d .  

Destroy w1en s□aces thereon are f i lmed 
or when a new form 1s reou1red d ue t o  
wear. 

Destroy on receipt of neKt 1nsoect1on 
at'know1ed�men,;!J. 

COFF anual :y. Destroy when 2 years 
o ld. 

Destroy on re!Jl acement or remova l of 
the e levator, 

COF? annual ly .  Des. roy w�en year
old.  

4 4Bd b � l )  

4 4B l b 62 )  

4 4B l d l )  

4 4B l c ( 2 )  

44B l c ( 3 )  

4 4 B l d  

44C95  

638 



Documents accumulated 1r1 recorcirnQ 1 ana lyzrng, 
cert i fying in l l s  for, and othennse takir,g act ion C•'ll 
matters concerned wi tfi! the co,isumotion of  uti 1 1  ty 
services. Included are conies of bi l l s  and 
cert i flcationsj records of ut l h ty consumpt ton; 
sub@etel" read m�s; demand ar,d cost fi gures ; 
corr.mur,icat ions about comsu!':;:it 1or,, service, and 
meters; ant' re l at ed records; but not oayment comes 
of b 1 las. 

639-1 For areas unoer maximum security. 

For other areas. 

COti!MUNICATIONS 

Directory Service Fi les 

Correso ... .,..,""""'•"'' forms i arid other records relatrng ;;o 
the como1 iat ion l l st rnQs, 

641 Commurucat i on Correspondence. Reoort s, 
F 1 les 

E.41- 1  Corresoondem:e and rel ai;ed recoreis pertarnmg to 
1nternal aeim1n1strat 1on ano operat ion. 

Aoo. 6 - 16 

CO�F annuai ly. Destroy when 3 years
old. 

Destrc,y 3 years after turn-rn of key. 
r 5 18, 1te@ 17a l  

Destroy 6 months after turr1- • . .  
{6i<S 18 1 1tem 17b)  

COFr after 1ssuance of 1 1 st 1ng. 
Destroy when 2 �1ont11s oio. 16RS ! 1 1 

i tem 3 )  

COFF annua l l y. 
olo .  tG�S 12,  

4 4Cl 00 



Telecommun1cat1ons general f iles 1nclud1n9 pians, 
reports, and other records oerta1ning to equipraent 
requests, teleohone servi ce, ana 11ke matters. 

641-3 " lecomm1Jn1 cahons statistical re!:lorts 1 nclud1ng 

641-4 

a. 

b. cnange, 
removal, anc; servicing of eaui pmen 

641-S Copies of a�eements with backQround 
records relating to aQreemerits for 
teleca,municat1ons services. 

642 Telecommu�1cat ions O�erational Files 

642- 1 �essage registers, logs, performance reoorts, daily 
loao reoorts, and s1m1!1ar records. 

Coo1es of incoming and or1Q1nal copies of outgoing 
messages, 1nc1ud1nQ SF 14 1 Te1egraoh1c Message. 

642-3 l!'ac'lrne copies (�arc coo1esl , 01scs, and taoes of 
outgoing �essages. 

Aop. 6 - 17  

FILES 2�3 

COFF annual ly, Destroy when 3 year 
old. fGRS 12, item col 

COFr annually, Destroy wnen 1 year
olc. {GRS 12, item 2c ) 

COFF annual ly, Destroy when 1 year
ola. <G�S 12 1 item 2d ( 1 ) )  

Destroy 1 year after audi t or when 3 
years old, wn ichever 1s sooner, <GR5 
12, item 20 (2) I 

Destroy 2 years after expiration or 
cancei iat 1on of agreement. (GRS 12 
item 2el 

COFf sem1an · •ally. Destroy w:ien 6 
months olo .  � � 121 i tem 3al 

COFF every 2 months, 
mor,ths oid, tGRS 12, 

Destroy after trans@iss 1on. 
item 3cl 



643 

643-2 

645 

645-1 

, 1111 ries of long aistance teleohone reoort 
1no1cate authorize u 
as to  audit expense voucners. 

Teleohone call data ma1nta1ned by 1nd1v1oual offices 
to docur,,ent or1or a :iroval for official  long distance 
telephone cal ls. 

Des,roy after tne close of tne fiscal 
year 1n wn 1ch auoited. (S�S 12, item 

Destroy after ve}' tficat ion of cal ls 9B40c 
aoproved or made. 

SECURITY AND PROTECTIVE SERVICES 

.,.,,. __! :.:ey_and Insoect1on F1 ies __ .:!

646-1 ·..J.lllsv vs ar,d 
inspections of Government-owned facilities conoucteo 
to ensure adeouacy of orotect1ve and preventive 
111easures taken apa1nst hazaros of fire, exo ios1or,. 

Sec1Jr1ty and Protective Services Aoministrati ve 
!,: _______ nee fah� 

Corresoor,dence files relati ng to admnnstration and 
operat ion of the faci l ities security and orotective 
serv1ces programs ri0t covered elsewnere 1n tn 1s 
section. 

Accident and Fire Prevention Proraotion Files 

Documents accUMulated as a result of conduct1n� or 
part 1cipat1ng 1n contests or other incentive-type
activities designed to promote accider1t and fire 
orevention proprams. Included are noti ces ; activity 
reports j award notices and reoorts ; and related 
records 

s::urv1 

1 1 Destroy wne� 2 years 
olo. (6RS 18, 1 te:a 

GOFF anrsual ly .  Destroy w:ier, 2 years 44G25 
olc. 

CO�F annua: ly. Destroy w,en 3 years 
or uoon d 1 scont1nuance of 

fact uty, wrrn i'l!"l��LS 
18, item 10) 

Aoo, 6 - 18  
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and accidents, and to safeguaro information and 
faciliti es against sabotage and unautnor1zeo entry, 

646-2 
insoections of pr
security cognizance 
related oapers. 

647 !nvestioative Files 

Reoorts of surveys ano 
teiy  owriec faci lities assigned
b vernment agencies, and 

Invest l qa,; 1ve f iles accumulat mg from rnvest;igat1ons 
of flres1 explosions, ar.o accider,ts, consisting of 
retained copies of reoorts ar,d related oaoers wnen 
the origi nal reports are subrtl1ttec for review ano 
filing in otner agencies or organ1zat 1onal e lements, 
and reports and related oaoers concerning 
occurrences of such a m1nor nature tnat they are 
settled locall y without referral to other 
organizational elements. 

648 Physical Security Devices Files 

Documents develooed or received pertaining to 
tang101e !]hysical devices in use, 0 1anr,eo or 
orooosed for tne !Jrctection of Feaeral real and 
personal orooerty. EXCLUDED are documents re1ating 
to soeciai storage systems for 1 moortant access1oneu 
and historical records. (See 1tem 1442-1. } 

Q Credentials Files 

649-1 Ident i f1cat i on credentials inc lud ing caros 1 � - -

ohotographs. and orooerty, visitors oasses. and 
other identification credentia ls. 

Apo. 6 - 19 

COFF annually, Destroy when 4 years 
old or wner, securiw cognizance is 
teYT�1nateo, whichever is sooner. !GRS 
18, i tefl! 1 1 )  

Destroy when 2 years 
item 12} 

Destroy ��en suoerseced or oosolete. New 

Des,;roy credent ials 3 montns after 
returra f 1ce. ( 6RS 1 1 ,  
1tera 4al 

https://01arir.eo


650 

650-1 

650-2 

651 

652 

Receipts, indices, l i stings, ano accountable 
records. 

Visitor Control F i les 

ters or loQs useo to record names of outsioe 
con;;r "'tors, service personnel, v1si tors, emoloyees 
admitte o areas, and reoorts on automobi les and 
oassengers. 

For other areas, 

ProoertLPass F i les 

Prooerty pass files, 
or matertials. 

Police Functions Files 

Files relating to exercising of police functions. 

Leoger recorcs of arrest, cars ticketea, an� outsioe 
police contacts. 

Reoorts, statements of w itnesses, warning notices, 
anc other case oaoers relat 1nq to arrest , 
co�:m1 tments, and traffic vii:ilations. 

Aop. 6 - 20 

rILES 203 

Destroy after a i i  l isted crecer1t 1als 
are accounted for. (GRS 1 1 1 i tem 4nl 

Destroy 5 years after final entry or 5 
years after date of document, as 
aopr0Jr1ate. (GRS 18, i tern 18a ) 

Destroy 2 years after fi nal entry or 2 
years after aate of oocument!, as 
aooroµr1ate. (GRS 1 8, i tern 1Bol 

Destroy 3 montis after eK01 ration or 
!GrlS 18, item 13) 

Destroy 3 years aft 
I GRS I B, item 15al 

COFF annually, 
o l o ,  mxs 18, 



554 

Reoorts on contact of outsioe polii:-e w 1th building 
occupants, 

653 

Files relati ng to accounta • · • t  
orooerty lost or stolen. 

653-1 Ledger files, 

653-2 Reports, loss statemer1ts, receipts and other oaoers 
relating to lost and founo articles, 

GUARD SERVICE 

Snecial Orcers 

Docurr.i;mts created in issuing soecial instructions 
and guidance governing guard action. inc1uoed are 
soec ial orders, standin� ooerating procedures, and 
related papers. 

555 EmeroeTICY Action Fi les 

Coo1es of drawings, layouts, and s1m1lar document s 
deoictrng switches, valves, or 001nts that reouire 
attenuon tn case of, ano other documents 
prescribing or controlling action to be taken in 
eroergel"ICles. 

FI LES 203 

COFF annual!iV, Destroy wnen l year
old .  ( 6RS 181 1 tem 15cl 

Destroy 3 years after final entry. 
18, item 10al 

CQFF annuai !y. 
old. <GRS 18 1 

Destroy when suoerseded or oosolete. 

Destroy when suoerseoeo, oosolete, or 
no lon9er neeaed, 

44F5 

44F20 

Aop, 6 - 21 



Guard Ass1nment Files 

Fues re lating to guara assignments and strer,gth, 

656-1 

656-2 Requests, a - 1 yses! reports, c:har,ge riotic:es, ar,d 
other oapers r at1ng to post assignments and 
strength requir , nts. 

657 

657-1 Control center key or code rec:o , 
cards, buildin� records, arid emplo 
cards. 

657-2 Round reports ,  serv ice reoorts on 1nterruoti 
tests, and punch clock dial sheets. 

657-3 Automatic: mac:�ine patro l charts and registers of 
oatrol and alarm services. 

657-4 Arms d istribution sheets, c:narge records, and 
receipts. 

658 Guard Logs and Reo 1 sters 

Guards logs and reg isters not covered elsewhere 1n 
this schedule. 

658-1 Central guara office master logs. 

Apo. Ei - 22 

FILC:S 203 

Destroy 3 years after f1nal entry. 
(GRS 18, l te!'l l4al 

COFF annually. Destroy when 2 years 
old . (GRS 181 item 1 4 ol 

Destroy wnen superseaed or oosolete. 
!GRS 18 , item 20a} 

COfF annually. 
old. IGRS 18 1 

Destroy wnen l year
item 20b} 

Destroy when 1 year 
item 20c:l 

montns after returr1 of arms, 
i m 20o!l 

Destroy 2 years after final 
(GRS 18 1 item 21a} 



Ind1v1dual puaro oost i oQs of occurrences entered 1n 
master logs. 

659 

F i les relat ing to oer1oa 
checks, 

659-1 Data sheets. door s110 summar1es 1 cneck sneets, 

puaro reports on security v1olat1 ons leKcept copies 
in f iles c.f agency security offices. 

659-2 Reoorts of rout ine after-hours secur ity checKs wn1ch 
do not reflect security v10lahor1s or for wn1ch tne 
1nformat1on contained therein 1s oocumented 1n  the 
f iles in item 314 of th is schedule. 

660-699 Reserveo 

Ano. 6 - 23 

F I LES 203 

Destroy 1 year after f1nai entry. (GRS
18, 1 tem 2lol  

Destroy wner, 1 year
1 tem 19a) 

Destroy when 1 1GRS 18, 
item 1 9bl 
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APPENDIX 7 

TRAVa AND TRANSPORTATION 

These records relate to the movement of goocs arid persons under Goverriment orcers, and to the 
manager,ent, ma1ntenariee, and ooeration c,f motor vehicles used tly l\iARA. 

ITE!ll 
!!1�8§ DESCRIPTlO� OF R�CORDS AUTHO�IZED D ISPOSITION 

TRAVEL 

701 General Travel ano Transoortat1on Files 

701- 1 Corresoondence and re1ated recorus maintained oy NAB COFF annual Ly, Destroy wnen 5 years 
perta1n1ng to a�ency travel ar.ci transoortat1on old .  
functior,s. Includes apen::y 1mfe oollcy and guidance 
concernning travel, relocation, passDOrts, C1t 1cor o 
Diners Club Program, Government Travel Reouests 
(GTR' s l ,  Governrnev:,t Travel System (GTS) , travel 
olans, and travel reports. 

Documents maintained by 1nd 1v1dual offices COFF annual lv. Destrc,v wner:i i! years 
con " i of emoloyees but not paoers 010 .  (GRS 23, item 1 l  
concerning arrangelll:!nts, re • taa� are 
norma l i y  filed i n  the suspense file. Establish cas 
fl les for travelers 1 f volume warrar,ts, 

702 Passport Controls 

Docwr.ents accUhlulated b y  tne off1c1ally ces1gnated 
custoo1an in obtaining ar10 controlhng off icial  
oassoorts and visas for NARA employees. Included 
are recuests for passports, receipts, master 
register, and related records. 

Aop. 7 - ! 

CROS S-OVER 
FROM GSA HB 

New 



f ll�S 203 

1 9D l 5a Destroy �m!Jen 10 years , COFF ar,riual l y
�aster register. olo. 702.-1 

1 9Dl 5b 
Destroy wnen related oassoort 1s 

returned t o  tne Department of State. Other o ocuments, 702-2 

Passenoer Transgortat1on F1 1es 
703 

Public Voucher for 
Memorandum conies of SF l 1 l3A1 

Transoortat 1on Gnarges, me'!lOrandum copies of SF 

1 169, U.!JS. Government Transportat i on  Request 
trans;:iorta hon 

MernorandJJm, travel aut11or12at lons1 

request reg i!Jsters, and all su0Port1ng oaoers, 

__________ _:COFF annua 1 1  v .  Destroy W'1en 3 years 

➔ea--:-----... l-'ii-=S.11.!.! p�y!:_, 02!r�a!J;!_!ml�!Ju�m�c�o!J.J!m!J�emmJ!Jcci!Je�!J (8?.8 9,.....!rliliii---.a..1..---------.JOllf:.If.1:1!J�p!J.r.in!J :c:. 1 1

Obl 1gat lon F i l es, for See item 4 15, 
Obl i gat ion copy. dts(los1tlon rns-:raict l ons. 703-2 

Destroy wnen no longer neeoed for 
such as SF 1 170. 

itr111seo hcket reoemoti on forr11s1 

Passer,oer _Re1!llbursement F1 ies 
704 

Records reiat rng to re11nbursrng rnd1v1cluals, such as 

travel orders, per d i em vouchers, transoortat 1 on  

requests, hote l reservataons, and a i l  suoport 1ng 

oaoers doc11raentang off1c1al  travel oy offices, 

employees, dependents, or otners author1zeo ny law 

t o  travel . 

COFF anma l l  v. Dl:?strov wmm 3 years 

Apn. 7 - 2 

New 



704-2 Oou qat 10n coo1es. 

SHIPPINS 

Freight F iles 

Records relat!rng t o  freight coris1stlng of exoort 
rt1ficates, transit certificates, oemurra�e care 

re rd books, shipping documents pertiner1t to 
fre1g class1f1cat1on, memoranoum copies of 
Governme or commer1cal bills of lading, snortage
and dernurraQ eoorts, and aJ 1 suoport mg documents : 
and u1eluc11ng r ds relat mg to the sruo:nent of 
nousehold qooas. 

705-1 Issu1nq office memorandum cop. 
identified in 705-4 

705-2 A l l  other coo1es. 

705-3 Registers and control records other than tnose 
1 dentif1ed 1n 705-4 

705-4 Records, inc1 ud1ng registers and control records, on 
international shioments of house.iold gooas movea by
freight forwarcers. 

705-5 Lost or damaged shioments files that 1ndude 
scheoules of valuables shipoec , correspondence, 
memoranda, reoorts, and other records relating to 
the aom1n1strat1on of the Government Losses 1n 
Shi oment Act . 

F ILSS 203 

See item 415 1 0Dlig at 1on F i l es, for New 
oisoos1t1on i nstructions . 

Destroy 3 years after t!'le period of tne 
account. (6RS 9, i te:ri l al 

COfr annually, Destroy wher, ! year 
o lo .  (6RS S. ite•n !b) 

FF annual ly. Destroy when 3 years 
(6RS 9, 1te:., lc l  

Destroy 6 y s after the oeriod of  the 
account. (6RS 

COFF annually. Destroy when 
olc. (6RS 9, 1 tem 2) 

Aop. 7 - 3 



MOTOR VEHICLE 

tiotor Velucle Corre§QQ!!Q!nc:e Ell§ 

Correspor1dence 1 n the ooerat fog U l'llt resoons 1ble for 
maintenance and ooerat1or1 of motor vehicles not 

herw 1se covered 1n this aooel'l!l 1x. 

707 

707-1 Ooerat1 ng rec:oro 1nclu01ng those reLat 1 ng to pas
and 0 1 1  c:onsumotion d 1soatc:t1 1ng, and sc:heduhn!!, 

7 07-2 �a1ntenance rec:oros1 
service and reoa1 r. 

708 Motor Vehicle Cost Files 

Motor vehic le ledger and wor4 sneets provid 1n� 
and exoense data, 

709 Motor Vehicle Reoort Files 

Reoorts on motor vehicles (otner than acc 1cent, 
operating and maintenance reoorts)L 

7 10 Motor Vehicle Acc 1den,s Files 

Records relat1n� to motor vehicle accidents, 
ma 1nta 1 nen by transportation offices. 

ADD, 7 - 4 

FILES 203 

COFF annually. Destroy �nen 2 years 
oid. IGRS 10, item l l  

COFF every 3 months, Destroy wher, 3 
months old. (GRS 10, item 2a) 

COFF annually, Destroy when 1 year
0 1d. (GRS 10, 1 tern 2:il 

Destroy 3 years after d 1scor� 1nuance of 
leoger or oate of work sheet. (GRS
10, item 3) 

rs after date of reoort. 
(GRS 101 item l 

Place 1n 1nact 1ve fi le after c 1s 
c 1oseo. COFF 1 nact 1ve files annu l ly. 
Destroy wnen 6 years o ld ,  (SRS 10, 
item 5 )  



Motor Vehicle Release Fi l es 

lat 1ng to transfer, sale, donation or 
exchanQe of 

712 Motor Veh icle □nerat1on Files 

Records rel at rng to md1 v1oual employee ooerauons 
of Goverrimer,t�med veh icles, rnc1uorng driver 
tests, autnor 1zat 1on to use, safe ar1v1rig awards, 
and related corresoondence. 

7 13-799 

FILES 203 

Destroy 4 years after veh ic le  leaves 
agency custody. l6R5 10, item 6) 

stroy 3 years after separation of 
emp1 s or 3 years after recis1on of 
author 1zat 1 o ooerate Government-
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APPENDIX 800 

ADP AND WORD PROCESSING 

These files relate to the study, selection, use, and management control of automated Gata 
processing (ADP) and office automation (OA) systems, equipment and operations, 1nclud1 ng files 
relating to the management and control of computer fac1l 1ty operations. 

Excluded from Appendix 800 are documentation, source documents, processing files, and output 
products ( 1 , e. ,  reports, printouts, m1croforms, and s1m1lar hard copy output > for automated 
syste•s. These records are described with the related functional f1 les, For eKample, the 
NARS-5 System 1s  described 1n Appendix 1300, 

CATEGORY CROSS.-OVER 
DESCRIPTION OF REl:mDS AUTHORIZED DISPOSITION FROM GSA HB�8 

A ll items are 
801 ADP/QA 6ENERAL CORRESPONDENCE new.  

Correspondence and memoranda relating to the routine COFF annually, Destroy when 2 years 
administ ration of ADP and/or DA activities. old. 

802 ADP INFORMATION PIANA6EN[NT SYSTEMS FEASIBILITY 
STUDIES 

Records a�cumulated as a result of studies conducted 
to determine the feas1b 1l1t y of 1nstall1ng ADP and 
word processing technology or equ1(llllent associated 
with 1nformat 1 on management systems. Included are 
prel1m1nary studies, cost and benefit analysis, and 
eff1c1ency pr0Ject 1ons of the proposed system. 

802-1 When study results 1n an acqu1s1t 1on. COFF upon completion of study and 
ma1nta1n with related acqu1s1t 1on file, 
item 804. 

App, 800 - 1 
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802-2 When study does not result in an acouisition. Place in inactive file upon completion 
of the study, COFF inactive files 
annually. Destroy when 5 years o ld. 

803 PLANNING AND SYSTEN DEVELOPMENT FILES 

Documents relating to the development of Dlans, 
pohcies, and procedures for agency and office 
automated data processing systems (ADPS) and office 
automation systems (OAS) and progams; conversion to 
ADPS/OAS; and supervision thereof. Included are 
strategic • plans (e. g. 5 year ADP/OA Plan ),  
feasibility studies, requirement analyses, cost and 
benefit studies, coordinating documents, approvals, 
disapprovals, charts, diagrams, and similar 
documents. 

Files maintained by Program Policy and Evaluation PERMANENT. CCFF annually, Offer to 
Division (NAA) . Arranged by subJect. Ann. ace,! 1 NARA 1n 5-year blocks when S years old. 
cu. ft. Current vol,! less than 1 cu. ft. 

803-2 Records maintained by other offices. 

a. 5-year plan submission. COFF annually. Destroy when 2 years
old, 

b. Other records relating t o  studies. COFF a t  end o f  study, Destroy when 2 
years old , 

ADP/QA EQUIPMENT ACQUISITION CASE FILES 

Documents related to the initial planning, 
selection, evaluation, procurement, and installat ion 
of ADP/DA equipment, and other necessary equipment. 
Included are feasibility studies, requirement 
analyses, int i tial system designs, specifications 

App, 800 - 2 



and revietts of system, vendor' s proposals and 
evaluations, implementation reviews and performance 
evaluations, benchmark outputs and related papers. 

fi les maintained by NAA for transactions of 
more than $ , 

f i les maintained by NAA for transactions of 
SH\,!)00 or less. 

804-3 Copies of requisit ions and support ing documentat ion 
maintained by other offices. 

805 

Documents relating to test ing ADP equipment, data 
processing methods and procedures, and trial 
appl ication of current or proposed data processing 
systems. Incl uded are test requests, approval or 
d isapprovals, test reports, and test related 
coramumcat ions. 

805-1 Records accumulated by final approving office, 

805-2 Other offices. 

App. 800 - 3 

FILES 203 

COFF annualtly following final payment,
hold 1 year, and retire to FRC. 

ears and 3 months after 
final payment. (GR 

COFF annua lly after final payment.
Destroy 3 years after final payment. 
<SRS , 1 

COFF annualtly. Destroy when 2 years 
old, 

COFF annualtly. Destroy when 3 years 
old, 

COFF annual ly. Destroy when 2 years 
old. 



. .. 

ADP IIIANA60l£WT REPORTING FILES 

Documents containing management data costs, 
equipment, staffing, workload capacities, ADP 
efficiency rates, and documents used to evaluate 
rental, purchases, operation, and maintenance costs. 
Included are reports, briefs, and related 
information. 

806-1 Final report uia intained by NAA. 

806-2 Feeder reports maintained by NAA. 

806-3 Documents maintained by other offices. 

807 ADP SOFTWARE CENTRAL REFERENCE FILES 

Documents accumulated as a result of the acquisi tion 
of ADP software for non-business types of 
applicat i ons which are maintained by NARA as a 
reference source. Included are copies of 
feasibility and applications studies, system 
specifications, procurement proposals, and 
related information. 

808 ADP EQUIPMENT AND OA INVENTORY FILES 

Reports or inventory list ings of NARA' s ADP and 
office automat ion equipment. 

App. 800 - 4 

FILES 203 

COFF annually, hold 5 years, and retire 
t o  FRC. Destroy when 10  years old. 

COFF annually. Destroy when 2 years 
old. 

COFF annually. Destroy when 2 years 
old . 

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

Destroy when superseded, oosolete, or 
no lon9er needed for reference. 



.. . 

809 AUTOMATED INFORNATION SYSTEJII SECURITY FILES 

Documents relating to the identification and 
assessments of risks, provision for contingencies 
and survivability, and certification of sensit ive 
information systems. Included are correspondence, 
reports, memoranda and other related documents. 

810 DATA PROCESSI NG RESISTER AND SCHEDULES FILES 

Documents used to record approved Jobs, including
J ob numbers, requesting office, Job description, 
date received, and date due. Also included are 
documents that indicate available machine and 
personriel time, Job requirements, priorities, and 
time-phasing information on individual approved 
Jobs. Included are registers, schedules, and 
directly related documents. 

8 1 1  ADP TRA I NING FILES 

Documents created in the coordinat ion and 
development of training programs in ADP subJect 
areas. Included are training texts, training 
agreements Mith other Federal agencies, and related 
records, excluding files relat ing to the development 
of films. 

FILES 203 

Destroy when superseded, obselete, or 
Nhen no longer needed for reference. 

COFF after comoletion of related Job. 
Destroy one year after COFF. 

Destroy Nnen superseded, cancelled, or 
when no 1 onger needed for reference. 
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APPENDIX 9 

LEGISLATIVE AND CONGRESSIONAL RELATIONS 

These records relate to deveiooing and presenting NARA' s leg is lat ive program to Cori;iress, screemr,g 
and researching tll l ls of interest to NARA, and oral and wri tten cornmumcat ions w itn  Memoers o!J"' 

cor1gress ano  congressional committees. 

HEM CROSS-OVER 
�����R§ DESCRIPTION OF RECORDS AUTHOR I Z ED DiSPOSIT ION FROM GSA HB 

LEGISLATION 

901 Ar1nuai Le� is l at ion Prooram F i l es 

Docun:ents created in subriu tt mg to trie Office of PERMAi11£.�T. COFF annual ly, hold 4 2 OCl5  ✓ 
,_ ��gl!_l�-��ent ana Bue De� NARA' s :iroposed ie!:) is 1at i  ve years, and retire to FRC. Offer to 

orogram. These fl les are mair1tarned by tile office NARA 1n 5-year b ! ocks w�en 15 years 
responsi b le  for tracmng NARA' s leg1 slat i ve program, o lo .  
F1 les are arranged coronolog 1cal ly .  Armual acc. : 
less thar, 1 cu, ft. 

Leo 1sl atior, Case F1aes 

Case fi les created 1n tile preoarat 1on, processing, 
arid traclu ng of leg isiahon proooseel by  or of  
i nterest to NARA. Incl uded are drafts of o i l l s, 
corresoc,r,der,ce w i th  OP1B and the relevant comm1 ttees, 
test imony, committee reoorts, trar1scr1pts of 
hearings, mater1a1s relatin� to the preoarat ion of 
nearings, and periodic staius re□orts, T�ese f i les 
are ma intained by the office resoonsi bte for 
tracking NARA 1 s leg isla t i ve orogram. 

902-1 Case f i l es re lat1nQ to legls1at 1on oroposed oy NARA. PER�A�ENT, COrF at  t�e end of each 2 OC5 
Fi les are arran!;ed a l pnaoet ica l l y  lly subJect arid Cor,gress, hold 4 years, arid retire t,:, 

Api:i. 9 - 1 
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thereunder numerical iy by 01 1 1  numoer. Annuai 
accl:l!,l,,B less tnan 1 cu. ft . 

902-2 Case f1 i es relating to le�1sl atior1 prooosed by otner 
agencies . 

903 Leo i slat ton Track 1no F i les 

Tracking sheets and reoorts on the content and 
status of prooosed ieg 1s lat 1 on. Document s are 
arrar1ged oy tn 1 1  num:ier ; 1 .  e. , Senate Bi 1 1 ,  I-louse 
Bi l l ,  Draft Bil l .  

Off ice Legis l at ive Fi les 

Fi les accumu l ated by inoi v id1Ja l offices 1f\ drafting 
or commenting on oroposed legis lation. 

FRC. Offer to �ARA w�en 15 years 010  
in Pfyear b l ocks. 

c□=F at the end of each Cor1gress. 20C l 0a 
Destroy wher1 2 years o � d .  

COFF at erid o f  eacn sessior1. Destroy New 
when 1 year 0 10 .  

COFF at  the  end of  each Congress. 9Clh  
Destroy when 2 years o l c .  

CONGRESSIONAL COl'flllUNICATIONS 

Cnronolog 1ca l fi!Jle of testimon ies before 
congressiona l committees relating to oversignt 
act ivit ies, invest i gat i oris, and conf l rmat ion 
hear ings. Incl udeo are test i monies, trariscri!lts, 
and oaoers on tile selection of 1"1 1tnesses to testify 
before conQressional com�ittees. (Exc luoed are 
testimonies relating to soecif ic  legi s lat i on wi1ch 
are f1 led unoer 1 tern 904- 1. I These fi les are 
maintained by the office resoonsi ble for mon itoring 
NARA' s congressional act 1v1t 1es. F i les are arranQed 
by date of testemony. Annual ace.a less t:iari 1 cu. 
ft. 

Aop. 9 - 2 

PERMANENT. COFF at the end of each New 
Cor!gress, noto 4 years, arid ret ire to  
ri<C. Offer to NA�� in u/-year tJ l ocl<s 
wher1 15 years olc .  



906-3 

906 

906-1 

'.306-2 

'.3�7 

908-99'3 

FILES 203 

Cooies of rncornrng aria outgorng cor,gressional 
corresponder,ce of a suostantive nature, I r,q u iries 
are originated by �en1oers of Congress and pertarn to 
substantive po l icy issues ano program functi ons j
i , e,q o l ans, 00Ject ives 1 or resoonsi b i ht ies. These 
fl les are marnta rned oy the off ice w1 th orimary
resoor,sibi l lty for control l rng this tyoe of 
congress ionai corresoonder,ce, Fi les are arranged 
cnrono log 1ca l iy .  Annual acc. : less than l c 01. 

ft. 

Coo1es of r ncmir,g arm:i outgorng congressional 
correspondence of a rout ine nature. Inouiries are 
ori ginated by congressmer, or coristituem:s concermn� 
reouests for refererce services, Qeneral informati on 
aoout NARA exh i b i ts, etc, T�ese fi les are 
mainta ined by the office w ith or1mary responsio1 �ity 
for cor,trol l rng this type of congress101'lal 
rorresoonaence. 

I
Record copy of rncomrng and outgoing corresponder,c1ui 
ar,o related background materia ls  niarntarned by the 
office resoons1 ble for oreoaring and coord inat ing 
the resoonse. 

Conaressi onal Cor,tacts Fi les 

Reports and memoranda oocumentmg conversations w ith 
Members of Congress arid tnei r staffs. 

Aoo. 9 - 3 

PERNANENT. COFF arirrua l ly,  Offer to 9Dl 
�iARA rn f:year iJlocks when 15  years
o ld, 5 • 

COF;= arimal l y. Destroy when 2 y2ars New 
old. 

F i le w1tn reiated fund r nr,al f i le. 

COFF ar1riua l ly. Destroy w1eri 3 years New 
o l o .  



i= JLES 203 

APPENDIX 10 

PUBLIC INFOR�ATION 

These records relate to aeveloprng, coordinat ing, ar:d disseminat ing rnformatior, to the med ia  
and tne public atiout il!ARA orograms and po l icies. Also included are records relatinQ to the 
adm nistrati on of  the Freedom of Iriformahor1 Act (FO!Al arid the Privacy Act. I nstructior,s 
for ma intaining FOIA reauests for ad�nnistrative records are contained in tn1s aooend ui . 
Reauests relat rng t o  accessioned records are maintained accord rng  to instructlor,s cc,ntained 
in Aooend i x  14,  

ITEPi 
NUMBERS DESCRIPTION Or RECORDS 

PUBLIC RELATIONS 

1001 5oeech i= 1 1  es 

Soeeches, addresses, and comments. Remarks made 
at formal ceremonies and during interviews by the 
Arch ivist and Deputy P.rc�ivist, or by persons 
officia l iy designated to reoresent them, concerning
NARA orograms. The soeec1es and addresses may be 
oresented to executives of other Federal agencies, 
reoreser,tah ves of State aric; l ocal governments, or 
private grouos, such as col !e�e and university 
students, business associations, and cultura l news 
med i a  commer,tators. The format selected may be 
pa per, audio or v ideo taoe, or motion 01cture f l lo. 

Record copy m aintained by the Office of the 
Arch ivist!J. 

1 001-2 Other copies. 

Apo. 10-1 

AUTHOR I Z ED D ISPOSITION 

For c 1s□osit 1on instruct ions, see 
item 1�8. 

Destroy wien no longer needed for 
reference. 

CROSS-OVER 
FROM G SA HB 

2 OA lO  

New 



FILC:S 203 

101112 News Releases 

Records created by the releasing offices 
coordinating wi th and oissem1nating information to 
any public communicatiortS media. Included are 
draf.ts, clearance actions, copies of the formal 
r1ew eleases or radio soots, and related records. 

fi 

111102-1 Record cooies of news rel eases or radio spots. 

a. TeMtual records arranged chronologically by date 
of event. Ann. acc. : 1 cu. ft. Current vol, : 4 
cu. ft. 

1002-2 

1002-3 Other records. 

1003 Press Cl 1pomcs 

Press clippings from magazines and newsaaaers 
aerta1ning to the Archives and its holdings. 
Included are copies and orig inals of press clipoings 
and related records. Arranged chronologically. 
Ann. ace.I: less tnan 1 cu. ft. 

ADD, 10-2 

PER/IIANENT. COFF annua ily. Hold S 
years and retire to FRC. Offer to NARA 
in 5-year blocks when 20 years old. 
��,I;,�-

£/i,,f .A11/_,/l/ eh''T;_ n,n, frr 
•S1:1but Si".ffi:--1See GRS 2il-

-ttJ t:''1e .IV.t t,·IIYl l/  /}nl,1 v.,j, 
whae >1  i;- .,Yt'PJ ,,jd_ 
Destroy wnen no longer needed for 
reference purposes. 

COFF annua!ly. Destroy when 3 years
old. 

PER�ANENT. COFF annuallly. Hoid 2 
years and retire to FRC. Offer to NARA 
in 5-year blocks when 20 years old. 

2 0A l a  ( l )  

New 

20Al a ( 2 )  

72C30  



1004 

1004-1 

Biooraohies 

Biographical sketches, photograohs, and related 
documents concerning leaoing NARA personalities and 
non-NARA personalities of significance to NARA. 

Record set mainta1ned by NSI. Arranged by person11s 
raame. Currer,t vol.!: less tnan 1 cu. ft. 

1004-2 Ail other copies. 

INFORl'IATIO� SERVICES 

Informat 10n ProJect Files 

Information service proJect case files main ai 
formal iy desi�nated information offices. 

ni,, 

Anonymous letters, letters o on, 
cort1piaint, criticism and suggestion, and reo 
thereto, excluding those on tne basis of which 
investigations were mace or administrative action 
taken and those incoroorated into individual 
oersonne, records. 

_Ir,formation Reouest Files 

Reouests for information and copies of repiies 
thereto, involving no administrative actions, no 

Aop. 10-3 

FILS 203 

PERMANENT. Place in inactive fi ie when 
suoerseded or oosolete. Offer to NARA 
1n 5-year blocks when 20 years old. 

Destroy ltlhen no longer r,eeded, 

Place in inactive file uoon comolehori 
of proJec • ai i • Destroy 
when 1 year old. <GRS 14 1 i e 

COFF every 3 months. Destroy when 3 
(GRS 14, item 7 l  

3 months o l d  or w�en no 
ion�er needed, wnichev 



FILES 203 

ol 1cy oec1s1ons1 ar,il! ro special compilations or (GRS 14, item 3l 
researc-..md requests for and transmittals of 
pubhcations 1 • aohs, a!'id other informat ional 
literature. 

1008 AckrsOWledoemert F ile 

Ackno11ledgement and trar1sm1ttals of 1nou1r1es and Destroy 3 months after acknowl'el,l!t!llllel'lt 
reouests that have been referred e lsewhere for al'ld referral. IGRS 14, item 4 )  
reply. 

FREEDOM OF INFORMATION ACT <FOIA> 

FOIA Reauests Files 

Files created 1n reoons�o reouests for 1nformat1on 
u the Freedom of Iriformahon Act (FOIAl 
consi ng of the orig inal reauest , a copy of the 
reoly, a 1 1  related supporting files which may 
include off ic 1 file copy of reouested record or 
copy thereof. Fo IA requests for accessioned 
records see item 14221 IA and Mandatory Review 
Request F iles. 

1009-1 Corresoondence and suooorting documen 
the official file copy of the records req 
f1 led herei nl • 

a. Granting access to all tne requested records. stroy 2 years after date of re9ly.
(G 4, item 1 6a { l l l  

b. �esponding to reouests for nonex istent records ; 
to requestors who provide 1nadeauate descr iot1ons; 
and to those who fail to pay agency reoroduction 
fees. 

Aop. 10-4 • 



I l l  Reouest not aopealed. 

(2J Reouest apoealeo. 

ss to al l  or part of the records 

(2) Reouest appealed, 

100S-2 Offic ial f i le copy of requested records, 

1010 

F i les created in respond ing to aoministrat ive 
appeals under the FOIA for release of informat ion 
den ied by the aQency, consist i ng of the aopel lant 1 s 
letter, a copy of the reply thereto, and related 
support ing documents, wh ich may 1nc! uae the off i c ial 
f i l e  copy of records under a�peal or copy t�ereof. 

App. 10-5 

FIL::S 203 

Destroy 2 years after oate of reo1y,
(GRS 14, i tem 16a(2l (al l 

Destroy as author ized under Item 10101 

FOIA A�peals F i les, GRS 14 1 i t em 
16a (2) (bl l 

Destroy 5 years after oate of reoly.
!GRS 14, item 1 6a l3 l  (al l 

Destroy as authorized Item 1034, FOIA 
Aooeai s F il es. (GRS 14, i tem 
16a!3l ( b l l  

D isoose of in accordance with aooroved 
d i soosition instruct i on for the related 
records, or with the related FDIA 
request, wn ichever is later. (GRS 141 

i tem 16bl 



1 010-2 

10 1 1  

1011-1 

101H: 

1 012 

1012- 1 

Corresoondence and suooort1ng documents <Exclucino 
the file cooy of the recorcs under appeal if filed 
herein> . 

file cooy of records under appeal. 

purooses 1n responding 
to requests, 1ncluo1ng reg1s rs and s1m1!lar records 
l1st1ng date, nature, and ouroo of reouest and 
name and address of requestor. 

Registers or l i st ing. 

Other f1 les. 

FOIA_R�pgrts F i les 

Recurring reports and one-time information 
requirements relating to the agency 1mplementat1on 
of the Freedom of Infor•at1on Act tFOIAl , including 
annual reoorts to tne Congress. 

NARA1!s annual report. 

App. 10-6 

FILES 203 

Destrc,y 4 years after final 
determination by a�ency or 3 years 
after final adJudicat 1 on by courts 
whichever is later. (GRS 14 1 item !7al 

Disoose of 1n accordance with aporoved
disoosition 1nstruct1ons for the 
related recorc, or with the related 
FOIA reouests, whichever 1s later. 
(GRS 14, item 17bl 

COFF annually. Destroy 5 years after 
oate of last entry. (GRS 14, item 18al 

Destroy 5 years after final action by 
tie agency or after final ad3ud1cat1on 
by courts, whichever 1s i ater. IGRS 

1te<i1 18bl 

PERMANENT. COFF annually, Of 
�ARA when 15 years old. tGRS 14, 
19al 



Feeder and other reports. 

101 3  

relating to the general NARA implementation 
A, includ1ng notices, memoranda, routine 

correspond , and related records. 

PRIVACY ACT 

1 014  

individuals to gain access to their rds or t o  
ar1y i nformat ion i n  the records pertair, 19 to them, 
as orovided for under 5 U.S.C. 552a (d l  ( 1  
cor,ta in  or1 g rna l reauest, cooy o f  rep 1y th to, and 
all related suoport 1ng documents, wh ich may i lude 
the off1c1al file copy of the records requested 
cooy thereof. 

1014-1 Correspondence and supoorhng documents !EXCLUilINS 
the official f i le copy of the records requested if 
h led herein) .  

a. Granting access t o  all t he requested records. 

b .  Responchng to  reouests for none1nster1t records; 
to requestors who provide inadequate descriptions; 
and to those who fail to pay a gency reproduction 
fees. 

Aop. 10-7 

FILES 203 

Destroy �hen 2 years o l d  or sooner if 
no longer needed for adm 1n 1strative 
use. (GRS 1 4 1 1 tern 19b } 

COFF annually. Destroy wnen 2 years
o ld  or sooner if no l on�er needed for 
administrative use. (6RS 14, item 201 



.. ' 

( 1 )  Requests not appealeo. 

Requests a�oealed. 

c. Denying ac to al l or part of the recorcs 
requested, 

(2) Requests apoealed. 

10 14-2 Official file copy of requested records. 

1 015 Privacy Act Amemirrent Case Files 

F1ies relat1n� to an 1nd1v1dual 1 s request to amend a 
record pertain1n� to the individual as proviced for 
under 5 U. S, C, 552alldl !2l ; to the 1nd1v1cual ' s  
request for a review o f  an agenc:y1t refusal of the 
individual'!s request to amend a record as provided
for under 552a(d )  13 ) ; and to any civ1l action 
brought by the 1nd1v1dual a;a1nst the refusing 
a1ency as provided under 5 U. S. C. 552a ( g l .  

App. 10-8 

FILES 203 

COFF annually. Destroy when 2 years 
old. (Gqs 141 item 25a (2)!(a)I) 

Destroy as authorized under Item 1015, 
Privacy Act Amendment Case Files. (GRS
14, i tem 25a (2) (b l l  

COFF annually. Destroy when 5 years 
old. (GRS 1 4 1 item 25 (3 )  (al!l 

Destroy as authorized under Item 1 015, 
Privacy Act Amendment Case Files, (GRS
141 item 25 (3) (b l  l 

Dispose of 1n accordance with aporoved 
d1soos1tion instructions for the 
related records, or with the related 
Privacy Act reouest, whichever 1s 
later, IGRS 141 i tern 25b l 



Requests to  amend agreed to by agency, Incl udes 
i nd 1 v u :'.t:aP s reouests to amend and/or rev1er1  refusal 
tc, amend copies of agency ' s repnes t hereto, and 
related mater i a l s. 

1015-2 Rell sts to ar.iend refused by agency. Includes 
ind 1 v  ua l '  s requests to amend ar,d to rev1 ei,.J refusal 
to  arne . copies of agency'ss rep!s1es thereto, 
statement f d isagreement, agency Jushfl cahon for 
refusal t o  a nd a recoro, and related materials .  

10 15-3 Appealed requests to  am 
created rn resoorid 1 dn g  to 
Act for refusal by any age 

Incl udes all  f i les 
opeals  under the  Pri vacy 

to a11end a record. 

1016 Pr1vac Act Acrount 1 n  of D isclosure F i l  

Fi les maintained under t h e  prov 1s 1ons c,f 5 U. S.  
552a (cl for an accurate account ing of the date, 
nature, and ouraose of each d i sc losure of a record 
to any person or another agency, including forms for 
showrng the subJect i nd 1 v 1 dual '  s name, requestor' s 
name and address, puroose ar,d date of d i sclosure, 
arid proof of subJect 1nd 1 v1d ual ' s  consent wien 
aooi 1caole, 

1017 Privacy Act Contro l Fi les 

F i les ma inta ined for control purposes m respondrnQ 
to  requests, inclsuding reg 1sters and s1 rn 1 l ar records 

Apo. 10-9 

FILES 203 

D ispose of 1n accordance w i th the 
aooroved d 1 spos1 t 1 on instruct 1 oris for 
the re lated subJect 1nc 1 v 1d ual ' s  record 

or 4 years after agency ' ss aQreement to 
amend, whi chever 1s  later .  IGRS 1 4 ,  
1 teoi 26a) 

D ispose of 1n accordance w i th  the  
aoproved d 1 soos 1 t 1 on 1nstruct 1ons for 
the related sub3ect 1nd1v 1 dua l ' s 
record, 4 years after final 
determrnat 1 0n by agency, or 3 years 
after f ina l  adJud 1 cat i on oy courts, 
wh ichever 1s later, iGRS 1 4 1 i tem 2fibl 

D i spose of 1n accordance w i th the 

aoproved d 1 soos 1 t 1 on 1nstructs1 ons for 
rel ated subJect 1 no 1 v 1 dual ' s  record or 
3 years after f i na l  adJud 1 cat 1on by 
courts, wh ichever 1s  l ater. (GRS 14

1 

1 t em 26cl 

D 1 soose of 1n  accortiance w ith the 
aoproved d 1soos1t 1 on 1 nstruct 1 ons for 
the related subJect 1 nd 1 v 1 dual ' s 
records, or 5 years after the 
d i sc l osure for which the account ab1 l i t y  

wiuchever 1 s  l ater. (GRS 1 4 ,  



1 0 1 7-1  

10 17-2 

1 0 1 8- 1  

10 18-2 

1019 

1020-1099 

l lsti r,g date, nature of re□uest!J1 ar,d nace and 
address of reauestar, 

Other fl l es, 

Dr1vacy Act Reports F i i es 

Recurring reoorts and one-t ime infor · t i on 
'l"equ1re;uer,t rel at mg to agency impleme .�a t ior,1 
1nciua1 ng annual reports to the Congress f the 
Umted States, the Office of Management and udget , 
ar,d t he Report on New Systems, 

NARA' s annual report . 

Other l"eDorts. 

Pri vacy Act General Al!rn 1mstrat i ve F i l es 

Records rel at rng to the gerieral agency 
1 molementat1on of the Privacy Act , 1nc lud 1ng 
not i ces, meri:oral'lda, routine corresoondence1 arid 
related records. 

Aop. 1 0- 1 0  

.:- I LES 203 

COFF annua l ly, Destroy wher, 5 years
o ld. (GRS 1 41 item 28al 

Destroy 5 years after final act ior, by 
the agency or f i na l  adJud1cat 1on by 
courts, wh i chever 1s later, IGPS 1 41 

item 28bl 

PERMANENT. CO�F annual ly. Offer t o  
NARA when 1 5  years o l d .  IGRS 1 4 1 1tern 
"•9al 

Destroy when 2 years
item 2'3bl 

o l d  or sooner i f  no l onger eeded for 
administrative use. I GRS 1 41 tem 30) 



Iifi'i 
!!!:!�§�B§ 

11 01 

1102 

1 1 03-1 Reoorts and related doc•Jmen�ts�suii'roiiiio1ii1rl:l!!e""li;i.i:.___ 
ind1v1duals as required under 

,!
the Ethics 

Government Act of 1978 I P, L. 95-521) 

FILi:S 203 

APPENDIX 1 1  

LESAL 

These records relate to advice, assistance, and reoresentation orovided by the !egal staff 01'1 lega!
niatters affecting NARA'ls mission and program resoor,sibilli ties. 

DESCRIPT ION OF RECORDS 

LESAL SERVICES 

General legal Files 

Correspor1derice, memoranda, ar,d documer,ts maintained 
by NSL relating to general legai serivices not 
otherwise covered rn tnis a:1oend 1 x ,  

Personnel Action Leoal Assistance F i les 

Documents accumulated in rendering legal assistance 
to NARA officials on oersonnel actions, advising
empl oyees seeking redress of grievances or aopealing 
al leged adverse oersormel actions, representing NARA 
in nearings on cor.tested personnel actions, and 
similar matters. Excluded are documents relating to 
legal proceedings in courts of law which are filed 
with item 1105, Litigation Files. 

CRO S S-OVER 
AUTHQqIZED DISPOSIT ION FROM GSA HB 

COFF anr111ally1 nola 3 years, ariii retire 2 1Al  
to FRC. Destroy when 6 years olo. 

COFF annuaily, Destroy wnel'l1 5 years 21A7O 
olc. 

ApP,! 1 1 - 1  



a. Recol"ds rncluc.rng lnformahor, Slieet-Frnanc1a l  
losure Reoort !SF 278A) , for individuals filing 

acco ng to Section 20 16 of the Act, arid riot 
subsequ ly cor1flrmed by the U.!S. Senate. 

b. All other recoros i 
Reoort <SF 278)!. 

1 1 03-2 Al l other statements of employll!ent and financi 1 

interests and related records, including 
confidential statements filed under EKecut1ve Order 
1 1222. 

a. Official record copv. 

b. Copy maintained by the supervisor. It.hen an 
employee tranfers to a new position w1t�1 n  NARA, the 
statement Is l  wi l l  be transferred to the new 
supervisor. l 

1 1 04 f□IA Leoal Advice Files 

Documents accumulated in providing legal advice and 
assistance on impler'!E!ntatrng  the "rreedom of 
Information Act» ffOIAl\ 5 U, S. C. 552. Included are 
reouests for inforrnat 1on, 1nteroretations, copies of 
letters denving access to requestea information, and 
si miiar information, Excluded are documents 
relating to court actions filed to gain access to 

App. 11 - 2 

rn.Es 203 

Destroy 1 year after nominee ceases to 
be under considerat i on for aooointment ; 
EXCEPT that documents needed rn ar1 on­
qoing investigation will be retained 
until no longer needed 1n the 
rnvesti gahon. (GRS 1, i tero 25a ( 1} ) 

Destroy when 6 years ola- EXCEPT tnat 
documents needea 1 n  an ongoing 
investigation will be retained until no 
longer r,eeded in the i nvesti gatlon. 
tGRS 1, item 25a (2) ) 

Destroy en 6 years o l o :  EXCEPT t�at 
documents ea 1n an ongo ing 
rnvesti�ah on li be reta1nea ur,ti l no 
longer needed in he 1nvest 1gat ion. 
(6RS 1 1 item 25b) 

Destroy �hen 6 years 01d EXCE 
documents needed in an ongoing
invest1 �ation wil l be retalned until 
longer needed in tne investigation.
( GRS 1 ,  item 2 5b )  

COFF a,muall y, nold 3 years, and retire 2 1A45 
to  FRC. Destroy when 6 years olo. 



Co"1t.!t' Y,, in/ --,, e ,a!rol.5' 
/:trJ!Yl5 

F I LC:S 203 

�ARA informat1on; tnese are f ! l ed w1th item 1105, 
lihgatior, != i l es. 

1105 

1, -eAYc./, , vi�  t" f 71.Documer,ts relating to htiaatior, bv or against tne! e,u�'/>,......
Governmer,t resulting frot9(.sales, claims, torts, f' t:J t-
contracts, foreclosures, actions against NARA 
official s (oersonal JUd9ememtsl , criminal actions,
titles to real prooerty, and suai lar matters. 
I ncluded are stateaents of claims, documentary 
evidence, copies of comdemnation or foreclosure 
proceed1n�s arid decisions, l ists of witnesses, 
supporting (!ocu1.1ents, correspondence, ar,d related 
records. 

1105-1 S i gnificant l 1tigation cases selected by the 
Director of  Legal Services because the cases 
established legal precedent, received widesoread 
atter,tion f\"001 the news media, Congress, the White 
House, or certain to significant eveftts or prominent
individuals. Ann. acc. : less than 1 cu. ft. 

1105-2 Other case files. 

1 106 Protests to the Comotroller General 

Documents relat i ng to bidder and contractor orotests 
to the Comotroller General on solicitations issued 
or contracts entered into by NARA, I ncluded are GOO 
requests for reoorts on tne orotests, administrative 
reports, and rel ated records. 

1106-1 L1hgahon i,ernhng. 

Apo. 11 - 3 

3 tJ t.lfd r !1 't-/!

.,,,,, 4-tt: e I"� 

PERMA�E�T. COFF annually following 
close of case. Offer to �ARA 1n 5-
years bl ocks wnen 20 years olo .  

COFF annual l y  following close of case. 
Ho,d 5 years and retire to FRC. 
Destroy wnen 10 years old, 

Place in inactive file wnen l itigation 
1s terminated. COFF arinual ly, houl 3 

2 1A55a 

2 1A55b 

2 1A36a 



1 i N06-2 

1 107 

1 1 08-1199 

Prececent ano Leaal Documents 

�odel cooies of contracts, leases, easements, 
letters of intent, contract c lauses, mortgaQes,
deeds; background mater1a! ano c i tati ons noted 1n 
preparation of such oocuments, and similar recoros 
accumu lated for reference purooses. 

FILES 203 

years and retire to FRC. Destroy when 
& years!� J. m/ � "'1?'1c.>r? t'hj ole/, 

COFF annual ly, Hold 3 years and retire 21A36b 
to FRC. Destroy wnen 8 years ola .  

Dest roy wnen no longer neeoed for 21A30 
reference ourooses. 

Aoo. 1 1  - 4 



�iLES 203 

APPENDIX 12 

AUDITS AND INVESTIGATIONS 

These records relate to audits of NARA orograms ano contractors, proQress reports of act ions taken to 
resolve audit findings, and invest1ga'Clons of i,ossiole ur,lawfu! acti vity. 

ITEM 
�M�;8§ DESCRIPTION OF RECORDS 

AUDIT ADIIIINISTRATION 

1201 Audit Administrative Sub 1 ect Files 

Documents relat ing to the routine ooeration and 
administration of the audit furct1on, but not 
routine oro;_iram adminstration f1 les described in aop. 
1. Included are pertinent l aws, copies of contracts 
or otner authorit1ve documents relating to soec1f1c 
auo1t functional areas, organ1zat1ona1 charts and 
functional statements, surveys of procedures and 
controls, statistical tabulations, contractor' s 
financial statements, analyses of cost trends, and 
s1gn1f1cant f1ndinQs of prior audits in each 
functional area. 

1202 Auc1 1 t_Gu 1dance 

Documents created 1n preoaring, clearing, and 
1ssuinQ special instruct1ms arrd guioes for ,.,se by
auditors irr NARA internal and contract audits , 
Included are record cooies of audit guides and 
1nstruct1ons, clearance actions, and related 
records. 

CROSS-OVER 
AUTHORIZED D ISPOSITtON FROM GSA HB 

Destroy wnen suoerseded or oosolete. 22A45 

Dest roy wnen suoerseceo, ca�celeo, or 22Al 
d 1 scor,ti nued. 

Aop. 12 - 1 



1203 Audit  Schedul� 

Schedules of audits ar-id background materials 
accumu lated in the orocess of 1dentify1ng areas for 
aud it. 

1204 Aud1t _Reoort Chronoloo1cal Fi le 

Records accumulated for reference and referral to 
contract audits, internal auoits, clearances, and 
related informat ion. Included are coo ies of final 
contract and internal audit reoorts. 

1 205 Aud1t_Sunnaar1es 

Deriooic audit digest and summaries, reoorts of 
acti ons taken as a result of the summaries, anti 
related records createo in preoaring and circulating 
summarized 1nformahor1 on the status of audit 
activities, selected aud it findings and 
recommenoations, and other aud it matters. 

AUDITS AND INV£STI6ATIONS 

Aud it Case Files 

orog�ams, operati ons ano procedures, arn,r,...._=,� 
conoucted on contractors. Records consist of audit 
reoorts ano suoporting work papers. Files are 
ma intained oy NSA, 

App. 1 2  - e 

FIL�S 203 

COFF annual l y. Destroy when S years 22A15 
old.  

COFF annual ly. Destroy wnen 5 years 22A20 
o l o .  

COFF annually, Destroy when 3 years 22A l 0  
olo. 

COFF annually after comolet 1on of final 
reoort. �old 3 years and ret ire to 

Destroy w�en 8 years o ld. (GRS 
25, item 



• 

1207 

1207-1 

1 207-2 

1 207-3 

Audit Resoiution Case F i les 

Case f i l es used for tradur.g orogress m i nterna l 
audits, audits on contractors, and GRO audits. 
I ncluded are not ices of i ntent t o  audit, coo ies of 
documents furmshed to auditors, copies of ter,tatlve 
f i ndings and recommendations , advance notice of 
maJor f i nd ings , reports of maJor f indi ngs , cooies of 
draft and final reoorts, fol low up orogress reports , 
conrnents , and re l ated documents , 

F i les maintained oy NARA Aud it Resolut rnr, Officia l .  

F i les �.a inta i ned o y  desi gnateo central 001nt of 
contact for a maJor off ice. 

F i les mainta ined by ind i vidual offices for track ing 
purposes. 

irivesti natl ve Case Faes 

develooed ourin� 1nvest l[lat 10r1s c>f lmolffi 
or a l legeo fra aouse and irregu l ar i t ies and 
v iol at i ons of iaws an :-<i.t ations. Cases re l ate to 
agency persor1riel and programs a erations 
adrnn i stered or financed by the agency, � � i uo i ng 
contractors and others having a relat ior,sh i o  w i t  
the agency. Th is includes investigative fi les 
re l at i ng to emo loyee and hot l i ne como l a ints, and 

App. 12 - 3 

r ! Li:S 203 

New 

COFF at tne end of tne f iscal year m 
which fo1 l owup act i or,s on report
recom,r.endati ons are como leteC:. t-/old 3 
years and ret ire t o  F�C. Destroy when 
B years old .  

COFF at the end o f  the fiscal year 1n 
wn 1ch fo U m,uo act ions or 1  reoor! 
recommenciati  ons are cor,101 eted. Destroy 
wnen 3 years old.  

COFF annua l ly. Destr,)y �hen 2 years
o ld. 

https://track.mg


• 

1200-2 

1209 

121 0-1299 

other r.usceiaar,eous comolarnt f1 i.es. F1 ies consist 
; invest 1gat1ve reports anci related documents, such 

sponcence, notes, attachments, an� working 

Fi les containing rn - rroat ion or al legat ions wti 1 ch 
are of an 1nvesti gat 1v iature but oo not re late to 
a soecif1c investi gation. �ey inc lude anonymous or 
vague a 1 legat1ons riot warrant 1 n an investigation ,  
matters referred to constituents . other a�encies 
for hantl lin�, and sup�ort f1 ies prov 1 
information wnich may orove useful in 
conducted by the �ARA Ethics Counsel!, 

Al l other 1nvest1 gative case f1 i es ,  

Inaexes to Case F1ies 

Indexes and reg isters used as referer1ces to 
1nvestigat1ve ana audit case f11es, 

F IL!:S 203 

COFF annua l ly, Destroy when 5 years 
old. !GRS 25, item 3a) 

P!ace 1n inact i ve fi le  when case 1s 
c. ed. Cut o•f inact ive f i le  

Destroy when 10 years o!d. 
em 3i:ll 

Destroy wnen superseoe�.
5) 

Aoo. 12 - 4 
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FILES 203 

�IX 13 

F8lERAL AGENCIES AND RECORDS 

These records relate to NARA programs engaged in oromoting efficient management of agency records 
administration programs; appraising and scheduling for disposition records of Federal agencies ; and 
transferring, storing, and servicing agency records stored in Federal Records Centers (FRC' s l .  

CROS S-OVER ITEl'l 
FROM GSA RBNUMBERS AUTHORIZED DISPOSIT ION 

A6ENCY RECORDS flNISEMENT 

1 30 1  Records Administration Program SubJect Files New item 

i!'ro�rrespondence and related records 
documenting policies, procedures, and standards 
4t'l!!l9"9ffl!t adequacy of documentation, agency program 
evaluations, audiovisual records, electronic 
records, files maintenance, records disposition, and 
vital records, Arranged by subJect, 

1301-1 Records maintained by the Agency Services Division PERMANENT. COFF annually. Offer to  
and Records Appraisal and Disposition Division. NARA in 5-year blocks when 10 years
Ann. acc.!: 2 cu. ft. Currer1t vol.!: 1 cu. ft. old. 

-eeFF a11111.1ally·,t,oi"a'"t-yrn'S,o?Tch-eht-e- w,th ,tva.W11_ 

1301-3 Records maintained by other offices. Destroy when no longer needed for 
current operations, 

App. 13 - 1 



,I. 

1302 Agency Eva luation Files 

Correspondence, re0orts, agency action plans, and 
other records relating to NARA evaluat!ions, or 
inspections, of Federal records manageuent programs. 

1302-1 Final draft reports, agency comments, final reports, 
agency action plans, and final correspondence on 
implementation of NARA recommendations. Maintained 
by the office of Records Administration. Arranged
alphabetically by name of agency. Current vol, 9 3 
cu!. ft!. A nnual accum.s: 3 inches 

1302-2 Other records maintained by  the Office of Records 
Admrnistrat ion. 

1302-3 Records maintained by the Office of Federal Records 
Centers. 

1302-4 Records maintained by records centers. 

1303 Agency Records Center Case Files 

Correspondence, memoranda, reports, and other 
records pertaining to records centers operated by or 
for a Federal agency. 

1304 Aoe!'.)CY Correspondencest1la 

Correspondence, memoranda, and other records sent to 
and received from Federal agencies including 
deficiency letters (Deficiencies in Records Transfer 
Paperwork, NA Forrn 130S71 and Deficiencies in Record 
Shipments, NA Form 13028) and other routine 

App. 13 - 2 

FILES 203 

7 6A! l 6  a.-
fiscal year 1n which case file is 
closed. Offer to NARA in S-year blocks 
when 10 years old. 

PERMANENT. COFF at the end of the 

Destroy when related records are 7 6 A !l 6fr 
offered to NARA or when no longer
needed, whichever is sooner, 

Destroy when S years old. New item 

Destroy when 3 years old. New item 

New item 

COFF when the record center is no 
longer in operation and place in 
inactive file. Destroy when 3 years 
old. 

New item 

COFF annually. Place documents of 
continuing value i n  the next year' s  
file, Destroy when 3 years o ld, 



1305 

1305-1 

1305-2 

1307 

F ILES 203 

correspondence relating to Federal Records Center 
programs. 

Records Management Workshoo, Conference, and 
Trai ning Course Files 

Correspondence, memoranda, notices, applications, COFF annually. Destroy when 3 years 76A35 
attendance records, and administrative forms old. 
pertaining to records management workshops, 
conferences, and training courses. <See item 424 
for billing documents. ) 

Training materials, including course outlines, Destroy when superseded or obsolete. 7 6A40 
handouts, vugraphs, and reference files. 

Case Files on Archival Records in Aoency Custody 

Records maintained by the A�ency Servi

�-±t!em... 

yvi-tluir' l W"?J 
icc�"1h-¥ii.i.Ql:11.,. __ Offer to custodial unit when first 

t o  monitor the status of archival record series not 
yet accessioned by the Office of the National 
Archives. Arranged alphabetically by name of agency
and thereunuer by record series. Annual acc.s: 2 
cu. ft, Current vol, !1 2 cu. ft, 

APPRAISAL AND DISPOSITil:ft 

Registers maintained by the Aopraisal and 
Disposition Division to record and identify requests 
for internal and external disposition authorities 
and offers of unscheduled records. Each entry 
includes the name of the agency, the Job number, 
number of items, date received, date signed by the 
Archivist , and date closed. Arranged by record 
grouo number. Ann. acc.s 3 in. Current vol, !I 2 
cu. ft . 

App. 13 - 3 

the
�
re�co�r�d�s�eries! 1s!

�==�;��! �! :::accessioned by the �he� 
National Archives. 

PERMANENT. COFF annually. Offer to 
NARA in 1 0-year blocks wher, 10 years
old. 



a f '/ 
,-,.1.,, f.e. r  t:'-v Flf!{, 
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..t,en ootu,ne M&l"l"fll'lh al'ltttcr oft imr 
effe1 to NARf:l aftet hie"'t'!t-vet"T� 

FILES 203 

1308 Appraisal Job Control Tracking System Files New i t em 

Flexible magnetic d isks containing information used 
in tracking tne status of records disoosition reauests 
<SF 1 15) and offers of records to NARA <SF 258) from 
date of registration to date of completion of the Job, 
Files include date of registration, Job number, number 
of items, appraiser' s name, date of last action, action 
code, NARA units sent for action, and controlling Branch 
(Civilian or Military) . Files are updated monthly and 
data on closed Jobs are transferred to an annual history 
file. 

1308-1 Forms used to furnish input data. 

1308-2 Annual history file. 

1309 Records.Disposit ion Case F i les 

Rf!lluests for Records Disposition Authority (SF 1 15 )  
appraisal reports, endorsement sheets, public 
CO!llllents, and other records relating to internal and 
external dispositions. 

1309-1 External disposition records maintained in Records 
Arranged 

COFF monthly. Destroy after 
verification of input data. 

COFF annually. Destroy when 2 years 
old or sooner if no longer needed 
for reference. 

PERMANENT. COFF when 2 years old.!"' 7$1 5 
Appraisal and Disposition Division <NIR > .  
by record group number. Ann, acc.p 4 cu, ft, 
Current vol,! 14 cu, ft. 

· 
Fte v '1'71''- "" 1, ">7-7/�, , /ltJ 

i-vFe� ,oye •r> ole{ ,.,., :z.. )N! J Y  /:l{u,, ,r.s, 

1 309-2 Internal disoosition records maintained in NIR. PERMANENT. COFF every 5 years. Offer 7.,6Al 5 
Arranged by record group number. Ann. acc.!: less to NARA in  5-year blocks when 5 years
than 1 cu. ft. old. 

App. 13 - 4 



.... 

1309-3 Other copies, including those in custodial units and 
FRC' s. 

1310 Re 1ected or Canceled Offers of Records 

1310-1 Requests to Transfer Records to the National 
Archives <SF 258) , appraisal reports, endorsement 
sheets, and related correspondence accumulated by
the Records Aopraisal and Disoos1tion Division in 
the process of reJect1ng offers of Federal records 
to the Office of the National Archives or canceled 
offers of records, Arranged by year and thereunder 
by record group number. Ann. acc. : 2 in. Currer,t 
vol .: 2 cu, ft ,  

1310-2 Files maintained by the Federal Records Centers. 

1 3 1 1  Federal Register Disposition Documentation Case 
Fi!� 

Correspondence, memoranda, copies of notice, copies
of SF 1 151 and other records accumulated in 
publishing notices of records dispositions in tne 
Federal Register. 

Aopraisal and D1sposit 1on Division Time Reports 

Reports contammg tune scent on divis10n a 
that include type of act 1v1ty, hours worked on 
activity and name of individuals. 

App. 13 - 5 

FILES 203 

Destroy when no longer needed for 
reference. 

PERMANENT. COFF annually. Offer to 
NARA in 10-year blocks when 10 years
old. 

COFF annually. Destroy when 5 years 
old. 

COFF after commenting period stated in 
the Federal Register. Destroy when 1 
year old. 

COFF annually. Destroy when 2 years 
old or er needed, whichever 
1s sooner. 

N ew i t em 

New i t em 

New item 



FILES 203 

ADMINISTRATION (f m>ERAL RECORDS CENTERS 

13 13  7 5Al  

Correspondence, memoranda, reports, and other 
related records maintained by the Office of Federal 
Records Centers relating to the policies, 
procedures, and �eneral administrat i on of t he 
Federal Records Centers program. Arrangell
alphabet ically by subJect. 

13 14  

Corresoondence, memoranda copies of agreements, and 
related records pertaining to reimbursable and non­
reimbursable agreements between NARA and Federal 
agencies. Included are agreements for early 
ret irement of records and/or special reference 
services, agreements relat i ng t o  m1l1tary and 
civil ian personnel, and health records and similar 
agreements. 

13 14-1 Documents relat ing to nat i onal agreements. 

13 14-2 Documents relat ing to FRC negotiated agreements. 

1315 FRC Ree9rts and Correspondence 

MaJor act i v it ies and accomplishment reports, monthly 
narrat ive reports, unscheduled records proJect 
reports, performance analysis reports, stat ist ical 
summaries, space and equipment reports, s1m1lar 
reports and related correspondence. (See items 
1316, 1 3 17, and 1326 for automated output reports.j 

App. 13 - 6 

COFF annually. Place documents of 
cont inuing value in the next year' s 
f ile. Destroy Nhen 10 years o ld. 

COFF after agreement is  terminated, 
Destroy when 3 years old. 

COFF after agreement is  terminated. 
Destroy Nhen 3 years old. 

New item 



..... 

1315-1 Reports ma1nta1ned by the Office of Federal Records 
Centers. 

13 15-2 Reports maintained by records centers. 

13 15-3 Reports perta1n1ng to precious metals. 

13 16 TASK System 

Automated data base and related records created for 
adm1n1strat1ve purposes to show 1nd1v1dual, unit, 
and center product1v1ty measurements, The TASK 
system also serves as a feeder system to the 
Automated Stat 1st1cal Summary. (See item 1317 ,9 

1316-1 I nout forms. 

a. Short-term: Organization Master Entries, Master 
Transaction Entries, Batch Cards, and Employee 
Master Transaction Entry.
b. Long-term:  Product1v1ty Record and Batch Card 
and TASK Daily Work Log, 

13 16-2 Output reports. 

a. Employee performance measurements 1nclud1ng 
General Performance Appraisal System (GPASl reports 
supporting employee performance aopra1sal files ; and 
ind1v1dual monthly and yearly reports. (See also 
item 3 __ , l  

b. lnd 1v1dual Weekly Summary Report. 

App. 13 - 7 

FILES 203 

Destroy when 7 years old, or when r10 
longer needed whichever 1s sooner. 

Destroy when 3 years old, or when no 
longer needed, whichever 1s sooner. 

COFF ar,r,ually. Destroy when 3 years
old. 

Destroy after 1nformat1on has been 
keyed onto disk file and ver1f1cat1on 
1s comolete. 
Destory when 6 mor,ths o l d  or wher, no 
longer needed for adm1n1strat1ve 
purposes whichever 1s shorter. 

Destroy 3 years after the date of 
appraisal or when no longer needed, 

Destroy when lnd1v1dual Monthly Summary 
Report has been ver1f1ed. 

7 5Al  

75B l 

New item 

New item 



c. Feeder reports used to prepare summary reports 
includ ing M1crof1 lm Job Summary, WeeKly Summary, 
Monthly Summary, and Center Stat 1st1cal Summary. 

d. Weekly Product 1v1ty Reconc1 l 1at1on Val idat ion 
Ed it Report. 

1316-3 Automated f1 les. 

a. Program and documentation fi les conta1n1ng 
machine  1 nstruct1ons designed to add or retrieve 
informat ion to or from specific data systems and 
related written documentation fi les. 

( 1 )  F i les ma1nta1ned at records centers. 

(2) F i l es ma1nta1ned by NCC. 

e 1n ut-output fi les cons1st1ng of 
data that 1s mani pulated, sor , 
computer run to a subsequent run and 1s used 1n the 
process of updating a master fi le. 

c. TASK system master fi le. 

( 1 )  F 1 les maintained at records centers. 

(2) F i l es maintained at NCC. 

App. 13 - 8 

FILES 203 

Destroy when no longer needed to 
preoare the summary reoort, or 3 months 
after close of fiscal year. 

Destroy after corrections have been 
made to the transaction f i le. 

Overwrite when mod1f1ed or destroy when 
system 1s no longer 1s use. 

Destroy when mod1f1ed or 5 years after 
program 1s no longer 1n use. 

Destroy after ver1 ficat ior1 of master 
fl le. (See GRS 20, Part I I ,  item 1 1 . ) 

Destory when system 1s mod1f1ed or no 
longer in use. 

Destroy 2 years after close of fiscal 
year. 



1317 

1317-1 

1317-2 

1317-3 

Automated Stat1st1cal Summary System 

Automated management 1nformat1on system which 
provides stat1st1cs on a month ly basis on maJ or 
functional areas, staff time expended, and workload, 
Information 1s used for budgeting and planning 
purposes. 

Input keyed by the 1nd1v1dual records centers. 

Stat1st1cal Summary Report 

a. Record copy ma1nta1ned in Office of Federal 
Records Centers. Arranged chronological ly, Ann. 
acc.!: 1 1n. Current vol,!: 1 cu. ft. 

b. Copies 1n records centers. 

Automated files 

a. Program and documentation files cons1st1ng of 
machine 1nstruct1ons designed to add or retrieve 
information to or from specific data systems and 
attendant written documentation files. 

( 1 )  Fi�es maintained at records centers. 

(21 Files ma1nta1ned by NCC. 

App. 13 - 9 

FILES 203 

New item 

Destroy after 1nformat1on has been 
keyed onto disk file arid ver1f1cat1on 
1s complete. 

Corr a n !nrJ/l l/){
,_ 

PERIIIANENT,/\ Offer to NARA when ")'! 
o 

years
old/ "1 ,, ,Ye drg;' h/()e,!/t_$ 

Destroy when no longer needed for 
adm1n1strat1ve purposes, 

Overwrite when modified or destroy when 
system 1s no longer 1n use. 

Destroy when mod1f1ed or S years after 
orogram 1s no l onger 1n use. 



d1ate input-output files conta1n1ng data 
1s mampula I from one 

computer run to a subsequent run and 
process of updating a master file. 

c, Master files 

U l  Files maintained at records centers: 
Employee Master File. 

(2 )  Files ma1nta1ned at NCC. 

1318 FRC Inspection Files 

Correspondence, memoranda, reports and other records 
relating to Office of Federal Records 
Centers1 inspection of Federal Records Centers. 

1318-1 Records maintained by the Office of Federal Records 
Centers. 

1318-2 Records ma1nta1ned by records centers. 

1319 FRC Quality Control Files 

Memoranda, reports, statistical summaries, charts, 
1110rking papers, and other records documenting 
quality control in Federal Records Centers. (See
item 3 __ for individual performance documentation 
hles.J 

Aop. 13 - 10 

FILES 203 

Destroy after ver1f1cat1on of master 
hle, (See GRS 201 Part II, item 1 1 ,!l 

Destroy when system 1s mod1f1ed or 
no longer 1n use. 

Destroy 13 months after close of fiscal 
year 1n which they were created. 

COFF annually. Destroy when 10 years
old. 

COFF annually. Destroy when 5 years 
old. 

COFF annually. Destroy when 3 years 
old. 

New item 

New i tem 



FILES 203 

ACCESSIONINS IN FEDERAL RECORDS CENTERS 

1320 Records Transmittal and Receipt File (SF 1351. 

1320-1 Standard Forms !SF) 1 35, 135A, and related records 
for holdings transferred to the National Archives 
for permanent retention. 

1320-2 Standard Forms ! SFl 135, 135A, and related records 
for holdings that are not permanent. 

a. Those SF 135'!s and related records received 
after the implementation of the NARS-5 system. 

b. Those SF 135 1 s and related records received 
prior to the implementation of the NARS-5 system. 

1321 Accession Register 

Documents prepared by Federal Records Centers to log 
incoming shipments of records retired by Federal 
agencies containing the folloMing entries: 
accession number, agency, agency address, date 
accession number assigned, date records received 
(pending ) ,  date records shelved and Records 
Transmittal and Receipt (SF 1351 signed and returned 
(completed) ,  anticipated volume, actual volume 
received, and records center location. 

App. 13 - 1 1  

7 5B55 

Transfer original to  the Office o f  the 
National Archives with related 
holdings. Place copy in inactive file 
after records are transferred. COFF 
inactive file annually. Destroy when 
10 years old. 

Place in inactive file after records 
have been destroyed, COFF annually. 
Destroy when 10 years old. 

Place in inactive file after records 
have been destroyed. COFF annually, 
Destroy when 10 years old, unless 
required for continuing reference 
purposes. 

COFF annually. Destroy when 5 years 7 5B50 
old provided necessary information has 
been converted to NARS-5 system. 



a �  te y t:h e... /) e  5t  r r1  )' I ye � r 
e.xec.,'et, 'u ,,  I!, t e r-,,,1n 1etee/, 

1322 

Documents perta1n1ng to the authorizat ion and 
1mplementat 1 on of exceptions to normal access1on1ng 
and d 1spos1t 1on practices 1n the FRC' s. 

1322-1 Office of Federal Records Centers Case Files 

a. Freeze files (arranged alphabetically by freeze 
code) . 

b .  Contingent Appraisal Pending ICAPl files and 
Contingent Reappraisal Pending ICCRPl files. 

c. Other contingent exceptions. 

d. Unscheduled exceptions. 

FILES 203 

New i t em 

Destroy 10 years after freeze has been 
lifted, 

Destroy 2 years after the exceot 1on 1s 
1 1  fted. 

Destroy 10 years after exceot 1on has 
been lifted. 

Destroy 1 year after the exception 1s 
terminated. e .  /}// tJtn e ..,  e-x,ytlt/717, 

1322-2 Federal Records Centers action files. 

a. Freeze files (arranged alphabetically by freeze 
code)!. 

Destroy 2 years after exception 1s  
terminated. 

b. All other exceot 1ons. Destroy 1 year after exception 1s 
terminated. 

1323 FRC Unscheduled Records Tracking Svstem Files New i t em 

Files created to track progress on appra1s1ng and 
scheduling unscheduled records in the Federal 
Records Centers. 

Destroy when 1nformat!1on 1s no longer
needed. 

App. 13 - 12 
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1324 FRC Unscheduled and Permanent Records Report 

Report mon1tor1ng the status of unscheduled and 
permanent records 1n the Federal Records Centers. 

1325 Pending Schedules Implementation Files 

Correspondence, memoranda, printouts, and other 
records perta1n1ng to pending 1mplementat 1on of 
agency records schedules. 

1326 NARS-5 System 

Automated accession control system used for 
adm1n1strat 1ve tracking and control of accessions 
into, movement w1th 1n, and disposal or transfer of 
records from a Federal Records Center. The system 
also provides statistical information and "space
available" 1nformat 1on through the "Space
Information System" <SIS> subsystem <See item 1326, 
2 (d )  ) .  

1326-1 Reports and forms documenting input actions t o  
NARS-5 such a s  the FRC Holdings Control Input (NA
Form 13 1 16 )�  the Mass Data Change Worksheet <NA Form 
13 1 17 ) !; the Disposal Accomplished Report (Report 
88> ; and, the D1soosal Change Report <ReDOrt 89)n, 

1326-2 NARS-5 output reports. 

a. Feeder reports used to prepare su11111ary reports 
1nclud1ng One T1me/Spec1al Inquiry Reports :  Reports
04, 05, 08, 09, 10, 15, 16, 17, 18, 35, 36, 44, and 
45. 

A9p. 13 - 13 

COFF annually. Destroy when 2 years 
old. 

Destroy 1 year after 1molementat 1 on of 
the schedule or when no longer needed 
for reference, whichever 1s later. 

COFF annually. Destroy when 1 year o ld  
or  when no longer needed for 
adm1n1strat!1ve purposes, whichever 1s 
sooner. 

Destroy when no longer needed to  
prepare the summary report, or 3 months 
after close of fiscal year. 

New item 

New item 

New item 



b. Edit reports of input errors 1nclud1ng
Transaction Val1d1ty Error Report (Report 19); 
Transaction Logical Error Report (Report 20>; and 
SIS Error Cycles 2 and 3 reports. 

c. mlRS-5 per1od1c reports. 

1 1 )  Monthly reports: Accession Number Master 
List (Report 01) ; Record Group Profile (Summary)
L1st1ng (Report 02) ; Federal Record Center Profile 
(Summary) Listing (Report 03). 

12) Semiannual and annual (FVI reports: Record 
Group Profl le (Summary) Listing (Report 02)e; Federal 
Record Center Profile !Summary) L1st1ng (Report 03)� 
Stack Sequence Report (Report 06)e; Location Report 
(Report 07)e; Annual Report of Holdings and Disposals 
by Record Group (Report 24)e; Retention Report 
(Report 37)e; Auditors Report (report 43)e, 

13) NARS-5 history reports: Withdrawal Report
(Report 1 1 ) ;  Withdrawal Report 2 (Report 21) , 

14) NARS-5 ed 1t fl les: IVF Update Report 
(Report 28) and Disposal Authority Master List. 

15) Disposal pull 11st: Copy of Disposal 
Approved Report (Report 22) annotated with signed
cert1f1cat1on 1ndicat1ng that disposal records were 
removed from the shelves and, where required, that 
the destruction of the records was w1tnessedj
Disposal Concurrence Report (Report 23)i 

Id) Space Information System (SIS)e: Reserve Master 
L1st1ngs, Avai lable Space by Location Report, and 
Ava1 lab le Space by Volume Report. 

Aop. 13 - 14 

FILES 203 

Destroy after corrections have been 
made to the transaction file, 

Destroy when superseded. 

COFF annually and destroy when 1 year
old or when no longer needed for 
administrative purposes, whichever is 
longer. 

Destroy when no longer needed for 
reference purposes. 

Destroy when superseded. 

COFF at the end of fiscal year in which 
the d isposal is accompl ished, Destroy 
when 10 years old, 

Destroy when superseded, 



FI LES 203 

1326-3 Automated hles 

a. Program and documentat ion files cons1st 1ng of 
mach ine 1 nstruct 1ons desi gned to add or retrieve 
1nformat 1on t o  or from spec1f1c data systems and 
related written documentat ion files. 

( l l  Files ma1nta1ned at records centers. Overwrite  when mod 1f1ed or destroy when 
no longer 1n use. 

(2 )  Files maintained by the St. Louis Data Destroy when mod 1f1ed or 5 years after 
Systems Center (NCC)s program 1s no longer 1n use. 

1ate input-output f iles cons1st1ng of Destroy after ver1f1cat 1on of master 
data that 1s  man1pu a , ed from one hle,  !See GRS 20, Part I I ,  item 11. l 
computer run to a subsequent run and 1s used 1n 
process of updat i ng a master file. 

c. Master Files ma1nta1ned at NCC: Report 21 and Destroy when 25 years old ,  
Withdrawal Report 2. 

REFERENCE IN FEDERAL RECORDS CENTERS 

1327 Opt ional Form 11 Files New item 

Opt i onal Form 11 1 Reference Request - Federal 
Records Centers, used to document the loan or 
permanent withdrawal of records from a Federal 
Records Center. 

1327-1 Opt i onal Forms 11 (chargeout copy) used to document Destroy when f 1le ( sl are returned. 
the loan of records. 

1327-2 Opt i onal Forms 11 (chargeout copy) use to document Place 1n file with correspond ing SF 135 
the permanent w ithdrawal of ent ire boxes. after NARS-5 has been updated and the 

App. 13 - 15 
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1328 Reference Service Correspondence File 

Documents created 1 n  f1ll1ng requests for 
1nformat 1on and reproductions of Federal Records 
Center holdings or authent1 cat1on of reproductions. 
Included are correspondence requesting reproduction 
or authent1 cat1 on service, price quotat ions, 
reproduct ion or authentication service orders, and 
related records. (Documentation for reproduction or 
authent1cat 1on 1nvolv1ng a Privacy Act system of 
records should be retained in accordance with 
applicable agency procedures. ) 

1329 Research Application and Authorization Files 

Documents accumulated 1n authorizing private 
c1 hzens and Federal employees access to records in 
the custody of the center. Included are 
appl1cat 1ons, let ters author1 z1ng or denying access, 
documents deraonstrat1ng the security clearance of 
personnel involved 1n the Declassification program, 
and related correspondence. (Documentat ion for 
access to a Privacy Act system of records should be 

FILES 203 

SF 135 annotated. D1 spose of 1 n 
accordance 10 th tne  d1spos1h <W1 
1nstruct 1ons for the related SF 135. 
<See 1 tern 1320, > 

Retain for 90 days or until no longer 7 S B S  
needed, N11 1chever is sooner. 

A--, t) t h e v  -r e  u1!nl.S, 

COFF annually, bringing forward 7 S B 10 
docu111ents still in effect. Destroy
remaining file when 3 years old. 

retained in accordance with applicable agency 
procedures, l a,. .  tf! .> ea. yc.h I!! y- .A/,t7/{(..l,tuJr1 e 

C a  yd  1. 
'J c, y e ,  v> die/,

1330 Register of Vis1tQr! 

,,,J 11safe-ry /;-<1 FRt... wlJe,,
Forms, logs, and related records recording date of COFF annually,. aft:! l!e:stioey wAEMI! • y11o1ios ..7 SB20 
v1s1t and name of v1s1tor. � I ye1 ,,  did. PeJ tre1Y te-'/?ll"J 

)- 7 )/ e J V j cJ/c/, 

App. 13 - 16 

https://Je.:,ea.Yc
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DISPOSITIOO AT FEDERAL RECORDS CENTERS 

1331 Permanent Records Transfer Files 

Record Center documentation including 
correspondence, merooranda1 NARS-5 printouts, and 
other records used in facilitating the t ransfer of 
permanent records from Federal Records Centers t o  
t he Office of t h e  National Archives. 

1332 Notices of Intent to Destroy Records Files 

Returned Notices of I ntent to Destroy Records (NA
Form 13001 1  and related correspondence requesting 
that an accession or part of an accession not be 
destroyed. 

1332-1 Documents relating to requests which were approved
by the FRC, 

1332-2 Documents relating to requests which were not 
approved by the FRC. 

1333 Cont 1naent Disposal Notices Files 

Returned Not ices of Contingent Disposal (NA Form 
130001!1 and related correspondence, 

App. 13 - 17 

Place 1n inactive fl le after permanent 7 5B80 
records have been transferred to the 
Office of the  National Arc:nives. COFF 
inactive file annually. Destroy when 
10 years old. 

Place in file with corresponding SF 135 75B55 
after NARS-5 has been updated and the 
SF 135 annotated, Dispose of in 
accordance with disposition
instructions for the related SF 135. 
(See item 1320. l 

Place in hie with corresponding SF 135 7 5B55 
after the records have been destroyed 
or returned to the agency, NARS-5 
updated, and t he SF 135 annotated. 
Dispose of in accordance with 
disposition instructions for the 
related SF 135. (See item 1320.j 



1333-1 Notices 1l'11hc,ating that a complete accession can be 
destroyed, 

1333-2 Notices indicatinQ that an accession or part of an 
accession cannot be destroyed, 

1334 

Correspondence received from agencies, which was not 
part of the regular quarterly d isposal cycle, 
authorizing the disposal of records, 

PROJECTS IN FEDERAL RECORDS CENTERS 

1335 

Correspondence, memoranda, and other records 
relating to proJects undertaken oy the Office of 
Federal Records Centers and individual records 
centers. (See item 1336 for Micrograohic proJect 
flles.j 

Aop. 13 - 18 

FILES 203 

Place m h ie with corresponding SF 135 7 5B55 
after NARS-5 has been uodateci and the 
SF 135 annotateo. Dispose of in 
accordance with  the d i  soosi hon 
instructions for the related SF 135, 
(See item 1320,9 

Place m f i le  1nth corresoond1ng SF 135 75B55 
after NARS-5 has been undated and the 
SF 135 annotated. Dispose of in 
accordance with the d isoosition 
i nstruchons for the related SF 135. 
(See item 1320.9 

Place in f i le  with corresponding SF 135 7 5B60 
after all  necessary action has been 
taken. Disoose of in accordance with 
the d iscosihon instructions for the 
related SF 135, (see item 1315) 

COFF fol lowing complet ion of tne 7 5B l l 5  
oroJect. Destroy when 2 years old. 



1336 

1336-1 Agency Job files. Documentation for small, short­
term Jobs including Microfilm ProJect Reports !NA 
Form 1309ill agreements and/or copies of ourchasing 
documents filed by agency or agency subdivision, 

1336-2 Official proJect files including pre-proJect 
negotiation files and working proJect files, formal 
agreements and/or copies of purchasing documents, 

1337 M1crograoh1cs Program Files 

1337-1 M1crograph1cs equipment inventories, equipment 
production rate records, histories of repairs, and 
related records. 

1337-2 Fiscal year work program files. 

1337-3 Micrographics reference files. 

Aop. 13 - 19 

FILES 203 

COFF after proJect 1s completed. 
Destroy when 3 years old, 

COFF after proJect 1s completed. 
Destroy when 3 years old . 

Destroy 1 year after disposal of 
eou1pment. 

COFF annually. Destroy wnen 3 years 
old. 

Destroy when superseded or obsolete. 

New item 

New item 
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ARCHIVES, PRESIDENTHI. RECORDS, MD IKNITED MATERUl.S 

These records relate to the acquisition, accession, arrangement , description, preservation, 
declassification, and reference of archival records and historcial materials donated to the Office 
of National Archives and the Office of Presidential Libraries. 

ITEM 
NI.JfllBER DESCRIPTION OF RECORDS 

AROfIVll. REPORTING FILES 

1401  Statistical Program Report Files 

Statistical sullllllaries of archival programs. 
Included are Statistical Swmnary - Arch ival Programs
(NA Form 14037) , and related documents. 

1401-1 Individual and unit summary Time and Production 
Reports created and maintained in the custodial 
units. 

;JJ �te./"j 
1401-2 Feeder reports received monthlyAthe '/

Administrative Staff I NN-Bl amJ.the ·ciffi'ce of 
Presidential Libraries (NL) , Incl uded are copies 
of GSA forms 3154 and 3406 and special lists, 

1401-3 Consolidated FY Report maintained by NN-B. Arranged
by year. Ann. Acc,i: less than 1 cu. ft. Current 
Vol, !  less than 1 cu. ft. 

App. 14 - 1 

CROSS-OVER 

AUTHORIZED DISPOSITION FROM GSA MANUAL 

New item 

COFF annually. Destroy when 1 year
old, 

f,o � 
COFF annually. Destroy when 10  years 
old. 

PERMANENT. COFF annually, Offer to 
NARA in 10-year blocks Nhen 10  years 
old. 
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1401-4 Statistical data base maintained by NNPA. COFF annually. Destroy when 3 years
old. 

1402 Narrat ive Program Report Files 

1402-1 Quarterly narrative reports su.arizing proJect 
work, reference service, training and professional
activities, administrative and per50ftnel matters, 
and other activities. 

"- "'1 " v  4111d1l-5 a�el t:'✓v/J✓11 

i( �rtj /7 t:f'l y 9a,' V / 
a. lbptl!'ntMMilfflell-tfl-NN or NL. Ann. Ace,! 2 PERMANENT. COFF annually. Offer to 
cu. ft. (NNl ; less than l cu, ft, (NLl!. Current NARA in 10-year blocks when 10 years 
vol.!: 4 cu. ft. I NN ) .  old, 

b, Copies maintained by custodial units and COFF annually. Destroy Nhen 3 years 
Presidential lilraries. old, 

1402-2 Periodic analytical surveys or studies maintained in PERMANENT, COFF as of 9/31/80. Offer 
NN or NL on reference services and reference use, to NARA in 1991. Thereafter COFF every 
including reports on reference inquiries and 10 years. Offer to NARA in 10 year­
responses, reproduction orders, and other use of blocks when 10  years old, 
holdings, Arranged chronologically, Ann. Acc. : 
less than l cu. ft, <NNl Current vol.!: 5 cu. ft. 
INN; 19401 s to present ) ,  

1402-3 ProJect analyses, progress reports, and related COFF annually. Destroy when 3 years 
records and forms. These files may include the old. 
Archival ProJect Control Sheet (NA Form 140491 and 
the Archival ProJect Summary (NA Form 14038)!. 

-Nl\'1"8:ffl'lt wiepOl"i& &llllllla.J'�Ulg daela!Ki•ftr:ltiMI > 

..eet.soitNl@s, 
WF ann1111Hy, Deaflpey Nl\e11 '1;,NPL 
«'It;-

App. 14 - 2 

New item 

IIYirhJy,1.1,y>J 
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1403 Work Plan Files 

Annual MOrk plans and related documents concerning 
reference service, arch ival proJects, preservation, 
and declassification. 

1403-1 Annual NOrk plan instructions (call) formulated by""· 

a. Copies maintained in NN. Arranged by fiscal 
year. Ann. acc.u less than 1 inch. Current vol. 1 
1 CU, ft, 

b. Copies in custodiJ units, 

� T' f.c- 11/in...S 
1403-2 ;.,te9-submi tted to NN. 

1403-3 Copies maintained by custodial units, 

�RAISAl. SWD E:ESSIONIN3 FILES 

1404 Record Broup Registrat!ion Files 

Case files relating to the establishment and 
allocation of record groups, 

1404-1 Record set maintained by NN. Arranged by record 
group number. Ann. Acc. : 1 cu. ft, Current vol.1 
3 cu. ft. 

App, 14 - 3 

PERPIANENT. COFF every 10 years, Offer 
to NARA in 10-year blocks when 10 years 
old. 

Destroy when no longer needed for 
current operat!ions. 

COFF annually, Destroy Nhen 10 years
old, 

Destroy when no longer needed for 
current operations, 

PERMANENT. Offer to NARA when no 
longer needed for current operations. 

New item 

73C30 



1404-2 Other records. 

1405 

Documents accumulated in accessioning permanent 
records into NARA. 

1405-1 Accession case files ordinarily lllatntained 1n the 
unit of physical custody, typically consisting of a 
SF 258 or equivalent with or without additional 
descriptive lists and documents (e. g . , SF 135) , 
appraisal reports with descriptive documents for 
direct offers, correspondence and other documents 
relating to the physical transfer of records, and a 
copy of the change of holdings report on the 
accession. (See 1308 for records relating to 
internal disposals,!) Arranged by record group.
Ann. Acc,i: 1 cu. ft. Current vol.!: 50 cu. ft. 

1405-2 Working papers and copies in other offices. 

1406 Change of Status Files 

Documents created to record changes in the volume 
and custody of accessioned records holdings, as well 
as descr1 pt 1ve information on records series. 

1406-1 Change of status reports at the record group level 
which include the Change of Status Record <NA Form 
14044, formerly GSA 6710) , and related records 
maintained i n  the ADP Branch <NNPA> . 

Aop. 14 - 4 

FILES 203 

Destroy Nhen no longer needed for 
current ooerations. 

PERMANENT. Offer to NARA when no 
longer needed for current operations. 

Destroy when no longer needed for 
reference. 

New item 

7 3CS 

New item 



a. Record set held in NN-E. Arranged numerically 
by record group. Ann. Ace,! less than l ft. 
Current vol,! 36 cu. ft. 

b, Copies in custodial units and Presidential 
libraries. 

1406-2 Change of Status Record below the record group level 
(NA Form 14044, formerly GSA 6710AI, 

a. Submitted for NARS A-1 input. 

b. Copies in custodial units and Presidential 
libraries. 

1406-3 Registers of change of status such as the Register 
of Changes 1n Holdings (SSA Form 67401 , Arranged
chronologically, maintained either at the division 
or branch level depending on organization of 1110rk in 
the division. Ann. Acc.e: less than l cu. ft. 
Current vol.e: 5 cu. ft. I 19401s to presentl 

1406-4 Periodic statistical or narrative reports or 
summaries of change of status or holdings. 

a. NN-B copy, Arranged chronologically. Ann, Ace,_!: 
less than 1 cu, ft. Current vol.e: less than 5 cu. 
ft. 11�01 s to present I 

b. Other offices, 

App. 14 - 5 

FILES 283 

PERJIIANEMT. Offer to NARA when no 
longer needed for current operations. 

Destroy Nhen no longer needed for 
current operations. 

Destroy three years after complete 
veri hcation of input into NARS A-1. 

Destroy Nhen no longer needed for 
reference. 

Destroy when no longer needed for 
current operations. 

PERM$VIIENT. COFF as of 9/30/80. Offer 
to NARA in 2e01, Thereafter, COFF 
every 10 years. Offer to NARA in 10-
year blocks Niten 20 years old. 

COFF annually, Destroy Nhen 2 years 
old. 

7 3C20J 74CS 

New item 

New i tem 

New i tem 

New item 

7 3C20 , 74CS 

New i tem 
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1'106-5 NARS A-1 System containing the automated Change of 
Status - beloN Record Sroup Level and other machine­
readable descriptions of NARA holdings. 

. e /d rf>J J0c.a  � P�ti fiu"1, 
t,,tth r 

a. Master f1l�/t Arranged by record group and 
subgroup. Ann. Acc.e: less than 1 reel, Current 
vol,! 2 reels. 

b. Microfiche of A-1. 

1'106-6 Record Sroup Statistics and Analysis !NARS A-1 1/2 
or A-a-C Lists), Statistics and other analyses of 
holdings by record group, custodial unit, and type
of record. 

,,.,,,"t!J re fd- f,-J Joc, umt11�f1 t/t17.. 

a. lllaster ftle_l\ Arranged by record group and 
subgroup, custodial unit, or type of record. Ann. 
Acc. : less than 1 reel. Current vol. : 1 reel, 

b. FV End Report. Arranged by record group and 
subgroup, custodial unit, or type of record. Ann. 
Ace,! less than 1 cu. ft. 

c. Quarterly Report. 

14@7 Agency Bac�round Files 

Referem::e files used for research into functions and 
recordkeeping practices of Federal agencies or 
offices Nhose records are accessioned by NARA. 
Included are records management surveys, copies of 
SF 1 15s, �anuals, directives and other issuances 
relating to the management and filing of agency

records, copies of agency directories, and related 
records. 

App. 1'I - 6 

PERMANENT. Offer to NARA Nhen no 
longer needed for current operations. 

Destroy Nhen superseded, 

PERIIIAMENT. Offer to  NARA Nhen no 
longer needed for current operations 

PERMANENT. Offer to NARA in 10 year­
blocks Nhen 10 years old. 

Destroy Nhen superseded. 

Destroy Mnen superseded or obsolete. 

7 3C20 

New item 

7 3C20 

7 3C20 

New i tem 

7 3C35 
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F ILES 283 

IDIJISITI� AND DISPOSITIJt CF IXNTED MATERIALS 

1408 President ial Acquisition and Fac i l ity Files 

C.of'Fo11 ftt"'f'/2 f1�. 
1408-1 Basic acquisition documents for Presidential papers PERMANENT ,A �...;EMIA�-M- 7 4 C 1 

and facilities maintained in the Office of ��..f.of'-e111•.,e"'41 e�a41ton9':"" 
Presidential Libraries - Central Office, Included 
are correspondence, letters of intent, deeds of / '>/  7 Y" l v  b fee, l, _5  wA e n  ;i. �  
gift ,  and other legal documents, including original 
legal documents concerning Presidential papers and _y e i rs ale,{ 
facilities. Arranged by President and thereunder 
chronologically. Current vol,!: 15 inches (Hoover 
to Reagan)!, 

C..o  FF 
74C 1 1408-2 Background papers including correspondence Nith the 

White House, Congress, and other i nterested 
agencies, persons, and foundations; building 
dranngs; blueprints; and related records. Files 
are maintained in the Office of Presidential 

PERl'IANEl4T. 

,:,,v/.. e ,.,  

.Qffe,-+e--HAfflhfhen no 
longer needed for current operations. 

--,c) ,),"ear5 d/4( 

Libraries - Central Office, Arranged by President, 
Estimated accumulat ion: 2 cubic feet per President . 

1409 Acguis�t ion Case Fi!g§ 

Documents accumulated in soliciting and acquiring 
donated historical material and oral history 
intervieNs by President ial libraries and the Office 
of National Archives. 

1 409-1 Acquisition case file maintained in unit of custody, 
Included are deeds of gift, donor information, 
correspondence, and related records. Arranged
alphabetically by last name of donor or by record 
group. Ann, Acc.!: varies by library, Currrent 
vol.!: 150 cu. ft, 

App. 14 - 7 

PERMANENT, Offer to NARA Nhen no 7 4Cl 
longer needed for current operat ions, 
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FILES 213 

Working papers and copies in other offices. Destroy Nhen no longer needed. New i t em 

1409-3 Acquisition logs or registers. PERMANENT. Offer to NARA tthen no 74Cl 
longer needed for current operaho� 

1 7  7 ot:!J "1 e �  

L ._ .1 

1410 I!!!!!!!!!..Item Case Fi l es 

Documents accumulated in acquiring, describing, 
maintaining, servicing, documenting, and preserving 
museum obJects. Included are correspondence,
exhibit reports, condition reports, photographs, and 
related records. Arranged by accession number. 
Ann. Acc.i: less than 1 cu. ft. per library. 
Current vol.1 varies by library. 

1411 Donated H istorical Materials Disposal Case Files 

Documents created 1n the disposal of donated (or 

purchased) materials in the holdings of presidential 
libraries and museums. Included are requests for 
disposal authority, endorsenent sheets, forms used, 
and related records. 

1411-1 Record copies maintained in the Presidential 
Libraries. Arranged alphabetically by last name. 
Ann. Acc.i: less than l cu. ft. Current acc.i: less 
than 1 cu. ft. 

1411-2 other copies. 

App, 14 - 8 

PERl'IANENT. Offer t o  NARA Niten no 
longer needed for current operati� 
() r- w-Ju, n 3-0 ;Ye; r .,S "/°" 
av-/.,i,c,,,/,1e v,'1< 1J _5;:Jdne � 

PERMANENT. COFF annually. Offer to 
NARA in 10-year blocks Nhen 1 0  years 
old. 

COFF annually. Destroy Nhen no longer
needed for current reference and 
operations. 

74Cl  

New item 
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ARRANSBIENT, DESCRIPTillf, MD PUIILICATIDN PROJECT FILES 

1412 Pro 1ect Administration Files 

Documents accumulated in the overall administration 
of proJect wrk, including memoranda, instructions, 
procedures, policy statements, guidelines, general
program plans, reference materials, and related 
records. 

1413 Pro Ject Case Fi 1 es 

Files created to document individual archival or 
museum proJects of arrangement, description, access, 
automation, and publication. Included are proJect
descriptions, plans, authorizations, background and 
reference materials, any completed publication or 
other final product, as well as SF 1351 s, 
regist ration and restriction materials used to make 
the various statements, and other records related to 
that record group. 

1413-1 Record copy of unpublished proJect product . ( For 
published products, see ___ , Publication File.j 
Arranged numerically by record group number. Ann. 
Acc.J less than l cu. ft. Current vol.J 15 cu. 
ft. ( 1948' s to present) . 

1413-2 Other records. 

1414 ProJect Control..!!.t_Assignment Files 

Documents created Nithin a custodial unit for 
administrative control of archival and museum 

Aop. 14 - 9 

Destroy Nhen superseded or obsolete or New item 
no longer needed for current 
operations. 

COFF following comoletion of proJect. 
Destroy Nhen 2 years old if no longer 
needed for reference or current 

7 3B r,  7 4 B 1  

operations. 

COFF folloMing completion of proJect. 
Destroy Nhen 2 years old. 

7 3B 5  



cJ. f  t iit/, -mP  �t  - "'1  r? /f't 7Jeet': 
je e 

proJect assignments and "ork. Included are Nork 
assignment registers, proJect control sheets, and 
related forms and records. 

RECORDS RESTRICTION FILES 

1415 Records Restriction Files 

1415-1 Documents accumulated 1n establ1sh1ng l1m1tat 1ons on 
access to records accessumed by NARA. Included are 
general 1 nformat 1on, regulations, d1rect1ves, and 
statements on access restr1ct 1ons, case files, and 
related records. Arranged by record group number. 
Ann. Acc.:c less than 1 cu. ft. Current vol.:c 13 
cu. ft. (19401 s to present) .  

1415-2 Documents acc1111ulated 1 n  1nterpret 1ng deeds of gift ,  
restr1ct 1on statements, and other l1m1tat 1ons on 
access to materials donated to or acquired by 
Pres1dent 1al Libraries. Included are general
1nforut 1on on restr1ct 1ons, access precedent files, 
and related records. Arranged alphabet ically. Ann. 
Acc.1: less t han 1 cu. ft. 

1415-3 Other records. 

1416 Nixon Pres1dent 1al Materials Spec1a! Ac:cess Files 

Documents created 1n grant ing restricted access to 
the Nixon papers, Nh1ch are neither accessioned 
records nor donated h 1 stor1cal materials as 
described 1n  this appendix. Access 1s l1m1ted to 
the former president, his designated agents, and 
government agencies if  needed for ongoing gover1111ent 
business. Access 1 s  also obtained when NARA becomes 
a third party 1n l1t 1 gat 1 on 1nvolv1ng these 
materials. OtherN1se, there 1s no public access to 
the papers. 

App, 14 - 10  

" 
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73C25PERMANENT. Offer to NARA Nhen no 
longer needed for current operat 10� 
c Y wl, e ., Jo )".,w ,s. e1 Iel

/
1/V � J c li e 11 P ,,  /.j So<J n e r,  

PERIIIA�NT. COFF folloN1ng exp1rat1on 7 4A l  5 
or removal of restr1ct 1ons. Offer to 
NARA "hen no longer needed for current 
operahon�-v CA/h e .,,, :}cJ }'e� r 3 
11 /d, /#'h t �  f> I/PJ/ 1 ,  5,0d l1 1'� 

Destroy Nhen no longer fll!eded fw New i tern 
reference. 



1 4 1 5-4  . Interagency Agreement on Acces s .  Documents 
accumulated in establishing and interpreting the 
N interagency Agreement on Access for Of ficial Agency
Historians . a  Included are signed acceptances of agreement , 
correspondence with agencies interested in accer/J..ng to the 
agreement , general information , instructions to NARA staff 
on implementation , requests for access under the agreement , 
case files  , and related records  . Arranged chronologically  . 
Annua l Ace : less than 1 cu . f t .  

PERMANENT . Cutoff when superseded . Transfer to the 
National Archives in 5 year blocks when 5 years old  . 

https://accedJ.ng
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1416-1 Special Access Case Files. Included are requests
for legal cons1derat 1ons or requirements, 
correspondence and subpoenas or court orders. 
Arranged by assigned number. Annual acc,J less 
than 1 cu. ft, 

1416-2 Other copies and wrk1ng papers. 

1416-3 Completed Pres1dent 1al H1stor1cal Materials 
Receipts. 

PERMANENT. COFF annually. Offer to 
NARA when no longer needed for legal
cons1derat 1ons, or requirements, or for 
current operations. 

Destroy when 10 years old or when no 
longer needed for legal requirements or 
current reference. 

Place in 1nact 1ve file after material 
1 s  returned. COFF annually, Destroy
when 10 years old or when no longer
needed for legal requirements or 
current reference. 

REFEREt«:E � AEPRODUCTill4 SERVICE FILES 

1417 Reference and Reproduction Aanin1strat 1on Files 

Documents accumulated 1n the general operation of 
reference and reproduction services, 1nclud1ng 
procedures, 1 nstruct1ons, guidelines, policy 
statements, form letter responses to inqu1r1es, 
reference materials, price lists, reproduction and 
authent 1f1cat 1on 1nformat 1on, 1nformat 1on on office 
copying, dupl1cat 1on and photo labs, and related 
records, 

1418 Researcher Applicat ion and Author1zat1on Files 

Documents accumulated in 1ssu1ng researcher 
1dent 1f1cat 1on cards, acqua1nt1ng researchers with 
research ro0111 regulations, and in author1 z1ng access 
to restricted or secur1ty-class1f1ed materials. 
Included are researcher appl1cat 1ons, letters of 
1ntroduct 1on, access requests, off1c1al documents 
author1 z1ng or denying 1nd1v1dual access to 

App, 14 - 11 

Destroy when superseded or obsolete. 7 3A25 



1418-1 

1418-2 

1418-3 

1418-4 

1419 

restricted material, researcher-signed research room 
regulations, related forms such as the Researcher 
Apphcat i on !NA Form 14003) and Research 
Application - Presidential Libraries (NA Form 
14003A) and other related records. 

Researcher application forms. 

a, Issuing office. 

b, Other offices. 

Other records related to researcher applications. 

a. Custodial unit research room regulations signed
and acknONledged by researchers. 

b, Correspondence and other records. 

Application for access to classified and restricted 
materials, includ ing documentation of the 
researcher' s c learance for such access, and related 
records. 

Records relating to requests for access to donor­
restricted materials. 

Research Room Use Files 

Documents created in recording researcher use of 
central, custodial unit, and library research rooms. 

App. 14 - 12 

FILES 203 

f.'Y l " )  fetl tc.) FIIL 
COFF annually., hold 1 yea,, and ret-'11"1!-
te FRe. Destroy when f�rs old, 

COFF annually, Destroy when 1 year
old, 

COFF annually. Destroy when 1 year
old. 

COFF annually, Destroy when 2 years 
old. 

Destroy 2 years after declassification 
of requested materials. 

Destroy 2 years after opening of 
requested materials, 

IYhe,, /Yr. u/d 
7 3A 5 ,  7 4A 5  

7 3A!5 

New item 

New item 

7 4A!5 

7 4A!5 



Included are research room registers such as 
Register of Researchers (NA Form 14ffll ,  Control 
Reference Staff (NA Form 14004A> , Register of 
fllicrohlm Researchers <NA  For11 14004B), and related 
records. 

1419-1 Research room use for wt11ch researcher 
identification cards are needed, 

1419-2 Research room use for Nh ich no research card is 
needed. 

1420 Research Room Reference Service F!!� 

Documents created in providing records to  
researchers i n  central, custodial, and library 
research rooms. Included are Reference Service 
Slips INA Form 14001) and other forms that identify
the records being used by a researcher, and related 
records, 

1420-1 Copies of reference service slips that record dates 
and times of researcher use, and what materials were 
furnished, (p1nk copy) <Note: Reference service 
slip for records serviced only in separate custodial 
unit research rooms also fall under this section,!) 

1420-2 Duplicate copies of reference service slips retained 
in custodial units, for materials sent to a central 
research room. <white copy) 

1420-3 Other records. 

App. 14 - 13 

FILES 203 

1-,,.;z11 sh•.- ta ,F/IC .p/,e;,, IY-r. ole/, 
COFF annuallyJVtoW➔�..-f�.. 7 3A! l0 , 7 4A! l0 
� Destroy Nhenf,i.ears old, 

COFF annually. Destroy when 2 years New item 
old, 

TyJ 11>!h 'I"  �el F/ll, wA tn I Yv. p/d, 
COFF annuallyfVmd-4-)'Nt"i-,wl-NiiN... 7 3A! l 5, 7 4A!20 
tc-FRe.- Destroy when Ji years old. ).> 

COFF annually. Destroy when 2 years New item 
old, 

COFF annually, Destroy when 2 years 7 3A l 5, 7 4A 20 
old, 



FILES 203 

1421 Reference�':! Communication Files 

Documents created or accumulated in providing 
reference service to mail, telephone, or 
electronically transmitted inquiries fr«a Federal 
agencies, researchers, the general public, and NARA 
offices, for general and specific requests for 
information on or copies from NARA holdings, 
Included are original i'tlCOlling correspondence or 
records of non-tl1'itten inquiries, copies of replies, 
and related supporting materials, The files may 
include copies of reproduction service forms. (See
item 1423, Reproduction Service Files. )  

1421-1 Communications control files, Nhich include 
registers and logs (including automated logs> , that 
l ist incoming reference requests and replies, Mith 
related i nformation. 

1421-2 Routine inquiries and replies, and related records. 

1421-3 Correspondence and supporting documents, maintained 
at the branch or library level, relating t o  
significant persons, subJects o r  events, noted 
researchers or research proJects, or replies
involving repeti tive, difficult or complex research. 

1421-4 Reading files of reference correspondence, including 
extra copies of outgoing letters. 

1422 FOIA and Mandatory Rev1eN Requests Files 

Files created 1n response to Freedom of Information 
Act (FOIA) and mandatory revie., requests for 
information from accessioned records 1n the custody 
of NARA. Included are original requests, copies of 

App. 14 - 14 

CDFF annually. Destroy Nhen 2 years 
old. 

COFF annually, Destroy Nhen 2 years 
old. 

Destroy Nhen no longer needed for 
current operations. 

Destroy Nhen no longer needed for 
reference. 

7 3A l , 7 4A l  

New item 

7 3A l , 7 4A l  

New item 

New items 



1'+22-1 

1'+22-2 

1'+22-3 

1'+22-'+ 

1'+22-5 

replies, and related supporting materials, (For
other types of FOIA requests files, see 1033,1 

Communications control fi les, Nh1ch include 
registers and logs (including automated logsle, that 
list incoming requests and replies, and related 
i nforriat ion. 

a. Log maintained in Office of National Archives 
INN) 

b, Other files maintained at the branch level. 

Documents maintained at the branch level relating to 
those records where or1ginat1ng agency authority is 
needed or NN has denied access to all or part of the 
requested records. Included in these authority case 
files are the original request, a copy of the reply, 
agency authorization or denial, and supporting 
materials. Arranged by FOIA number. Ann. acc.e: 
less than l cu. ft. 

Routine FOIA inquiries and replies, and related 
records, granting l:Oll!plete access to all the 
requested records or responding to requests for 
noneustent records. 

FOIA inquiries and replies, and related records, 
denying access to all or part of the requested 
records maintained 1n NN. 

Fi les created in responding to appeals under the 
FOIA for release of info1"11'1ation denied by NARA, 
consisting of the original letter, a copy of the 
reply, and related supporting documents. 

App, l'+ - 15 

FILES 203 

COFF annually, Destroy when no longer 
nei!ded for reference. 

COFF annually, Destroy when 2 years 
old, 

c.a p F a.,,m ",II/: 
PERIIIANENT •. i Offer to NARA in 10-year
blocks when 10 years old. 

COFF annually, Destroy when 2 years 
old, 

COFF annually, Destroy whene'+ years
old. 



1423 

1 423-1 

1423-2 

a. Files created prior to April 1 1 1985, and 
maintained by the Office of the National Archives 
(NN-Bl.  Arranged chronologically. 

b. Files created after April 1 1 19851 and 
maintained by the Deputy Archivist IND>.  Arranged
chronologically. Ann. Acc.!: less than 1 cu, ft. 

c ,  Files maintained in other offices. 

Reproduct ion Service Files 

Documents created in filling requests for 
photographic, photostatic, electrostatic, 
electronic, printed, recorded, or other 
reproduct ions of accessioned records and donated 
materials; requests for authentication of such 
reproductions; and requests for authorization to 
reproduce restricted material; and related �s. 
Included are correspondence requesting reproduction 
or authentication services, price quotations,
reproduct ion or authentication service orders, forms 
used such as the Order for Reproduction Services 
(NATF Form 72) , (Note: Copies of extensive 
reproduction service order that relate to 
significant use of NARA holdings, such as for a 
book, exhi bit, film, or relating to a significant 
researcher or research topic, should be retained 1 n  
t h e  custodial unit finding aids. l 

Register or log of reproduction requests and service 
orders. 

Reproduction requests, reuests for authentication, 
related correspondence, service orders, invoices 
frot11 contractors, and related records, 

App. 14 - Hi 

FILES 203 

PE!fflANENT. Offer to NARA in 1995, 

PERMANENT. COFF annually, Offer t o  
NARA i n  10-year blocks Nhen 10 years 
old, 

COFF annually. Destroy Mhen 4 years 
old, 

COFF annually. Destroy Nhen 2 years 7 3A2 5 ,  7 4A30 

old. 

COFF annually. Destroy Nhen 2 years 7 3A2 5 ,  7 4A30 

old, 



FILES 203 

1423-3 Documents authorizing or not authorizing the 
reproduction of agency or donor restricted, or 
copyrighted materials, Included are requests for 
authorization, replies, letters from copyright and 
proprietary rights ONners granting or denying
per11ssion for NARA to furnish reproductions, 
letters of indemnification, and related records. 

1424 Agency Loan Files 

1424-1 Documents created in making accessioned records 
available to the originating federal agency for 
temporary loan. Included are requests for loans, 
external loan receipts, loan registers, forms such 
as the Loan Receipt for the National Archives (NA
Form 14014) 1 and related records, 

1424-2 Documents relating to unrecoverable loans and 
permanent NithdraNs, 

1424-3 Registers or logs of agency loansj external loan 
receipts, and related records, 

1425 

Documents accumulated to assist researchers and NARA 
staff in accessing and finding accessioned records 
and donated materials. These documents are usually 
created by NARA or by the originating agency or 
individual. Included are copies of published and 
unpublished finding aids, lists, reference reports, 
copies of reference replies, indexes, inventories, 
series descriptions, descriptions of NARA holdings,
copies of published articles, books, pamnhlets, and 
other publications. 

App, 14 - 17 

COFF annually. Destroy Nhen 5 years
old. 

COFF annually folloNing return and 
inspection of loaned items. Destroy
Nhen 1 year old, 

73A!26 

73A!20 

COFF annually folloNing return and 
inspection of loaned items, Destroy
Nhen 1 year old. 

Retain for current reference. Destroy
Nhen superseded or obsolete. 

New item 

73A!30 



FILES 283 

DEClASSIFICATlll,I FILES 

1426 Declassification Policy F iles 

Documents created or accumulated in requesting, 
establishing, interpreting, implementing, 
authorizing, and providing guidance in the use of 
declassification instructions and policies.
I ncluded are correspondence, memoranda, 
authorizations, directives, revisions, corrections, 
interpretat ions, and related records. Arranged
alphabetically, Ann. Acc.p l cu. ft. Current 
vol.! 3 cu. ft. 

1426-1 Documents created in obtaining authorization and 
guidance for declassifying security-classified 
informat ion or material originated by the U. S. 
Government or organizations concerned, or Nithin 
their area of security interest. 

1426-2 Documents created in obtaining authorization and 
guidance for declassifying security-classified 
information or material originated by forei gn 
governments or international organizations 
concerned, or Nithin their area of security 
interest . 

1427 Declassification Information Files 

Documents created in providing general information 
to the public and to members of Congress about NARA 
declassification program. Included are requests for 
information, rephes, and related records. 

1427-1 Routine inquiries, replies, and related records. 

App. 14 - 18 

� o rF w h  � ..,  ,; u/t' Y.$" �/, 

PERMANENT ,ll,-iffer·-t:e-NAAA-.11A-A1r- 7 3DJ , 7 JDS 
� ftl!l!ded-fef! CIIIAi'SM-!DeMHMe ond-· 

-.,.et1e111s.--'TTcl�.> fe-;- t"'., t h e..  
/Vritr d .,,  1, I .I-J r'  c.,-J,, ·v-11..? I ?J � ,)(: 3  V 
J,fot-k 7 whN@ n  � )"e,.iNy5 die/, 

C{)/='r when ,Sc,J'f'v Ndt#/, 
PERMANOO ,1 �Ueia-tG.JIAAA-R!'I-M- 7 3D30 
� 1,eeElerl-'el'i-flt"toeM"'1-efer-enee-eftd­
.epeNM-eMr- M',1,,, s f e ..- C"cJ -t-.1, l!.. 

/,J, t ,;-,, J.J  /l r-c. lJ 1 'v e 5  1 71 � .Yr J v  
/J/o v I--.$ w6 e:n !T }"'ed v � olc/, 

COFF annually. Destroy Nhen 2 years 7 3D35 
old. 



1427-2 Replies involving unusually difficult or complex 
research, noted researchers or research proJects, or 
significant persons, events, or subJects likely to 
have further iriquiries. 

1428 Declassification Pro1ect Files 

Declassification review case files created in 
conducting FOIA, �andatory, special, and systematic 
reviews of security-classified materials in Federal 
and non-Federal repositories, President ial 
Libraries, and NARA custodial units. 

1428-1 Record copy of final declassification report for 
each proJect. Arranged by type of review and 
thereunder by proJect number. Ann. Accum,J 2 cu. 
ft. Current vol, ! 30 cu. ft. 

1428-2 Researcher and agency requests for FOIA, mandatory
reviews, repository and custodial unit requests for 
systematic reviews ; agency coordination 
correspondence; Declassification Review Worksheets 
<GSA Form 7130> showing items withdrawn, worksheets 
showing agency review determinations; copies of 
Classified Accountability Records (SSA Form 1237lJ 
Loan Receipts for the National Archives (NA Form 
14014 >1  other loan records ; recommendations for bulk 
declassification ; and related records. 

1428-3 Transmittal memoranda and declassification 
worksheets which do not reflect items withdrawn or 
agency determinations. 

1429 Inventory of Withdrawn Documents 

Automated inventory containing the proJect number, 
date, classification level, agency, re-review date, 

App. 14 - 19 

FILES 203 

Destroy when no longer needed for 
current operations. 

PERMANENT. COFF annually, Offer to 
NARA in 5-year blocks when 15 years 
old. 

COFF annually on complet!on of proJect. 
Destroy when 15 years old or when no 
longer needed for current operations. 

COFF annually on completion of proJect. 
Destroy when 1 year old. 

7 3D35 

7 3DS0 

7 3D45 

New item 

New items 



FILES 203 

PEAIOlllff, erl;'e'-=�r:,,.,.n no 

longer needed for current operations. 

Destroy when superseded or cancelled, 

File with record copy of final 
declass 1 flcatlon report . (See 1428-1 
for d 1spos1t 1on 1nstruct1ons.!) 

COFF annually. Destroy when no longer
needed for current ooerahons. 

Destroy Nhen superseded or cancelled or 
when no longer needed for current 
operat 1 ons. 

Destroy when superseded or obsolete. 

Destroy when no longer needed for 
current reference and operations. 

New item 

7 3Dl 0 

1429-1 

1429-2 

1429-4 

1429-S 

1430 

1431 

reason for withdrawal, and locat ion for each 
document withdrawn during declassification review. 

Master file. Arranged by record group and project
number. Ann. AC:C,! less than l reel. 
Vol. : less than l reel, 

Top Secret inventory. 

Project report. 

Statistical Report of Items Withdrawn. 

Special reports. 

Declassif1cat 1on Log System 

Current 

Automated log conta1n1ng stat 1 st 1cs and brief 
narrative infOrtJahon on the status of 
declassification projects including begin and end 
dates, and project stat 1st1cs. 

Documents accumulated fron review project 1t10rk and 
used for planning, and replying to inquiries from 
custodial units. Included are copies of reports, 
inventories and finding aids, and project summaries. 

App. 14 - 20 



1432 Declass 1f1cat 1 on Report Fil es 

Documents created 1n preparing the annual report t o  
t h e  Informat ion Security Oversight Office < ISOO l ,  
and i t s  predecessor, the lnteragency Class1f1cat 1on 
Rev1eti1 C0111111ttee ! ICRCl , on NARA declass1f1cat 1on 
programs, and any special reports for the 
Information Security  Oversight Office ( ISOOl . 

1432-1 Record copy of annual and special reports. 

1432-2 Other records and non-record material, such as 
NOrking papers and extra copies of reports. 

1433 Security Clearance Cert 1f1cat i2n_Files 

Documents accU11ul ated in ascertaining the security 
clearance of m 1 l 1tary or other non-NARA personnel 
involved 1n the NARA declass1f1cat1on program. 
Included are requests for security c learance, copies
of rep lies, and related records. 

PRESERYATI� FILES 

1434 Preservat i on Adm1n1strat 1on Files 

Documents accumulated in the general operat ion of 
preservat ion act 1v1t 1es, 1nclud1ng technical data 
and studies, reference materials, pl ans, 
instructions, procedures, gu1dehnes, pohcy, 
specificat ions, and related records. Included are 
subJect f i l es of general information on preservat ion 
methods, materials, conditions, COl'ltrols, problems, 
solutions, treatments, and types of records. 

App, 14 - 21 

F ILES 203 

COFF annual ly and destroy when no 
l onger needed for reference. 

Destroy 1 year after report 1s 
submitted and approved. 

COFF annual ly. Destroy 2 years after 
clearance has been approved. 

Destroy when superseded or obsolete. 

7 3D40 

7 3D40 

New item 



FILES 203 

1435 Preservat ion ProJect Control and Assignment Files 

Documents accumulated in recording the act ivities of 
NARA preservat ion  labs. Included are preservat ion 
logs, schedules, laboratory work books, assignment 
registers, program plans, proposals, and related 
records. 

1435-1 Preservat ion "aster Log. 

1435-2 Preservat ion "aster Log - "1crof1lm Copy. 
chronologically. 

1435-3 Logs and Registers. 

1 435-4 Other records. 

1436 Preservat ion Pro,1ect Case Fi les 

Arranged 

Case f iles that document preservation proJects 
undertaken for 1nd1v1dual items, selected groupings, 
or whole collect ions of accessioned records or 
donated materials. Included are preservat!ion or 
conservation proposals and plans, conservators' 
condit ion reports, treatment reports, photographs, 
forms used to document work completed, contracts, 
and related records. Forms used include Request for 

App. 14 - 22 

7 9A5 

COFF annually. " 1crof1lm when 2 years 
old. Destroy after microf ilm 1s  
verified. 

PERMANENT. Offer to NARA after film 1s 
ver 1f1ed.  Thi s cert 1f1es t hat the 
records described on this form w ill be 
m1crof1lmed 1n accordance with the 
standards set forth 1n  41 CfR 
101. 1 1 . 506. 

COFF foll01t1ng completion or other 
term1nat!1on of work. Destroy Nhen 2 
years old. 

COFF foll0N1ng complet ion or other 
term1nat 1on of work. Destroy Nhen 3 
years old. 



Conservat ion Treatment (NATF Form 72-Hl j F ilm 
Insoect ion Record (NA FOl"lll 14043)1 and Document 
Preservation History <SSA Form 7276)!. 

1436-1 Case files relating to preservation proJects for 
individual items, selected groups of records, or 
whole collections. Arranged by record group number. 
Ann. Acc. : less than 1 cubic foot. Current Vol, : 
2 cubic feet, NNP. 

1436-2 Other records in custodial units. 

1436-3 Other offu:es. 

1�36-4 Documents relating to preservation of museum 
holdings ( if kept separate from 1410, flluseum Item 
Case Files) . Arranged by proJect title. Ann. Acc.!: 
less than 1 cu. ft. Current Vol,! varies for 
li braries. 

1437 Preservation Research and Testing Files 

Documents created by NARA Research and Testing 
laboratory in researching the causes of records 
deterioration, methods and materials for arresting 
deterioration, and for rehabilitating, reproducing, 
and preserving records and other archival materials; 
and in testing of  archival and conservation 
materials. 

1437-1 Research Case Files. Case files on research 
relating to paper, paper chemistry, non-paper
materials, and related subJects ; and watermark 
files. Included are t est results, test reports, and 

App. 14 - 23 

FILES 203 

PERIIIANENT. COFF annually. Offer to 
NARA when no longer needed for 
reference. 

COFF after completion of work, hold for 
5 years, and retire to FRC. Destroy
when 10 years old, 

COFF after completion of work. Destroy 
when 2 years old, 

PERPIANENT. COFF annually, hold for 5 
years, and retire to FRC. Offer to 
NARA in 5-year blocks Mhen 10  years 
old. 

PERMANENT. Offer to NARA when w 
longer needed for reference or current 
operat ions. 

7 3B l 0  

New item 

New item 

7 4B S  

New :j.tem 



logs, Arranged by subJect . Ann. Acc. : 6 inches, 
Current Vol.!: 8 cubic feet. 

1 437-2 Testing files, Records concerning specific ongoing 
quality  assurance testing of archival and 
conservation supplies, Included are residual 
thiosulfate tests of processed microfilm, tests of 
other paper and non-paper materials, and related 
records. 

1438 Environmental Cond1ho!!_B!w:ts 

Documents created to monitor enviroTl!llental 
cond i hons in NARA records holding areas. !See item 
689 for Environmental Condition Operating Records,!) 

1438-1 a. Weekly summary reports maintained by Chemistry 
Laboratory, 

b, Other copies. 

1438-2 Weekly hydrothermograph charts, and other records. 

1439 Preservat ion lllonthly Report to Archivist 

Narrative and statistical report on preservation 
activities subrllitted monthly to the Archivist by the 
Preservation Officer, 

tJ ff,,.,,2-/ 
1439-1 /1 Copy maintained by Preservation Officer. Arranged

chrooologically, Ann. Acc . : less than 1 cubic foot. 

App. 14 - 24 

FILES 203 

Destroy Nhen superseded or obsolete. 

COFF annually, Destroy when 15 years
old. 

Destroy when 2 years old. 

COFF annually, Destroy Nhen 2 years 
old. 

PERMANENT. COFF annually. Offer to 
NARA in 1 0-year blocks when 10 years
old. 

7 3B l 5  

New i t ems 

New i t em 



1439-2 Other copies. 

1440 Preservat i on Survey Fi les 

Records concerning periodic preservat ion surveys 
comp leted t o  monitor the condit ion of NARA records, 
includ ing textual records, microf i lm  holdings, 
1110t ion pictures, photographs, and magnetic tapes. 

1440-1 Correspondence, survey forms, survey reports, and 
support ing stat istical data maintained by 
Preservat ion Officer. Arranged by survey. Ann. 
Acc. : 2 cu. ft. Current Vo l . : 4 cu. ft. 

1440-2 Working papers and other �pies. 

1441 Precious l'letals  Report 

Annual report and background material s on NARA 
act ivit i es regarding precious metals recovery. 

RECORDS STCWIGE FILES 

1442 Records Storage Fi les 

1442-1 Documents accumulated in creat ing and maintaining 
special storage systems for important accessioned 
records and historical materials in NARA. Included 
are records relating to the d isplay systems for the 
Charters of Freedom in the Nat ional Archives 
bui lding and the Halon protection system. Arranged
by name of case f i le. Ann. Acc.r: less than 1 cu. 
ft. Current vo l. : less than 1 cu. ft. 

App. 14 - 25 

FILES 203 

Destroy when no longer needed for New item 
reference. 

New items 

�",:,FF 
PERMANENT .,f <Mfeil"triAM-e-yeen· after 
completion of survey. TycJ») fer iD 

,cl, � A fio n-4/ /1r c,,J,j,,.PJ Pl 

7y-r, J:,/tJe, I,-_s 1A'/Je:n /0 )1'.,, 5. o/ci 
Destroy after complet ion of survey. 

COFF annual ly. Destroy when 3 years New item 
old. 

PERl'IAN£NT. Offer to NARA when no 7 9Al 5  
l onger needed for current operat ions. 

https://1rc,,J,j,,.PJ


1442-2 Documents created in controlling the physical
location of accessioned records and donated 
materials in NARA, Included are shelf lists, 
location registers, and related forms and records, 

1442-3 Automated Microfilm Location Registers, 

a. Reg ister of NARA microfilm held as record copy 
by field archives branches. 

( 1 )  Master File. Arranged by record group and 
subgroup. Ann. Acc.s less than 1 reel. Current 
vol. s 1 reel. 

(2) Published inventory of any descriptive 
material (if produced ) .  Arranged by record group. 
Ann. Acc.s less than 1 cu. ft. 

(31 Periodic microfiche or paper copies of 
informat!ion. 

b. Register of accessioned and NARA created 
microfilm stored in off-site location. 

( 1 )  Master file. Arranged by record group.
Ann. Acc.s less than 1 reel. Cur. Vol.!: 1 reel. 

(2 )  Periodic microfiche or paper copies of 
information. 

App. 14 - 26 

FILES 203 

Destroy Nhen superseded or obsolete. 7 3B1 5 �  74B 10  

New items 

....al!�Efffl �;�![o11 �•when no 
longer needed for current operations. 

PERMANENT. Offer record copy to NARA 
when published. 

Destroy Nhen superseded. 

i 
�Rllllf!lr:-�! � when no 
longer needed for current operations. 

Destroy when superseded. 



1443 

1443-1 

1443-2 

IIEnRSa LIBRARY FILES 

Library administrative files relating to the 
development, maintenance, and use of library 
collections. Files are maintained in the Office of 
National Archives and the Presidential libraries. 
Included are records of acquisitions of books, 
serials, and other l ibrary materials by accession, 
g1ft, exchange, purchase or loan; reference 
requests; interlibrary loans; and also shelf l ists, 
catalog cards, and other f1nding aids, 
bibl1ographies, reports, book rev1eNs, and related 
records, 

Acquisition records of hbrary mater1als for the 
l 1brary c:ollechons or for other NARA umts. 

a, Exchange agreements. 

b. Records of purchased materials. 

c. 61ft records. 

Loan Records. 

a. Inter-library loan records. 

b, Circulation Records. 

App. 14 - 27 

FILES 203 

Destroy Nnen superseded or obsolete. 

COFF annually. Destroy Nhen 3 years 
old, 

COFF annual ly, Destroy Nhen 5 years 
old, 

Place in inactive file after return of 
loaned mater1als. COFF annually. 
Destroy Nhen 2 years old. 

Destroy Nhen superseded or obsolete. 

New items 



... 

14'+3-3 Shelf l ists, catalog cards, and other f1nd1ng aids. 

1443-4 Records relating to b1bl 1ograph1c or reference 
reports prepared by staff. 

a. B1bl iograph1c or reference reports prepared by 
staff. 

b. Other records. 

App. 14 - 28 

FILES 2e3 

Destroy Nhen superseded, obsolete, or 
when item has been deaccess1oned. 

-ittimttt Request t � :WiMite¥l, A�1 
lffll Ra::expt of ftet.01 d!I to Ntttet18:l 

,--Afietihes ef tiAe l!Jl,t�br�� 25&h 
f)e,tri:7. i,v6 f'n -??a lb "tft>Y" ,net-d�,J fo -,,, .,y e, f� y e.n c.. e;  
COFF annual ly. Destroy when 2 years 
old. 

https://ye,f�ye.nc


..: 

1 450 Field Branch Inspection Files 

Correspondence ,  memoranda , reports  and other 
records relating to the inspection of  NARA 
f ield branche s .  

1 4 50- 1 Records maintained by the Field  Archives 
Divi s ion . 

C0FF annual l y . Des troy when 1 0  years old . 

1 4 50- 2 Records maintained by f ield  branches . 

C0FF annua l l y d. Destroy when 5 years oldd. 



CATEGORY 
NUMBER 

1501 

1501-1 

FILES 203 

APPENDIX 1500 

FEDERAL REGISTER 

These records relate to publ ishing the Federal Register, Code of Federa l Regulations, Weekly 
Compilation of Pres idential Documents, Public Papers of the Presidents of tMe United States, 
U. S. Government Manual, U.cS. Statutes at LarQe, sl i p  laws enacted by Congress, and other 
oublications of tne Office of the Federal Register. There are a l so records concerning 
Constitutional a�1endmer,ts, the E iectoral College, and interstate agree�1ents. Included are 
f iles pertaining to administration, publicatior.,s, staff surveys and studies, Federal rules 
ano regulat ions, leg islatior,, and elections. 

DESCRIPT ION Or RECORDS 

Docu�nts rel at mg to the Admmstrative Conm1ttee 
of the Federal Register, established by the Federai 
Register Act (44 U. S.C, 1506 ).  

Recoros created or accumulated by the Co111rni ttee 
which documer,t w.embershio , ooll cy, and 
accomplishments of the Corn�nttee. Ir!Cluded are 
agenda, r,nnutes, final reports, and related records. 

( a l  Records of the Secretary. Arranged
cnronologically by meet ing date. Ar,n. Acc. : 1 in. 
Current vol.s 2 cu. ft. 

( b l  Comments received from tne pub lic on proposed
ruler,1aking. Arrangeo chror,ologically by year. 
Ann, Acc.!: 1 in. Current vol.!: 1 cu. ft. 

( c l  A l l  other copies. 

App. 1500 - l 

AUTHORIZED DISPOSITION 

PER�1ANENT. CQFF in 5-year biocks. 
Offer to NARA in 5-year blocks wnen 10 
years o id. <GRS 161 itern 12ib l !t l l !ta l!i 

PERMANENT. COFF in 5-year b locks. 
Offer to NARA i n  5-year bloks when 10 
years o1d. 

COFF amiually ; aestroy when 2 years 
old. mRS 16, item 12( b l 1 1 )  (ol > 

CROSS-OVER 
FROM GSA HB 

7 7A!5�a ) 

NEW 

7 7A!5!( b )  



1501-2 

1 502 

1503 

1503-1 

1503-2 

1504 

1504-1 

1504-2 

Al i other records created by the Commtttee. 

LEGISLATIVE REFERENCE FILES 

Papers rel ating to legislation affecting 
oublications of the Office of the Federal Register. 
Incl uded are copies of interpret ive documents and 
related records. 

STAFF SURVEYS AND STUDIES 

Documents created in surveying and studying Office 
of t he Federal ReQister administrative techniques1 
editorial and publication policies, and related 
subJects. Ir,cluded are completed staff surveys or 
studies, supoorhng papers, and related records, 

Record copy of each survey or stu�y. Arranged by 
survey or study. Ann. Acc. : less than 1 cu. 
ft. Current vol . : 1 cu. ft. 

Working or background papers. 

AGENCY CORRESPONDENCE F ILES 

Correspondence from Federal agencies regarding the 
orinting arid oublish1nQ of regulat ions by the Office 
of the Federal Register. 

Corresoondence designat ing Federal Register 
Liaisons. 

Aop. 1500 - 2 

F ILES 203 

Destroy wher, 3 years o ld  or when no NEW 
longer needed for reference, whicnever 
1s sooner. IGRS 16, item 1 2 ( b l ci2) ) 

Destroy wnen superseded or obsolete, 7 7Al0 

PERMANENT. COFF ann1Jai 1 y. Offer to 7 7  A2 0 ( a )  

NARA 1n 5-year blocks w1en 10 years
olo. 

COFF after comnlet i on of proJect, 7 7A20 (b ) 
Destroy when 2 years ol d .  

COFF ar1nual ly. Destrc,y wnen 1 year 7 7 B5 
olo. 

Destroy when superseoed or onsolete. NEW 



1505 PUBLICATION PAPERS 

Docuraents accumulated from the Executive and 
Legislative Branches of the government wnich are 
reouired by ia" or authorized to be published. 

15�-l Presidential Proclamations, Executive Orders, and 
other Presidential documents, transcripts, and 
enrolled public laws and resolut ions, and related 
papers. Arranged by type of record and thereunder 
numerically. Ann. Acc. : l cu. ft. Current vol.!: 
2 rn. 

1505-2 Legal documents of Federal agencies published in tne 
Federal Register, and related materials. A l i  
documents fl led prior to  January 1 ,  1979. 

1505-3 Legal documents of Feoeral agencies published in the 
Federal Register, and related materials filed after 
December 3 1 .  1978. 

(al Rules. Eacn document in this classification 
w11 l have " Rule" stam!)ed on the hrst page. 

(bl Proposeo rules. Each oocurneni rn this 
classi hcat ion wi 1 1  have "Prooosed Rule" stam!)ed on 
the top of each page. 

(cl Notices. Each document in this classification 
1,n i 1 have "NoticeP stamped on the top of each page. 

Aop. 1500 - 3 

FILES 203 

PERMANENT. Offer to NARA when 7 7B 1 O (a)  
administrative need ceases. (�ARA wil l 
accession these documents under RG 1 1 ,  
General Recoros of the United States 
Government. ) 

Destroy ��en 15 years o id. 7 7B l O (b )  ( 1 )  

COFF every 6 months, nold 6 111or1ths, and 
retire to  fllC. Destroy when 1 5  years 
old. 

7 7B 1 0  ( b )  ( 2 )  (a) 

COFF every 6 months, hoid 6 months, ano 
retire to  FRC. Destroy when 5 years
old. 

7 7 B !l O (b0  ( 2 )  ( b )  

COFF monthly. Destroy wnen 1 year old. 7 7B 1 O (b )  ( 2 )  ( c )  



FILES 203 

1506 RECORD SET OF FEDERAL RES ISTER PuBLICATIO�S 

1506-1 Record copy of each issue and publication of the 
Office of Federal Register. Excluded are microfiche 
copies of the Feceral Register and the Cone of 
Federal Regulations published after Decemoer 31, 
1986 (See 1506-2)!. Arranged by type of record and 
tnereunder numberically. Arin, Acc. orior to 1987: 
582 volumes. Ann. acc. beginning in 1987: 122 
volumes. 

1506-2 Microfiche copy of Federal Register and Code of 
Federal Regu lations ��cl--af�1 Beca1oi:Jer -zf, 
'1"3e£r. This certifies tnat tne records described on 
this &orm wi i 1  be microf1 1med 1n accordance with the 
standards set forth in 35 CFR 1230. 14. Storage
condit ions sha ll adhere to the staridaras of 36 CFR 

1 '1 

O.CC,,rdtu1ce' v.)1 fl,, 3(., CF, I ;l., 30. � ,? -

1230. 20 w�-it+.�Hi-l"S� 1=,si3ee'll1eR ��H 
take1Haee rn 1989 -tfl Beeo, cl1B11ce wtth--3&--€Rt­
tl�'/"e 1i,s�101'1S mus+- b-l cJD/1� 

1507 FEDERAL RESISTER DOCUMENT CONTROL FILES 

Feoeral Register Docuwer,t Control Log (NA Form 
1500 ) ,  arid related records accumulated m recording
the publication of documents 1n the Federal 
Register. 

1507-1 Record cooy. 

1507-2 Public inspection copy, 

App, 1500 - 4 

PEqMANENT. COFF annually ano retire to 
FRC. Offer to NARA in 5-year blocks 
when 5-years 0 1d. 

PER�A�ENT, COFF annual ly, Offer to 
NARA when 1 year 0 1 0. 

7 7A l 5  

7 7 A l 5  

COF� at the end of t�e caleridar year, 
hold l year, arid retire to FRC. 
Destroy wnen 15 years ola . 

Destroy after document 1s  referencec in 
tne Federal Register index issued 
monthly. 

7 7B l l  ( a )  

7 7B l l  ( b )  



1509 

1507-3 

1508 

1510 

151!1 - 1 599 

Document file copy. 

NOTICE OF RATIF ICAT IONS GF CONSTITUTIONAL AMENDMENTS 
FRO"! STATES 

Documents accumu l at ed  as reou1red by law in 
confirmation of orooosed amenoments to the 
Constitut!ion from the 50 states. Included are 
transmittals anti cert i f icates of ratification and 
related records 1 and tne original signed certificate 
by the Archivist of the United States proc laiming 
the a�endment as oart of the Constitution. Arranged
alphabet ically by state, Current vol . :  1 cu, ft. 

STATE AGREEMENT FILES 

Documents accumulated as a result of the submission 
by the States of constl tutional aQreemer1ts between 
the States. Included are dup licates of originals or 
authenticated copies of agreements, comoacts, and 
related records. Arranged aipha�et 1caily by state. 
Ann. Acc.! less than 1 in. Current vol. 2 in. 
(1971-1975)!, 

CERTIFICATE OF ASCERTAINrENT OF ELECTORS 

Documents accumulated as a result of the votes cast 
by the people and the electors of the 50 states and 
the District of Columbia. included are ballots, 
state certification of those chosen as electors, 
and relat ed records, Arran�ed a l ohaoetically by 
state, Ace,! 2 cu, ft, every 4 years. Current 
vol ,  : 2 cu, ft. 

Reserved. 

App, 1500 - 5 

FILES 2133 

Destroy when no longer needed for 7 7Bl l (c )  

reference. 

PERMANE�T. Offer to �ARA after 7 7B 1 5  
ratification or oeterm1nation that 
oro:iosed amenomer,t wi 1 1  not be 
rat1fled. 

PER·�ANENT. Offer to NARA in 5-year 7 7B20  
b locks when 5 years old .  

PER�ANENT. Offer to NARA one year 7 7B25  
after the e lect ion, 



ITEM 
NUMBERS 

1601 

Hi02-1 

1602-2 

fl l  ... ES 203 

APPENDIX 16 

PUBLIC PROSRANS AND EXHIBITS 

These recorcs relate to progracs engaged in promoting and oubiicizing NARA and its educationai 
and cultural services. 

DESCRIPTION OF RECORDS 

PUBLIC PROSRANS 

Conference Supoort Files 

Documents perta 1mnQ to administrative suooort 
activities for conferences. Included are lists of 
guests and soeakers, Jlans for hosoitality and 
logistics, and relateo records. 

Interorehve Prourarns Files 

Documents accumulated in preoaring interoreh ve 
programs at the National Archives. Inc iuried are 
plans for orogram arrangements, program outines1 

loQ istic support plans, attendance and speaker 
hsts , copies of preseritahons, and related records. 

Files created m preparing for ceremonies such as 
the Fourth of july, Consht1ltion Day, and other 
special events. 

Files created in oreoaring for film series, theater 
oerforrnances, lectures, demonstrations, and similar 
events. 

Aoo. 16 - 1 

CROS S-OVER 
AUTHOR I ZED DISJOSITIO� FROM GSA HB 

COFF annually, �old 2 years, and rethre 7 2C l 0  

to FRC, Destroy wnen 7 years olo. 

COFF annual iy 1 hoid 2 years, and retire 7 2 C2 0  

to FRC. Destroy when 7 years old. 

COFF anr,ual l v. Destro'.w' w;ien 3 years 7 2 C2 0  

old. 



1603 Study Tour F i l§ 

Documer1ts accumulated m arranging tours for 
college groups, orofessional orpan izations, and 
other interested groups. Incl uded are l ists of 
these groups, pro�ram outl!ines, and related records. 

1604 I nternational V isitors F ile 

Documents accumulated pertaining to the arrangement 
of tours, special education and eoucahon 
i nternsh ips for foreign visitors. Includeo are 
1 1sts of foreign v isitors, train ing material s, and 
related records. 

1G05 Vol unteer and Tour Proorarn F iles 

Documents created in developing and administering 
the volunteer and tour programs for the National 
Arch ives. Included are oapers on the development 
and adm inistrat ion of the Volunteer Association, 
tour progran:s, community and school relat ions, and 
related records. 

Ui05-1 Development papers, l:lroch11res, and olar1s for proqra•R 
promotion and memberslnp act 1 vi ties. Arranged by 
subJect. Arm. Acc.: less than 1 cu. ft. Current 
voL 1 4 cu. ft. 

1605-2 Corres:iondence, merforanda, ano other recorC:s 
relat ing to the adm inistrat ion of these programs. 

COFF annually. Destroy when 5 years 
old. 

COFf anriuaily. Destroy wnen 5 years 
old. 

t:•ER�A'.l!ENT. COFF every 5 years, hold 2 
years, and retire to FRC. Offer to 
NARA 1n 10-year blocks wnen 10 years 
old. 

COFF an�ual ly. Destroy w�en 3 years 
old. 

7 2 C 2 5  

New 

7 1A2 0a 

7 1A2 0b 



FILC:S 203 

WORKSHOP, TRAININB, AND EDUCATIONAL ACTIVITIES 

160£ 

1606-1 

1606-2 

1607 

Hi07-1 

1607-2 

1608 

1608-1 

16�8-2 

1609 

Education Workshoo Trainina Files 

Correspondence, memoraricla, riohces, ma i l ing 1 ists, 
and other recoros reiating to archival and 
geneological works�ops. 

Training materials including workshop outlines, 
handouts, and audiovisual materials. 

Teacher Workshoo Files 

Corresoondence, memoranda, notices, mailing lists, 
and other records relating to workshoos for 
teachers, 

Training materials including worksnoo outlines, 
handouts, and auo1ovisual materials. 

Schc,ol Program Training Materials Files 

Corresoondence, memoranda, notices, mailing lists, 
and other records relating to school programs. 

Training materials including workshop outlines, 
handouts, and audiov isual materials, 

fl1odern Arch ives Irish t ute F 1 l es 

Documer,ts accumulated to oresent arci1 1val theory, 
archival pr1nc1pl es, anti techn1oues of archives 
adrninistrahon for oersons holding or preoaring for 

App. 16 - 3 

COFF annuallly. Destroy when 3 years 
old. 

Destroy wnen superseded or oasolete. 

COFF annually. Destroy wnen 3 years 
olo. 

Destroy wnen superseded or o,solete. 

CrfF annually. Destroy wnen 3 years 
old , 

Destroy wnen superseded or obsolete. 

7 2 A l 5  

7 2A20 

New 

New 

New 

New 

New 



oosit1ons of responsit nllty rn the fields of 
archives, rnanuscriots, records management, and be 
l!'arra9eli1ent of s::iec1a i coliections. 

J (c VG (IJ f' 7fl f71-(; 2,71J
Schedules, class lists, brochures,J"and b l ack and 
white photograohs. Arranged chronoloQ ical ly. Arm. 
Acc. : less than 1 cu. ft. Current vol. : 2 cu. ft. 

1609-2 Grace sheets, adm inistrative forms, and Qeneral 
correspondence. 

1609-3 Handouts, reference fi les, and related records, 

EXHIBITS 

16 10 Exhibit  Case_F 1 les 

Documents related to exhibits preoared 1n the 
National Archives Bu1ld lnQ, Federal Recor�s Centers, 
National Arch ives Field Branches, Presiaent 1al 
L ibraries arrti Museurr.s arid other Arclnves fac1!11 ties, 
lriiCluded are lls�s of exhi bited 1 tems, captions for 
exh ib.t cases, photographs, background materials, 
correspondence relating to items borrowed for 
exhibit, loan agreements, contracts, news cl1apin�s, 
and related records. Arranged by exhibit tit le. 
Ann, Acc.: 2 cu. ft. Current vc·i ,!: 24 cu. ft. in 
NE. 

161 1 Graohic Record Files 

161 1-1 Exh i bit-related granhics. Documents accumulated m 
the Production of exhibits. Included are 
blueorints, tyoeset proofsheets of text, 
specifications for fabrication and samples of 
exhibits as i nstalled. 

Aoo. 16 - 4 

d, PERMA:'lENT. COFF uoon t:rmrnation o f  72Al 

GOFF u□on termination of  el!hib1t. New 
Destroy when 10  years o ld. 

F ILES 203 

PERMANE�T. C□Fc arinual!ly. Offer to 
NARA in 10-year blocks when 10 years 
c1ld. 

CDFF annual ly. Destroy wher1 2 years 
old ,  

Destroy when superseded o r  obsolete. 



1 6 1 1-2 Alnl other graph ics. Documents accumulated 1n the 
preoarat 1or1 of  graohics for Nationa l Archives 
programs and events. I ncluded are oroduction boards 
for NARA oubl ications, t ype and soecificat 1ons for 
NARA si gns, record copy of materials such as 
graohics, posters, etc.n, and educat i onal oroQram 
posters and brochures, 

FILC:S 203 

COFF after oroJect 1s coo1oleteo. New 
Destroy w�en 1 �  years o l d .  

1612 Nat iona l Archives Facsiroilies 

Documents accumu lated as security coo1es of ori gina l  
documents exh ibited or loaned . Inc l uded are b1ack 
and white or color negat ives, orints 1 
transparencies, and photographs. 

New 

1 612-1 Facsim inles accumulated by Exh i b i ts Branch (NEEX ) .  O ffer to t h e  custod i al unit when no 
longer needed. 

1 612-2 Facsim i les accumu lated b y  custod 1a 1  units, Destroy when suoerseded or obsolete, 

16 13 

Documents accumulated in the adm in istrat ion of  loans 
for exh1 b 1 t 1 on by Federa l agencies, museums, 
h i storical societ i es, and educati onal inst i tut ions. 

I ncluded are corresponoence, l ists of borrowers and 

items loane�, loan agreements, insurance polic ies, 
cond i t ion reports, news c l inppings, and related 
records. Arranged by assi gned number, Ar,n. Acc.!: 
CU , ft . Current vol . :  a cu. ft .  

��:""' Place in inact ive finles 7 2A5 
after terminat i on of loan. COFF 

inach ve fl les every S years. �--i:o9 

�""'Tli-5-yem eleelw! lllblill!'I 10�· 

� /)�:,troy kl¢l e -71 JO )"eJr.5 ak/,, 

Aop. 1 6  - S 



FILES 203 

PROJIIOTION AND SALES 

1Ei14 �yseum Shoo ReCQCQ§ 

Documents accumulated for the puroose of developing 
purchasing history including copies of ourchase 
orders/agreements, samoles of products, and vendor 
files including oroducts ordered, data, quantity, 
price, terms, frequency, etc. Also accumulated are 
records relating to sales history, sales promotions,
and product devel opment s�ec1f1cations. 

1Ei14-1 Documents used to oost h 1story f1 le. 

1Ei14-2 History fi le. 

1Ei15 Market mg Fi 1 es 

Documents accumulated relating to broad marketing
plans, specific marketing campaigns for oroducts 
(cooies of soace ads, direct mail pieces, etc. l ,  
mail lists and record of sources, and ar.alyt 1cal 
re□orts. 

lEilEi Reciorocal Advertisina File 

Documents accumulated in arranging reciorocal 
agreements with historical societies, educational 
institutions, arid o,;her orgaruzat lons rn prrntrng 
advertisements. Included are copies of 
advertisements, contracts, and related records. 

App. 16 - 6 

New 

COFF annually. Destroy when 3 years
o l d. 

Destroy when obsolete. 

COFF after i 1fe cyc le of camoa1gn. New 
Destroy when 4 years old . 

COFF annua lly. Destroy wner1 4 years New 
old. Earlier d isposal authorized, i f  
no longer needed. 



-

FILES 203 

1617 

Documents accumulated rn the preoarahon arid COFF annually. Destroy wnen 4 years New 
scheduling of conference exhibits, 1ncluoing f i les o l d. 
containing conference names, our�ose for att endaace, 
arrangements for booth and shipment of materials, 
and lists or samples of materials d1solayed. 

NATIONAL AUDIOVISUAL CENTER 

1618 Aoency Aoreement F iles 

Documents accumulated 1n securing authorization to 
loan, rent, or sell audiovisual material produced by
Federal a�encies. Included are copies of 
agreements, amendments to agreements, data base 
output fi les, and related records. 

1618-1 Record copy of each agreement, amendment to COFF after comolet 1on of agreement , 7 0A7 0 
agreements, and related backQround Dapers maintained ho!d 3 years, and retere to FRC. 
by the Product Acquis1hon and Marketmg Branch Destroy when 12 years old. 
(NEAMl.  

COrF after comgieteon oi ag-eeemeet� 7 0A70 
hold 3 years, and reeereeto FRC. e 

'@!We -..ene6 years and 3 mor,tl"is old.. e e. 1 e 
, , 

e e e---.i  , 

e 

1618-3 Other records. Destroy when suoerseded or obso lete. 

1619 Monthl�-P�ressjlegort Fi le 

-----.:-.i...:_. , ---eN

New 

--

Documerits accumulated to record status of Destroy wheri superseced or oosolete. 7 0A2 0 
aud1ov1sual proJects. Included are background data, 
rAOntl'lly orogress reoorts, and related records. 

App. 16 - 7 



Manual T1t ie �umber_F1 le 

Documents created to ci::,ntrol issuance of ti tle 
r,urnbers for aud 1ov1sual manuals. Incl uded are h tie 
number l ists, data base outout fi les, and related 
records. 

1621 Fi lm Master IndeK 

Documents created 1n  1ndeK 1ng federa l ly-oroduced 
f 1 l�1s1 fi lm stri os, or slides. Included are 
background 1nformat1on sheets, data base inventory 
fi les, and related records. 

1622 Finlm Tooical !r;,dex 

Documents created in indeK 1ng f l l r,;s, fi lm strios, 
and sl ides by tooic and thereunder by ti tle. 
Included are cards, listings, oata base inventory 
fi les, and rel ated records. 

1623 Inventory Contro l Fi le 

Docume-r,ts created in verifying aud 1ov1sual holdings 

of NEA. il'ICluded are the output of the Product 
Master Fi le and related records. 

1624 Aud 1 ov1sual Promohor,a l and Adverhsino F1 le  

Documents created 1n making ava1  labie to Federal 
agencies and the pub lic, 1nformat1on regarding 

audi ovisual items, serv1ces of NEA, and the fi le 
industry. Irie l uded are brochures, cata l ogs, 
conference announcements, wa1 l 1ng lists, and related 

records. 

Aoo. 1 6  - 8 

FEES 203 

Destroy w-,en superseded or oosolete .  

Destroy when suoerseded or oosolete. 
Uocate systero data base as necessary. 

Destroy when suoersedeo or obsolete. 
Update system data base as necessary. 

Destroy w1en suoerseded or ooso lete. 
Update data base as necessary. 

Destroy when suoerseded or obsolete. 

7 0Al 0 

7 0A25 

7 0A30 

7 0A90 

7 0A35 



1625 Customer Order 5ystem 

Documents createo to control customer orders, 
01lhngs, and oayraents related to the purcriase or 
rental of auc1ov1sual materials. 

1625-1 Order AcknowledgmEmt F1 le, 

Documents accumulated 1n acknow ledging receipt of 
orders from customers. Ir,cluded are or1g1nal 
orders, processed receipts, the Orders 1n Process 
data base files, and related records. 

Invoice F1 les. 

uments created rn ver1 fymg the b1lhng of a 
' custo Included are copies of b i l ls, orders, 

1nvo1ces, t les Order History data base file, 
and related recor 

a. Record copy of trar,sactions o •. 
$10,!000. 

b. Record cooy of transactior,s of $10,!000 or less. 

1625-3 Accounts Receivable, 

Documents re lating to the services order f1 nanc1ai 
records and stores transactions affecting customer 
accounts, 1nvo1ces, payments, and balances. 

App. 16 - 9 

m.Es 203 

Pl ace 1n inactive hle after order 1s 
completed. COFF system oata base 
annually and copy to taoe. Destroy
when 1 year old ,  

COF at end of f 1scai year of fina l 
payment, hold 3 years, and retire to 
FRC. Destroy wnen 6 years and 3 months 

(GRS 31 1 tem 4a ( l ) )  

fiscal year of final 
payment. Destro en 3 years old. 
IGRS 3, item 4a (2)!) 

7 0A40 

7 0A45 

New 



b. Record copy of transaction of $10 ,000 or less. 

1625-4 Customer Master F i l e, 

Documents accumu lated from a data base that records 
a l l  static customer 1nformat1on such as name, 
address, credeit data, and constants used 1n sales 
analysis. Also retains data 1dent 1fy1ng 
adJustments, refunds, and cred it memos. 

1 625-5 Customer Summary Fi le, 

Documer1ts accumu lated from a data base that 1s 
updated dai ly and generated as needed for 
1 nformat ior1al purooses. Included are summaries of 
1nvo1 ces, summaries of t ransact ions, and related 
records. 

Accounts Rece ivable Transact ions. 

, u lated from a data base that records 
·ncluded are batch fi les, the 

a .  Record copy of transactions of more than 
$10,e000. 

Apo. 16 - 10 

FILES 203 

COFF at end of fiscal year of final 
oayment, hold 3 years, and retire to 
FRC. Destroy when 6 years and 3 months 
old. (GRS 3, Items 4a ( l ) e) 

1scal 
payment, Destroy wh 
(GRS 3, item 4a (2l l 

Destroy when suoerseded or obsolete. New 

Uotiate cata base as necessary. 

Destroy when suoerseded or obsolete, New 

Uodate oata base as r1ecessary. 

oaymen , · 3 years, and retire to 
FEC. Destroy w .. .,.,,,.._vc:ars and 3 months 
old, (GRS 3, items 4a ( l  



b, 

Prepaid Accounts. 

Docume accumulated from a data base that records 
a l l  preoa1d t cti ons and records all service 
order data elements. 

a, Record copy of transactions of more 
$10,e000. 

b. Record copy of transact ions of $10, 000 or iess. 

s accumuiated in recording reauests for 
aud i ovisua oduct ions to be orocessed by photo 
labs, Incl uded a rder logs, purchase orders, 
vendor l ist ings, and re 

1626-1 Record copy of  transact ions of more than 

1626-2 Record copy of transactions of $10, 000 or l ess. 

Ap!), 16 - 1 1  

FILES 203 

COFF at end of fiscal year of final 
payment . Destroy wnen 3 years old, 
iGRS 3

1 
i tern 4a(2l l 

COFF at the end of fiscal year of final 
payment, hold 3 years, aoo retire to 

Destroy w;1ef1 6 years and 3 months 
S 3 1 item 4a ( l l l  

payment. Destroy when 3 years • 
(BRS 31 item 4a (2l l 

COFF at the end of fiscal year of finar 
payment, hol d 3 years, and ret ire to 
RC. Destroy when 6 years and 3 months 

GRS 31 item 4a ( l l l  

payment . Destroy when 3 yea 
(SRS 31 item 4ae(2le} 



1627 Informat ion Index F i l e  

Documents accumulated to  record location of 
au1hovisual materials such as films, h im strips, 
and slides during reproduction process, Incl uded 
are information cards, microforms, and related 
records. 

Comoleted Purchase Order Files 

mulated in verifying the completioo 
and receipt of o from photo labs. Included are 
packing slips, purchase and related records, 

16213-1 

1628-2 Record copy of transactions of $101 000 or less. 

Cash_Sales Files 

lated to record preoaid sale of 
audiovisual reoroolll'l\'J,,M:1ft stock items, Included are 
copies of order logs, custo ers, 
receipts, acknowledgment of receiot, 
records. 

1629-1 Record cooy of transactions of more than $10,100. 

Aoo. i6 - 12 

FiLES 203 

Destroy wnen suoerseded or oosolete. 

COFF annually, hold 3 years ! and retire 
C. Destroy when 6 years and 3 

months : (GRS 3, item 4a (2)D 

COFF annually. Destroy when 
old. <lHS 3, i t em 4a (2j l 

ear, hold 3 
years, arid retire to FR roy when 
6 years and 3 months old. (GRS
4a ( 1 l l  

7 0Al5 

18:tlrOO 



Record copy of transact ions of $101 000 or less. 

1630 

Document s created to record the  p1ckuo and del ivery 
of aud1ov1sual and related materials, Included are 

comes of p1ckuo and del 1very rece1p;;s, and related 

records. 

1631-16"39 

Aop. 16 - 13 

FIL�S 203 

COFF at ena of f1sca1 year. Destroy

when 3 years old, (GRS 3, item 4a(2l l 

Destroy when c. 
1 tem 1 )  



RECORDS 203 

AWENDIX 1798 

�TI(NI:¥_ HISTORIClt. PUBLICATIONS AND RECORDS COMMISSION 

These records relate to National Historical Publications and Records Coaiss1on <NHPRC> 
prograas to pl"OIIOte, encourage, and support private and public sector documentary proJects 
and progral'IS to preserve and aake available for use historical records. Included are f tles 
perta1n1ng to Coa1ss1on meetings, grant case files, finding aids, training materials, final 
products, and NK>RC publications, 

CATEGORY CRO SSOVER 
NIJIBER DESCRIPTION Cf RECORDS FROM GSA 

MA !NU A !L 

rnu Ccn.ISSION JIIEMBERSHIP FILES 

DocutEnts accumulated in recording aopo1ntinents to PERIIIANENT. COFF in 5-year blocks, 7 8A! l 
NHPRC and other official act ions affecting Offer to NARA 1n 10-year blocks when 10  
Coaission 11et1berst11p. Included are correspondence, years o ld. 
aPJ>Ointment orders, letters of resignation, other 
off1c1•l actions, and related records. Files are 
arranged alphabetically by meNber. Ann. Ace,! less 
than 1 cu. ft. Current vol, ! • 7S cu. ft. 

1702 CtJIMISSION MEETING FILES 

1702-1 Docuaents created 1n recording NHPRC proceedings. PERMANENT. Offer to NARA when no 78A!S 
Included are agenda, minutes, policy papers, longer needed for current operations. 
C01111ittee reports, typed transcripts, and tape 
record ings of 111eeting proceedings, and related 
records. Arranged by subJect, Ann. Acc.!: less 
than 1 cu. ft. Current vol. : 1 , 5  cu. ft. ( 1935 -
present) 

1702-2 Circular letters, cont aining routine inforMation COFF annually. Destroy wnen 3 years New 
(1. e, , copies of agenda, minutes, etc. > ,  sent from old. 
the Execut ive Director to Co11111iss1on mefllbers. 

Apo. 1700 - l 



1703 NK>RC � REPORT 

Documents accu■ulated in C011piling NHPRC Annual 
Report to Congress. Included are copies of the 
report, summary data on NHPRC act i vi hes and 
achieveaents, and related records, 

1703-1 Record copy of reports submitted orior to 1985, 
(The record copy of annual reoorts submitted in 1985 
and thereafter are included 1n the overall NARA 
Annual Report to Congress, Item __l Arranged
chronologically. Current vol.: 2 inches. 

1703-2 Background materials, 

1784 PROGRAM CORRE�DENCE AND SUBJECT FILES 

1784-1 Correspondence and/or subJect files including 
111e1110randa, reoorts, forms, and other records 
relating to the legal establishment of the NHPRC 
grant programs, its policies and basic procedures,
and the managet1ent and evaluation of the grants. 
Arranged by subJect , Ann. Acc,s 1/2 incti. Current 
vol.!: l cu. ft. 

Corresoondence and/or subJect files relating to 
routine operations and daily activities in 

ii ahon of the NHPRC grant programs. 

b. Publications Program Corresoondence. 

App. 1700 - 2 

RECORDS 203 

PERMANENT, Offer complete set to NEW 
NARA in 1990. 

COFF annually. Destroy when 3 years NEW 
old. 

PERMANENT. COFF annually. Offer to NEW 
NARA in 10  year-blocks when 20 years 
old, �&-£�,.�-J.!l..J-

COFF annualiy. Destroy when 2 years 
old, (6�5 3, 1 tea 17 (b l !l 

COFF annually, troy when 2 years 
old, (GRS 3, 1 te111 17 ( 



1705 GRANT ADtlINISTRATION STUDY FILES 

Doc1111ents accu■ulated by the staff in st udying 
special problems relating to the adminstration of 
grants. Included are studies and related background
records. 

1705-1 Record copy of study. Arranged alpnabetically by 
subJect. Ann. Acc.!: 1 inch. Current vol. I 10 
inches. 

1705-2 Other materials. 

1706 GIFT FUND FILES 

Documents accumulated as a result of NHPRC 
activities to raise private funds to support NHPRC­
sponsored proJects. Included are corresDOndence, 
re00rts of income and disbursement , and related 
records. 

Indexes, registers, logs, or rds relating 
to control of assigning numbers or identi yi 
proJects, applications, and grants. 

1708 FELLOWSHIP APPLICATION FILES 

Doc11111ents acc1111ulated 1n  acceoting, declining, and 
administering annual fellONshios. Included are 
aoplications, background materials, and listings of 

Apo. 1700 - 3 

RECORDS 203 

PERMANENT. Place in inactive f ile uoon 
completion of study. COFF inactive 
files every 5-year blocks. Offer t o  
NARA in 5-year blocks 1«1en 1 0  years 
old. 

COFF annually upon c011plet!ion of study. 
Destroy Nnen 3 years old. 

COFF annua lly, hold 5 years, and retire 
to FRC. Destroy Nhen 20 years o ld. 

Destroy llfnen suoerseded or obsolete. 
IGRS 3, 1te■ 16 1  

7 8A30 (a )  

7 8A30 ( b )  

NEW 



1 708-1 

1708-2 

1709-1 

proposed proJects and prospective candidates, 
correspondence ,nt h  candidates, and related records. 

Accepted applications. 

a. Applications relating to the Records Program. 

b. Applications relating to the Publications 
Program. 

Unsuccessful (reJected or withdrawn> applications. 

GRANT APPLICATION FILES 

Applications, 111e110randa, correspondence, and other 
records relating to the decision to acceot or reJect 
grant proposals; i.e. , staff, rev1eti1er, and panelist 
comments, and correspondence bet11een the staff and 
applicant. Files are arranged by type of ;rant 
( Records Progra■ grant or Publications Program 
grant ) .  Records Program files are arranged
alphabetically by state, and within state by
proposal number. Publications Program fi les are 
arranged alphabetically by t itle of proJect, 

Accepted applications. 

a. Applications relating to the Recoras Program. 

b. Applications relating to the Dubl1cat 1 ons 
ProgrillJI, 

Qpo. 1 70� - 4 

RECORDS 203 

Uoon aoproval, t ransfer documents t o  7 8A40 
17 1�, Recor�s Program Grant Case Files. 

Upon approval, transfer documents to 7 8A40 
17 1 1 ,  Publications Progra� Grant Files. 

COFF annually. Destroy when S years 7 8A40 
old, 

U�on aJprova l ,  transfer documents t o  78Al0  
17�0, �ecorcs Program Grant Case F i les. 

l!oon ap'Jrerva l ,  t ransfer documents to 7 8A 1 0  
1 7 1 1 !1 Publscahor,s Prograro Grant F1 !es. 



wl,-e ,,,  t;" .,Ye-cJr5 oft{ /Y-r}. YJJ f�r  -C tJ  FA' C. 
r-r-.J.-� , fr->' t-u t-li-e /YJ-ftdJ?J/ /l vcl,1�4_j 

JJ/o t.,l(.s, �l,-� >1  /<J yev·.f /0 ,)'-e J  Y 

G, (J ,-el_; �o �e,,,,e4 
,,, 1t

o ld, C ra c ,  l t" t✓-v� ,Y (!  

fn ij 7C  I, e dvle.. e-v,-l/ Pe. 
4e-'i 'C " oy eo/ / rto-t' to t r-J l'l}fe-y t:rJ tA � e l.s e  wlu ¥'e.. 1 YI 

1709-2 Unsuccessful (reJected or withdrawn> apolications. COFF annual ly. Destr,,y when 5 years 7 8A 1 5  
old ,  

1 7 18 RECORDS PROGRAM BRANT CASE FILES f(;!f -"'l/1/f'c/V'I. CoFF D71n-;,,2/Jy 
f"J/o l-t/; nf �o;,,j)/4 t, � "'7  o :5- p"J"°,J�e e,C, 

Case files consisting of the grant or fellowship
applnicat ion, correspondence concerning program and 
fiscal matters, grant instrument, oayment vouchers, 
approved budget with any amendments, interim and 
f ina l  narrative and expenditure reoorts, evaluation 
materials fr011 reviet1ers and panel ists, newspaper
clippings, and related records. Files are arranged
alphabet ical ly by state, and within state by grant 
number. (Est imated Ann. Acc. of permanent records : 
. S  CU, ft ,n) ,/Yt-t1vn�I llr�),/V't° ,J), 

ique grant case files selected annual ly by t�e 7 8 A 1 0  
R ds Program Director because they Meet one or 
more f the following criteria : 

a, the gra established a orecedent for changing 
Co1111i ssion DO or orocedures ; 

widesoread attention from t�e 
netfS Ried ia ; 

c .  the grant was widely reco ized for its 
excellence by historians, archi sts, recor�s 
managers, or others active in the e ld ;  

d. the grant was reviewed at  length in 
narrative portions of the Cor1111ission's annu 
report!; or 

Aoo. 1 700 - 5 

• 



sen f'efv/e, 

�-i;,� grant Mas the subJect of extensive 
hhgaho! , 

All other Records Program grant case files. 

17 1 1  PUBLICATIONS PROGRAM GRANT FILES 

RECORDS 203 

PERMANENT. COFF annuall y  fo l lowing 
comolet1on of oroJect, hold S years, 
and retire to Fqc, Offer to NARA 1n 
10-year b locks w�en 10 years old. 

ually fol l owing co�o let1on of  
oroJect, ho ars, and retire to 
FRC. Destroy when 1 old. 

i:ifd5 .... 

Case files cons1st1ng of the grant or fellows�1p
application, correspondence concerning program and 
fiscal utters, grant instrument, payment vouchers, 
approved budget Mith any amendments, 1nter1m and 
final narrative and expenditure reoorts, evaluation 
materials fr011 rev1eNers and panelists, reference 
reports, newspaper chppings, and related records. 
Although a separate ProJect Correspondence Fil e 1s 
ma1nta1ned for informal correspondence between the 
proJect director and the Publ1cat1ons Program Staff, 
these files are consolidated with the grant case 
file when the grant 1s completed. Documentary
ed1t 1ng grant files are arranged alphabetically by 
oroJect title. Subvention grant files are arranged
alphabetically by name of press. Ann. Acc.s .S cu, 
ft. Current vol. s 3 cu. ft. 

1712 FINAL PRODUCT FILES 

Published reports, books, studies, aud1ov1sual 
11ater1als, or any other final grant products and 
related records 1n textual or machine-readable form. 

1712-1 Final products sub■1tted on or before September 3'11, 
198S. Arranged numerically by proJect. Ann. Acc. 
1n Records Program : 1 cu. ft. Current vol .  1S cu. 
ft. Ann. Acc. 1n Publ1cat1ons Program: 4 CJ, ft , 

Apo. 1 700 - 6 

PERlllANalT. COFF on  comolehon of tile L 
grant. Ccmsohdate:Pl"!,m-- q1 ne/

-� I l!!l1'C::ds11..1,..... ton th Grant Case 
Fil e  D at , 11 111al 1ca;......efofil!l­
-to NARA 11, S )'Iii� l!leells MAl!!ii 1£1�.., 

_ 1 78A!l0  

...,;:c_7t�� 17/0),, 

PE1�ANENT, Offer to NARA lllen no NEW 
longer needed for referencec, ,, wli.e >'I 

� O  )'°(' l Y5 tJ /J wh 1 t.J1 r reY I.S 
/ 



Current vol.s 185 cu. ft. < includes 6, 000 reels of 
1111crohl■> 

1712-2 Final products subllitted after Septe111ber 381 1985, 

a. Record copy. Arranged nuerically by 11roJect. 
Ann. Acc. in Records Progra1: 1 cu. ft. Current 
vol. in Publications Progra•: 4 cu, ft, 

b, Reference copy of final product. 

1713 FINDING AID FILES 

Lists of documents at NARA, the Library of Congress, 
and other repositories relating to lff!RC proJects. 
Lists are compiled by NP staff, Arranged
alphabetically by proJect name. Ann. Acc.s less 
than 1 inch. Current vol.!: 38 h near ft. 

1714 INSTITUTE FOR DOCU"1ENTARV EDITING 

Docwnents created in preparing, organizing , and 
administering training sessions 1n tne field of 
doc1.111entary edi t ing. 

1714-1 Schedules, class hsts, correspondence, and related 
records, 

1714-2 Handouts, reference files, and si■1lar documents. 

App. 1 7N - 7 

RECORDS 293 

PERMANENT. Upon C0111plet 1on of the NEW 
proJect, place final product in 
inactive file, COFF inactive files in 
S-year blocks. Offer final products to  
NARA in  5-year blocks Mhens2a years 
old. 

Destroy Nhen no longer needed. NEW 

PERlfAMENT. Offer to NARA when no NEW 
longer needed for current operahon.o -v 
w !. r: n  � ,re,uJ e:1/� wh1e.t�1rt> v 
1 7  5 0 cJ 91 l" Y"'I 

COFf annua lly, hold 2 years, and ret ire NEW 
to FRC. Oe5troy when 7 years old, 

Destroy w�en superseded or  ot110lete, NEW 

' 



17 15 PUBLICATIONS CATll.06 

Rec:ord copy of Pubhcahons Catalog and background
uterials used to compile  l 1 st 1ng of Nll'RC 
Publications Progra proJects. 

1715-1 Record copy. Current vol . : 1 cat alog. 

1715-2 Background ■ater1als. 

Record copy of each NHPRC newsletter 
•irt111TATION,r•and background materials used to 
cmp1 le the newslet ter. 

1716-1 Record set of newsletters. Arranged
chronologu:al ly. Ann. Acc.r: 2 inches. Current 
vo l .r: 2 cu. ft. 

1716-2 Background ■ater1als. 

1717 NHPRC DIRECTORY FILES 

Documents created 1n the preoarahon of the 
DIRECTORY OF ARCHIVES AND "'"1SCRIPT REPOSITORIES IN 
Tl£ IJUTED STATES. Included are survey
quest1onna1res (Repository Infon11at 1on F0rt1S> ,  
lliK.'h1ne-readable data base, record copy of 
Directory, and related pohcy papers concerning the 
over'al l developEnt of the Directory. 

Apo. 17H - 8 

RECORDS 283 

PEIMWENT. Offer to NARA llhen 11 years NEW 
old. 

Destroy 2 years after publ 1cat1on. NEW 

PERPIANENT. Place 1n 1nact 1ve f i le  uoon NEW 
publ 1cat 1on. COFF 1nact 1ve fi les 1n 5-
year blocks. Offer to NARA 1n 5-year
blocks when 10 years old .  

Destroy 2 years after publ 1cat1on. NEW 

https://CATll.06


RECORDS 2'3 

1717-1 Record copy of Directory and related pol icy papers. PERMANENT. Offer to NARA when 10 years NEW 
Arranged by subJec:t. Ann. Acc.t: 2 cu. ft. every S old, 
years. 

1717-2 Sul'Vey questionnaires and other records. Destroy when superseded or oosolete. NEW 

1718-1799 

App. 1700 - 9 



FILES 203 

�IX 18 

NATIONAL ARCHIVES TRUST FUND 

These records relate to the National Archives Trust Fund Board, its meetings and bylaws, and to 
its administration of trust funds which support various archival programs. 

DESCRIPTION OF RECORDS 

TRUST FUND BOARD 

1801 BYLAWS, RULES, AND REGULATIONS FILE 

1801-1 Documents created by the Trust Fund to record 
amendments, repeals, revisions, and deletions to the 
bylaws. Included are approved copies of the bylaws, 
amend■ents, background papers, and related recoras. 
Ann. Ace,! less than 1 cu. ft. 

1802 TRUST FUND BOARD FILES 

Documents created and accumulated by the Trust Fund 
Board in recording Board meetings, proceedings, and 
decisions. Included are agenda, minutes, 
resolutions, correspondence, memorandums, and cooies 
of representational budgets. 

1802-1 Records maintained by the Secretary of toe Trust 
Fund. Arranged chronolo�icaliy. Ann. acc. : less 
than 1 cu, ft , Current vol. : 6 inches ( 1 982-1986) 

1802-2 Other copies, 

App. 1800 - l 

AUTHORIZED DISPOSITION 

PERMANENT. COFF when superseded or no 
longer needed, hold S years, and offer 
to NARA. 

PERMANENT, COFF annually. Offer to 
NARA in 10-year blocks when 10 years
old. 

Destroy when no longer needed for 
reference. 

CRO SS-OVER 
FROM GSA HB 

7 1A l 0  

7 1A l / 7 1A5 

New item 



F ILES 203 

1803 

1803-1 

1803-2 

1804 

1804-1 

180S 

TRUST FUND ANNUAL REPORT 

Documents accumulated in comoiling the Trust Fund ' s 
Annual Report . Included are copies of the reoort, 
summary data on Trust Fund eKpenditures, and related 
records, 

Record copy of reports maintained by the Secretary
of the Trust Fund. Arranged chronologically. Ann. 
acc. : 1/4 inch. Current vol, : less tnan l cu. ft. 

Background materials and other copies. 

FINANCIAL RECORDS 

GIFT FUND FILE 

Document s created by the Trust Fund to record the 
programs of the Sift Fur.ct : the grant program 
administered by NHPRC, cultural and archival 
programs sponsored by the Office of the National 
Archives, and the Office of Presidential Libraries. 
Included are grant applications, correspondence,
copies of the representational budget, publications, 
plans of programs, list of speakers, receipts, and 
related records. 

FINANCIAL TRANSACTIONS FILE 

Documents accumulated to record oata on the 
collection of payments, recognition of revenue and 
liabilities, and the administration of the National 
Archives Trust Fund, especially as it relates to the 
publication and reproductive service programs. 

Aop. 1800 - 2 

New item 

PERMANENT. COFF in S-year blocks. 
Offer to NARA in 1 0-year blocks when 10  
years old .  

COFF annually. Destroy when 3 years 
old , 

PERMANENT. COFF after comolehon of New i tern 
orogram or grant. Offer to NARA when 
10 years old. / "?7  ,9 )"e llr '1/ot- ,1-.5, 



Included are receiots, bills, vouchers, coding 
documents, purchase orders, batch sheets, deposit
tickets, invoices, and related records. 

Summary records used as source documents for entry 
to the NEAR Accounting System, and related records. 

180S-2 

180S-3 Det ail records including cash receipts J ourn 
transaction registers, and related records. 

180S-4 Records used to record accounts receivable, purchase 
orders, and related records. 

1805-S Records used to record deposit accounts, museum 
store recor1ci l l ations, small receipts, and related 
records. 

PURCHASE AND CONTRACT CASE FILE 

Docume accumulated by the Trust Fund in procuring
supplies and ces. Included are reJected bids, 
mailing lists, invita for bids, abstracts of 
bias and tabulations, reco receipts for bids 
and responses, notices of award, con ts and 
amendments, contract summaries, purchase or 
procurement source documents, laboratory test 
records, purchase case progress records, purchase
file transmittals, correspondence, and related 
records. 

App. 1800 - 3 

FILES 203 

COFF ar1nual ly, hold 3 years, and 
destroy. <GRS 6 1 item l ( b ) !) 

COFF annually, hold 3 years, and 
destroy. <GRS 6, item 1 (b l !l 

COFF annually, hold 3 years, and 
destroy. <GRS 61 item l ( b ) !) 

COFF after comp of order. 
Destroy when 3 years o item 
l < b l !l 

Destroy when superseded or obsolete. New item 



Record copy of transactions of more than $10, 000. 

1806-2 Record copy of transactions of $101 000 or less. 

SERVIr.E ORDER F ILE 

ents accumulated by the Trust Fund to  record 
NARA, er government agency and puolic requests 
for reprodu n or publication of records and other 
historical docum Included are service orders, 

1807-1 Record copy of transactioriS of more th 

1807-2 Record copy of transactions of $5. 00  or less. 

1807-3 Other records. 

1808-1 Documents created by the 
collection of checks, money orders, or casnl-4:(�
publications or reoroductions of documents and the 
transmittal of the funds to the GSA finance office. 
Included are cash receipts J ournal forms, and 
related records. 

Aop. 1800 - 4 

COFF after final payment. 
6 years and 3 months o ld. 
4a 1 1 l  J 

F ILES 203 

Destroy when 
IGRS 31 item 

COFF after comolet i on of order. 
Destroy when 1 year old. (GRS 23, item 
5) 

mpletion of order, hold 4 
months, and d oy. IGRS 231 item 5l 

Destroy when suoerseded or ob 
GRS 23, item 5l 

COFF annually. Destroy when 3 years
old. (GRS 61 item 1 lb ) J .  




