NOTICE - SOME ITEMS SUPSERSEDED OR OBSOLETE

Schedule Number: NI-064-87-001

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of:  12/24/2022

ACTIVE ITEMS

These items, unless subsequently superseded, may be used by the agency to
disposition records. It is the responsibility of the user to verify the items are still
active.

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

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided as a courtesy. Some items listed here may have been previously annotated
on the schedule itself.

N1-064-87-001/108 superseded by DAA-0064-2013-0002-0001
N1-064-87-001/109/1 superseded by DAA-0064-2020-0001-0001

N1-064-87-001/109/2/A superseded by DAA-0064-2020-0001-0002

N1-064-87-001/109/2/B superseded by DAA-0064-2020-0001-0002

N1-064-87-001/110 superseded by DAA-0064-2020-0001-0002

N1-064-87-001/117/1 superseded by DAA-0064-2016-0003-0001 and DAA-0064-2016-0005-0001
N1-064-87-001/117/2 superseded by DAA-0064-2016-0003-0003 and DAA-0064-2016-0005-0003
N1-064-87-001/127/1 superseded by N1-064-96-002/9/A

N1-064-87-001/127/2 superseded by N1-064-96-002/9/A

N1-064-87-001/128/1 superseded by N1-064-96-002/9/A

N1-064-87-001/128/2 superseded by N1-064-96-002/9/A

N1-064-87-001/128/3 superseded by N1-064-96-002/9/A

N1-064-87-001/202/1 superseded by DAA-0064-2020-0001-0001

N1-064-87-001/202/2 superseded by DAA-0064-2020-0001-0001

N1-064-87-001/202/3 superseded by DAA-0064-2020-0001-0002

N1-064-87-001/205 superseded by DAA-0064-2015-0003-0001
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NOTICE - SOME ITEMS SUPSERSEDED OR OBSOLETE

N1-064-87-001/222/1 superseded by N1-064-96-002/17/A/1 and
N1-064-96-002/17/A/2

N1-064-87-001/223/2 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/228/2 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/232/3 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/234 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/240/2 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/331/2 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/407/2 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/409/2 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/413/2 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/414 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/415 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/416 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/417 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/503 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/507/2 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/507/3 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/604 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/605 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/615 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/616/1 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/617/2 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/618/1 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/619/1 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/625/2 superseded by DAA-0064-2015-0003
N1-064-87-001/626/1 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/636/2/B superseded by DAA-0064-2015-0003-0001
N1-064-87-001/636/3/C superseded by DAA-0064-2015-0003-0001
N1-064-87-001/637 superseded by DAA-0064-2015-0003-0001
N1-064-87-001/638 superseded by DAA-0064-2015-0003
N1-064-87-001/1002/TA superseded by DAA-0064-2018-0008-0001
N1-064-87-001/1002/1B superseded by DAA-0064-2018-0008-0001
N1-064-87-001/1003 superseded by DAA-0064-2018-0008-0001
N1-064-87-001/1004/1 superseded by DAA-0064-2018-0008-0001
N1-064-87-001/1201 superseded by DAA-0064-2016-0011-0001
N1-064-87-001/1202 superseded by DAA-0064-2016-0011-0001
N1-064-87-001/1203 superseded by DAA-0064-2016-0011-0001
N1-064-87-001/1204 superseded by DAA-0064-2016-0011-0001
N1-064-87-001/1205 superseded by DAA-0064-2016-0011-0001
N1-064-87-001/1305/1 superseded by DAA-0064-2010-0006-0005
N1-064-87-001/1305/2 superseded by DAA-0064-2016-0010-0001
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NOTICE - SOME ITEMS SUPSERSEDED OR OBSOLETE

N1-064-87-001/1205 superseded by DAA-0064-2016-0011-0001

N1-064-87-001/1305/1 superseded by DAA-0064-2010-0006-0005
N1-064-87-001/1305/2 superseded by DAA-0064-2016-0010-0001
N1-064-87-001/1420/2 superseded by DAA-0064-2019-0009-0001
N1-064-87-001/1416/1 superseded by DAA-0064-2017-0002-0002

NOTICE - SOME ITEMS SUPSERSEDED OR OBSOLETE
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REQUEST FOR RECORDos -.orOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLANK

N (ot -7~

TO GENERAL SERVICES ADMINISTRATION

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

e )

1 FROM (Agency or establishment)

Natfiohal Archives and Recbrds Administratfon (NARA)

= NOF!CAT;ON TO AGENCY

In accordance with the prowisions of 44 USC 3303a

2 MAJOR SUBDIVISION

Office of Management and Administratzon

the disposal request, including amendments, 1s approved
except for items that may be marked ‘‘dispositton not
approved’ or “‘withdrawn’ 1n column 10 [f no records

3 MINOR SUBDIVISION

are proposed for disposal. the signature of the Archiwvist 1s

. . e e not required
Program Policy and Evaluation Division e
4 NAME OF PERSON WITH WHOM TO CONFER S TELEPHONE EXT {DATE ARCHIVIST OF THE UNITED STATES
Gle Bert/s> - ‘
SBudp=teevwes 523-3214 , fyg_\d:b

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records,

that the recerds proposed for disposal in this Request of

—_ page(s) are not now needed for the business of this

agency or will not be needed after the retention periods specified, and that written concurrence from the General
Accounting Office, 1f required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, Is

attached

A GAO concurrence D Is attached, or IS unnecessary

B DATE C SIGNATURE OF AGENCY REPRESENTATIVE D TILrE—
(LLiet
“/‘/4[ — QW Director, Program Policy
and Evaluation Divikion
7 9 GRSOR | 10 ACTION
ITEM 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Inclusiwe Dates or Retention Periods) JOB (NARS USE
CITATION ONLY)

NARA'"s Comprehensive Record Schedule

The proposed record schedule has been divided into 18
functional areas for inclusion into the NARA Files
Maintenance and Disposition ifanual (FILES 203).

I concur wait

4 -

evisions to this schedule.

/;M 39

 Xdgency repéfese\ta-t‘fve Date
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STANDARD FORM 115 (REV 8-83)
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APPENDIX 1
MISSION AND ORGANIZATION

These records refate to the overall mission, policies, orocecures, organization, pianning, are
pubiication activities of the Mational Prchives and Records Administration (NARA),

1TEM CROSS-OVER
NUMBERS DESCRIPTION OF RECORIS AUTHORIZED DISPOSITION FROM GSA HB

POLICIES AND PROCEDURES

QOrpanizational Files

ona! charts anG reorganization studies. PERMANENT., Offer to NARA in S-year
Granhic 111ustwailons which provice a detaiies blocks when 2@ years oid. {GHS 16,
descriptiorn of the & exent and administrative 1tem 13a}

structure of tne functionai™mxgts of NARA.

Reorparniization studies are conduct®eig design an

efficient organizational framework most s
carrying out NARA's programs ard incluce material
such as final recommendations, proposa.s, and staff
evaiuatians. These files also may contain
administrative maps that show regional poungaries
and tne location of MARA Presidential Libraries,
federal Recorgs Centers, and National Archives Field
Branches. Annual acc.: less than 1 cu. ft.

i@ NARA Renulations Case Fites

Case files containing a copy of prososed or finai
regulations; materials submtted for inclusion in
the Federai Register: internal NARA, other apency
and public comments; copy of published regulation,
ang related records.

fnp. i-1
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103

103-1

103-2

@4

Official case file maintained by MAR. Arranged by
regulation. Arnual acc.: less than 1 cu. ft.
Current vol.: 1 cu. ft.

Lnofficial case fites mélntalned by other offices.

External Directives Case Files

Documents reflectino the oreparation, review,
clearance, ang publication of external directives,
such as records managemerit hanobooks and NARA
Bulletirs. Included are comments on the directive,
remorandums reconcilinp or exolaining comments, the
original and a copy of the orinted directive, and
all records which document 1important aspects of the
develooment of the directive.

Official case files maintained by originating
office. Arranoed by cirective number. Annual acc.:
less than 1 cu. ft. Current vol.: | cn. fi.

Unofficiai case files maintained by otrer offices.

Internal Directives Case Fiies

Directives reflectino the preparation, review,
ciearance, and publication of internal NARA orogram
and aoministrative directives. Included are
corments on the directive, memorandums recoriciling
or explaining comments, the original and a copy of
tne orinted directive, and ail records which
document 1mpiortant aspects of the developmert of the
directive.

Aop. 1-2

FILES 203

FERMANENT, LOFF when suoerseded or
canceled, hold 5 years and retire to
FRC. Offer to NARA 1n 1@-year blocks
wien 20 years old.

Destroy when suoersedec. obsolete, or
no longer rieeded for referernce.

PERYANENT., COFZ wnen superseoed or
cancelec, nold 5 years and retire to
FRC. Offer to MARA 1n 10-year blocks
when 20 years olu.

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

11B25@-

9c2

11B25&-

9Cc2



104-1

104-¢

105-1

105-¢

106

Officiai case files maintained by NAA. Arranped by
directive number. fAnnual acc,: 1 cu. ft, Current
vol.: 9 cu. ft.

tinofficias case files maintained by other offices.

Numbereg Memos - INTERIM GUIDANCE

Interim directives, orepared in memo format by
Centrai Gffice orogram and staff offices, containing
information that will be i1ncoroorated into an
internal directive. These interim directives are
1cent1fied by an 10entification number following the
subject and the words "INTERIM GUIDAXCE.” These
nuisbered memos will be i1ncorporated 1nto the
aooroariate internal directive within 6 months after
155Uance.

NAR cony.

Originating office cosy ano related backzround
materials.

Other copies.

Numbereg Memo - NOTICES

#
gued since october b 118]—

Mumbered notices.\preocared in memo format sy Central
Office orogram ang staff offices and field umiss,
containing admnistrative ang program information of
a transitory nature. These notices are 1centified
by the word "NOTICE" following the temo vumber.

fop. 1-3

b § A/umferec{ Aemnos 15505 frfor To

ALe @/)"

FILES 203

FERMANERT, COFF when superseded or 11B25@

canceled, rold 5 years and retire to
FRC. Offer to NARA 1n 1@-year blocks
wnen 2@ years old.

Destroy when supersecec. obsotete, or 9C2
no longer needed for reference.

New

Place 1n official directives case file.
See 104-1 for cisoositicn of case file.

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

Destroy when superseced. otisolete, or
vio longer needed for reference.

New

0CZ:I/ /‘7572 vt be 5cﬁ¢:-o/rfﬁ¢{



106-1

107

108

(For case files resulting from a Numbered Hemo -
NOTICE, see tne aoorooriate orogram file for
o1soos1tion 1nstructions.)

Ori1ginating office cooy and related background
materials.

Other cooies.

Poricy and Freceoent Reference Fiies

Copies of documents estabiishing oolicy or
orecedents pertinent to future ano continuing
actions, Normally, oolicy and orecedent reference
files consist of extra cooies of operating
procedures, statements of oolicy or orccedure, and
other documents duol:cateo :r official files.
Original or record cooles wiil not be olaced in this
fiie. This file consists of nonrecord copies
maintained only for convenience of reference,

PROGRAM DIRECTION

Archivist ano Deputy Archivist Prooram and Policy
fecoras,

Correspondence, memcrarda, recorts, forms, arg other
recorcs accumulated by the Archivist and Deputy
Arcnivist witich pertain to the admnistration ard
ooeration of NARA procrams. They document
policymaking decisions or sigmficant program
management functions. Arranged by subiect. Ann.
acc.t 3 cu. ft. Current vol.:14 cu. ft.

Apo. 1-4

FILES 2a3

COFr annuaily. Destroy when 1 year old
or when no ionger reeded.

Destroy when no longer needed for
refererce.

Destroy when documents pecome obsolete
or are no longer neeceo for operating
or reference purooses.

FERMANENT. COFF annually., Offer to
NARA 1n S-vear blocks when 15 years
old.

9C4

9D1



109

1053-1

10930

110

111

FILES 203
Prozram Subiect Files
Corresooncence, memoranda, reports, forms, and other
records accumulated by NARA officials 1n manaping
and carrying out assigned functions. They decument
policymaking gecisions or significant orogram
management functions. Excluded are fiies
soec1fically descrited elsewhere 1n tnis marnual.
Records accumulated by Office Heads, Staff FERWANENT. COFF annually, noid 3 9Dl
Directors, anag the Executive Director, National years, ang retire to FRC. Offer to
Historical Publications ano Records Commissior. NARA 1n S-year blocks when 15 years
Arranged by subject. Ann, acc.: 10 cu. ft. old.
Current vold: 20 cu. ft.
,é other vecords,
Records accumulated by Division Directors in the COFF annually, hold 3 years. and retire 9D5
Washinptor, DC, area ang Dlrectotﬁ of fieit office 1o FRC. Destroy when 7 years otd.
TS
activities. &, /fe(.ara’/‘; Zfr(}oﬁ)/f&td @ PLRNANENT CoFF 2oty Tyansfer
Substintive Profrin ! /; // £
At 2 hier level to FRC when 5 yesrs o/d, T rdnsfer
gher ' ) Fo Che Nylromt) Archives tn 5 yed v
Routine Prooram Acministration Fiies plochs when 15 Yeers o/e ,
Corresoondence, memoranda, reoorts, forms, and other COFF annuaily. Destroy when ¢ years 9D10
recoros relating to the general aoministration of a oig.

orogram, but not soecific files dascribed elsewhere
1n this manual. When any of the cocuments in this
file results 1n the 1nitiation of, or affects a
spec1fic program orocess, project, directive, or
case, the record copy must be filed in the official
file relating to that particular activity or action.

NARA Stratemic Planning Files

Copies of the NARA Stratesic Flan, correspondence, New
memoranda, working papers, and other recoros

oertaining to develooing, imolementing; ard

monizoring the NARA Strategic Plan which contains

maior NARA poals, objectives, strate;ies, ang tasks.

App. 1-5
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1111

111-2

111-3

112

11e-1

11e-2

113-1

113-2

Recard ctpy of the NRRA Stratepic Pian maintained by
NRR, Annual acc.: less than I cu. ft.

Backzround materials maintained by NAA.

Records maintained by other offices.

Provran Review Files

Cooies of orogram review documents used to formally
brief the Archivist on major prooram activities.

Record set of orogram review documents maintained by
NRA. Arranged chronologically. Ann. acc.k 1 cu.
ft.

Other cooies.

Quarteriy reports of program activities sent by
0ffice Heaos and Staff Directors to the Archivist,
and those preoareg by division and brarches.

Record cogy sent to Archivist anc maintained by NAA.
Arranged chronoiopically. Ann, acc.: less tnan !
cu. ft. Current vol.: 1.5 cu. ft.

Other comes.

Rpo. 1-6

rILES 203

PERMANENT, COFF after a new olan 1s
1ssued. Offer to NARA waen 10 years
ola.

COFF after new ntan is 1ssued. Destraoy
when 5 years old.

COFF after new olan 15 1ssuec. Destroy
wien ¢ years old.

PERMANENT. COFF annuatly, nold 5 years
ano retire to a FRC. Offer to NARR 1n
12-year blocks when 19 years oid,

COFF arrwaliy. Destroy when 2 years
olg.

PERMANENT. COFF annualiy. Offer to
NRRA 1n 12-year blocks when 2@ years
old.

COFF annually. Destroy when 2 years
ola.

New

New



113-3

114

114-1

-
P L =y

Quarteriy reoorts {feeger reoorts) preparen Dy
d1visions and brancres for Office Meads.

a, Reoorts prepared by N and NL.

b, Reports preoared oy other offices:

COMMITTEES

Conmizee M oenent Officer F1ies

o e o B o

Docunents accunulateo 10 exercising controi over the
estaplisnment, USe ang oissolution of committees.
Included are proBosals, approvals, and disaoprovais
to estaolisn, continue, O dissolve commtteess
comes of oirectives autnorazing the egtabiishment
of commtiees, conmttee nventory gata; and related
papers. 1hese f1les are maintained py NAR,  (See
1tan 113 for documents vetared by committees.@

ingeragency, agvisory, or 1ternational commxttees.

ipternal commtaeesy

FILES 203

Sep 1tem 14p2-ta for dispbosition
1nstruct10ns.

COFF anmuaily. Destroy Wnen 3 vears
old.

COrF on cisaporoval or g1ssolution of
tae cowmitdae. toid 1 year and vetire
o FRC. Desaroy whan 1@ years oig.

-’ %

cgrr after termination of committee.
Destroy wWhen & years old. (GRS iby
e tEate

fpo. 1-7

12A5
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115-1

115-2

116

117

Committee Files

flecoros created by committees.

Agenda, minutes, final reports, and related records

documenting the membership, policy, and
accomplishments of official boards and committees.

a. Recorcs of the sponsor or Secretariat. Arranged

by committee. Arn. acc.: 3 cu. ft.

fi. Aii other conies.

Aid other committee recorcs.

Committee Liaisen Fiies

Documents accumulated by NDX in serving as liaison
between the Archivist and various internal ard
external committees, Included are pronosed agenda
topics, agpreements, correspondence, recorts, ano
related documenis.

SPECIAL STUDIES

Soecial Stucies and Proiect Recorcs

Recoros accumulated as a result of a special stuoy
or oroject congucted by an 1individual office, %ask
force, or working group.

Aoco., 1-8

PERYANENT, Offer to NARA after
termination of Committee. +BRG—+oy
when-t2atitel~

Destroy when 3 years olg or when no
longer needed for reference, wiichever
1s sooner. (GRS 1b. ztem 12bf.)(ble

Destroy when 3 years old or when no
longer needed for reference, wnichever
1s sooner. (GRS i, item 12b(2))

PERR[ pEX T

CDFF after termination of cormittee.

9C6a

9C6b

9C6b

Sums-F-288~ T yadnsfer To Che
NWetwns/ Avchives ;» G vedv
plochs when [0 years old,

New



117-1

118

119

119-1

120

-t

Final Reoort.

Work1ng Paoers.

RESERRCH AND EVALURTION

Research and Evaluatiorn Propram Files

Program documents, schedules, correspondence, and
reiated records relating to the general pianning and
supervision of the programs. FArranged by suoject.
Ann, Acc.: § cu. ft. Current vol.: 4 cu. ft.

Researcn and Evaluation Tecnchical Remort Fiies

Technical reports or ungublished manuscript of
regort orepared in connection with a project, final
narrative reports, statistical and graohic

comp1 lat ions, summarizations, and analyses.

Record cooy maintained oy NSI.  Arranged by prozect.
Ann. Acc.: less than 1 cu. ft. Current vol.r @2 cu.
fE..

Other cooies.

Researeh and Evaluation Proiect Case Files

Records accumulated reflecting comalete history of
each aroject from initiation through research,

&, frojccts having . 19
51 fmbrcant ym it o1 VARH

/o//offﬁ drd /7%"’”9/

A Other projec ts

oy

FILES 223
PERMAHNV €T

COFF at erm of stucy or oroject.

Submbt §0Fr Tydrs fer To the A2livwe/
Arehives n, FYcir blocks when

f0 ycers old,

COFF at end of stuay or project, nola 3
years and retare to FRC. Destrov wnen
19 years old.

CoFF
PERMAKENT, Hffer~ba-daRft when no New

tonger needed for current operatiors.
4BRS—1SsentT T 7dns fes L0 The
Nalwna! Arehives 1m0 pedr
blochs when 20 years o/d,

New

PERMANENT. COFF az comaietion of -
oroject. Offer to RARA in 1@-year
biocks wnen 2@ years old, 48RS=&S
<hEy -

Destroy when ro longer needed for
reference. %BR5-+S—s3en—F—

COFF at comoleiion of project. £uwsasd=. New
BR-PER-

Ff/i’/ﬂé/:/c‘mf Trdnsfer To The

NMatundl Brehives 1m G Year bfec ks

when § You$ d/d,

DesCroy when (0 peirs e%/,_



121

121-4

1e1-e

1ee-1

FILES 223

ceveloorert, design, and testing, to compietion.
Incluged are procurement files, project
autnorization documents, tecnnical characteristics,
test ang trial results, orawinps, saecifications,
photogranhs, tecnnical ard crogress reporis,
corresponoence, and related oroject materiais.

PUBLICATIONS

Armual Report to Conoress

Documents accurulated in compiiivg MARA*s Annual
Report to Congress. Included are copies of the
report, feeder reports on NARA activities and
achievegents, and related records.

Record copy of report. FERMANENT. COFF annuaily. GOffer to
NARA in S-year blocks when 5 years old.

Backgrourd recoros. COFF anrually, Destroy when 2 years
old.

NARA Publications

Documents accumulated in editing, printing, and
publishing NARA publications, inciucing books,
microfiim publications, guides, soecial lists.
hangpooks, bookiets. and serial punlicatioris such as
Prologue. (Maintenance and disdositior instructions
for regulations, cirectives, soeeches, aro news
releases are described elsewnere in tnis manual.p

Record copy of each publicavion maintained by NE. PERMANENT., LOFF annuaily, Offer to
Arrarged by type of oublication. Annual NARA for—semessicrvg—ante—RE-64~1n 5-
acc.g ! cu. ft. Current vol.: L9 cu. ft. year blocks wheri 5 years old.

20A40

20A40

72Bl a



1e2-3

i23-1

Cony of each pubiication maintaines for reference
use.

Printers® pal leys, graohics, working gapers, CoDies
of oublications, and related records.

Photograohs, negatives an¢ orints used in
publications.

Documersts reiatino to freelance ecitorial verdor
SErvices.

“Invoices, log of current budoetary balarice, mailing

lists, and related records.

Resumes, examples of work, and evaluatiors.

Employee Newsletters

Documents accumulated 1n editing, publishing, and
distributing NARA emoloyee newsletters. Inciuded
are record copies of each publication, rotes,
editorial materials, and related recorgs.

Reccrd cooles of each newsletter maintained by the
office originating the pubiication. Arranced by
name of pubiication ard chronciooically thereuncer.
Annual acce 6 inches. Current vol.s less than |
cu. ft.

Aop. 1-11

FILES 2&3

Inmegiately after puoiicatior,
originating office must send_) coog of
the puniication to RNIL (Library)g

Place in 1ractive fiie after
oublicacior nas bzen orinted. COFF
mactive fiie annually. Destroy when 2
years oid.

Destroy when suoerseded or obsoiete.

COFF amnually. Destroy wner 2 years
old.

Destroy when cuperseded or opsolzte.

PERMANENT. COFF anrwaliy. Offer to
NARA 1n S-year blocks wnen 2@ years
olc.

New

72B1b

New

New

20A35a
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1242

125

1251

1252

16

Backgrownd ssteriale.

ey
L

NARA Histori

NARA histories and selected background smaterials.
Narrative agency histories including oral history

projects prepared by agency personnel or by private
historiars under contract to NARA.

Narrative histories, oral histories, transcribed
intervitns mth past and present sersonnel, copies
of tapes and transoripts, and deeds of gift. Annual
acc.: less than § cu. ft.

Background materials, including electrostatic copies
of agency docusents sade for convenent reference.

ADIVISURLS

Still Photography

Itess offered for pereanent retention sust include
the followany record elesents:

a. Black-and-white and color negative photography:
the original negative, a captioned print, and, for
color negative photography, a duplicate negative 1f
one exists;

b Color tromparency and slide photography: the
original and & duplicate; and

fippe 1-12

FILES 203 (Draft)

CFF after publication of each
newsletter. Destroy when 1 year old. 2 o 43 5
C

PERMNENT. Offer to NARA 1n S-year GRS

blocks when 29 years old. (GRS 16, 1tes /5/[)C
13c)

COFT at end of project. Destroy whem
10 years old.


https://c:ontr.ct

FILES 283 (Draft)

' ‘% w‘m or filmstrips and accompanying audio
| sEgmn L or scriptsi 2 copies.

126-1 o ‘w
Photographs which depict significant events, PEQNENT, COFF annually. : {;/
persondlities, and other subjects relating to the NARA in S-year blocks when 18 years
mission and activities of NARA 1n particular and old.

faerican history in general, Included are
photographs of dedication ceresonies and official
events 1n the Rotunda, Presidential Libraries, and
other facilitaes; visits from officials and
significant citizens; and major prograe activities.
Excluded are photographs filed i the Exhibit Case
Files, 1tem 1818. Rrranged by subject. Ann. ficc.a
less than | cu, ft.

-M

426 3 Rhatngraphs of-weutins_awacd cerenonies, social Destroy when 1 year old or when no GRS 1
events, and activities not nxam'?a‘fmmw———mm.nm___ms 2%, ies ) /
the agency. TR e

126~3 Qfficial portraits of the Archivist, Deputy PERMANENT, to NARA when no
frchivist, and other semor NARA officials. longer needed for current operations.
Arrarged by person's name, fnnual fAcc.t less than
1 cu. ft.

atther———Dassportrhotagraohs, Destroy when S years old or wien no (4% )%

Ionner-Teeted-—GR8-2iy—ston.2) .
- -
06 § interna) personngl and admimistrative training Destroy 1 year after cospletion of (A5 )//)

filestrips and slides of programs that do reflect——tratmmg.mogens__ (SRS 21, iles 3)
NARA'a mission. Trm e

g —Duslizate ghotomraghs and negatives, Destroy when no longer needed. (GRS G-R.5 2//y

2hshen A

m- 1-13



127

127-1

127-2

127-3

Motion Pictures

o

Items offered for pevmanent retention aust include
the following record elesents:

a. NARA-sporsored films: the oriainal negative or
color ori1ginal plus separate sound track, an
intermed:ate master positive or duplicate negative
olus cotical sound track, and a sound projection
print or a video recording;

b. Acquired films: two projection orints or ore
pro)ection print and a video recording;

c. Unedited footage: the original negative or
color original, work print, and an intersediate
master oositive or duplicate negative 1f one exists,
appropriately arranged, labeled, and described.

NRRR-sgomsored files i1ntended for oublic
distribution. (These include i1nformational and
educational films,)

.

NARA—sponsored éraxmng filws that explain agency
functiors or activities i1ntended for internal or
external distribation.

Stock footage, outtakes, and tries created during the
cowrse of a NARR—sporsored production.

S@¥hoee—.Eilm acuired from outside sources for persornel

FILES 203 (Draft)

-~
PeRnn G T ‘skbl T4 VARY

~Submrd. G115 (5AG - —rbew-E8i—
whes T Yeirs 0/01‘ SN g

oz
PEAMANE~T L Apsn
Gt GRSt RGBTt

whens 9 )Yeirs ‘//,

Offer 1mwediately for deposit in the
stock film collection, Special Archives

Division, NARA. (GRS 21, 1item 27)
Oestrsy when ns fonfer seadef
Sow S ech Fi/w cefipctsovr.

Destroy one year after completion of

GRS 21fl

and management training.

fpp. 1-14
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FILES 203 (Draft)
128 yigee Secorines

Itees offered for pereaert retention sust 1nclude
the original or earliest generation of recording,
and a dublizng 1f one exists.

Jrvn gt

PeRmAnEnT, £o

128-1 NARA-soonsored video Droductaons 1ntended for oublic Ww
distribution. {(These include 1nformatacnal and NARA whAes g Yeers d/;/‘

educati1onal productions.)
-
. ')-/
Nt AV En 7, m Lo
1e8-2 NARA-spomsored training prograws that exnplain agercy &W&WL o
functaoms or actavities (other than those 1dent1fied /y'ﬂ,fﬂ when & )Qarf f/o/,

1n 1tes 1299 1nterded for nternal or external
e o
/ﬂ ¥ K fpw & [ Za
128-3 Recortiings of public seet1ngs or speeches, NARR-

distribution.
soonsored conferences, guest soeakers, and testioory 8 A/ whern & )e)rs a*/,
of agency officials pefore the Congress and at other

hearings.
3 urces _for personrel Destroy 1 year after completion of GRS 2l
and managesent training. traﬁ{mwgm.——ﬁﬁw_

nel and admmistrative training Destroy ! year after completion of éﬂ ) 1//
programs that co not reflect the mission OF bt RIg-Oe0g rat.. (GRS 21, tem 31}
agency. (These include "role-play* se$S100S,
panagement and supervisory instruction, etc.d

docusent routine seetings and award Destroy when no longer needed. (GRS éﬂj 2.//}
presentations. Bir-shom-d4)

43t ——Daplicate dubbings and pre-Six elesents, Destroy when no longer needed. (GRS LA5 ;%
2t-rien-38

App. 113



FILES 283 (Draft)

Digpose of according to instructions
covering the related auiovisual éﬂ’ l/‘-
dooks, caption sheets, shotlists, continuitaies, r
etc., and may be in text, card, mcroform, or

mach 1ne-readable format, )

i3 Production files or simlar files that document Discose of according to instructions Q¢ Jl/é
origin, development, JcUUTSIttom, useyand = covering the related audiovisual
owrership, (May include scripts, contracts, T recorgE—teR8-Sly~sten.2)

transcripts, releases, etc.!

Mgy Sesowg Posters )
M_— PEN /7/7,1/6,4// W
foa o exeatid] Ay VRN LT "z

190 e 2. coprm 7 7
MZJ’MWM'

s hun B

Aop. 1~16


https://1Mr...al

e01-1

TILES 223
RPPENDIX 2
GENERAL ADMINISTRATION
These recoros reiate to the general aimirisirative activities of NARA. 1Iiems 201 through 2ic
describe records that gerierally serve facilitative or informational ouooses common to mosi offices.

Items 2i3 through 263 describe records reiating to ematoyee training orograms, studies anc reoorts of
archival and management programs, information management activities, and emergency planning.

OFFICE ADMINISTRATION

CROSS-0OVER
B
f1les Plan (NA Form 2003) showing records maintained
by an office.
Record copy of Files Plan maintained oy tne office CO°F wmatn related files. Destrov wner 9Al
responsibie for the recoros. {(Piace Fiies 2lan 1n alt retated fiies are destroyes or
first folder of file drawer or, 1n tne case of retireo.
nonstantard fiiing ecuioment, oost the olanm in a
consoicuous locatior. See ch. 2-13.)
Copies maintained oy NAA, Recoros L:iaison Officers, COFF anruwally. Destroy on receint of a 11CS
and Administrative Officers. revised #lan or oiscontinuance of tne
plan.
Readino Files
Comes of outgoing communications wnich are
maintainetd for review by staff members,
Reading files of the Archivisi and Deouty Arcnivist. PERKANENT, COFF 1n &~moritn blocks. ap1
Ann. acc.: less than | cu. ft. Offer to NARA 1n S-year niocks when 10
years old,

fAnp. 2 - %



20e-2 Reaoing files of Uffice Heads and Staff Directors.

202-3 Ail other reacing fiies.

Susoerise Files

203-1

203-2 The fiie copy, or an extra copy of an outpnoing
communicatior, f1leo oy the date cn wnich a reoly 1s
expectec.

Schedules of Daily Activifies

waopointrert pooks, schedules, iogs,
diaries, and othex records gocumeniing meetings,
aopointments, telephond™easijs, trios, visits, ard
other activities of NARA employews., (Lalenpars
schecules, ang similar documents maintdtmsd or
computers must be printed out daiiy and retainé

paper. )

204-1 Records coritaining substantive information relating
to the official activities of the Archivist, Deputy
Archavast, Office Heads, Staff Directors, and

Apo, 2-¢

FILES c3

COFF in 6-montn blocks. Destroy when 3
years old.

COFF 1 b-month blocks. Destroy when &
months old. 48A5-25—femti1

Destroy arter action is taken. {GRS
23, 1tem 3a)

cooy 15 %tne file cooy,™s
1nto the official fiies. ¢
1ten 3

COFF uocn tne indivic@ad-leaving the
positior, Submit SF ¢58. I

1s not acceotes, destroy the records

9B30

9B30

S5



FILES 223

1al fAssistants to the Archivist and Deputy when they are 6 years old. {GRS '
t, the substance of which has not been 23,1tem ¢a)

wqnto memoranda, reports,

ther records iricluded 1n the

Arch
1ncorporat
correspondence, o
official files.

COF¥ annually. Decstroy waen 2 years
olo. 1{GRS 23, item 2b}

84—z Records of other NARA employees conitaining
substantive information relating to official
activities, tne substance of wnich has not been
incorporate inta official files.

cd4~3 A1l other materials Destroy wnen no ionger K
23, item 2c)
2@s Office Administration Files
Records accumulated by individual offices that COFF arrually. Desiroy wien 2 years 9B4d
relate to the internal administration or old.

iousekeeping activities of the office ratner tnan
the functions for which the office exists. Excluded
are records scecificaily described in Aapendixes 1
throush f2.

2%6 Admnistrative Trackinz Files
Automated tracking sysiems estadlisned to monmitor Transfer status renort with relevant New
the current status, arooress, or location of project case file or cestroy when
projects or admnistrative documents. superseded or cancelled.

Routine Control Files

Job control records, status cargs, s..51105, Remove from refated records and destroy
work processing sheets, correstondence control 4 ok 15 compleved or when no
forms, receiots for recores chargeout. and other longer needed T £ing Urdoses.

sim lar records used soiely to control work flow and (GRS 23, item )

Ao, 2-3



208

c08-1

210

el

routine and mereiy faclilitative actions

Desipnation Files

Corresponderice, memoranda, and forms designazing
certain empioyees the authority to sign time ano
attendance cargs, prooerty passes, printing
reouisitions; to certify invoices; to control
personal prooertyj and other duties and resoonsi~
bilities as assigned.

Emoloyee Publicatior: Review Files

Reviews by Office Heads or Staff Directors of
publications authored by NARA employees. Incluoed
are requests for reviews, resoonses, and copies of
the oubiications.

National Arcnives Assembly Files

Corresporidericce, memorarda, and other records
accumulated by NARA offices relatino to employee
participation in National Archives Assembly
activities.

Reference Publication Files

Copies of NARA 1nternal and/or external directives;
NARA publications, and publications issued by other
Governmerit agencies and norbovernmental
orpanizations maintained for reference within an
office. These files are normally kept 1n binders
and fi1led 1n bookcase units.

Aop. 2 - 4

FILES 203

CUFF wnen superseded or cosolete.
Destroy 2 years after COFF.

COFF anrually. Destroy wien 2 years
olo.

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

Destroy wnen superseded, obsolete, or
no longer needed for reference
DUrsoses.

9Bl

New

New

9B31

19A1



ele

213-1

213-3

c13-4

Unscheduled Records

Files not described in this manual wnich document Submiz SF 115, 9C5
the performance of a specific function, process, or

transaction, and for which no disoosition has been

approved,

TRAINING
Trainino Recorgs

Files accumulated 1n develooing training programs
for NARA empioyees. Inciuded are files pertaining
to the Career Intern Development System (CIDS)
program and other emoloyee training soonsored by the
Personnel Services Division (NAF) and/or other NARA
offices. Program recoros relatino to NARR-sponsored
training for employees of other agencies and/or the
peneral public are described 1n other aopendixes to
tni1s manual; 1.e., item 1305, Records Managemerit
Workshoo, Ccnfererice, and Trainino Course Files.

NARA Training Aids. One copy of eacn manual, Destroy wnen superseded or onsolete. 10A35
syliahus, textbook, ant other training aid develooed *48R5=t—i.tan—30ati
ny NARA.

Otner Training Aids. Training aios from other Destroy when onsolete or supersecea.
agencies or orivate institutions. (GRS 1, 1item @a(2))

Gereral files of NARASSssygored tralmng, COFF anrwally after comoletion of a

z specific orogram. Destroy when 5 years
authorizations, reoorts. recuirement reviesa, 2lans, old. (BRS 1, 1tem 3db(1))

and objectives reiatino to the establishmwert ario

oseration of training, courses, and confererices.

Backoround ang workpapers. COFF annualily. Destroy wheri

old. (GRS 1, 1tem 3@b(2)).

Appt 2 - 5



213-6

214

2l4-1

ei4-2

214-3

External training, Corresponderice, memoranda,
regorts and other records relating to tne

iab1l1ty of traininp and employee participation
graims soonsored by other government
apencies or non-oc sgnt instetuteors.

Course announcement files, Reference file of
pamphlets, notices, catalogs, ano other recorcs
which provide i1nformation on courses or programs
offered by tovernwent or non-government
organizations.

PROGRAM CONTROL

NARA Fee Schecule

Correspoonderice, memoranda, studies. reoorts, working

papers, and other records reiating to preparing the
NARA fee schedule.

Case file maintained by NARA.

Copies of the fee schedule maintained by ail
of fices.

Otner records maintained by otner offices.

Soecial Fee Proiects

Cost analyses, correspondence, and reports relating
to establishing fees for soeciai reproduction
projects.

Aop. 2 - 6

rILES 223

Destroy when 3 years old or when
sugerseded or oosolete, whichever is
sooner, (GRS 1, 1tem 3@c)

Destroy when suoerseded or obsolete.
S 1. 1tem 3@c)

New

COFF uoon 1ssuance of tne fee schedule,
holo 7 years, and retire to FRC.
Desiroy wien 15 years old.

Destroy when supersedeo or oosolete.

Destroy wneri no ionger needed for
reference.

COFF uoori comoletior or termination of New
groject. Destroy wher 1@ years olc.



216-1

216-3

et

217-1

A-76 Policy and Procecures Files

Correspondence, memoranda, arw other recoros
relatiag to policies ard procedures for acquiring
conmercial or industrial type orooucts and services
needed by NARA.

Correspordence, memoranda, ana other records
reilating to NARR ooiicies ard orocedures for
imolementing OME Circular R-76. Files are
waintaired by NAR.

Inventory suomssions to {MB. 1nventory nstices for
the Federai Register, ans reiated mater:al.

Copies of OMB Circular A-76, 1tmolementing
instruct 1ons, ano related materials 1ssued outsice
of NARA.

R-76 Stucies

Correspondence memoranda, working pagers,
tabulations, and other records relatinn to
1individual reviews of NARA commerical or 1ndustrial
tyse activities and to productivity reviews recuired
under OMBE Circular A-76. Frocuresent files related
to A-76 solicitaﬂajhs are fileo under Appendix 5 or
1n the designated program procurement file.

Case files maintaired by office concucting the
szudy.

Records maintained by KSR as oart of indeoencent
review process.

Roz. 2 -7

COFF whena suoerseded or oasolete.
Desiroy 1 vear after COFF.

COFF annually. Destroy when 2 years
oic.

Destroy when suoerseded1, obsolete, or
no longer neeced for reference.

COFF uwocn comoletion of stuoy, hoid i
year, and retire to FRC. Destroy when
7 years old.

COFF uoor comzleticn of study, foid &
year, and retire to FRC. Destroy wnen
6 years olc.

New

New



ei7-3

cib

218-1

219

£19-1

n
n
&

ccd-1

220-2

Recoros maintained by KAA.

Internal Control Boiities and Procecures Fiies

Corresocncence, memoranda, and other records
relating to internal control policies and procedures
under OFB Circular A-123, Internal Controi
Guidelines.

Vuinerability Assessiert Files

Correscondence, memorar:da, reoorts, studies, and
other recoros relating to assessing the
suscest1bility of MARA and 1ts prozrams to loss or
unauthorized use of resources, errors 1n reports ang
inforiation, 1llepal or unethical acts, and/or
adverse or unfavorabie oublic ooinion,

Internal Control Review Files

Correspondence, memoranda, reports, ang similar
recorgs reiating to studies or reviews of 1nternal
controls.

Records maintained oy NAR.

Recorcs maintained by other offices.

Apo. 2 - 8

FILES 203

COFF upon comzietion of the siudy.
Destroy wiers 7 years old.

Destroy when supersedea, obsolete, or
ne longer needed for reference.

COFf after assessmert report. Destroy
3 years after COFF.

COF7 arnually, hold 2 years ang retire
to FRC. Desiroy when 5 years olo.

COFF annuaiiy. Destroy when 1 year
old.

New

New

New



2e3

A~123 Anrual Report

Annual regort to Conoress and tie President
conizernir@ agency impiementation of A-123. Arranged
oy year. Ann. accr  less than 1 cu. ft,

Documerits accumulated in oreparing the annuai
resort.

Manacement Imorovement Study Files

Documerits accumulated By NAA im conducting studies
which result 1n initiation of changes 1n the manner
or methoo of olamming, directing, controliing, or
doing work wmch results in tncreased effectiveness,
efficiency, and economy.

Case files containing studies, charts, coordination
paers, recommendations, statistical data, arnd
related records. Arranged by study. Ann. accant 2
cu, ft. Current vol.n 1 cu ft.

Documents used as backoround material in develooing
ano completing manapement improvement studies.
Included are analysis, notes, drafts, interim
reoorts, and data used but not inciuded in the
official case file,

INFORMATION MANAGEMENT

Creararce Comments Files

Comments on directives, pians, and simlar
publications preocared by another office.

FILES 203

FERMANENT. COFF annually. Offer to
KARA 1n S-year blocks when 1@ years
old.

COFF annually, Destrcy when 1 year
old.

PERMANENT, COFF armually uaon
comoleticn of siudy, hoid 5 years, ard
retire to FRC, UOffer to NARA in 10-
year blocks whien 20 years olc.,

COFF after comoletion of the related
stuoy. Destroy when 3 years oid.

New

New



eeh-1

a24-¢

Office reocuesting comments.

Office suamtting comments.

Federal Remister Liaison Recoros

Designation of liaison officer ard certifying

officer.

Gther correscondence witn the Federal Register
reiating to liaison activities, 1ncluding reouests

for emergercy publicatiorn of documents and
corrections to previously published documents.

(NOTE: Place published cooy of correction oocument
1n case file of corrected regulation or notice.tt

Routine Federal Repister Notices

Federal Register notices of a routine nature (1.led,
closing of search rooms), not filed elsewhere in

this aooendix.

Files maintained by NAA.

Files maintained by other offices.

Apa. & - 10

FILES ¢a3

Place comments 1n aporopriate
functional file; 1.e.}, directives case
file.

COFF annualiy. Destroy when ¢ years
old.

Destroy when superseoed.

COF= annually. Destroy wneri 1 year
old.

COFF anrually. Destroy wher: 3 years
ola.

COFF annuaily. Desiroy when { year
oid,

11825

9Cle

11B15

11B15

11B25

9C2
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26

ech-1

2

)

a7

Unifiea Aoenca

NARA repulatory agenda materials developed for
pubiication 1n the Umified Agenda of Federal
Regulations.

Exterrial Directory Updates

Correspendence, forms, and other records accumulated
1n oroviriing i1nformation on the NARA orpraization,
facilities, and services for pubiicatior in external
documents such as the U.B. Governwent Manuai, the
Congressional Directory, tne Catalog of Federal
Dowestic Rssistance, and simlar publications.

Questionnaire Files

Correspondence, memoranda, and copies of

ouest 1onnaires relating to NARA-wite ool icies,
procedures, functions, orgamzation, and activities
received and answered by NARA for archival
institutions, historical organizations, Federal
entiti1es not 1denti1fied elsewhere 1n the scheduie,
and sim liar organizations and institutions.

Records maintained by NAA.

Records maintained by other offices.

Reports Control

Documents accumulated by NAR in controllivg internal
and external reports.

Aop, 2 - 11

FILES 203

COFF annually. Destroy wnen 2 years
old.

COFF arinuailv. Destroy wien 1 year
olg.

COFF annually. Destroy when 4 years
old,

COFF annually. Destroy when ! year
eld.

11B15

New

New



FILES 2@3

NARR-Generated Reports. Case files maintained for Place 1n 1nactive file after the report
WCreated or orodosed including 1s discontinued. Destroy when & years
public use refoTesm-licluded are clearance forms, old. (GRS 16, 1tem B)

such as the Request f8;.55§'R§vfeu-155_§§1i~:2::es

of pertinent forms or descriptions of formatyi Tosses
of authorizing directives; preparation instructions;
and documents relating to the evaluation,

cont1inuation, revision, and discontinuance of
report ing requirements.

ee3-2 Interagency and Congressional Reports. Files
maintained by NAR for purposes of tracking repotrting
requirements placed on NARA by other agencies, the
Of fice of Management and Budpet, and Congress.

New

a. Case files containing correspandence; copies of Place in 1wactive file after the reoort
authorizing directives and regulations, including 1s discontinued., Destroy when 2 years
OMB Circulars; copies of pertinent forms or old.

descriptions of format, preparatiom instructions,

and documents relating to continuation, revision,

and discontinuance of reporting reguirements.

b. Working papers 1including notices sent to offices COFF annually. Destroy when ¢ years
as a remnder that reports are due, copies of old.
reports, and general correspondence.

2e3-3 Registers. Computer-generated registers and simlar Destroy when suoerseded or obsolete. New
registers used to track regorts.

238 Forms Repuirements Files

Documents accumulated in the preparation, review, 11A35
printing, and maintenance of requirements for forms,

Included are reguests for and changes to forms

requirements, printing requisitions, arintouts of

form listings, inventory of forms requirements, and

related records.

fipp. 2 - 12
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233

Printouts.

Other records.

Forss Repisters

Registers used to record and control the numbers and
other 1denti1fying data assigned to each form.

Forms Case Files

Numerical case files consisting of the record copy
of each NARA-originated form with related
instructions and documentation showing 1nceotion,
scope, and purpose of the form.

Official case files maintained by NAR.

Working papers, backeround materials, repuisitions,

spec1fications, and processing data maintaned by
NAA and NCP,

Files maintained by other offices.

Stationery Files

Reports, correspondence, memoranda, lists, printing
specifications, master copies of stationery, and
other records pertaining to NARA stationery.

Apa. 2 - i3

FILES 203
COFF annually. Destroy when i year
old.

COFF annually. Destroy when 2 years
old or wren ro longer needed.

Destroy when no longer needed. 11A1

Destroy 5 years after related form 1s
discontinued, superseces, or cancelled.
(GRS 16, 1tem 4ai

discontinued, super
(GRS 16 item 4b)

COFF annually. Destroy when ¢ years 11A5
ole.

Destroy when suoerseded, obsolete, or New
v longer needed for reference.
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FILES 223

234 Printing Reouisition Files

Reoulsitions, and related backorourd material sent
to, the Government Frintiny Office, or to other
aciroved printing sources.

234-1 Records waintained by NAR. Destroy 3 years after comoletion or 17A35
canceilation of recuisition.

234-2 Records wmaintained by other offices. COFf monthly, Destroy when 6 months 9B40a
old.
EMERGENCY PLANNING

] Emergency Plannino Administrative Correspondence

ndence files relating to administration and COFF annuallly. Destroy wnen 2 years
operatior the NARA emergency pianning proagram, olo. (GRS 18, 1tem 27)
not covered elsewsgre 1n this schedule.

236 Emeroency Planning Case Files

236-1 Case files containing a cooy of each sian or
directive 1ssued, with related backoround papers.

Destroy 3 years after issuance of a new
olan or cirective. (GRS 18, 1tem 28h)

e37 cuwerpency Directives Reference Files
Copies of direcsives and pians 1ssueg by NARA, as Destroy when oosolete or supe
well as those 1ssued by the Feoeral Emerpency {GRS 18, 1tem 29)

Hanagement Agency (FEMA), other Federal agencies,
State and local governments, and tne private sector.

Aop. 2 - 14



FILES 203

Emergency Planrarn Reoorts

gorts of operations tests, consisting of PERMANENT. COFF wnen related plan or
consolida gr comprehensive reports reflecting directive becomes obsoiete or 1s
agency wide resul®a, of tests conducted under superseded. Offer to NARA when 15
exergency plans. Ann less than 1 cu, ft. years old 1n 10-year blocks. (GRS 18,
1ten 30

239 Emercency Operations Test Files
239-1 Files accutulating from tests conducted under NARA COFF annudk Destroy when 3 years
emergency plans, such as instructions to members ola. (GRS 18, g 31)

particieating 1n test, staffing assignments,
ressages, test regorts (exciuding consolioated and
comprehensive resorts under 237.

RECORDS MANRGEMENT

240 Records Manatenent Survey Files

ARR

Documents relating tg:;urveys contucted to provioe
advice ang assistance on, or to evaluate tne
effectiveness of, records maragement operations and
programs. Included are notifications of visits,
reoorts of surveys, reports of corrective action
taken, and related documents.

24Q-1 Records maintained by NAR, Records Liaison Of ficers, COFF annually, Destroy when 3 years 11C35a
and Admnistrative Officers. oid.

c40-¢ Records maintaired by other offices. COFF annually. Destroy wnen 2 years 11C35b
olic.

Apo. 2 - 15



FILES 203

241 Records Maintenance and Disposition Files

Correspondence ard basic recorcs wanagement
documentation pertaininz to NARA's program and
administrative records.

T —Bcutine corresoondence and memorarda. Destroy waen no longer neeoeo. (GRS
‘C-, 1hem 2h)
chl-2 Correspondence and notices concerning freezes on the Place 1n 1nactive file after freeze has ey
disposal of certain records series. oeen l1fsed. COFF annuaily. Destroy

when 2 years old,

Comes of SF 115, Reauest for Recoros Disposition Destroy when no lorger needed for
Autno s 1 documentation. (Note: Record administrative or reference surooses.
copy of aporoved SF 115 15 mal part (GRS 16, item 3b)

of the Directives Case file, FILES 203).

Syl SF's 135, Recoros Transmittai and Receipnt, cooies of Destroy when reiateo recorcs are
anproved roiroes oi-waat.tn Jestrov Records (NA destroyed, or transierred to NARA, or
Form 1321}, and related documentation. —uhEn. o ionper needed for
administrative or referEnCE mir<esss

(GRS 16, 3a)

B SF%s 258, Request to Transfer, Approval, and Receipt Destroy when relatec recoros are
of Heco é i hives of the United destroyed, or transferred to NfRA, or
States, and related oocumentation. when no longer needed for

adimviistra : nyyrDOSes.
{GRS 16, 3a)

Informatiots Manapement System Feasibiiity Studies

Studies conducted before the instaliation of any CORF fugy 15 copleteo. Destroy

technology or equipment associated witfi information wen 5 years old. (GR

Apo. & - 16



243

243

243-1

2452

manapemerit systems, exciucing ADP and word
orocessing (See Apoendix 8)@ sucn as microgradnics
ang copiers.

ri1le couioment and Suonlies Files

Documents created 1n the records management review
of reouests for fiie ecu:pment ano nonstanoaro
supplies., Included are reguests for eouioment or
supplies; aporovals, cisaoprovals, and clearance
actions, and other papers aoout specific items of
eculpeent or suoply.

Vital Records Policy and Procedures fFiles

Corresoondence, meroranda, inventories, and other
records relating to the NARA Vital Records Program.

Vital Records Evaluation Files

Correspongence, memorarica, reporis, ang other
records relating to evaulations of the NARA Vital
Records Frogram.

Records maintained by NASS and NAA,

Records maintained by other offices.

Apo. 2 - 17

-

COFF annualsy. Destroy wien 2 years
oid.

Destroy wnen superseced, oasolete, or
no lormer needed for reference.

COFF annually,
old,

Destroy wher 3 years

COFF annuaily.
old.

Destroy wheri i year

11C40

New

New
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2412

FILES 293

MAIL AND MESSENGER

Distribution Lisis

Documents accumulated in establisiiing and Destroy wnen suoerseced or odsoleie, or
maintaining automatic and specific puroose mariing no tonger needed for reference.

lists for disiribution of documents sucn as the U.S.

Goverrient Marwal, Congressional Directory, Coce of

Federal Regulations, Federal Register, etc.

Destroy when sugersedec or obsoiete, or
no longer needed for reference.

All other distribution or mailinp lists.

Postal Recorcs

sted States Fostal Service (USPS) forms and
support™RY papers, exclusive of recorcs heid by the
USPSs.

tgoing registered, COFF annually. Destroy wnen 1 year
mail old. (GRS 2, item 5)

Records relating to incoming o
certified, insured, and soecial del:
including receiots and return receiots.

festroy when 1 year
1ten 3)

Roplication for nostal registration and certificates
of ceclared value of maiter subject to postal
surcharge.

Renort of loss, rifling, delay, wrong delivery, or LOFF anruaily., Destroy when iy
other 1moroper treatment of maii. oid. {GRS 12, i1tem 3)

fpp. 2 - 18

New

New



248-3

248-4

c48-5

c48-6

248-7

Mai1l and De:ivery Service Control Files

General files, i1ncluding correspondence, meroranda,
directives, and guides relating to tne
dministration of mait rocm operations.

ports anc oata reiating to handiing of

mail and volumg of work performed.

Statistical reports of’\gostace useo on outpoing mail
and fees paid for privateNdeliveries (special

oelivery, foreign, repistered certified, anc oarcei
oost or packages over 4 pounds¥

Reouisition for stamos {exclusive of codgs usec as
supoorting documents fo oayment vouchers)i

Records relating to checks, cash, stamps, money
orders, or any other vauluabies remiited %o the
agency 2y mail.

Records of receiot and routing of incoming and
outpoing mari and 1tems hancled by orivate deiivery
companies such as United Parcel Service, excluding
those used as 1ndexes to correspondence fiies.

Locator cards, directories, indexes, ano other
recorcs relating to mail celivery to individuals.

Apo. 2 - 19

COFF annuaily. Desiroy when | year old
or when superseoed or obsolete.
whichever 1s apslicabie, (GRS 12, item
6)

COFF anrwuaiiy. Destroy when 1 year
old. (B35 12, 1tem 6}

Destroy wheri 6 morths old (GRS 12.
1ten 6}

Destroy when b months oid. (GRS 12,
1tem 6)

COFF annually. Desiroy when ! year
old. (GRS 12, item 6)

transfer of indivicual or u
oosolete, whichever 1s aoolica
(GRS 12, 1tem &)
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Penalty Mail Reaort Files

ficial penalty mail reports and ail related [OFF annuaily. Destroy when b years
nape old. (GRS 12, 1vem 7)

290
Memoranda, correspondence, reoorts other recoros COFF annually after comaletion of
relating to 1rregularities 1n the handitwg of maii, investigation. Destroy when 3 years
such as loss or shortage of postal stamps or™ old. ({GRS 12, 1tem &)
orders, or ioss or testruction of mail.

291 flessenner Service Files

Daily logs, assignment records ang 1rstructions, Destroy wner 2 monins
disoatch records. ce:iivery receists, route item 1)
schedules, and related records.

CLASSIFIED INFORMATION RCCOUNTING AND CONTROL

S Classified Documents Administrative Corresoondence

Correspondertswf1les pertaining to the COFF annuaily. Dastroy wnen 2 years
agmriastragiion of 1ty classificatzon, control, old. (GRS 18, item 2)

and accounting for classi documents, not covered
elsewhere ire this manual.

253 Classified Document Receiot Files

Records documenting tne receipt and 1ssuance of COFF annuaily. D€
classified documents. oid. (GRS 18, 1tenm 3)

v Wien 2 years

Rop. 2 - 20
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Classified Docements Destruction Certificates Files

Cert1ficates relating to the destruction of
classified documents.

{1ed Documents Inventory Files

ang finai oisposition made of

. Not 1included are classified
destruction certificates ang
Secret material coversd

cotument receipts a
docutients relating to
elsewhere 1n this schedul

Too Secret Document Accountina Fi

Registers maintained at cortrol points to “dicate
accourtability over Top Secret documents, re
the receiot, dispatcn, or destriction of the
oocurents.

Too Secre: Document Control Files

Forms accompanying oocuments to ensuring continuing
control, showint names of persons handiing the
docunents, 1intra-office routing, and cofparanie
fata.

Classified Docurents Access Reguest Files

Reguests ang autnorizations for individuals to have
access to classified administrative fiies.

App. € - 2t

FILES 223

COFF annuaily. Destroy when 2 years
old. (GRS 18, 1tem 4)

COFF annualiv. Destroy wnen 2 years
oid. (GRS 18, 1item 9)

Destreey 5 years arter documenis showr:
ori forms are dowrigraced, transferred,
or destroyed. (GRS 18, 1tem 6a)

Destroy Wen relates cocument 1s
gowngraded, \;ransferrep, or destroyet.
(BRS 18, 1tem\QJ!

Destroy ¢ years after autnorizain
exmres. (GRS 18, 1tem 7)



Classified Document Coritainer Security Files

Farms or lists used to record S3T® natlons,
names of individuais knowing combinations, ang
cowparablie cata that are used to cowtro: access into
classified docurent containers.

260 Records Container Security Forns

forms placed on safes, cabinets, or vaults
containing security ciassified cocuments that record
entries into the containers.

2B1-255 Reserves

App. 2 - 22

FILES 223

Destroy when suoerseded by a new form
or 1ist, or woon turn-in of container,

{GRS TETriex bl

‘ﬂ--..-.h-“h“-“-“-.-'"“--.

Destroy 3 montns following the last 9B35¢g
ertry on the form, excest forms

nvolveo 1n 1nvestipations wnicn will

be retained until compietion of the
mvestipation,


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

FILEG 233

APPENDIX 3
PERSONNEL

These recoros reilate to the supervision ard management of NARA empioyees. included are files
pertaining to the overall NARA personnei management program as well as personnel records comion to
all offices. Excluoed are files pertaining to emdioyee training proprams which are contained in
Aopendix 2, General Rdmnistration.

ITEH
NUMBERS DESCRIPTION DF RECORDS AUTAORIZED DISPOSITION

PERSONNEL INFORMATION

Official Personnel Folcers {OPF)

Documenss accumulated to orovide an official recorc
rsorinel actions pertaining to an employee!s
nd service. The Feeeral Personnel #anual
soecifiss e docurents required for inclusion 1n
the OFF.

301-1 Records Tiled on the mignt™syde of foleer:

See Federal Personnel Manual for
imnstrucsions relating to folders of
empioyees transferred to another
agency. (B3RS 1, 1%em 1b(1))

a. Transferred employees.

foider to hatioral Cersonnel
Records (ewer (CER), Si. Lowis, ¥D
63118, 30 cays™after separation, NPRC
will oestrov 73 yeweg after 2irtn cate
of enployee (6@ years er tne date of
the earlhest document 1n t™s folcar 1f
the cate of birtn cannot oe

b, Separated employees.

' fApa. 3-1



301-¢

302-1

302-3

303

303-1

Temporary 1ncividual emoloyee receres fiied on tne

left side of folder.

Service Control File

Documents created and maintained outside the OFf

which provide an official summary of employment

datasgn each position occupied.

Service recor¥\card (5F 7 or eguivalent)

Position wcentification sdxap (SF 70 or equivaient)

Employee recorp carcs used for informatiohgl
nurooses outside gersontel offices {such as 3

Duslicate Documentation and Persornel Files
Maintained Outsice Personnel Offices

Supervisorts personnel files.

Correspondence, memorarida, forms, ano other reccrds

reiating to positions, authorizations, pencing

actions; copies of position descriptions; recuests

for personnel action, and recores on i1ndividual

enplcyees duplicated 1n or not aoproariate for the
OPF. These files may be arranged in any manner that

fop. 3 -2

tory for each employee ano aiso Dprovice summary

FILES 203

ascertaived) or 5 years afier iatest
senaration, wnichever 1s later. (GRS
L, 1tem ibfe))

Destroy upon separation or iransfer of
employee. (BRS 1, 1tew 10)

Destroy 3 years after seoaration or
transfer of emoioyee, (GRS i, item 2o)

Destroy when oosition 1s carceled or
réw sirid 1s preoared. (GRS 1, 1tem
1)

Destroy on separation or transfer of
emoloyee. (GRS 1, 1tem &)

Review annually afe destroy superseoec
or cisolete oocumertsy or cestroy ail
gocuments relating to ar\yndividual

and statements of employment and



303-2

324

304-1

3%4-2

385

PF. These files may be arranged in any marnrer that
suits the reference reguirements of the office;
1.e,, chronoteoicat, alphabetical by subject or

Duplicate sorumentation,

Other copies of osgumerits duplicated i OPF's not

Copies filed 1n caroriolomical jourral and used ti

record for inspectioris, work feasuremerit statlstzéé*\

reference, orecaration of reports, and cther
purooses.

A1l other cooies maintained in personral of fices.

Employee Performance Files {Non-SES)

Documents maintained as the official record of a
rion-StS emoloyee’s performance. These records are
subject to governmentwide regulations governing
Employee Ferformance File System Records, 5 CFR 233,
Subpart D. Included are annual performance ratings
with their associated performarce olans, critical
elewents, performance stanscargs, anc related
documents. They may be filed in individuai file

App. 3~ 3

FILES 203

ano statements of empioyment ana
financial inieresi (See item 1183-2) of
forier empicyees who transfer within
tne apency imust be transierred to tie
new supervisor. (GRS i, 1tem 18a)

COFF an b-raonin blocks. Destroy when &
months otd. (GRS 1, 1tem 18h)

COFF arnuailv, Destroy wien ¢ years
old. (GRS 1, item {4a)

nuatly. Destroy wien { year

ola. ¢ i, item 14D}




305-1

305-2

305-3

305-4

385-9

306

foiders or if stores in the OPF, they must be files
In a seoarate envelooe. However, wner: an employee
shgarates or transfers to another agency, the

re s must be removed and retained under 385-3

Aopraisals oN\uraccestadle performance, where a
notice of proodgeo cemotion or vemoval 15 1ssued tut
not effecteq, ano\a:l related documents,

Performance records superseoy tnrougn an
administrative, judicial, or gdgsi-judicial
procedure,

Performance-related records pertaining ¥y 2 fermer
employee.

Ali other summary gerformance aosraisal records,
including performance amoraisals and jab eiements
ard standarcs ugon which they are based.

Supoorting Cocumersts,

grmnloyee Performarice F1les (SES Apoointees)

Documents maintained as the official record of an
SES emplovee’s performance. These records are
sutject to povernmertwide regulations poverming
Employee Performance File System Records, 5 CFR 293,
Subpart D. Inciuded are oerformance olans:

App. 3 ~ 4

FILES €23

Desiroy after tne emolovee comoletes 1
vear of accentablie performance from the
cate of tne written acvance nothce of
proposed removal or recuction in grace
notice. (GRS 1, itzem 23ali})

Destroy unon supersession. (GRS i,
item 23a(2})

“lace n 1nactive file wnen emplovee
ieaves the apency. Destroy when 3
years oig or wien no longer neegec,
whichiever 1is sooner. GRS 1, item
£3a13)8

Destroy 3 years after cate of
apraisal. GRS 1, 1tem £3al4})

Destroyt \years after date of aooraisal
or when noNorger neecec, khichever 1s
sooner. (BRE\{, 1tem 23a(5))




306-1

306-2

306-3

3e7

formarice ratings ard related supoorting
documdEs, They may be filed in individual file
folders omf stored 1n the OPF, they must be filed
1n a separate YWjder.

Performance records suoers trroupn an
admwstrative, jugicial, or osa
orocesure.

Performance-related records oertaining to a former
SES appointee.

A1l other oerformance aspraisals, along w1tk joo
elements ard standards {(job expectations) upon which
tney are based.

Fersonnel Informatior System

Documents accumulated i1n the develooment and
1mplementation of personnel and manoower i1nformation
systems on a local, agencywige, cr povernmeniwide
basis. Included are correspondence, instructions,
and other documents on the Persorinel Information
Resources System {PIRS)1 Soecific reoorts cenerateo
py the systexm are filed in the aoprosriate subject
file.

FILES 2d3

Destrov uzon suoersession. (GRS 1,
1tem 23a(i)}

f1ssosation pending,  (BRS 1, item
23nie))

Destroy 5 yeayes afier date of

aooraisai, excilwye of any interim
service as a PresideMgal aosointee.
(GRS 1, 1tem 235¢3)}

Hold until termnation of studgy,
supersessiorn, or until oocumernts are no
longer needed for reference surooses,
then gestroy.

PERSONNEL ADMINISTRATION

Personnel Office Correspondence and Forms Files

fJoerating personnel offite~x@corgs relating to
individual emdloyees not maintainesg ard rot
arovided for elsewhere 1n this azoendix.

fiop. 3 -5
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308-¢

308-3

309

310

219

Corresoordence and forms relating t0 penoirg
personrel actions,

registers.

a, Remisters from whwh reduction-yr-force actions

have been taken,

b. Yemsters from waich no reducieon-i
attions have been taken.

fif o*her corresoongerce ano forms.

Perscrnel Operations Statistical Reoorts

Statistical reporis in fne ozerasirg personrel
office ano suboroirnate umts relating to personnel.

Pay Rdministration Files

Documents created to orovide assistance in
interpreting and implemersting pay administration
programs. Ivcluded are pay plans, pay fixing rules,
authorizations, reconsiderations, and reiatec
records.

Standards of Conduct Files

Correspondence, menerarga, and other records
reiating to codes of ethics and standaros of
conduct.

fo. 3 -6

Destroy when action 1s comaletec. (3RS
1, 1tem 17a}

Destroy wien 2 years old. (345 1, item
178410

Destroy wnen supers=ded or onsolete,
{GRS i, 1tem {7bi2)9

F 1n E-montn hiocks., Destroy waen &
olo, (GRS §, 1item i7c)

COFF annually. Destroy wien 2y
old. {(BRS 1, item 16)

COFF anrwaily, hoid ! y=ar, and reiire
to FRC. Destroy when 5 years old.

Suuuiien oosolete or superseced.
{GAS {. 1tem 28)

18B40



FILES 203

PERSONNEL SECURITY

Personnel Securitv Ciearance Fiies

Personnel security ciearance case files anc relateo
indexes maintained by the Personrel Services
wvision (NAP),

31e-1 Case filemgdocumenting tne processing of Destroy uton notification of death or
invest 10ati1ohg on Federal employees or apoificants not later than S years after separation
for Federal emg¥qvment, whether or not a security or transfer of emoloyee or no later
clearance 15 grant and other persons, such as than 5 years after contract
tnose performing wor{\for NARA under cortract, wao relatiorishio expires, whichever 1s

having access to applicable. {GRS 18, 1tem 23a)
nsitive data. These

mmari1es of reports

Y, and other

reguire an approval befd
Government facilities or t
files inciuce puestionnaires,
prenared by the investigating agk
records refiecting the orocessing o
investigation and the status of the ¢l
exciusive of copies of investigative reoort
furnished by the investigating agencv.

3ig-¢ Investigative reports and relatec paoers furnishec Desiroy :in accorcance with the
to NARA by investigative organizations for use 1n nvestigating agency 1nsiructions.
making security/suitabitity geterminations. (BR3 18, 1tem &3b)

318-3 Index to the oersonnel security case files. Destroy wmidR reiated case fiie, (GRS

18, item 23c)

313 Personnel Security Clearance Status Files
Lists or rosters siowing the current security Destroy wnen sucerseded or 00SOMEE.
clearance status of individuals. {GRS 18, 1tem 24)

Aoo.t 3 - 7



314~1

315

316

316-1

Security Viclations Files

Case fiies reiating to investipations of allegec
violations of Executive Orders, iaws, or NARA
gulations for the safeguaroing of national
qurity information.

Files refwting to alleged vioiations of a
sufficientiserious nature that they are referred
to the Deoartudats of Justice or Defense for
orosecutive ceteMgnation, exclusive of files held
by Department of Judtice or Defense offices
resocnsible for makind\such determnations,

A1l other files, exclusive o
official oersonnel folders.

Classified or Ciassifiable Information Kongi

Aoreements

Copies of rondisclosure agreements such as SF 189,
Classified Information Kondisclosure Asreement,

sioned by employees with access to informatior wnich

15 classified or classifiabie unoer standards put
forth by Executive Order 12356, Tnese forms are

maintained by the Safeiy and Security Staff (NASS).

CLASSIFICATION AND STRFFING

Position Classification Standards Files

Standards and guidelines 1ssued or reviewed by the
Office of Personnel Management (OPM) and used to
classify and evaluate oositions within the agency.

Ano. 3 - B

FILES 223

Desiroy 3 years after ciose of case.
{GRS 16, 1item 25a)

Destroy ¢ years after comoletion of
final action or when no longer neeges,
whichever 1s soorer, (GRS 18, 1iem
25by

Destroy waen 3@ years oid. (GRS 18,
tem 26)

Destroy when suoerseded or obsol
{BRS 1, 1iem 7a(!l))



316-3

317

317-1

318

Case files containing memoravida, corresponderice,
and other records relating to tne develooment of
standards for classification of oositions pecuiiar
to the agency and OPM aoproval or disaooroval.

Documents maintained as the review file.

Position Description

Files of official position desdntions inclucing
information on title, series, oradq, duties, ang
respons:bilities. Arrangec by orcan

Record cony maintained by XAPR,

Alw other copies.

Classification Appeais Files

Case files relating to classification anpeals.

Apo. 3 -9

FILES 203

COFF annually after position 1s
agolisned or descriptilon 15 SUoerseced,
hold { year, and retire to FRC.

Destroy wnen J years old. (BRS 1. 1tem
7a(g}{a))

COFF annually. Destroy when 2 years
old. (GRS L atem 7a(2){b))

Desircy 5 years after aesition 1s
abolishec or cescrigtion 1S SUDErsecet.
(GR35 1, 1vem 7a(l))

Dest™y when position 15 abolisneo or
descrip®gh 1s susersedec. (GRS 1,
1tem 7bie)

COFF wnen position 15 aoolisne
Destroy when 3 years olo. {GRS 1,™
7d)



319-¢

320

3ei-1

Classification Survey Files

Survey renports on various positions prepared by
classification speciaiists, inclucirg periodic
reports.

Insnection, Sydit and survey files. Corresooncence,
memorarda, rectRis, and other recoros reiating to
inspections, survexs, desk auoits and evaluations

Waoe Survey riles

Yage survey reooris and data, wory paoers and
reiated corresoondence oertaining to &ga wages paid
for each emoloyee class; backorouns naoe
estabiishing neeo, authorization, directiony
analysis of wage surveys; and request for and
authorization of soecific rates {incluming
authorized wage schedules and wage survey
recapitulation sheets).

Merit Promotion Case Files

Documents accumulated 1n asministering and
evaluating the NARA promotion pian, exciuding any
records that duslicate information in tne promotion
olan, 0OPF's, or 1in other personnei records.
Included are temoorary recoros of each oramotion
mage under the nlan, such as position
1dent1fications vacaricy announcemenis, evaiuations
of candidates, listings of candidates as they
aopeared in the final ranking, certificarions
showing referrals and selections, and other
docurtents reguirec to ailow reconstruction of tae
promotion action.

A, 3 - 12

COFF annually.

T
Fv
(1]
(443
[AN]
=
()

LOFF at ena of year following
comoietion of suoseouent survey.
Destroy wnen 3 years oic or 2 years
after regular inspection, whichever is

sooner. (BRS 1, 1tem 7c(1)}

Destroy when obsoiete or suoerseoec.
(GRS 1, 1tem 7cl2)

Destroy after completion of secord
succeesing wage survey. (GRS ¢, item
&4)

Destroy ¢ years after
the oersonnel acdNgn or after the
action nas been auoded oy O,
whichever is sooner. NGRS 1, 1tem 33)




32e-1

3az-2

323

324

General reference files. Destroy uhen no ionger neecec for
current ozerations.

Roplicant Suopiy Files

aoplications for Fegeral emoloyment, Hold unt1l aooiicant 1s selecteo.
oualifi3gation rating sheets. control logs, Transfer the selected appiicant’s
registers\ aoplicant referrals, and related records. aoplication to tne OFF. Transfer tae
remainder of apolications and related
documents to the 1naction aoplications

-r

file (3¢2-2) for dispositior.

Inactive aopiication fiidg established when decision COFF annuatly, hold 2 years or until)

15 @ade that aoolicant 1s ouaiified or will not receipt of (34 reoort of 1nspection,
be selected for aopointment fox other reasons. whicnever 1s earhier, orovided the
Included are aaplicatiors for Fedkral empioyment and reguiresents of tne Federal Fersonnel

related records. Fianual Chaoter 333, Section R-4, are
observed, ang then cesiroy. (GRS i,

item 15)

Certificate of Elimibles Files

CFF amrually. Dastroy wien ¢ years
2. (GRS 1, 1tem 9)

Copies obtained frcm 0PM of certificates of
eligibies with related requests, forms.
corresoordence, and statement of reasons for passing
over a oreference elipibie and selecting a non-
oreference eligible.

Interview Records

Corresoondence, redorts. and other records relating Place in inactive file aRter transfer
to interviews with emoioyees. or seoaration of emoloyee,
when 6 months old. (BRS 1, 1™

Apo.a 3 - 1



325-1

326

3e7-1

FILES 233

{f fers of Ewployment Files

Correspondence, letters, and telegrams offering

aopointuents to potential employees.

foceXgd offers. Destroy immeciately. (GRS i 1tem 4a)

Declived of

1ved from certificate of Aeturn to 074 witn reoly anc
appiication. (GRS 1, 1tem 4b(1)}

a, When name 1s
eligibles.

b. Temoorary or exceoted apodRniment. F1le inside aoplication (See 1svem 322~
2). (GRS i, 1tem 4b%2)®

Destroy immeoc:ateiy. (GRS 1, 1tem
4n(3)3

c. All others.

EMPLOYEE AND L RELATIONS

Incentive Awards Program Reports

ually. Destroy wher: 3 years
i, item 13)

Reports pertaining to tne operation of e Incentive
Awarcs Prooram, ole. (B

Emoloyee Awards Flies

General awargs records.

a. Case files incluging recowwendations, aaproved Flace 1n inactive file after adwproval
nominat 1ons, memoranga, correspondence, reoorts ari or disapprovai. Cut off 1inactive
related handbooks pertamning to agency-soonsored at the erd of tne fiscal year. Des

Apa. 3 - 12
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y ard ncn-cash awares such as incentive awarcs. when 2 years old. {BRS i, 1tem 12a(l}}

b, Corresoorcence ofNgamoranda pertaining to awards COFF annually. Destroy when ¢ years
from other poverniment age! ola. (GRS 1, 1tem 12a(2)$
orparnizations.

COFF armually. Destroy wnen 1 year
old, (GRS i, item 12h)

327-¢ Lenpth of service and sick leave awards 131
Recoras inciuding corresponoence, femorarica,
reoorts, comoutations of service and sick leave,
l1st of awardees.

327-3 Letters of commendation and aooreciation. Copies of COFF anndslly. Destroy wnen ¢ years
letters recognizing lenpth of service and retirement oin, {BRS iNytem iZ2c)

ang letters of aopreciation and commendation for
performance, EXCLUDING conies filed in the GFF.

327-4 Lists or 1indexes to Agency Award Nominations., Lists Destroy wnen superseded or odsol

of rnozinees ard winners and i1ndexes of nominations, {GRS i, 1tem {2d)
327-5 Agency-level awards files. Documents created in COF® annually. Destroy when 3 years 18D16
granting awaros for cistinguisheo, meritorious ano 0ln. {BRE-ity—iSEH-teEr

exceotlonal service, £20 imoact, and casn awards
{$1,000-s1np:e and $3,08¢ orouo), Inciuded are
suggestions, recommendaiions, acknowledgzents,
evaluations, notices of adwpticn or rerection,
letters of refusal or return of awards, and related
records.

Emolovee Assistance Proaram Files

Documenits created in 1nfovy
assisting esployees ang claimants recarcinids
1nsurance, and retirement programs.

326-1 seling, and Blace 1n 1nactive files after termina-
ireadd vien of counseling, COFF mnactave

rruaily. Destroy wien 3 years
273

A

010, {(BRS TrTt

Apo., 3 - 13
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3231

FILES ca3

Documents created 1n counseling employees onh Piace 1n 1nactive files after termna-
finan stand acting as liaison between tion of counseling. COFF inactive
financial institutions, anG emes Incluoed are files annuaily. Destroy when 3 years
comolaints against credit umions and other d. (GRS 1, 1tems 27a)

creditors, erergency fund agplications, notes,
aoorovals, and related records.

Corresaongerce, merorarda, annuity estemates, and COFF annually. Destroy wien i year
other records used to assist retiring enpioyees, alo.

senarating emoloyees, or survivors claim insurance

or retirement benefits.

flecords created 1n olanmning, cocréinating and COFF annuatly. Destroy wren 3 years
directing an aicohoi and orug abuse program. oic. (GRS 1, item &7b}

ance. Discigiinary ard Adverse Bctior Files

irg 1 the review of grievarcce and Remove ard piace in inactive files

cy emoloyees, except EED after case 1s cioseo. Cut off 1nactive
11les 1nclude statements of files anritally. Destroy wnen 3 years
ews and hearings, olo. (GRS I, 1tem 3ia)

atiors, a cooy of

ondence and

xaideration

Records origl
apoeats raised by
comolaints, These cas
witnesses, reports of inte
examiner?s findings and recomy
tne originai decision. related cor
exhibits, and records relating to a v
reouest.

flace 1n 1nactive file after case 15
Cut off inactive fiies

ard retare to FiC, Destroy
oid, (GRS 1, 1tem 3ib)

Case files and related records created 1n reviewing
an aeverse action {disciptinary or non-giscipliinary
removal, susoension, reduciion-in-force! against an
employee. The file includes a copy of the oroposeo when 4 yes
adverse action with supoorting papers; statenents of

witnesses; empioyees reply; hearing notices, reoorts

and decisions; reversal of actiorsy and asceal

recoros, EXCLUDIMG ietvers of reprimanc.

fop. & - 14
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330-1

330-¢

330-3

330-4

331-1

331-2

FILZS 203
Labor Manacement Relations Records
les containing correspondence, memoranoa, COFF annualiy after cecision on
reports amgther records relating to ine witherawal or gental of recognition.
reiationship be management and employee unions Destroy when 5 years old. (GRS L. 1tem

or other groups which maintaineo by toe office 29a(1))

negotiating the agreement.

Documents maintained bv other offices. Destroy wnen suoerseded or onsolete.

{GRS 1, item 2%a(2))

Case files containing corresconcerce, forms, and COFF annually & final resolution of
background papers relating to lacor arbitration case. Destroy wnen & rs ald. (GRS
cases. i, 1tem 29b}

Copies &f precedentiai oecisions, Destroy when superseced or oasolete.
Campaians

Savings tond campaion. Copies of gossers, flyers, COFF annuaily. Destroy wnen 1 year
ano related recorcs createn 1n cevelosing ano olo.

dissemnating material ang otnerwise promoting and
reporting on particioation in tne u.B. Savings Bong
Rrogram, Excluded are backorounc paoers tc NARA
directives pertaiming to such progran.

Charitable contribution camoaigns. Documents COFF annuativ. Destroy wnen 2 years
accumulated 1n manaping and coordinating ola.

contribution drives such as the Comoines Fegeral

Campaign and others. Included are cooies of notices

of campaigns, commuriacations concerning the

campaigns, and related records.

Aop. 3 - 19
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332-1

33e-3

33¢-5

EDUAL EMPLOYMENT OPPORTUNITY

Eoual Emplovment Opportunity Recorcs

Official discrimination comolairt case fiies.

Rgency file containing comalaints with related
rrespongence, resorts, exhibits, withdrawal

no s, coples of decisions, records of hearings

and mes{1ngs, and other recorts as described 1n &3

CFR 1613.%22. Cases resoived within the agzency, by

EEOC, o by'R il 5. Court.

Copies of complaint Bdgse files. Duplicate rcase
f1les or documents oertgning to case files retained
1n Official File Discrimanagior: Comolaint Case
F1les.

Backeround files. Bacitgrouno records filed in

the Official Discrimination Complaint fadg Files,

Compliance records.

a, Comoliance review files. Reviews, backagrouno
papers ang correspondence relating to contractor
emoloyment oractices.

b. £E0 comoliance reports.

Employee housing reouests. Forms requesting agency
assistarze 1n housihg matters, such as rentat or
purchase.

f100. 3 - 16

Remove and place 1n 1nactive fites
after resolution of case. Cut off
nactive files armualiy and retire to

FRC.

Desiroy when 4 years old. (GRS

1, 1tem 26a)

Remove arid place in 1nactive files
after resolution of case. Cut off
mnactive files annually, Destroy wnen
! year olc. (GRS i, 1tem 26h}

Remove arg piace 1 tnactive files
after resolution of case. Cut off
1nactive files annuatlv, Destroy when Z
years olo. (GRS 1. 1tem cbc)

COFF
oid.

uaily. Destrev when 7 years
( t, 1tem 2bd(i))

COFF annually. Desthov wnen 3 years

old.

{GRS 1, 1tem cbdN

COFF annually. Destroy when { Yysar

old.

(BRS i, 1tem E6e)



FILES 223

Employrent statistics files. Emnioyrent statistics COFF annualiiy. Destroy when S years
relatirg to race and sex. old. (GRS 1, 1item 26f)

33e-1 EED general fiies. General corresoondence ano Destroy whew 3 years olg, or when
comes of regulataons with related records sugerseded or obsolete, whichever is

rtaimng to the Civil Riphts Act of 1364, the EEO apolicabie. (GRS i, item 26bm)

Act\of 1972, and any pertinent later legislation;
ana axgncy EED Committee meeting records inciuding
minutes™and reports.

332-8 EED affirnativedgction nlans {BAP).
a. Hfgercy cooy of comdlidated RAR{s), COFF annuaily. Desiroy when 5 years

olo. (GRS i, 1tem bh{i))

8. FRoency feeder plans to consoNdated RAP(s), COFF annually, Destroy when S years

old or when admnistrative pursoses
have been served, whichever is soorer.
(GRS 1, 1tem 26m(Z})

c. Regart of on-site reviews of Affirmative Ackons COFF armuatiy. Desiroy when 5 years
Programs. old. (GRS 1, item 2Eh(3)®

F anruatly. Destroy when 5 years
{BRS 1, 1tem cbhd4le

d. Agency copy of annuai report of Affirmative
Action accomolishments.

HEALTH RECORDS
333 Individual Empicyee Healtn Case Files
Forms, corresaortence ana other records relateng to COFF after last entry, nNo 1 year, and
an empioyee's medical history, occusational injuries retire to FRC. Destroy wheg 6 years
or tiseases, ahysical examnations, and ail old. {Disiosal authority sussgrced aer
treatment received 1n the Health uniz, EXCLUDING G5A FFMR Butietin B-iig, Aupust
preerployment ghysical examinations arng disaiiiity 1981). (GRS 1, 1tem 2!)

fop. 3 - 17



334

333

336

retirexent ang fitness for cuty examinations which
ve filed in tne O5F upon separation of employee

. FPES 293-31). Those records not required for
1n the OFF, may be transferred to tne FRC.

Indi1viduat Healtn Record Filss

formation as date of COrF after ocate of last entry. Destroy
wd treatnent, when & years olo. (GRS 1, 1tem 19)

Cargs which contain such
employee's vis1t, ¢1aghosls

Personall §njury Files

Forms, reports, correspondence, and relatec\med:icai COFF arinually. Destroy wnen 5 years
investipatory records relating to on-the-job old. Disposal authority suspended per
1njuries, wnesner or not a claim for compensatit BSA FPMR Bulletin B-136, March 21, 1984,
was mace, EXCLUDIXG comies fiieo in the DEF anc (GRS 1, 1tem 32}
codles submitied fo the Department of Labor.

Healthlnitifontrol Files

Logs or registers reflectinp dai:y number of visits
to disoensaries, first aid rooms ang nealth umits.

a. If information 1s summarized on statistical COFF after last entr
report. morths old. (GRS 1, 1

Destroy when 3

0. If information 1s not summarizeo. COFF after :ast entry. Destroxuhen ¢
years old. (GRS !, 1tem c@b)

fpn. 3 - 18



E

ES 283
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Kealth Summaries

ries and resorts witn COFF annuvallv, Destroy wnen 2 years
healtn whicn oid. (GRS i, item 22)

Copies of statisticd
related papers certairing to emB
are maintaines by sne reporting urat.

338-399 feserved

fipn. 3 - 19



ITEM

NUMBERS

501

403

403-1

APFENDIX 4

BUDGET, ACCOUNTING, AND FINANCIAL ®ANAGSHENT

These records relate to the formuiation and execution of tne NARA Dudget inciuting aoministration of

financial policies and procedures.

DESCRIFTION OF_RECORDS

BUDSET FORMULATION

Budget and Finance Policy Files

Correspondence arnd subject files accumulated 1m iAR
which Gocument agency policy and procedures governing
budget administration and reflecting policy
decisions affecting exoenditures for apency programs.
Arranged by subject. Ann. acc.t less than ! cu.

ft.

Budget Correspondence Files

Corresnondence files pertaining to routine budget
admnistration, agencywide bugget orocedures,
nternal orocedures, and other routine matters not
described elsewhere 1n this aopendix.

Budget Estimates ard Justifications

Copies of budget estimates and justifications
preparec or consolidated in NAB. Included are
aopropriation language sneets, narrative statements,
transcriots of hearings, backup justifications for
hearings, and related records. (AlY policy and
proceoure documents should be filed w 1tem 401.%

Rop. 4 -1

CROSS-OVER

AUTHORIZED DISPOSITION FROM GSA HB

PERARNENT. COFF at the end of the
target budget year. Retire to FRC when
12 years old. Offer to NARA i1n 10-year
blocks when 20 years cold. +BR§~Ty=rtem
=

GRS

COFF annually. Destroy wner 5 years .
| Daviation

old. (GRS 5, 1tem 3)

COFF at the end of tne target budget
year. Destroy when 5 years old. 85—

Br—tbmr-fia—



FILES 2083

- lepsny paoers. cost statements. rough data, and COFF after the close of the fiscal year
duplicates of papers described I ¥ds—i covered by the budoet. Destroy wien 1
year old. {bHS 5, TYETE-

404 Budoet Backcround Recorcs
404-1 Originating office cooy of budget estimates . COFF after tne ciose of the fiscal year 9C1j
submitted to NAB. covered py the budget. Destroy when 3
years old.
404-2 Budget working papers, cost estimates, and rough CGFF after the close of the fiscal year 9C13
data accumulated by ori1ginating offices in preoaring covered by tne budget. Destroy wnen i
annual budget estimates. (See 1tem 403 for year old.
documents maintained by NRB in corsolidating
estamates.)
OPERATING BUDBET
405 Financing Authorizations/Rppropriations
Documents which provide aoprooriations or wiich COFF annually. Destroy when ¢ years 14A20
orovide 1nterim financinc authority when ola.

aoprooriatmons have not been made by the beginning
of the new fiscal year. Incluged are copies of
Congressiorial hearings, Congressional resolutions,
‘freasury warrants, and related recorgs.

Bpoort 1otments_and_fllotments

Documerts created or accumulated 1R COFF arnually. Destroy wnen 2 years
apporticnments from OMB and 1ssuing ailotments to 9, 1tem 6]

the Archivist. Included are aoporiiorment and
reapportionment schedules, ailotments, oroposed

fop. 4 -2



FiizS a3

cuarteriy cbiigations urder each authorized
agpropriation, and related records.

407 Aliowances and Operatirg Budoet Pians
407-1 Documents created or accumulated by NAB in 1ssuing COFF annually. Destroy when 2 years New
calls for ooerating budset plans which provide the old.

basis for allocation of resources, inciuding office
reaguests for operating budgets, starfing patterns,
and other backup materiais, aralysis of funding
requests, and allowance and ozerating budget

documents.
487-¢ Documents created or accumuiated by individual NARA COFF annually. Destroy wnen 2 years 9ClLj
offices 1n preparing ard subm tting planning, olc.

programminn, staffing, budgeting, program review and
aralysis data in support of their program
activities.

408 Budoet Execution Controls and Reports

Documents accumulated 1n controliing the expenditure
of funds within the limitations prescribed by the
Congress and OMB. Included are correspondence
providing limitation on ewployment or Full-Time
Equivalent (FTE)g end-of-year strength; travelj
personnel expenditures; reports of budget status;
FTE, on-board employwent and funding projections,
restrictions and limtation documents; and related
records.

Annual budget execution resory, COFf annuaily. Destroy waen 5 years
oid. (GRS 5, :tem Ja)

408-2 Interim budget execution reoorts. 1ly. Destroy when 3 years

oig. (GRS 3, 1%Em 3

App, & - 3



4@8-3 Corresoondence and working pabers. COFF annually. Destroy whzr 2 years New
old.
RCCOUNTING
(Note: Under various reimbursable agreements, tne General Services Administrataon (GSA)
orovides accountinp and financial services to NARA. All NARA financial and accounting
records accumulated by GSA as a result of these agreements are maintained and disoosed of
th accordance with the HE, GSA Records Maintenarce and Disposition System (OAD$P i82@.2).
403 NEAR Accourit ino Reooris
Copies of monthly accountinz reports from tne
National Electronic Accounting Reporting (NEAR)
system for ail funds showing status of obligations
and allotments under each authorized aporopriation.
Copies maintained by NAE. COFF arviuaily after tne close of the
fiscal year involved. Destroy when &
ars and 3 moritas otd. (GRS 7, 1tem
3)
4@3-2 Copies maintained by other offices. Desiroy wnen no longer needed for New
refererce.
410 Certral ly Managed/Budaeted Items
Corresponderice related to space ard payeents to tne COFF annually. Destroy when 3 years New
Public Buitdings Service's Federal Buildings Fund, ola.

space charges, billings, budget estimates, payment
of operation and maintenarce costs of NARA building
and Presidential Libraries, and recurring

Apo. 4 - 4



FILES 283

reifbursable services ahove SLUC charpes. Includes
common cistributable 1tems such as worker's
compensat 1or, unemployment oestape, UPS, and heailth

roorms.
411 Reimbursable Agoreements
- g .ea_mfﬂt;
on Levm” atron oS a4
Copies of agreements with other agencies or within COFF #=syallye Destroy wnen 3 years New
RARA, resorts of biliinps of other agencies, and olo.

correspondence with Finance to transfer obligatiors.
Also included are procedural memos for field
activities, reimbursable workload data; and
information on biliing cther agencies. (GSA
Financial Office maintains NARA*s record copy of
each apresmerit.d

Tf~~——__ Revmburable Billing

Copies of billing documents to other agehcres—and. COFF after the period covered by the

related backup for services rendered by NARA. M when 3 years old.
(GRS 6, 1tem lh}“\

413 Cash_Fanarement

413-1 Guidance from CMB, BAG, and Treasury on effective Desiroy wnen supersedec or oassolete. New
cash management, inciutiing the Financial Fanagers
Financial Integriiy Act (FMFIA) as imoiemented in
OMB Carcutar A-127,

413-2 Cash maragemert renorts on late payment charges and COFF annuaily. Destroy waen& years New
interest paid out, unpaid invoices and oroblems, and sl 2nd D mowths d/‘/,
reviews of financial management sysieus.

Apo. 4 - §



414

413

416

417

Correspondence with GSA concerming the MEAR System,
NEAR coding mavwals, the Personnel Information
Resources System {"I3S)g payroil hiock vnumders. and
information cn other agency accounrting systems and
nayrold systeus.

Comes of documerits sent to GSA Finance for
oblegation and payment.

Office Accounting Files

Documents accurulated by individual offices 1n
momtoring and accounting for appropriated and
revolving funds used ta finance program operations.
Included are cost reports and statements,
tabulateons, and related records. Excluded are
files accumuiated by offices responsible for budget
and financial prosrams and files of imprest furg
cashiers.

Documents accumulated by individual offices
concerning the exoenditure of fungs incidental to
the performarice of program functeons of the office.
Inciuded are travel cost estimates, notifications
of avaigabigity of funds, receists, and other
docunents regarcing the distribution of checks and
savimgs bonds, and related records.

Rap, 4 -6

FILES 283

COFF annualdy. Destroy wien 5 years
old.

CCFF annually. Destroy when 5 years
olc.

COFF annualdy. Destroy waen & years
old.

COFF annualéy. Desiroy wien ! year
0lf3

New

New

9C1b

9B10



418

418-2

413

Tiwe ard Attendance Records

These files are accumulated by time and atterdance
clerks and consist of: (1) GSA Form 873, Anrual
Attencance Record; NA Form 304, Intermttent
Employees Attendance Records: or comsarabie
documents used for verifying payroil orintouis and
1n managing employee leave; (2) retained cooles of
overtime reports; (3) Standard Form 71, fppiication
for Leave, or eguivalent and supoorting records; and
{4) related records.

Leave application files described 1n {3) ahove.

a4, If the timecar n iritialed by the
enployee.

b. If the timecard has not been initialed by the

employee,

A1l other records.

IMPREST FUND

Cashier ano Ccllection Dfficer Desionations

Documents concerrang the des:ignation of individuals
as 1imprest fund cashiers and collection officers.

App, 4 - 7

FilES 223

Destroy at the end of the anolicable
pay geriod. (GRS 2, 1tem Ba)

Destroy afte udit or when 3 years

old, wnichever 1s sooner.

1tem Bb)

COFF annually. Destroy whenZ years 9B25i(2)
old.

COFF at the end of the fiscal year 16G1
following canceilation. Destroy wien 2

years 0ig.



422-439

FILss 223

Collection Receipis

ks maintained by desigriated coilection COFF armually. Jesiroy wnen 3 years
vice a record of the recewpt and old. {BRS 6, 1tem 1b)

dissosition of re nces.  Included are receipts

for cash {(subvouchers), of remttance

register sheets, and similar re

Imprest Furd Files

Docuitents reflecting tne receipt of, and accounting COFF annuaily. troy wnen 3 years
for, petty cash, traveler's checks, or usprest funts old. (BRS 6, item !B
used 1n contection wWith trave! and swail purchases.

Inciuded are receipts for funcs, reimburserent

vouchers, similar documents, ard related records.

fieserved

fop. 4 -8



ITEM
NUMBERS

901-1

RPPENDIX 35

PROPERTY AND PROCUREMENT

DESCRIFTION GF RECORDS

REAL PROPERTY

Real Property Title Papers

Jutle papers documenting the acocuisition of real
orodeety (by purchase, condemnation, donation,
exchanpByor otherwisels excluding papers relating
to the acour®stion of facilities for Presidential
libraries which darg descridec in Appendixk i4.

Pagers for property acauired odser than aostract or

certificate of title.

Abstract or certificate of title.

Ppn, 5 -1

These records relate to programs engaged in the acouisition and disposal of real and personal
nronerty, and supbsly matters which are a part of daily procurement coerations. Documents relating to
the acouisition of facilities for Presidential Libraries are contained in Appendix i4.

AUTHORIZED DISPCSITION

Place 1n 1nactive file following
accuisition. COFF 1nactive file
annually, hold ¢ years and transfer to
FRC. Destroy i@ years after
urconditional sale or release by the
Governmert of corditions, restrictions,
tpoages or other liens. (GRS 3. 1tem

Transfer to purcha after
uncondit1onal saie or fmlgase by the
Government of corditions, resirictiors,
mortpages, or other liens. (GRS

ect

CROSS-0OVER

FROM GSA HB



503

204

Property Disposal Case Files

Case files on disposal of surplus real and relate F 115,

personal property.

GENERAL SERVICE AND SuPPLY

Office Beneral Service and Supply Files

Documents relating to acquisition, maintenance, COFF annually.
uti1i1zation, and control of office equipment; old.
supplies, utilities and space; and documents

relating to telecommunications, transportation,

printing, publication, custodial, and other

services. Included are requisitions for equipment,

supplies and services; communications avout the

regquisitions or services; and related records.

Excluded are official purchase order and contract

fi1les described 1n other categories of this

appendix,

PERSONAL PROPERTY

Annual Plan Files

NR Form 5@@4, Summary Annual Plan for Admnistrative COFF annually.
Equipmenty NA Form 5004A, Detailed Annual Plan for old.
Administrative Equipment; and related records

accumulated 1n developing, controlling, ard

approving annual and supplemental plans for

adminmistrative equipment.

Appt S - 2

FILES 203

(GRS &4, 1tem 2)

Destroy when i year

Destroy when 3 years

9B40a

19A25



566

07

507-1

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

Registers and Master Files

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

PMO/A0 History Files

Files maintained by the NARA Property Hanagement
Officer (PMD) and the Accountable Officers (AD),
within their area of jurisdiction, which reflect
additions to, changes 1n, and status of personal
property accounts. Included are copies of source

documents such as GSA Form 300, Purchase Order; GSA

Form 49, Requisition for Equipment, Supplies, or
Services; BSA Form 525, Property Transfer

Authorizationj 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.

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

App. S~ 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/AD case file,
1tem S8f-2, after action 1s completed,
and inforsation has beer: added to and
verified on the property listing.

New

19A5b

19A10a



J07-2

207-3

508

588-1

Se8-2

3091

032

PMD/AD case files containing source documents on
which action has been completed.

Property listings showing 1tems of personal property
on NARA 1nventory by class, value, serial number,
and accountable officer account.

Office Eguipment Control Files

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

GSA Form 1025, Receipt for Property, hand receipts,

or comparable documents.

Property listings.

Office Ecuipment Maintenance Files

Guarantees and warranties (including records
relating to them) obtained with, and applicable to
office materials and eguipment.

Cards used to record a history of the maintenance
and repair of selected 1tems of eguipment.

fipp. 5S4 4

FILES 203

COFF annually. Destroy when 5 years
old.

Place 1n 1nactive file after actions
directed 1n 1tem 58FF1 have been
verified on listing, COFF inactive
file annually. Destroy when 5 years
old.

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

Destroy after verification and receipt
of next listing.

Destroy on expiration of guaranty or
warranty.

Transfer with the equipment or destroy
on final disposition of the equipment.

19A10b

19A10b

9B40b

19A15

44C40

44C45



FILES 203

010 Excess Progerty Screening Files
Documents accumulated 1n screening reports of excess Destroy when no ionger needed for 19A20
personal and real property for possible use. reference.

Included are reports of excess and related records.

Excess Personal Property Renoris

SF 120, Report of Excess Personal Properiys COFF annually, Destroy when 3 years

Transfer Order Excess Personal Property. olde ~atem 5
PROCUREMENT
ale Procurement Policy Information Files
Correspondence and related instructions providing Destroy when no longer needed for New
guidance and direction for all aspects of the reference.

procuregent activity within NARA.

913 Contracting Officer General Files

Records relating to contracting officers concerning Destroy when superseded or obsolete. New
training, regulations, limitations on procurement
authority, status reports, and related matters.

314 Contracting Officer Designation Files
Appointment justifications, copies of training COFF when designation is cancelled. New
certificates, appointment letters, i1ndividual Destroy when 2 years old.

limtations on procurement authority, and related
records pertaining to the designation of contracting
officers.

Appad - 5



FILES 203

General Procurement Correspondence Files

ts COFF annually. Destroy when 2 years
3, 1tem 3)

Correspordence files of operating p
concerning 1nternal operation and administration
matters not covered elsewhere 1n this schedule.

oi6 Procuresent Number Assignment Control
Documents used in recording and controlling the COFF annually. Destroy when 2 years New
assighment of numbers to purchase case tiles and to old.

contracts, 1nvitations to bid, and simlar
documents. Included are registers, loos, and
simlar control records.

Unique Procurement Files

GRS 3, 1tem 1) ijﬁé/fﬁwv

Procyresent files (as in 1tem 51B) dof Submt SF 115
1n1ti1ation and development of transactions that
deviate from established precedents with respect to

general agency procurement programs.

Rcceptable Bidders' Lists

Lists or card files of acceptable bidders. Destroy wher superseded or obsolete.

oKy 3,

Routine Procurement Files

Contract, req n, purchase order, lease, and
bond and surety records; uding correspondence
and related papers pertaining to
administration, receipt, inspection and pay
(other than those covered in unigue procurement

files, real property files, or grant files). For
specific guidance on documents to be included 1n

App. 5 -6



919-1

519-2

519-3

520

520-1

these files, see Ch. 7, NARA Administrative
Procedures Manual (RDMIN 201).

urepent or purchase organization copy, and

s of more than $10,%00 and all
tracts exceeding $2,900.

a.
construction

b. Transactions of $10,000
contracts under $2,800.

less and construction

Obligation copy.

Other copies of records described above used by
component elements of proturement office for
admmstrative purposes.

Solicited and Unsolicited Bids and Proposals Files

Successful bids and proposals.

Solicited and unsolicited unsuccessful bids and
proposals.

App.tS - 7

FILES 203

Place 1n 1nactive files on final
payment. COFF 1nactive files annually
and transfer to FRC 2 years thereafter.
Destroy 6 years and 3 months after
final payment. {BGRS 3, 1tem 4a(l1))

Place in 1nactive files on final
payment. COFF 1nactive files annually.
Destroy when 3 years old. (Files on
which actions are pending shall be
brought forward to the next fiscal
year’s files for destruction
therewm1th.) {BGRS 3, item 4ai2})

Destroy when funds are obligated. (GRS
3, 1tem 4b)

troy upon termination or completion.

(BR item 4c)

Destroy with related
files., (See 1tem 517.



920-3

521

921~

9e1-

1

rn

FILES 223

bhen filed separately from contract case files. Destroy when related contract 1s
completed. (GRS 3, . Zirm 640

b. When filed contract case files. Destroy with related contract case
files. (See 1tem 517, above.)
(G@S 3, i2:m G4 (D)

Cancelled solicitations files

a. Formal solicitations of offers to provid Destroy 5 years after date of
products or services (e.g., Invitations for Bids, cancellation. (GRS 3, 1tem 6c(19)
Requests for Proposals, Requests for Quotations)
which were cancelled prior to award of a contract.
The files i1nclude presolicitation documentation on
the requirement, any offers which were opened prior
to cancellation, documentation on any government
action up to the time of cancellation, and evidence
of the cancellation.

b. Unopened bids. Return to bidder. (GRS 3, 1tem Bw{2))

Competition in Contracting Act Program Files

Correspondence, reports, and other files of the New
designated NARA Competition Rdvocate for procurement

matters challenging barriers to and promoting full

and open competition 1n the acquisition of supplies

and services.

Annual reports. COFF annually. Destroy when 3 years
old.

Other records. COFF annually. Destroy when 2 years
old.

App. S -8
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FILES 203

S22 Procurement Preference Program Files
Correspondence, reports, and other documents COFF annually. Destroy when 3 years New
relating to goals developed under the Procurement old.

Preference Program.

523 Contract Action Reports

SF 279, FPDS~-Individual Contract Action Report over COFF annually. Destroy when 3 years New
$10,000; SF 281, FPDS-Summary of Contract Actions of old.
$10,080 or Less; and related correspondence.

Contract Appeals Case Files

Contract appeals case files consisting of notices of Place 1n 1nactive file following final
al and acknowledgements thereof; correspondence action, COFF annually and retire to FRC

betw rties; copies of contracts, plans, ¢ years later. Destroy 10 years after
specificatsgns, exhibits, change orders, and final action or decision. (GRS 3, 1tem
amendements; nscripts of hearings; documents 19)

385 Contractors! Payrell Files

Destroy 3 years after date of

completion of contract unless contract
performance 1s subject of enforcement
10n on such date. (GRS 3, 1tem 12)

Contractors' payroll {construction contracts)
submitted 1in accordance with Labor Department
regulations, with related certifications,

antikickback affidavits, and other related papers.

5¢6 Contractor's Statement of Contingent or Other Fees
Standard Form 119, Contractor’s Statement of Destroy when superseded, “wysolete, or
Contingent or Other Fees, or statement in lieu of no longer needed, whichever Y
the form, filed separately from the contract (GRS 3, 1tem 20)

App.tS - 9
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enforcement case file ard maintained for enforcement
or report purposes.

927-599 Reserved

fipp. 5 - 10



APPENDIX 6
FACILITIES

These recoros reiate to administrative services involving space, telecormuracations, physical
securityy and buildirigs management.

ITEM CROSS-OVER
hUMBERS DESCRIPTION OF RZCORDS RUTHORIZED DIS®OSITION FROM GSA HB

FACILITIES MANAGEMENT

601 Data Books

Data books composed of documerts prescribed by GSA's Destroy wnen superseted or ossolete. L4 AS
KB, Operation and Maintenance of Real Progerty (PBS

# D800.18R). These documenis are used as reference

files.

Agency Soace Filles

ds relating to tne ailocation, utilization, anc

6z-1 Building plan files anc relat SENCY vecords Destroy ¢ years after termivation of
utilized 1n space planning, assagrm assignment, or when lease is cancelled,
adjustrent, or when plans are superseded or
oosolete. (GRS 11, 1iem ca)

ee-2 Corresponoence and reoorts retating 1o agency space
noldings ant reouirements.

a. Agency regorts to the General Services COFF annually. Destroy wieMs& _years
Aamimstration reparoiryg space occuoied 1n old. (GRS 11, 1tem 2n{i))

Aop. 6 - 1



603

603-1

603-¢

6@4

683

trogoiitarn Washinptor™ are! "outsioe the District
of Columbif; lated papers.

b. Conies 1n supordinate reporting units and
related work papers.

fermt. ricense, and Easement Files

Documents relating to, ang used in controliing tne
1ssue of. licenses, permits, easements, and similar
instruments. Tnis file category 1s lim:ted to
instruments that do not relate to, and whicn
consequently cannot be filed witi, soecific case
files described elsewhere in tnis section.

f1les relating to documents issued by ¥R, or other
seriar of ficiais.

Files relating to documenis issued by the huildings
manager.

Dostinn F1le

Docuierits related to oosting or gisclaying of
printed, orapiiic, or other material orn Buitezing
oremises, and bulietin boaras.

Cowmunity Activities File

Documents createc 1n aooroving, conirolling, and
ersuring removal of community exmioits, ard
acvertisements 1n Goverrmeni-owned and -occu3zied
buiigings, but not documents relating to Fecerally
recognized charitaple camoailons.

Aop. 6 -2

. Destrov wnen 1 year
old. (GRS 1i, 1t8E&

COFF annually. Destroy wnen 2 years

oo,

COFF anrualiy foliowirg demal,
revocatioy, or exoiration, oestroy when
3 years old.

COFF arinualiy.
old.

Destroy when 1 year

COFF annuaily, Destroy when ! year

ois.

44A70b

44A70a

4L4A85

44A80



606

606-1

606-2

607

608

609

609-1

Health Unmit Fiies

Documents relating to the estabiishmert and
ooerathori of healtn urats. Included are occupant
reouests for estabiishwents, interagency agreements,
Justifications, communications regarcing oneration,
and related records.

Agreements.

Other records.

Manapement Information Reoorts

Reports consaining guantitative data receiven by
butlgings manager’s offices. These reports are usec
to oetermne current program performance and
aistorical trenos.

Office Reguirements Files

Documents from offices reflecting reauirements for,
and 1nformation acout. services, particulariy those
of a continuing or nonstancaro nature.

Facilities Manarement Reguisition Cortrol Files

Incoming recuisitions. Documents accounthng for alt
requisitions received by MASF, 1ncluding cate
receiveo, cate comoleted, action taken, 1nspectiors
reporss, facilities staff project assignments, and

Apo.NE - 3

FILES 203

Destroy when superseded or oasclete.

COFF annually. Destroy when & years

old.

COFF annually. Destroy wnen 2 years
oic,

Destroy wnen superseded or oosolete.

COFF annually. Destroy when 2 years
old,

44A75a

44A75b

44A100

44A35

New
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the oripimal cooy of the GSA Form 49, Reouisition
for Equipzent, Supolies and Services.

689-¢ KASF 1n1tiatec repuisitions. Documents accounting COFF annuaiiy. Destroy when 2 years New
for all reguisitions for suoplies and services, old.
rnciuding cost oata sent to MASF, a copy of the
ori1ginal GSA Fora 49, Reguisition for Equioment,
Suppties and Services, and the cate of compietion,

BUILDING DESIGN AND CONSTRUCTION

Federal Structures Design Files

glimnary and presentation drawings ard wocels of
Fede structures and engineering orojects.

61@d-1 Files seiected faor 1tecturat, historicai, and
tecnnological significan

PERMANENT. Offer to MARA watnin 5
years after counoletior of project.
{GRS 22, 1ten la(l))

a. Drawings,

b. Models. 115, Reaquest for Recoras
Tisaosition . (GRS 22, 1tem
1alal}
pla-¢c A1l other files. Disgose of when no lorger needed™<
admrastrative purooses. (GRS 22, 19«
1b)

Aoo. 6 - 4



FILES 223

Federal Structures Construction Fiies

intermediate and prefinal. final working, “as
built,! shoo, recair and alteration, contract, and
standard drawings; project specifications, witn
uments relating to their prexaration; and soace
asa\gnhment plans and engineering orojects.

611-1 Files seiened for arcnitectual, historicai, and DERAANENT, Offer to ®ARA wnen file 1s
technoiopicaNsignificance. Ann. acc.: less than 1 1nactive. (GRS 22, 1tem 2R

cu. ft,
6itl-2 Files rot 1ncluded ung Disoose of when no longer needed for
administrative ourooses. (GRS 2&. iten
en)
6ie Qther frchitectural and ErcineerinoNFiles

Original manuscript and dupiicate drawinos“ubmitted
to NARA by orivate firms or oiner Federal agwncies
for olanning and research ourposes.

p1e-1 Drawings interfiled witn related mater:ais. Diszose of 1n accoroance wita the
oproved gisposition instriuctions
asglicaole to tne records of waich they
are (635 22, 1tem 3a)

bieg-¢ Drawinps filed separately from reiated recorcs. Submit 5F Reguest for Recorts

Disaosition Au

34

woraty. (GRS 22, 1tem

Feasured Drawings

Historic PERMANENT, Offer to NARR wnen
agminlstralive use ceases uniess

Drawings produced by such agent
fimerican Builcings Survey and Historic American

Aop. 6 - 5

W,tb(/rw’?




614

613

616

616-1

ring Recoros.

Findino Aids

Indexes and other finding aios for cesign and
construction fires.

design ard coenstruction recor
22, 1tem 9)

BUILDING SERVICES

Grouncs Inorovemert Proiect Files

Documents accumulated 1n cooroinating the ogseration, CoFF
maintenance, ant 1mprovement of grounos, sicewalks, ol
onstreet parking areas, aaproaches, ano roads witn

jocal officials, civic prouns, and community

orgarizations. This file category 1s limited to

documents that are nat 1dentifiabie with a specific

reoalr and improverent project.

31—
(=]
.

Paintino Prozram Files

Docunients created to continuously plan and schesule
interior ari exterior oainting, identifying painting
reoulrements, and renort progress. Inciuded are
painting arogram docuiernts, coced drawings, card
files 1dent1fying paintable units, work
accomplisnrent schedules, aoprovals, progress
reoorts, and related records.

Progress reoorts. C

o
e
LM

figo. 6 -~ 6

FILeh 203

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

annually. Destrov wnen 2 years

annuaily., Destroy when 2 years

44B10

44C110a
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FILES 223

616-2 Other recorgs. Destroy when superseced or obsciete. 44C110b

617 Snow Ramoval Records

Docurseri¥s accumulated 1n preparing snow removal
Dians, assigriinc employees to snow removal teams,
and controlling and reporting on snow removal
ooerations. Included are comatinications with locat
road officials, snow removal pians, assignmen:
letters, operation reports, weather reoorts, ard
related records.

617-1 Plans and related records. Destroy wien supersedec or odsolete. 44B20a

617-2 Otner records. COFF annuaiiy. Destroy when 1 vear 44B20b
old.

618 Cleaning and Sanitation Files

618-1 Routine records relatino to cleaning and sanitation, COFF amnually, Destroy wnen 2 years 44B15a
exciusive of files described eisewhere 1n this oic.
Section.

618-2 Surveys. Copies of coded floor olans, cleaning Desiroy wien superseced or oasolete, 44B15b
survey summary sheets, comnleted builging cieaning
survey forms, anc related records accumulated 1n
surveyino of building space to i1centify cleaning
categories, the frecuenty of cleaming for eacn
category, and for determining manpower and fund
reguirements.

618-3 Cleaning staff organmzation. Eharts arg related Destroy when supersecec or ozsolete. 44B15c
records cepicting the orpanization, functlions, anc
resoonsioilities of the cleaning force.


https://assigr,rr.er

FILES a3

EiB-4 Schedules. Schecuies, layouts, asd related records Destroy when superseded or cbsolete. 44B15d
sfowing areas and rtens to be cieaved ard tie dates
thereof.

618-5 fissigrment, reoort, ard 1nsoection files. L4B15e

Assignment and work accomplishrent forms. various
nspection regorts, complaints, notices of cleawing
work reguired, and retatec recorcs usec to assign
cleariers, report work accomzlished, and ver:fy ami
evatuate work accompiishment.

3. Permanent work assignients. Destroy wnen superseoeo or olsoiete. 44B15e(1)

8. Periodic work assipnments and 1nspections, COFF arrally. Destroy when 1 year 44B15e(2)
old.

c. Other recorgs. COSF every @ months., Destroy when 2 44B15e(3)

morths old.

619 Carget Procram Files

Docurerits created to plan and schecule caroet
cleamng ang replacesent. Includec are caroet
program focuments, code drawings. work
accomalishmeni reoorts, aporovals, orooress reoorts,
and repiacement and cleamrny schedules.

619-1 Progress recoris. CO7F anrwaily. Destroy wien 2 years New
oic.

613-2 Other records. Destroy when suzerseded or obisoiete, New



Uniform Ailowance Controls

Documents estabiished to make sure tnat reguests are
submitted wnen employee uniform aitlowances are oOue.
This file category does not aoply to Standard Form
78, Ewpioyee Records, when 1t 1s used as a uniform
ailowance control 1n addition to 1ts prescrised use.

Generai Storeroom Fiies

Documents relating to the general administration of
storercoms, warehouses, ardi similar suooly
activities.

Par«ino Space Controls

Parting szace controls. Correspondence, cards, anc
other doucments related to assigning ang controliing
1ndividual parking saaces.

Concession Fiies

Documents relating to the establishment, ooeration,
moti1fication, or discontinuance of concessions,
including vending machines ard pay teleohore
stati1ons. included are recuests for concessions:
comes of contracis. agreemerits, Iicenses, ang other
autnorization cocuments, inclucing medifications
tnereto; concession records cards; floor plans;
inspection reoorts; space assigrments; photopraphs;
comaunications about sale 1tems or services; uiility
surveys: reports: agreements; ant relatee records.

Aop.pb -9 -

Transfer with empioyee wien ne/she 44D65
transfers to another office. Destroy

on transfer of employee to a job witnin

NARA that does nof reguire a uniform,

seoaration of emolovee froea NARG, or

when the record 1.s suoersegeo or

ubsol ete.

COFF arnually. Destroy wnern 3 years 44D15
gid.

COFF arnually. Destroy wnen 3 years 44B5c
old.

Place 1n 1nactive file on expiration or  44ES
termination of the contract, licernse,

agreement, or autnorization gocuments,

ar on disaporoval of establishment:

COFF the 1nactive file annually.

Destrcy when 1 year old.



6c3-3

623-4

e

cn

Corcession operation fiies. focuments accumuiatea
in evaluating COXCESS10n SErvices, Surveying
existing concession facilities, monitorirm and
coorainating interior decorations, arranging for
procurement of furnishings and equipment,
autnorizing social functions, and simlar concession
activities not mrecti1y related to contract
admmstration. Included are survey reports,
service reguests, copies of work orders,
guestionnaires, corresporidence, and related recoras.

Coricessior operation reports. Documents accumulated
1n recording arid reporinng feesnar paid to tne
Governzent as a result of concession operations,
Vero1ng machine commissions, and relates collection
activities. Included are GSA Form 2817, Monthly {or
4-week) Profit/Loss Proformance Ooerasing Statement,
and related recoras.

Coricession equioment cards, Data cards used to
contral the irnstallation amd removal of coricession
eauioment, such as vending macnines.

FILES 203

COFF amnuaity, Destroy when 3 years
old, exceat tne service ouestionnaires
may be cestroyed when they have served
tneir puroocse.

COFF annualiy. Destroy when 3 years
old.

Destroy wnen superseded or ownsolete, or
2 years after reroval! of tne relatec
1tem of eguigment.

MECHANICAL OPERATION AND MAINTENANCE

Builging and Ecuioment Service Files

GSA Form 283, Notace of Work Reguired
documents recuesting buiiding and ecuiptient
maintenance services, excluding fiscal cooies.

Service Cail #Hork Authorizatiors

38R Form 1837, Mantenarce Authorizations, and other
documents used to record calis for nonreimiursanie
services ant tce authorize ams report comzletion of
wory thereon,

fop. & - 10

COFF after work oerformed or
n vancelled. Destroy wher 3
months old. (B

44E10

44E15

44E20


https://annua1.ly

625-¢

626-1

beb-2

626-3

Suspense conies.

Cripinals.

Work Authorizatior Fiies

Orders. Documents used to autnorize, control, and
account for work recuired 1n managing buildings,
Included are recuests, justifications, aoprovals,
1ob orders, work orders, and related records.

Remisters. Renmsters used to record information on
the receipt of, work cailed for by, number assioned
to, and other data aoout, job and work orders.

Controis. Forms, normaliy maintained ay shon
supgrvisors, showing job order estimates fy snoz and
labor and material experided to pate.

Preventive Maintenance Control Cards

Preventive maintenance control cards used to notify
supervisors ghen oreventive maintenance is due on a
particular 1tem and to record date of, and staff-
hours pevoted to, accomplishment of preventive
maintenance,

Aop. 6 - 11

Destroy on reiurn of original
refiectino comoletion of work,

Place in inacsive fiie at end of each
month. COFF annuaily. Destroy wnen |{
year old.

CGFF arnuaily. Destroy wnen 2 years
old.

Destroy ¢ years after repister sneet or
book 1s filied.

Destroy on comoletiorn of iob,

Destroy when card 1s filled and
1dent1fying information 1s brought
forward to new card or on disoosition
of the 1tem or tuilding,

44C30a

44C30b

44C35a

44C35b

44C35¢

44C20



628

628-1

628-2

630

630-1

Buiigino Ecuipment History Fiies

Guaranty ard warranty files. Guarantees and
warranties {inciucing records relating to them
obtained with, and anplscable to materials and
eguipment.

Building Equipment history cards. Carss used to
record a history of the maintenance andg repair of
selected 1tems of equipment.

Mechanical eauipment data forms. Documents tihat
provide 1dent1fication data ori building mechanical
equipment and whith are used as an aid 1n
1nspectior.

Documerits nsed to record maintenance insaection of
storape batteries.

Other records. Documents created in recorting and
certifying inspection of mechanical eauimmert other
than elevators and storage batieries. Included are
boiler and unfired vessel 1inspection reports,
chemical inspection reocorts on boilers, inszection
certaficates, reports on shutdowrs, lubrication
schedules and 1nsoectior records, sarinkler test

reports, fire extinguisher test reports, and related

records.

Repair Cards and Notices

Cards used by shop employees to identify, account
for, and control eguipment received for repair.

FILES 203

Destroy on expiration of tne guaranty
or warranty. ;

Transfer with the ecuioment or destroy
on final dispasition of the eouipmer:t,

Destroy wnen superseded or ohsolete.

COFF annually. Destroy wner: 3 years
old.

COFF arnually. Destroy wnem 3 years
old.

Destroy on gickua or return of
eauipmerst.

44C40

44C45

44C50

44C60

44C55

44C65



630-2

631

631-1

631-3

Taps used as notification of the conduct of
maintencarce and repair oserations, such as
completed danger tags, open valve tars and followup
forms, and comparable documents.

Craft Records

Craft recuirement boots. Documerits accurulated 1n
ceveloping and submitting workforce account staff-
hour requirements for tour and watch assipnient,
maintenance and operation, oreventive mainterance,
reoair and 1moroveient, and ssrvice calls, These
documents are maintained im looseieaf notebooks.

Tour and watch assignments. Rocuwents reflecting
tours of duty and watch assignments for craft
personne}, along with descriptions of tne work
reguired and the time 1t 1s to be done.

Craft productive staff-hour summaries. Daily,
monthy, or other periodic summaries of productive
staff-hours programed and exoended.

Erivironaental Cordition Ooerating_Records

Documerits usec to record daily operaiing data
retative to heating, air cond:itiomng and
refridgeration systems, such as Hydrothermic Data
Sheets.

Aoo. 6 - 13

Destroy on compietion of wark. 44C70

Dastroy when sucerseded or onsolete.  44C5

Destroy wnen superseded or obsolete. 44C10

COFF annuallv. Destroy when 2 years 44C15
old.

COFF annwally. Destroy wnen 1 year 44C85
ole. Setected reference cooies may be
retaines for as long as reedea to

arovide a record of operating

conait1ons.



633

634

6353-2

636

636-1

Piant Operation Loos

Logs used to record eauiipient oseratian and
conditior, action taker, and occurrerces during the
shift,

Heatinog and Air-conditioning Scheduies

Schedules and other records relating to operaténg
heating and air-conditioning olants.

Water Treatment Fiies

Documents accurmlated in arranping for or conduct ing
tests and treatment of water used for boiiers and
other mecnanical ecuipment, exclusive of official
contract files created as a result of the commercial
procuresent of such services. Included are
questionraire forms, testina :nstructions, test
results and records, and related records.

Testing instructions.

Other records.

Vertical Transnortation Fiies

Documents related to the ooeration of elevators,
escalators, and dumowaiiers.

Puthorizations to ooerate elevators.

fpo, B~ 14

FILES €23

Destroy 5 years after log book o~ sneet
1s filiec, or on disposition of the
eguionent.

Destroy when suterseded or oasolete.

Destroy when supersedec or obsolete.

COFF annually, Dastroy wher S years
old.

Destroy wien supersegec or o3asolete.

44C75

44C80

44C115a

44C115b

44Bla



636-2

636-3

636-4

637

638

Traffic survey pata, schedules, and relatet recorcs
created 1n geveloting, raintaining, and revising
scheouies for the operation of elevators and
escalators,

a. Schedules,

b. Other records.

Inspection and maintenance files.

a. Lertificaies of insoection.

b. Acknowiecgrent of inspection.

c. Schecules, reports, and other records.

Data cards used to record icent:ificajion, location,
ooeration, repair, and alteration data pertnrent to
each elevator.

Liohting Files

Reports of lighting surveys that did not result in
preparation of an order for, or installation of, new
or alterea liphting; logs recording burnouts and
replacements; and related records.

FILES 203

Dzsiroy wnen superseced cr odbsolete.

COFF arnually. Destroy when 2 years
old.

Deszroy when soaces thereon are filded
or when a new form 1s veauired due 0
wear,

Desiroy on receidt of next inscection
arknowledgments

COFF anual.y. Destroy when 2 years
old.

Destroy on replacemert or removal of
the elevator.

COF- annually. Jesiroy wien { y=ar
oid,

44BAbR1)

44B1b12)

44B1chl)

44B1c(2)

44B1c(3)

44B1d

44C95



639-1

633-2

b4l

B4i-1

Documenits accumuiated in recording, anaiyzing, COFF annualiy. Destroy shen 3 years 44C100
cert1fying dr1lis for, and otherwise taking action em oid.

matters concerned with, the comsumotion of utility

services, Incluged are comies of bills and

certifications; records of utility comsumption;

submeter readinps; demand and cost figuresi

cormuriicatiors about comsumpiion, service, and

meters; ant related records: but not paywent cooies

of biies,

Key_fAccountanility Fiies

7iles relating cgountabnlaty for keys 1ssued.

For areas unger maximum security. Destrcy 3 years after turn-in of key.

885 18, tem 17a)

For other areas. Destroy 6 months after turri™s
{55 18, 1item i7hH)

COMMUNICATICNS
Directory Service Files
, forms, ard other vecords relating o COFr after issuance of listing.
the comozlation Oi™yrectory listings. Destroy when 2 monihs ola. (BRS i,

item 2)

Communication Correspondence. Reports, and feferen
Files

Correspondericce and related records pertaining to LOFF annually. DBestroy «
internal admristration andg oneration. oia. (BAS 12, item ra)

fon, 6 ~ 16



641-3

641-4

641-5

642

B4e~2

Telecomsunications ceneral files including pians,
reports, ang other records gseriaining to equipwent
reguests, telephone service, ant like matters.

giecommunications statisticai renoris 1nciuding
codN_ant volume data.

TeleconmuniNabions reference voucher files.

a. Reference copie
ang related records.

f youchers, Diils, invoices,

b, Recorcs relating to instalidyon, cnange.
reioval, anc servicing oT eguipmen

Copies of agreements with backoround ga%a andl
records relating to agreemerds for
telecommunications services.

Telecommunications Jieratianal Files

¥essage registers, logs. zerformance resorts, daily

load reports, and similar records.

Cootes of incoming and orioinal coples of outgoing
messages, 1nhciuding SF i4, Teiegraomr #essage.

Fachine copies (harg comes), discs, and tades of
outgoing messages.

fop. & - 17

FILES 223

COFF annualiy. Destroy when 3 year
oid. (GRS 12, 1iem 20}

COFF annualiy, Destroy wnen 1 year
olg. ({BR5 12, 1item 2p}

COFF annually. Destroy when § year
olg. (bAS 12, 1tem cdit}}

Destroy 1 year after aud:t or when 3
years oid. whichever 15 sooner. (GRS
12, 1item 2a{2))

Desiroy ¢ years after expiration or
canceilation of agreement, (GRS 12
1tem ce)

Wally. Destroy wien &
5 12, 1tem 3a)

COFF semian
mortns olg.

K3

Destroy after transmission. (GRS Y
item o)



9B40c

FILES 223
643 Teiephone Swmparies
S Siygwaries of long distance teleohore reoort used to Desiroy after tne close of tne fiscai
inoicate authorized Use oi-telestcos—ganyirs as well year 1 which aumited. {BRS i, 1item
as to audit expense voucners. EY]
643-2 Teleohore call cata maintained by indivioual offices Destroy after verification of caiis
to documant orior asroval for official long distance aaproved or made.

teleghone calls.

SECURITY AND PROTECTIVE SERVICES

Securiiy avd Protective Services foministrative
nce Fiies

Corresporderce files relating to admmnistration and ™ L. Jestroy wien 2 years
operation of the facilities security and orotective oto. (GRS 1B, itex

services programs rot covered elsewnere in tnis
section.

645 Accident and Fire Prevention Promotion Files

645-1 Documents accumuiated as a result of conducting or CGFF amrwally. Destroy wien 2 years
participating in contests or other incentive-tyge oic.

activities cesigned to promoie accidert and fire
nrevention proprams. Included are notices; activity
regorts; award notices and reoorts; and related
records.

_§ggvey and Inspection Files

g45-1 Goverrment~owned facalities, fmciyveys ard COFF arvua.ly, Destroy wien 3 years
1nspections of Government-owned facilivies conoucted i, or upon discontinuance of
to ensure adequacy of orotective and preventive factiity, wWRIT
measures takew against hazarcs of fire, expicsior, 18, item 12}

(335

floc, 6 - 18
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646-2

647

648

649-1

and accidents, and to safeguaro information and
facilities apainst sabotape and unautaorizea entry,

g farilities. Reoorts of surveys anc
teiy owrea facilities assigned
avernment apencies, and

Privately-ouwh
1nsoections of pr
security coonizance b
related papers.

investipative Files

Investigative files accumulatirig from investipations
of fires, explosions, ara accidents, consisting of
retained copies of reports ard related paoers wnen
the oripinal reports are submiitea for review ano
filing 1n otner agencies or orpanizational elements,
and reports and related pacers concernirg
occurrences of such a minor nature tnat they are
settled localiy without referral to ofher
organizational elements.

Physical Security Devices Files

Docuirents develosed or received pertaiming fo
tangiote ghysical devices 1in use, plarweo or
oronosed for tne prcdection of Fegeral real and
personal orooerty. EXCLUDED are documents retating
{0 soecial storage systems for imoortant accessioned
and historical recorcs. (See item 1442-1.}

Credentials Files

identafication credentials inciuding caras,
ohotooraphs, ang orooeriy, visitors passes. and
other 1dentification credentials.

Apa. 6 - 19

FILES 283

COFF arnually. Destroy when 4 years
old or wnen security copnizance 1s
terminateo, whichever 1s sooner. {Git3
18, 1tem L1}

Fr anvsallv. Desiroy when ¢ years
ald.N\JBRS 18, 1tem 12)

pestroy when suoerseced or oasolete.

Destray credentiais 3 montns after
PETUrY: office. (GRS i,
1ter 4a)

[y

New


https://01arir.eo

650

6361

650-2

631

o
<
o

Receints, 1ndices, iistings, ano accountabie
records.

Visitor Control Files

ters or lops useo to record names of outsioe
stors, service personnel, visitors, emoloyees
admtted\to areas, and reoorts on automob: les and
Dassengers.

Jum security.

For areas unger ma

For other areas.

Property Pass Files

Progerty pass files, autnorizing removal of prosert
or matertials.

Folice Functions Files

Files relating to exercising of police functions,

Leoger recorcs of arrest, cars ticketeo, anc outsice
police contacts.

Reoorts, statements of witnesses, warming notices,
ant other case oaoers relating to arrest,
cowmitments, and traffic vioiations.

ROBI 6 = 2@

FILEG a3

Destroy after ail iisted crecert:als
are accounted for. (GRS 1!, 1tem 48)

Destroy 5 years after final entry or &
years arter cate of docuwent, as
aoproariate. (GRS 18, 1tem 18a)

Destroy 2 years after firal eatry or 2
years after nate of oocument} as
aoorogriate. (GRS 18, i1tem 18n)

Destroy 3 monzas after exoiration or
revocation, (GRS 18, 1tem 13)

Destroy 3 years aft
(GRS 18, 1tem 13a)

final entry.

COFF annually. Destroy wnen 2
ole, (GRS 18, 1tem 15m



653

653-1

653-¢

654

635

FILES 203

Reoorts on contact of outsice police with building COFF annualty. Destroy wnen i year
occupants, oid. (@RS 18, 1tem {Sc)

Files reiating to accountafm
orooerty lost or stolen.

1Iy for personal

Ledger Tiles. Destroy 3 years after final entry.

GRS 18, item 16a)

Reports, loss statemerts, receipts and other oaoers COFF annuaity. D€
relating to lost and founo articles. old. (BRS 18, 1tem 16bJ

when 1 year

GUARD SERVICE

Special Orcers

Docutierits created 1n 1ssuing soecial instructions Destroy when suoerseded or oosolete.
and puidance poverning puard action. Inciuded are

soecia! orders, standinz ooerating procedures, and

related papers.

Emeroercy fiction Files

Copies of drawings, layouts, and similar documents Destroy when sucerseded, oosolete, or
deoicting switches, valves, or ooinis that require no longer neeced,

attenzion 1n case of, ano other documents

prescribiing or controlling action to be taken in

erergent 1es.

fiop, & - 21

44F5

44F20



656-1

656-2

657

657-1

657-2

657-3

657-4

638

658-1

Buard Rssianment Files

Fites relating o guard assignments and strength,

LNger records.

Requests, amslyses, reports, charige notices, ard
other papers ralating to post assignments and
strenoth requireRnts.

Guard Bervice Control Fides

Control center key or code recoPss, emergency cail

cards, building records, atiti emplo wientification

cards.

Round reporis, service reoorts on interrustids and

tests, and punch clock dial sheets.

Automatic macmine patrol charts and registers of
patrol and alarm services.

Arns distribution sheets, cnarge records, and
receipts.

Guare Logs and Renisters

Guards logs and registers rat covered elsewhere in
this schedule.

Central guarg office master logs.

Apo. & - 22

FILeS 243

)

Destroy 3 years aiter final entry.
(GRS 18, item l4a)

COFF annually. Destroy when 2 years
old. (GRS 18, 1tem 14o)

Destroy wnen sugerseced or oasclete.
(GRS 18, 1tem c@a)

COfF annualfy. D=siroy wnen 1 year
old. 1{BRS 18, item 2db}

COFF anrually, Destroy when 1 year
tg. (GRS 18, 1item c@c)

PesiroyNg montns after raturn of arms,
{OKS 18, Xem 20cd

Destroy 2 years after final entry.
(GRS 18, 1item Zia)



659

659-1

639-¢

660-693

FILES 293

Individual puare post ioocs of otcurrences entered 1in Destroy 1 year after finai entry, {GRS
master logs. 18, 1tem £1b)

Checy Fiies

Files relating to oeriog
checus,

uard force faciiaty

COFF anrwally, Destroy wner 1 year
cle. (GRS 18, item 19a)

Data sheets, door si1o summaries, cneck sneets,
guaro reports on security violations (except copies
in files of agency security offices.

Reports of routine after-hours security checxs wnich Destroy when ! mon d. (GRS 18,
do not reflect security violations or for wnich tne 1tem {9b)
1information contained therein 1s cocumented in the

files 1n 1tem 314 of this schedule.

Reserveg

Amp. 6 - 23
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1)

RPPENDIX 7

TRAVAL AND TRANSPORTATION

.

These records relate to the moverent of poocs ard persons under Goverrment orcers, and o the
managemsnt, maintenarice, and ogseration of motor vehicles used by KARA.

ITEH CROSS~OVER
NUMBERS DESCRIFTION OF RECTRDS AUTHORIZED DISAOSITION FROM GSA HB
TRAVEL
70 Generai Travel ano Transsortation Files
7e1-1 Correspondence and reiated recorcs maintained oy NAB {OFF annualiy., Destrcy wnen 5 years New
pertaining to agency travel and transoartation oig,

functions. Includes agencywide policy and guidance
concernning travei, relocation, passports, Citicero
Diners Club Frogram, Government Travel Reouests
(6TR*s), Governmers Travel System (37S), travel
nlans, and travel reports.

Documents maintained by individual offices COFF annuallv. Desirav wien 2 years
COoncl ™5 i_of emoioyees but not papers oto. (BRS 23, 1tem {)

concerning arrangements, res
normaily filed in the suspense file. Estabiisn ca
files for travelers 1f volume warrarts.

70 Passport Cortrols

Documents accurulated by tne officially cesignated
custocrtan in obtaiming arc controliing official
oassvorts and visas for NARA employees. Included
are repuests for passports, receipts, master
register, and related records.

Rop. 7 -1



£1L=5 203

7zt master register. COFF arrwally. Destroy WiEn 9 years 19D15a
olo.
702-¢ Other oocunents. Destroy wnen related nassgors 1S 19D15b
returned to tne Department of State.
703 Passenger_Transportation Fiies
Memorandum cooies of SF 11138, Public Voucher for
Transgortation Cnarges, gemorandun copes of SF
1169, U.B. Governient Transportation Reguest
Memorardum, travel autnorizations, transaortation
request regisiers, and all suoportingd Dagers.
‘?ea-é____iggupgwm aopY. COFF annually. Destroy wnen 3 years
e pm el :8%8—3;—4:5“ 3al
703-2 ibligation copy. See item 415, Obiigation Fiies, for New
disaasion inssructions.
Sk ivuizeg ticket recemotion forms, such as SF 117@. Destroy wnen no longer needed for
704 Passerger_Relppursenent Flies
Records reiating to rembursing individuals, such as
travel orders, per diem vouchers, transgortation
requests, hotel reservataons, and ail sunporting
cagers documentang of ficial travel oy offices,
employees, dependents, or otners authorizes ny law
to travei.
L o E— COFF anmuaiiv, Destroy wnem 3 years

fpo, 7 -2




104-¢

705-1

105-¢

703-3

7054

705~

Obiigation copies.

SHIPPING

Frewght Files

Records reiathing to freight consisting of exoort
cert1ficates, vransit certificates, cemurrage care
redqrd boos, shipmng documents pertinert to

freioM ciassification, memoranoum copies of
Governmaror commerical bills of lading, snortage
and dermurragNyesorts, and atl suaporting documents;
and 1ncluging rasgres relating to the smpment of
nousehold gooos.

Issuing office memorandum cop™s other tnan tnose
ident1fied 1n 783-4

Ali other copies.

Registers avnd controt records other than tnose
identified 1n 795-4

Records, 1ncinding regisiers and control records, on
international shisments of househiold geoas moved by
freight forwarcers.

Lost or damaged shioments files that iniiude
scheouies of valuables shippet, correspondence,
memoranda, rescrts, and other records relating %o
the aoministration of the Government Losses 1n
Shioment Act.

Rop. 7 -3

FILCS 282

See item 415, Osligation Fiies, for
o1s00s1t1on instructions,

Destroy 3 years after tne pertod of tne
account. (BRS 9, 1tem ia)

COFF annually, Desfroy when ! year
ole. {6RS 5. 1fen b}

OFF annually. Destroy when 3 years
oM (BRS 9, 1ten 1c)

Destroy 6 yexs after the oeriod of the
account. (6RS item 1d)

COFF annuaily. Destroy when Wyears
olc. (BRS S, item &)

New




7@7

707-1

107-2

708

709

712

HOTOR VEMICLE

Motor Vehicle Correspondence Firles

maintenance and ooeration of motor vehicles rot
herwise covered 1n this aooentgix.

Motor VeNcle Operating and Maintenance Files

Ooerating recorodinciuping those retating to pas
and 211 consumntiom\ disoatching, and scheduling.

Maintenance recoros, inclug
service and reoair.

thuse relating to

Motor Vehicle Zost Files

Motor vehicle ledger and work sneets providing
ano expense data.

Motor Vehicle Report Files

Reoorts on motor vehicles (otner than accicent,
operating and maintenance reoorts)i

Motor Vehicle Accidenss Files

Records relating to motor vehicle accidents,
maintaineg by transportation offices.

App. 7 - &

Correspordence in the ooerating urat ressonsible for

FILES 223

COFF annuaily. Destroy wien 2 years
oid. (GRS 1@. rtem i)

COFF every 3 months, Destroy when 3
months old. {GRS 10, 1tem Z2a)

COFF annually. Destroy when i year
oid. (GRS 10, item 23)

Destroy 3 years after discorit 1nuance of
leoger or cate of work sheet. (GRS
19, 1ten 3)

Destroy 3 yaars after date of reoort.
(SRS 1@, 1tem

Flace in mactive file after c
ciosec. COFF 1nacvive files annud
Destroy when 6 years old. (GRS 10,
iten 9)



713-799

Motor Vehicle Reiease Files

elating to transfer, sale, donation or Desiroy 4 years after vehicle ieaves
exchanpe of veayri agency custody. {(6RS 1@, 1tem 6)

Motor Vehicie Oseration Files

flecords relatina to ir@ivicual empioyee ooerations Jestroy 3 years after separation of
of Boveryment-owred vehicles, 1nciuoing draiver s or 3 years after recision of
tests, autnorization to use, safe driving awards,

ant related corresoondence. VEP 1S SCONEY.

owred vehicles, Wit
{6RS 18, 1tem 7}

Reserves

fpo, 7 -5
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RPPENDIX 800
ADP AND WORD PROCESSING

These files relate to the study, selection, use, and management control of automated cata
pracessing {(ADP) and office automation {0A) systems, equipment and operations, including files
relating to the management and control of computer facility operations.

Excluded from Appendix 880 are documentation, source documents, processing files, and output
products {1.e., reports, printouts, meroforms, and similar hard copy output) for automated
systeas. These records are described with the related functional files. For example, the
NARS-5 System 1s described in Appendix 1329.

CATEGORY CROSS~OVER

MUMBER DESCRIPTION OF RECORDS AUTHORIZED DISPGSITION FROM GSA HB
All items are
ge1 ADP/CA BENERAL CORRESPONDENCE new.
Correspondence and memoranda relating to the routine COFF annually. Destroy when 2 years
administration of ADP and/or OA activities. old.
ame ADP_INFORMATION MANRGEMENT SYSTEMS FERSIBILITY
STUDIES

Records atcumulated as a result of studies conducted
to determine the feasibility of installing ADP and
word processing technology or equipment associated
with 1nformation management systems. Included are
prelimnary studies, cost and benefit analysis, and
efficiency projections of the proposed system.

822-1 When study results in an acquisition. COFF upon completion of study and
maintain with related acquisition file,
1tem 804,

App. 800 - 1



8e3

89351

8es-2

When study does not result in an acauisition.

PLANNING AND SYSTEM DEVELUPHENT FILES

Documents relating to the development of plans,
policies, and procedures for agemncy and of fice
automated data processing systems (ADPS) and office
automation systems (0RS) and progams; conversion to
ABPS/0AS; and supervision thereof. Included are
strategic'plans {e.q. 5 year ADP/CA 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
Division (NAR). Arranged by subject. Ann. acc.z 1
cu. ft. Current vol.z less than 1 cu. ft.

Records maintained by other offices.

a. S-year plan submission.

b. Other records relating to studies.

ADP/CA EGUIPMENT ACGUISITION CASE FILES

Documents related to the 1nitial planning,
selection, evaluation, procurement, and installation
of ADP/OA equipment, and other necessary equipment.
Included are feasibility studies, requirement
analyses, 1intitial system designs, specifications

App. 800 - 2

FILES 203

Place 1n 1nactive file upon completion
of the study. COFF 1nactive files
annually., Destroy when 5 years old.

PERMANENT. COFF annuaily. Offer to
NARA 1n S-year blocks when 5 years old.

COFF annually. Destroy when 2 years
old.

COFF at end of study. Destroy when 2
years old.



FILES 2a3

and reviews of system, vendor's proposals and
evaluations, i1mplementation reviews and performance
evaluations, benchmark outputs and related papers.

ase f1les maintained by NAA for transactions of COFF annually following final payment,
eore than $18, 0 hold 1 year, and retire to FRC.
Bestray 6 years and 3 months after
final payment. it

{GRS 3,
O%4-8——— . Camp fi1les maintained by NAR for transactions of COFF annually after final payaent.
$10,000 or less. Destroy 3 years after final payment.

GRS 3T

804-3 Copies of requisitions and supporting documentation COFF annually. Destroy when 2 years
maintained by other offices. old.
805 ADP_TEST FILES

Documents relating to testing ADP equipment, data
processing methods and procedures, and trial
application of current or proposed data processing
systems. Included are test requests, approval or
disapprovals, test reports, and test related

comimunications.,
8351 Records accumulated by final approving office. COFF annualty. Destroy when 3 years
old.
805-2 Other offices. COFF annually. Destroy when 2 years
old.

App. 800 ~ 3



806-1

806-2

806-3

807

808

ROP MANAGERENT 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.

Final report maintained by NAR.

Feeder reports maintained by NfA.

Documents maintained by other offices.

ADP SOFTWARE CENTRAL REFERENCE FILES

Documents accumulated as a result of the acquisition
of ADP software for non-business types of
applications which are maintained by NARA as a
reference source. Included are copies of
feasibility and applications studies, system
specifications, procurement proposals, and

related information.

ADP ERUIPKMENT AND OA INVENTORY FILES

Reports or 1inventory listings of NARA's ADP and
office automation equipment.

App. 800 - 4
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COFF annually, hold 5 years, and retire
to 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 longer needed for reference.



e

aes

8ig

811

AUTOMATED INFORWATIGN SYSTEM SECURITY FILES

Documents relating to the 1dentification and
assessments of risks, provision for contingencies
and survivability, and certification of sensitive
information systems. Included are correspondence,
reports, memoranda and other related documents.

DATA PROCESSING REGISTER AND SCHEDULES FILES

Documents used to record approved jobs, including
Job numbers, requesting office, job description,
date received; and date due. Also included are
documents that indicate available machine and
personnel time, job reguirements, priorities, and
ti1me-phasing i1nforeation on i1ndividual approved
Jobs. Included are registers, schedules, and
directly related documents.

ADP TRAINING FILES

Documents created 1n the coordination and
development of training programs in ADP subject
areas. Included are training texts, training
agreements with other Federal agencies, and related
records, excluding files relating to the development
of films.

FILES 203

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

COFF after comnletion of related job.
Destroy one year after COFF.

Destroy wnen superseded, cancelled, or
when no longer needed for reference.



APPENDIX 9
LEGISLATIVE AND CONGRESSIONAL RELATIONS
These records reiate to ceveioning and presenting NARA's lecislaiive prooram to Corigress. SCreemirnd

and researcining tnlls of interest to NARA, and oral and wriiten communications witn Members off
COrQress ano congressional commitiees.

ITEM CROSS-0OVER
NUMBERS DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION FROM GSA HB
LEGISLATION
98! frnual Lecisiation Prooram Files
Docurients created in submitting to t7e Office of PERMANENT, COFF arnnually, hold 4 20C15
‘N»“ ~ -Managerent ang Bucoet, NARA's oroposed iepisiative years, and retire to FRC, Offer to
(o program. These files are maintained by the office NARA 1n S-year biocks wnen 15 years
responsibie for traciing NARA's lepislative prooram. olc,

Files are arranged carornolonically. Anrnual acc.:
less than 1 cu, ft.

22 Lenislation Case Fides

Case files created in the presaration, processing,

ard tracking of lepisiation preoosed by or of

interest to NARA. Included are dratts of o1lls,

corresocnderce with OMB and the reievant comm ttees,

testimony, committee reoorts, trarscripts of

hearings, materiais relating to the preoparation of

nearings, and periodic status resoris. These files

are maintained by the office responsibie for -
tracking ¥ARA's lepislative orogram,

982-1 Case files relatinr to lep:siation oroposed oy MARA. PERMANENT, CGFF at the end of each 20C5
fi1les are arrangec aipnaoetically by subject ard Corress, hold % years, and retire to

Apz. 9 - i
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923

9035

thereunder numerically by sili numper, Annual
accosee less inan ! cu. ft.

Case fiies relating to lerislatior prooosed by otner
agencies.

Lenisiation Tracking Fiies

Tracking sheets and renoris on the content and
status of prooosed iegislation. Uocuments are
arrarged by bill numder; 1.e., Senate Bili, House
Biil, Draft Bili.

Office Legislative Files

F1les accumulated by incividual offices in drafting
or commenting on droposed legisiation.

FRC, Offer to NARA when 13 vears oig
n ‘i—year hlocks.

CO-F at the end of each Lorgress.
Destroy when 2 years o.a.

COFF at erc of eacn sessior. Desiroy
when 1 year olg.

COFF at the end of each Congress
Destroy when ¢ years olc.

CONSRESSIONRL COMMUNICATIONS

Cnronological fife of testimonies befare
congressional committees relating to oversignt
activities, investigatiorss, anc confirmation
hearinps. Includee are testiwonies, trariscriosts,
and papers on tne selection of witnesses to tesiify
before congressional comaittees. {(Exciuced are
testimonies relating to soecific lepgisiation which
are filed unger 1tem 904-1,) These files are
maintained by the office resoonsible for monitoring
NARA’s conpressional activities. Files are arranged
by date of testemony. Annual acc.e less than i cu.
ft.

fop. 9 -¢

PERMANENT, COFF at the end of each
Corgress, woLlG 4 years. and retire to
rRC. Offer to NRRQ 1n‘1—year nlocks
wher: 15 years olc.

20C10a

New

9Clh

New



See

9236-1

986-3

287

906-993

Conies of 1ncomng and outgoing corgressional
corresponderice of a suostantive nature. Inguiries
are originated by ¥emders of Conoress and pertain to
substantive policy 1ssues anc program functions;
1.e.3 olans, objectives, or responsibilities. These
files are maintained oy the office with orimary
responsibility for controlliing this tyoe of
conoressional corresoonderice, Files are arranged
cnronolopically, Annual acc.: less than 1 cu.

ft.

Cooies of 1ncoming arsd outgoing congressional
correspongence of a routine nature. Inouiries are
originated by congressmen or corstituenis concerning
reouests for refererce services, teneral information
apout NARA exhibits, etc. These files are
maintained by the office with orimary responsibiiity
for controlling this type of congressional
cairresoongence.

k
o

Record copy of incoming and outgoing correspondencqg
ano related background materials maintained by the
office responsible for oreoaring and coorcinating
the response.

Conoressionai Coritacts Files

Regorts and memoranga documenting conversations with
Members of Congress ard tneir staffs.

Avo. 9 -3

PERMANENT., COFF arrually. Offer to
MARA 1n '—year' atocks when 15 years
old.

COF7 armually. Destroy when & yzars
oid.

File witn related functional Tile.

COFF arnually. Destroy wien 3 years
olc.

9D1

New

New



ITEN
NUMBERS

101

18@i-1

1001-2

FILES c@3
RPPENDIX 10

PUBLIC INFORMATION

These records relate to ceveloping, coorcinating, ar:d cisseminating information to the media
and tne public about NARA orograms and policies. Also included are records relating to tne
administration of the Freedom of Irformatiors Act (FOIA) ard the Privacy Act. Instructions
for maintaining FOIA reauests for administrative records are contained in tnis aooendix.
Reauests relating to accessiones records are maintained accoréing to instructions contained
n Aooendix 14,

DESCRIPTION OF RECORDS AUTHORIZED DISSOSITION

PUBLIC RELATIONS

Speech Files

Soeeches, addresses, and comments., Remarks made
at formal ceremonies and during i1nterviews by the
Archivist and Deputy Archivist, or by gersons

of ficially desiopnated to reoresent them, concerning
NARA orograms. The soeecies and addresses may be
oresented to executives of other Federal acencies,
reoresentatives of State anc lccal governments, or
private grouos, such as coliece and umversity
students, business associations, and cultural news
med:a commerstators. The format selected may be
paper, audio or video taoe, or motion Dicture film.

Record copy maintained by the Office of the For cisbosition instructions, see

Archiviste item 128.

Other copies. Destroy when no longer needed for
reference.

Apo. 18-1

CROSS—OVER
FROM GSA HB

20A10

New



1gee

1002-1

1002-3

1003

News Releases

Records created by the releasing offices
coorginating with and cissemnating information to
aryy public commuricatiors media. Included are
drafts, clearance actions, copies of the formal
newékeleases or radio soots, and related records.

Record copies of news releases or radio spots.

a, Textual records arranged chrorologically by date
of event, Ann. acc.: 1 cu. ft. Current vol.: 4
cu. ft.

b. Audicvisual records. c
Srigimal and ome€ dvbbr 78 of

edch dvdio tipe vsed §of radre or

Uther‘g;:mxe'?.p” £,

Other records.

Press Clipoings

Press clippinos from magazines and newsoaoers
pertaining to the Archives and 1ts holdinos.
Included are copies and originals of press clipoings
and related records. Arranped chronolonoically.

Ann, accd: less tnan 1 cu. fi.

Apo. 10~

FILES 203

PERMANENT. COFF annuaily. Hold §
years and retire to FRC. COffer to NARA
1n S-year blocks when ¢@ years old.
JGAShgmr B

AV ERTT, Tainsler
ZEEEQS;-s#éﬁwsr-feeeiéﬂs-é;3u'7

1o Che WNVelivaé/ 5;’5/;;‘!/\‘}
when § Yerrs old,
Destroy wnen no longer needed for
reference purposes.

COFF annually. Destroy when 3 years

old.

PERMANENT. COFF annually. Hold 2
years and retire to FRC. (ffer to NARA
1n S-year blacks when 2@ years old.

20Ala (1)

L Adalty—-

New

20Ala(2)

72C30



1004 Biooraphies

Biographical sketches, photoprashs, and related
documents concerning leacing NARA personalities and
non-NARA personalities of significance to NARA.

1004-1 Record set maintained by NSI. Arranged by person'ls
riame, Currert voll: less tnan 1 cu. fi.

1004-2 Ril other copies.

INFORMATION  SERVICES

Information Project Flies

Information service project case files maintal
formally desipnated 1nformation offices.

Commentat 1on/Comalairt Correspordence

Anonymous letters, lstters o

complaint, criticism and sugsestion, and reo —

thereto, exciuding those on tne basis of which
1nvestigations were maoe or admimistrative action
taken and those incoroorated into 1ndividual
oersonnes records.

TP~ ___Informat1on_Reouest Files

Reouests for i1nformation and copies of repiies
thereto, 1nvolving no admmnistrative actions, ro

Aop. 10-3

FILES 223

PERMANENT. Place 1n 1nactive fite when 2042 ba
sugerseded or oasolete. Offer to NARA
in 9-year blocks when 20 years old.

Destroy when no longer reeded, 20 Are. 4._/

Place 1n 1nactive f1fe uoon complet 1ov:
of project: ; Destroy
when { year old. (GRS 14, 1tem

COFF every 3 months, Destroy when 3
morths old., (GRS 14, item 7)

3 montns oid or wnen no
longer needed, khichev



FILES 203

---.-~.\__lelsztzsz1510n5, art rg special compilations or {GRS 14, 1item 3)
resedrs.and reguests for and transmttals of

1008

10@9-1

publications, aohs, arid other informational
literature.

Ackraewledoemerit File

Acknowledgement and trarsmittals of 1nouiries and Destroy 3 months after acknowletpeserd
reouests that have heen referred elsewhere for and referral. (GRS 14, 1tem 4)
reply.

FREEDOM OF INFORMATION ACT (FOIR)

FOIA ReauestsFiles

Files created 1n reoonseko reouests for 1nformation
the Freedom of Information Act (FOIA)

ng of the original recuest, a copy of the
reoly, a 11 related supporting files which may
include offictal file copy of reouested record or
copy thereof. Fo IA requests for accessioned
records see 1iem 1422,K0IA and Mandatory Review
Reguest Files.

Corressondence and suooorting documen
the official file copy of the records reg
filed herein).

Szstroy 2 years after date of resly.
(GRS, 1tem 16ail))

a. bGranting access to all tae reguested records.

b. Responding to reouests for nonexistent records:
to reguestors who provide 1nadeguate cescriotions;
and to those who fail to pay agency reoroduction
fees.

Aop. 10-4



10@3-¢

1010

{1} Request noct aopealed.

(¢} Request apoealeg.

c. Denying achgss to all or part of the records

requested.

{1} HReguest not aokealed.

(@) Request appealed.

Of ficial file copy of recuested records.

FOIA fAsoeals Files

Files created n responding to aoministrative
appeals under the FOIA for release of information
denied by the acency, consisting of the aopeliant's
letter, a copy of the reply thereto, and related
supporting documents, which may inciude the official
file copy of records under agpeal or copy thereof.

App. 10-5

Destroy @ years after cate of reoiy.
(BRS 14, 1tem {baf2)(a))

Destroy as authorized uncer Item 161§,
FOIA Aopeals Files. GRS 14, 1tem
16al2) b))

Destroy 5 years after gate of reoly.
(GRS 14, 1tem 16a(3)(a))

Destroy as authorized Item 1034, FOIA
Agoeais Files., (GRS 14, 1tem
16a(3) (b))

Disoose of 1n accordance with aooroved
disgosition insiruction for the related
records, or with the related FOIA
request, wnichever 1s later. (GRS 14,
1tem 16b)




1010-2

1011

1011-1

101i-2

1012

1012-1

Lorrespondence ang supporting documents (Excluding
the file cooy of the records under appeal 1f filed
herein).

icial file cooy of records under appeal.

FOIA Control Files

Files maintained for conirl purooses in responding
to requests, incluging regis¥®rs and simfar records
listing date, nature, and puroosg of reouest and
name and address of requestor.

Registers or listing.

Other files.

FOIA Reports Files

Recurring reports and one-time information
requirements relating to the agency implementation
of the Freedom of Information Act (FOIA), including
annual regorts to tne Congress.

NARAYs annual report.

fpp. 10-6

FILES 203

Destrcy 4 years after final
determnation by agercy or 3 years
after final adjudication by courts
whichever is later. (GRS 14, item 17a)

Dispose of 1n accordarce with aporoved
disposition 1nstructions for the
related recorg, or with the related
FOIA recuests, whichever 1s later.
(GRS 14, 1tem 17b)

CGFF annually. Destroy S years after
oate of last entry. (GRS 14, 1tem 18a)

Destroy 5 years after final action by
the agency or after final adjudication
by courts, whichever 1s iater. (GRS

PERMANENT, COFF annually. Offsy to
NARA when 15 years old. {GRS 14,
19a)



"
ro

1013

1014

1014-1

Feeder and other reports.

FOIA fdministrative Files

Privacy Act feguests File

Files created in response to vegussts fron

the official file copy of the records requested

cooy thereof.

Correspondence and supoorting documents (EXCLUDING
the official fiie copy of the records requested 1f

filed herein}.

PRIVACY ACT

a. OGranting access to all tie requested records.

b. Responiiing to reouests for nonexistert recordsy
to requestors who provide 1nadequate descriptions;

and to those who fail to pay agency
fees.

reproduction

Rop. 13-7

FILES 2u3

Destroy when 2 years old or sooner 1f
ro longer needed for administrative
use, (GRS 14, 1tem 19b)

COFF annually. Destroy wnen 2 years
oid or sooner 1f no longer neeced for
administrative use. (BRS 14, 1tem 20}

COFF annual

N Destroy when 2 years
old. (GRS 14,

tem caali))




(1) Reguests not appealet.

} Recuests aspealed.

c. Denying access to all or part of the recorcs
reguested.

t1)  Requests not apodaled.

(@) Requests appealed.

1014-2 Official fiie copy of requested records.

1015 Privacy Act Amentreni Case Files

Files relating to an individual’s request to amend a
record perfainine to the individual as proviced for

urder 5 U.S.C. S52alld) {2); to the 1ndivicuals

request for a review of an agency's rzfusal of the
1nd1vidual’s request to amend a record as provided

for under 552a(d) (3)§ and to any civil action
brought by the individual arainst the refusing
agency as provided under 5 U.S.C. 352a{g).

Rpp. 10-8

FILES 203

COFF annually. Destroy when 2 years
old. (G5 14, 1tem 25a(2ifal)

Destray as authorized under Item 1015,
Privacy Act Amerdment Case Files. (GRS
14, 1tem 23a(2) (b))

COFF annually. Destroy when S5 years
old. (GRS 14, 1tem 25(3)(a)9

Destroy as authorized under Item 1015,
Privacy Act Amendment Case Files. (GRS
14, 1tem 25(3) (b))

Dispose of 1n accordance with aporoved
disoosition instructions for the
related records, or with the related
Privacy Act request, whichever 1s
later, (GRS 14, 1tem 25b)




1015-2

1815-3

1@is

1817

Reguests to amend agreed to by agency. Includes
indivicual’s recuests to amend and/or review refusal
tc amend copies of agency’s repiies thereto, and
related materials.

fleadests to awend refused by agency. Includes
indiviual’s requests to amend and to review refusal
to amendy, copies of agency’s repises thereto,
statenent Wf disagreement, agency justification for
refusal to adgnd a recore, and related materials.

Rppealed reguests to amypd. Includes all fiies
created 1n resoordidng toNgopeals under the Privacy
Act for refusal by any agendy to amend a record.

Privacy Act Accounting of Disclosure Fil

Files maintained under the provisions of 5 U.S.
S32afc) for an accurate accounting of the date,
nature, and purpose of each disclosure of a record
to any person or another agency, 1including forms for
showing the subject individual's name, requestor's
name and address, puroose and date of disclosure,
ard proof of subject individual's consent when
applicaale,

Privacy Act Control Files

Files maintained for control purposes ir responding
to requests, inclading registers and similar records

Apo. 13-9

FILES 283

Dispose of 1n accordance with the
aooroved disposition insiructions for
the related subject incividual’s record
or 4 years after agency’s agreement to
amend, whichever 1s later. (GRS 14,
1tem 25a)

Dispose of 1n accordance with the
anproved disposition insiructions for
the related subject individual’s
record, 4 years after final
determination by agency, or 3 years
after final adjudication by courts,
whichever 1s later. {GRS 14, 1tem 26b}

Dispose of 1n accordance with the
aoproved disposition instructsons for
related subject 1ngividual's record or
3 years after final adjudication by
courts, whichever 1s later. (GRS 14,
1tem 26¢)

Dispose of 1n accorcance with the
aoproved diszosition instructions for
the related subject i1ndivicual’s
records, or & years after the
disciosure for which the accountability

% wade, whichever 1s later. (GRS 14,




1817-1

1817-2

1218

1818-1

1818-2

1815

1020-10939

FILES 203

listinp date, nature of reauesty ard nare and
address of reouestar.

er or listings. COFF annually. Destroy wher S years
olé. (GRS 14, item 28al

Other files. Destroy S years after final action by
the agency or final adjudication by
courts, whichever 1s later. (GRS 14,

itea 28b)

BDrivacy Act Reports Fiies

Recurring reporis and one-tine inferXNatien
requiremerit relating to agency implemeMatior,
inciucing annual reporis to the Conpress Xf the
Unitec States, the Office of Management and\Jucoet,
and the Report on New Systems.

NARA's annual report. PERMANENT, COFF annually. Offer to

NARA when 15 years old. (GRS 14, :tem

Other reports. COFF ardyally. Destroy when 2 years

14, item 23

Privacy Act Gereral Admimstrative Files

Records relating to the cereral agency COFF annually. Destroy Wen ¢ years
impiementation of the Privacy Act, including old or sooner 1f no longer xeeded for
notices, mecorarda, routine correspondence, ard admnistrative use. (GRS 14,
related records.

Asp. 12-1@



FILES 223
RPPENDIX 11
LEGAL

These records relate to advice, assistance, and reoresentation orovided by the fepal staff on lepai
rmatters affecting NARA'S mission and program resoonsipifllities,

ITem CROSS-0OVER
NUMBERS DESCRIFTION OF RECORDS AUTHORIZED DISPOSITION FROM GSA HB
LEGAL SERVICES
1108 General Legal Files
Corresporderce, memorarida, and documerts maintained COcF anrmally, nole 3 years, ant retire 21A1
by NSL relating to ceneral legal serivices not to FRC. Destroy when & years olc.

otherwise covered in tn1s azcentiix.

11e¢e Personnel Action Leoal Assistance Files
Documents accumulated 1n rendering legal assistance COFF arwuaily. Destroy wnem 5 years 21A70
to KARA officials on cersonnel actions, advising ole.

employees seeking redress of grievances or aspealing
alleged adverse personnel actions, representing NARA
in nearings on cortested personnel actions, and
similar matters. Excluded are documents reiating to
legal proceedings in courts of law which are filed
with item 1105. Litigation Files.

Financial Disclesure Reoorts

11931 Reports and related documengs suomi 3
individuals as required under the Ethics in
Government Act of 1378 (P.L. 95-521)

fpat 1t - 1



1103-2

1104

a. Records inclucing Informatior: Sheet~Financial
losure Resort (SF 278R), for incividuals filing
no to Section 2016 of the Act, ard rot

subsequag ly corfirmed by the U.SS. Senate.

b. All other recorss 1
Reoort (5F 278)%

Juding Financial Disciosure

All other statements of employment and financi
interests and related recorcs, including
confidential statements filed under Executive Order
iieee.

a. 0fficial record copy.

b. Copy maintained by the supervisor. (khen an
eamployee tranfers to a new position within NARA, the
statement (s) wi1ll be transferred to the new
SUpEervisor, }

F0IA tecal Advice Files

Documents accumulated in providing legal advice and
assistance on 1mplerentating the "Freedom of
Information Act® (FOIAM, 5 U.S.C. 952. 1Included are
reouests for 1nformation, interoretations, copies of
letters denving access to requestec information, and
similar 1nformation, Excluded are documents

relating to court actions filed to gain access to

App. 11 - ¢

FILES 203

Destroy | year after nominee ceases to
be under consideration for aspsintment;
EXCEPT that documents needed in an on-
noing 1nvestigation wi1ll be retained
unt1l no longer needed in the
investipation. (GRS 1, 1tem 25a(1}}

Destroy when 6 years olck EXCEPT tnat
documents needeg in an ongoing
investipation wili be retained until no
longer vieeded in the investigation.
GRS 1, 1tem 25a(2))

Destroy™hen 6 years olg: EXCEPT that
documents MRgoes in an ongoing
mvestisation W 1i be retainedg until no
longer needec in ¥Qe investipaiion.
(GRS 1, 1tem 25b)

Destroy when 6 years oid EXCEPK that
documents needed 1n an ongoing
1nvestication wiil be retained untif

longer needed 1n tne 1nvestigation.
(GRS 1, item 25b)

COFF annually, nold 3 years, and retire 21A45
to FRC. Destroy when 6 years olo.



11895

i185-1

1105-2

1126

1106-1

KARA 1nformation: these are filed with 1tem 1105,
titigation Files.

Litication Fiies

Documents relating to litigation by or against tnef .

Governmert resuttang froqﬂ?hles, claims, torts,
contracts, foreclosures, actions apainst NARG
officials (oersonal judpememts), crimnal actions,
titles to real progerty, and sumlar matters,
Included are statements of claims, documentary
evidence, copies of comdemration or foreclosure
proceedinps and decisions, iists of witnesses,
supporting docurents, correspondence, ard related
records.

Significant litioation cases selected by the
Director of tepal Services because the cases
established legal precedent, received widesoread
attention from the news media, Congress, the White
House, or pertain to significant events or prominent
individuals. Ann. acc.: less than 1 cu. ft.

Other case files.

Protests $o the Comotroller General

Documents reiating to bidder and contractor orotests

to the Comotroller General on solicitations 1ssued
or contracts entered into by NARA, Included are GRD

reguests for regorts on tne orotests, administrative

reports, and related records.

Litigation pendang.

Apo. 1 -3

FILZS 203

yest’rd!"’.s co

PERMANENT. COFF annually followinp
close of case. Offer to KARA 1n 5-
years blocks wien 2@ years oic.

COFF annually following close of case.
Ho:.d S years and retire to FRC.
Desiroy wnen 1@ years old.

Flace 1n 1nactive file wnen li¥1pgation
1s termnated. COFF arnually, hoid 3

allerning qfecabfo(} 52"de.§
‘Zoc/{ori’f‘)’!af theArchiust (o1 vecords

21A55a

21A55b

21A36a



11062

1107

1108-1199

Precegent ano Leaal Documents

#odel copies of contracts, leases, easements,
letters of intent, contract ciauses, mortgages,
deeds; background material ang citations noted in
preparation of such gocuments, and similar records
accumulated for reference purzoses.

fop. 11 - 4

FILES €23

years and retire to FRC. Desiroy when

B yearstesde dnd D pronths o/d,

COFF annuaily. Hold 3 years and retire
to FRC. Destroy wnen 8 years old,

Destroy wien no longer neeged for
reference ourooses.

21A36b

21A30
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APPENDIX 1e
AUDITS AND INVESTIGATIONS

These records relate to audits of KARR oroorams ano contractors, progress reports of actions taken to
resolve audit findinps, and investigations of possicle unlawful activity.

ITen CROSS-OVER
NUMBERS DESCRIPTION GF RECORDS AUTAORIZED DISAOSITION FROM GSA HB

AUDIT ADMINISTRATION

icol Audit Administrative Subiect Files

Documents relating to the routine ooeration and Destroy wnen suoerseded or oosolete. 22A45
administration of the audit function, but not
routine orogram adminstration files described 1n aop.
1. Inciuded are pertinent laws, copies of contracts
or otner authoritive documents relating to soecific
auo1t functional areas, orpanizational charts and
functional statements, surveys of procedures and
controls, statistical tabulations, contractorts
financial statements, analyses of cost trends, and
significant findings of prior audits in each
functional area.

1eg2 Auit buidance
Docunments created 1n preoaring, cliearing, and Destroy when suoerseced, carcelec, or 22A1
1ssuinp sperial instructions ard guioes for use by discor:t1nued.

auditors 1n NARA internal and contract audits,
included are record cooies of audit guides and
1nstructions, clearance actions, and related
records.,

fop. 12 -1



1223 fudit Schedules
Schedules of audits ard background materials COFF annually. Destroy when 5 yzars 22A15
accuruiated 1n the orocess of igentifying areas for old.
audit.

1204 Audit Report Chronolovical File
Records accumulateg for reference and referral to COFF annually. Destroy when 5 years 22A20
contract audits, iniernal auoits, clearances, anc ola,

related i1nformation. Included are cooies of final
contract and 1nternal audit reoorts.

1205 Audit Summaries
“er1001c audit dipest and summaries, reoorts of COFF annually. Destroy wien 3 years 22A10
actions taken as a result of the summaries, avt ola.

related records createg 1n preparing ard circulating
summarized informatior on the status of audit
activities, selected audit findings and
recommencations, and other audit matters.

AUDITS AND INVESTIGATIONS

1206 Audit Case Files

Case files of 1nternal a NARA COFF annually after comoletion of final
orograms, operations ang procedures, armiELs report. Hold 3 years and retire to
conoucted on contractors. Records consist of autit Destroy when 8 years oid. (GRS
reoorts ano suoporting work pasers. Files are 25, 1tem

maintained oy NSA,

App. 12 -8



1207

1207-1

icer-2

1207-3

Audit Resoiution Case Files

Case files used for trackirg orogress or 1nternal
audits, audits on contractors, and GA0 audits.
Included are notices of intent to audit, cooies of
documents furmished to auditors, copies of tentative
findings and recommendations, advance notice of
major findings, reports of majyr findings, copies of
draft and final resorts, follow up orooress reports,
comnents, and related documents.

F1les maintained oy NARA Audit Resoluticn Official.

f1les paintained ny designatea central ooint of
contact for a major office.

Files maintained by individual offices for tracking
purgoses.

Investipative Case Fiies

developed during investipatiors of krown
or allegeo frd abuse and irrepularities and
violations of laws an iiations. Cases relate to

contractors and others having a relatiorishio wi
the agency. This includes 1nvestipative files
relating to emoloyee and hotline comolaints, and

fpp. 12~ 3

FILES 203

COFr at tne end of tne fiscal year 1n
wiich followup actions on report
recomrencations are completes. Hold 3
years and retire to FXC. Destroy when
8 years olc.

COFF at the end of the fiscal year in
wnich followuo actiors ori resors
recommencations are coioleted. Destroy
wien 3 years old.

COFF annually. Destray when 2 years
old.

New


https://track.mg

1208-1

fead-2

1209

1210~199

other misceldareous comolaint fi:es. F1les consist
fJnvestigative reports ang related documents, such
sponcence, notes, attachments, and working

as
0apers.

Files rontaining infqrmation or allecations which COFF annualiy. Destroy when S years
are of an investipativengature but co not relate to old. (BRS 25, item 3a)

a soecific investigation. Shey include anonymous or

vague ailepations riot warranting an investigation,

matters referred to constituents Sxother agzencies

for hardiing, and support files provi
information wnich may prove useful 1n nv
conducted by the NARA Ethics Counseit

<tigations

flace 1n 1nactive file when case 1s
. Cut off inactive file

y. Destroy when iR years old.
(GRS 23, “nfem 30}

Ail other investipative case fiies.

Inoexes to tase Fiies

1

Indexes ang registers used as refererces to Destroy wnen superseced. (GRS™K
investigative ano audit case fites. 5

y 1iE4

fleserved

Aod. 12 - 4



FILES 203
APPENDIX 13

FEDERAL RGENCIES AND RECORDS

These records relate to NARR programs engaged i1n oromoting efficient management of agency records
admnistration programs; appraising and scheduling for disposition records of Federal agenciesj and
transferring, storing, and servicing agency records stored in Federal Records Centers (FRC's).

ITEM CROSS-OVER
NUMBERS DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION FROM GSA HB

RGENCY RECORDS MANARGEMENT

1301 Records Administration Program Subject Files

New item
/ua/ ” 4
Pro orrespondence and related records fpice pre oy,am s nc 174
documenting policies, procedures, and standards of ©O 7
<emerdrny 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 1n S-year blocks when 1@ years
Ann. acc.t 2 cu. ft. Current vol.t 1 cu. ft. old.
+304-A——Bther—program-subyect f1les, “BBFFammuatly—hoto 2 yEarSand et |1/, 7f) 4*’3“’71

o-FRE-—Destroy—when—18-years-oie—!

1301-3 Records mairtained by other offices. Destroy when no longer needed for
current operations.

App. 13 -1



1302

1302-1

13@2-2

1302-3

1302-4

1303

1304

Agency Evaluation Files

Correspordence, reports, agency action plans, and
other records relatino to NARA evaluattions, or
inspections, of Federal records management programs.

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.s 3
cut ft! Annual accum.st 3 inches

Other records maintained by the Office of Records
Administration.

Records maintained by the Office of Federal Records
Centers.

Records maintained by records centers.

Agency Records Center Case Files

Correspondence, memoranda, reports, and other
records pertaining to records centers operated by or
for a Federal agency.

Acency Correspondencesgiles

Correspondence, memoranda, and other records sent to
and received from Federal agencies including
deficiency letters (Deficiencies 1n Records Transfer
Paperwork, NA Form 13Q57, and Deficiencies i1n Record
Shipments, NA Form 13028) and other routine

App. 13 -2

FILES 203

PERMANENT. COFF at the end of the
fiscal year in which case file 1s
closed. Offer to NARA 1n S-year blocks
when 1@ years old.

Destroy when related records are
offered to NARA or when no longer
needed, whichever 1s sooner.

Destroy when 35 years old.

Destroy when 3 years old.

COFF when the record center 1s no
longer 1n operation and place 1n
mnactive file. Destroy when 3 years
old.

COFF annually. Place documents of
continuing value in the next year's
file. Destroy when 3 years old.

76416 ¢~

76 M1 64~

New item

New item

New item

New item



FILES 203

correspondence relating to Federal Records Center
programs.

1305 Records Management Workshop, Conference, and
Training Course Files

1305-1 Correspondence, memoranda, notices, applications, COFF annually. Destroy when 3 years 76A35
attendance records, and admnistrative forms old.
pertaining to records management workshops,
conferences, and training courses. (See 1tem 424
for billing documents.)

1305-2 Training materials, including course outlires, Destroy when superseded or obsolete. 76A40
handouts, vugraphs, and reference files.

Case Files on Archival Records in Amency Custody

New~tten—
wirthdriw

Records maintained by the Agency Servic w Offer to custodial umit when first

to monitor the status of archival record series not the record series!is!

yet accessioned by the Office of the National accessioned by® the he

Archives. Arranged alphabetically by name of agency National Archives. ;

and thereunder by record series. Annual acc.s 2

cu. ft. Current vol.s 2 cu. ft.

RPPRAISAL AND DISPOSITION
1307 Aporaisal Job Control Regqister .
New—ttem—
754715

Registers maintained by the Aopraisal and PERMANENT, COFF annually., Offer to

Disposition Division to record and 1dentify requests NARA 1n 10-year blocks whers 10 years

for 1nternal and external disposition authorities old.

and offers of unscheduled records. Each entry
includes the name of the agency, the job number,
number of 1tems, date received, date signed by the
Archivist, and date closed. Arranged by record
group number. Ann, acc.s 3 in.  Current vol.s 2
cu. ft.

Aop. 13 - 3



1308

1308-1

1308-2

1309

1389-1

1309-2

FILES 203

Appraisal Job Control Tracking System Files New item

Flexible magnetic disks containing information used

1n tracking tne status of records disposition reguests
(SF 115) 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 1tems, 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.

Forms used to furnish input data. COFF monthly. Destroy after
verification of 1nput data.

Annual history file. COFF annually. Destroy when 2 years

old or sooner 1f no longer needed
for reference.

Records Dispssition Case Files

Reguests for Records Disposition Authority (SF 115)
appraisal reports, endorsement sheets, public
comments, and other records relating to internal and
external dispositions.

External disposition records maintained 1n Records PERMANENT.  COFF when 2 years old,pr 7,513‘15

Appraisal and Disposition Division (NIR). Arranged when-volume-warranbs-ant-wrerofrim

by record group nuiber. Ann. acc.ez 4 cu. ft. Bffer—to-NARA-after—frie—rs—ver1freds ,

Current vol.z 14 cu, ft. Tadngfer Tw FPAL 3 §Fter —v;/(_ rﬁft/’ﬂ/‘?f
) Toatnsfer Cou the Z ccomd/ ;Ves

whem 10)eiws old (% 2 )’ear ﬁ e 1T

Internal disposition records maintained 1n NIR. PERMANENT. COFF every 5 years. Offer 7..@15

Arranged by record group number. Ann. acc.k less to NARA 1n S-year blocks when 5 years

than 1 cu. ft. old.

App. 13 - 4



FILES 203

1309-3 Other copies, 1including those 1n custodial units and Destroy when no longer needed for New item
FRC's. reference.
1310 Rejected or Canceled Offers of Records New item
1310-1 Requests to Transfer Records to the National PERMANENT. COFF annually. Offer to
Archives (SF 258), appraisal reports, endorsement NARA 1n 1@-year blocks when 10 years
sheets, and related correspondence accumulated by old.

the Records Aopraisal and Dispmosition Division 1n
the process of rejecting 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. Currert
vol.: 2 cu. ft.

1310-2 Files maintained by the Federal Records Centers. COFF annually. Destroy when 3 years
old.
1311 Federal Register Disposition Documentation Case
Files New item
Correspondence, memoranda, copies of notice, copies COFF after commenting period stated 1in
of SF 115, and other records accumulated in the Federal Register. Destroy when 1
publishing notices of records dispositions 1n the year old.
Federal Register.
Appraisal and Disposition Division Time Reports b el

withdyiw

Reports containing time soent on division at COFF annually.
that include type of activity, hours worked on old or
activity and name of 1ndividuals. 1S sooner.

Destroy when 2 years
er needed, whichever

App. 13 -9



1313

1314

1314-1

1314-¢

1315

FILES 203

ADMINISTRATION OF FEDERAL RECDRDS CENTERS

Correspondence, memoranda, reports, and other
related records maintained by the Office of Federal
Records Centers relating to the pslicies,
procedures, and pereral admnistration of the
Federal Records Centers program. Arranged
alphabetically by subject.

Correspondence, memoranda copies of agreements, and
related records pertaining to reimbursable and non-
reimbursable agreements between NARA and Federal
agencies. Included are agreements for early
retirement of records and/or special reference
services, agreements relating to mlitary and
civilian personnel, and health records and similar
apreenents.

Documents relating to national agreements.

Documents relating to FRC negotiated agreements.

FRC Reports and Correspondence

Major activities and accomplishment reports, monthly
narrative reports, unscheduled records project
reports, performance analysis reports, statistical
summaries, space and equipment reports, similar
reports and related correspondence. (See 1tems
1316, 1317, and 1326 for automated output reports.)

App. 13 -6

COFF annually. Place documents of
continuing value 1n the next year's
file. Destroy when 10 years old.

COFF after agreement 1s terminated.
Destroy when 3 years old.

COFF after agreement 1s terminated.
Destroy when 3 years old.

75A1

New item



1315-1

1315-2

1315-3

1316

1316-1

1316-2

Reports maintained by the Office of Federal Records
Centers.

Reports maintained by records centers.

Reports pertaining to precious metals.

TASK System

Automated data base and related records created for
administrative purposes to show individual, umit,
and center productivity measurements. The TASK
system also serves as a feeder system to the
Automated Statistical Summary. (See 1item 1317.9

Input forms.

a. Short-term: Organization Master Entries, Master
Transaction Entries, Batch Cards, and Employee
Master Transaction Entry.

b. Long-term: Productivity Record and Batch Card
and TASK Daily Work Log.

Output reports.

a. Employee performance measurements including
General Performance Appraisal System {GPAS) reports
supporting employee performance appraisal files; and
individual monthly and yearly reports. (See also
item 3__.)

b. Individual Weekly Summary Report.

App. 13 -7

FILES 203

Destroy when 7 years old, or when rio
longer needed whichever 1s sooner.

Destroy when 3 years old, or when no
longer needed, whichever 1s sooner.

COFF arrually. Destroy when 3 years
old.

Destroy after information has been
keyed onto disk file and verification
1s comolete.

Destory when 6 moriths old or wheri no
longer needed for administrative
purposes whichever 1s shorter.

Destroy 3 years after the date of
appraisal or when no longer needed.

Destroy when Individual Monthly Summary
Report has been verified.

75A1

75B1

New item

New item



1316-3

c. Feeder reports used to prepare summary reports
including Microfilm Job Summary, Weekly Summary,
Monthly Summary, and Center Statistical Summary.

d. Weekly Productivity Reconciliation Validation
Edit Report.

Automated f1les.

a. Program and documentation files containing
machine 1nstructions designed to add or retrieve
information to or from specific data systems and
related written documentation files.

(1) Files maintained at records centers.

(2) Files maintained by NCC.

e _input-output files consisting of
data that 1s manipulated, sortet,
computer run to a subseguent run and 1s used in the
process of updating a master file.

c. TASK system master file.

(1) Files maintained at records centers.

(@) Files maintained at NCC.

App. 13 -8

FILES 203

Destroy when no longer needed to
prenare the summary report, or 3 months
after close of fiscal year.

Destroy after corrections have been
made to the transaction file.

Overwrite when modified or destroy when
system 1s no longer 1s use.

Destroy when modified or S years after
program 1s no longer 1n use.

Destroy after verification of master
file. (See GRS 20, Part II, 1item i1.)

Destory when system 15 modified or no
longer 1n use.

Destroy 2 years after close of fiscal
year.



1317

1317-1

1317-2

1317-3

Rutomated Statistical Summary System

Automated management information system which
provides statistics on a monthly basis on major

functional areas, staff time expended, and workload.

Information 1s used for budgeting and planning
purposes.

Input keyed by the i1ndividual records centers.

Statistical Summary Report

a. Record copy maintained in Office of Federal
Records Centers. Arranged chronologically. Ann.
acc.t 1 in. Current vol.t 1 cu. ft.

b. Copies 1n records centers.

Automated files

a. Program and documentation files consisting of
machine 1nstructions desioned to add or retrieve
information to or from specific data systems and
attendant written documentation files.

{1) Fides maintained at records centers.

(2) Files maintained by NCC.

App. 13 -9

FILES 203

Destroy after information has been
keyed onto disk file ard verification
15 complete.

Cof F anpw i,
PERMANENT. A Of fer to NARA when 2% years
oldv? G Yedy blecths

Destroy when no longer needed for
admnistrative purposes.

Overwrite when modified or destroy when
system 1s no longer 1n use,

Destroy when modified or 5 years after
orogram 1S no longer 1in use.

New item



1318

1318-1

1318-2

1319

diate 1nput-output files containing data
that 1s manipulated, from one
computer run to a subsequent run and 15 us
process of updating a master file.

c. Master files

(1) Files maintained at records centers:
Employee Master File.

(2) Files maintained at ¥CC.

FRC Inspaction Files

Correspondence, memoranda, reports and other records
relating to Office of Federal Records

Centers! inspection of Federal Records Centers.
Records maintained by the Office of Federal Records
Centers.

Records maintained by records centers.

FRC Buality Control Files

Memoranda, reports, statistical summaries, charts,
working papers, and other records documenting
quality control 1n Federal Records Centers. (See
1tem 3__ for 1ndividual performance documentation
files.d

Aop, 13 - 10

FILES 203

Destroy after verification of master
file. (See GRS 20, Part II, 1tem 11.%

Destroy when system 1s modified or
no longer 1n use.

Destroy i3 months after close of fiscal
year in which they were created.

COFF annually.
old.

COFF annually.
old.

COFF annually.
old.

Destroy when 10 years

Destroy when 5 years

Destroy when 3 years

New item

New item



1320

1320-1

1320-2

1321

FILES 203

RCCESSIONING IN FEDERAL RECORDS CENTERS

Records Transmittal and Receipt File (SF 135)

Standard Forms (SF) 135, 135A, and related records Transfer original to the Office of the
for holdings transferred to the National Archives National Archives with related
for permanent retention. holdings. Place copy in 1nactive file

after records are transferred. COFF
1nactive file annually. Destroy when
10 years old.

Standard Forms (SF) 135, 135R, and related records
for holdings that are not permanent.

a. Those SF 139's and related records received Place 1n 1nactive file after records
after the implementation of the NARS-S system. have been destroyed, COFF annually.
Destroy when 10 years old.

b. Those SF 135's and related records received Place 1n 1nactive file after records

prior to the implementation of the NARS-S system. have been destroyed. COFF annually.
Destroy when 10 years old, unless
required for continuing reference

purposes.

Accession Register

Documents prepared by Federal Records Centers to log COFF annually. Destroy when 5 years
incoming shipments of records retired by Federal old provided necessary information has
agencies containing the following entries: been converted to NARS-S system.

accession number, agency, agency address, date
accession number assigned, date records received
(pendinn), date records shelved and Records
Transmittal and Receipt (SF 135) signed and returned
(completed), anticipated volume, actual volume
received, and records center location.

App. 13 - 11

75B55

75B50



1322

1322-1

1322-2

1323

Documents pertaining to the authorization and
implementation of exceptions to normal accessioning
and disposition practices 1n the FRC's.

Office of Federal Records Centers Case Files

a. Freeze files (arranged alphabetically by freeze
code).

b. Contingent Appraisal Pending (CAP) files and

Contingent Reappraisal Pending (CCRP) f1les.

c. Other contingent exceptions.

d. Unscheduled exceptions.

e. A/l othev excestions,

Federal Records Centers action files.

a. Freeze files (arranged alphabetically by freeze
code)!

b. ARll other exceptions.

FRC Unscheduled Records Tracking System Files

Files created to track progress on appraising and
schedul1ing unscheduled records in the Federal
Records Centers.

App. 13 - 12

FILES 203

Destroy 10 years after freeze has been
l1fted.

Destroy 2 years after the exception 1s

l1fted.

Destroy 10 years after excention has
been l1fted.

Destroy 1 year after the exception 1s
terminated.

New item

Pestrey [ year aster The

eXecp&rom (5 tevminided]

Destroy 2 years after exception 1s
terminated.

Destroy 1 year after exception 1s
termnated.

Destroy when information 1s no longer
needed.

New item



1324

1325

1326

1326-1

1326-2

FRC Unscheduled and Permanent Records Report

Report momitoring the status of unscheduled and
permanent records in the Federal Records Centers.

Pending Schedules Implementation Files

Correspondence, memoranda, printouts, and other
records pertaining to pending implementation of
agency records schedules.

NARS-S System

Automated accession control system used for
admnistrative tracking and control of accessions
into, movement within, and disposal or transfer of
records from a Federal Records Center. The system
also provides statistical information and "space
available" i1nformation through the “"Space
Information System” (SIS) subsystem (See 1tem 1326,
2(d)).

Reports and forms documenting input actions to
NARS-5 such as the FRC Holdings Control Input (NA
Form 13116)g the Mass Data Change Worksheet (NR Form
13117)% the Disposal Accomplished Report (Report
88); and, the Disposal Change Report (Report 89w

NARS-S output reports.

a. Feeder reports used to prepare sumesary reports
including One Time/Special Inquiry Reports: Reports
04, 05, 08, 09, 10, 15, 16, 17, 18, 35, 36, 44, and
43,

fop. 13 - 13

FILES 203

COFF annually. Destroy when 2 years New item
old.

New item
Destroy 1 year after implementation of
the schedule or when no longer needed
for reference, whichever 1s later.

New item

COFF annually. Destroy when 1 year old
or when no longer needed for
admmnistrative purposes, whichever 1s
sooner.

Destroy when no longer needed to
prepare the summary report, or 3 months
after close of fiscal year.



b. Edit reports of input errors including
Transaction Validity Error Report (Report 19)§
Transaction Logical Error Report (Report 20)§ and
SIS Error Cycles 2 and 3 reports.

c. NARS-S periodic reports.

(1) Monthly reports: Accession Number Master
List (Report @1); Record Group Profile (Summary)
Listing (Report 82); Federal Record Center Profile
(Summary) Listing (Report 83).

(2) Semannual and annual (FY) reports: Record
Group Profile (Summary) Listing (Report @2)g Federal
Record Center Profile (Summary) Listing (Report 83)3
Stack Sequence Report (Report 86)g Location Report
(Report @7)g Annual Report of Holdings and Disposals
by Record Group (Report 24)g Retention Report
(Report 37)g Ruditors Report (report 43)a

(3) NARS-S history reports: MWithdrawal Report
(Report 11); Withdrawal Report 2 (Report 21).

(4) NARS-3 edit files: IVF Update Report
(Report 28) and Disposal Ruthority Master List.

(3) Disposal pull list: Copy of Disposal
Rpproved Report (Report 22) annotated with signed
certification indicating that disposal records were
removed from the shelves and, where required, that
the destruction of the records was witressed;
Disposal Concurrence Report (Report 23)

(d) Space Information System (SIS)e Reserve Master
Listings, Available Space by Location Report, and
Available Space by Volume Report.

Rop. 13 - 14

FILES 203

Destroy after corrections have been
made to the transaction file.

Destroy when superseded.

COFF annually and destroy when { year
old or when no longer needed for

admmstrative purposes, whichever 1s
longer.

Destroy when no longer needed for
reference purposes.

Destroy when superseded.

COFF at the end of fiscal year 1n which
the disposal 1s accomplished. Destroy
when 18 years old.

Destroy when superseded.



1326-3

1327

1327-1

1327-2

Automated files

a. Program and documentation files consisting of

machine 1nstructions designed to add or retrieve
information to or from specific data systems and
related written documentation files.

(1) Files maintained at records centers.

(2) Files maintained by the St. Louis Data
Systems Center (NCC)s

1ate 1nput-output files consisting of
data that 1s mampulateq,
computer run to a subsequent run and 1s used 1n
process of updating a master file.

c. Master Files maintained at NCC: Report 21 and
Withdrawal Report 2.

FILES 203

Overwrite when modified or destroy when
no longer 1in use.

Destroy when modified or 5 years after
program 15 no longer 1n use.

Destroy after verification of master
file. (See GRS 20, Part II, 1tem 11.)

Destroy when 25 years old.

REFERENCE IN FEDERAL RECORDS CENTERS

Optional Form 11 Files

Optional Form 11, Reference Request - Federal
Records Centers, used to document the loan or
permanent withdrawal of records from a Federal
Records Center.

Optional Forms 11 (chargeout copy) used to document
the loan of records.

Optional Forms 11 (chargeout copy) use to document
the permanent withdrawal of entire boxes.

App. 13 - 15

Destroy when file(s) are returned.

Place in file with corresponding SF 135
after NARS-S has been updated and the

New item



1328

1329

1330

Reference Service Correspondence File

Documents created i1n filling requests for
information and reproductions of Federal Records
Center holdings or authentication of reproductions.
Included are correspondence requesting reproduction
or authentication service, price quotations,
reproduction or authentication service orders, and
related records. {Documentation for reproduction or
authentication involving a Privacy Act system of
records should be retained 1n accordance with
applicable agency procedures.)

Research Application and Authorization Files

A

Documents accumulated in authorizing private
c1tizens and Federal employees access to records 1in
the custody of the center. Included are
applications, letters authorizing or denying access,
documents demonstrating the security clearance of
personnel 1nvolved in the Declassification program,
and related correspondence. (Documentation for
access to a Privacy Act system of records should be
retained 1n accordance with applicable agency

procedures.} ¢ | /ﬂg seaveher /}/;a/n.z teg=
Cards

Register of Visitors

Forms, logs, and related records recording date of
visit and name of visitor.

App. 13 - 16

FILES 203

SF 135 annotated. Dispose of 1n
accordance with tne disposition
instructions for the related SF 135.
GSee 1tem 1320.)

Retain for 99 days or until no longer 75B5
needed, whilchever 1s sooner.

O thev 7¢ cur/ﬁ,

COFF annually, bringing forward 75B10
documents still in effect. Destroy
remaining file when 3 years old.

¢off'/}7mw//x Tww;fer tv FHC
when [ Yedv ﬂ/ﬂ'{ ﬂf’ﬁtiﬂ)’ W/fﬂlj
29 yeavs ol

Trvdnsdey tu FRL when
COFF annually, end-tdestroy-when-S-yaars—/5B20

| year o/ Lestroy wher

29 Yeavs c’/6/,


https://Je.:,ea.Yc

1331

1332

133e-1

133

n

1333

-

FILES 203

DISPOSITION AT FEDERAL RECORDS CENTERS

Permanent Records Transfer Files

Record Center documentation including
corresponderce, memoranda, NARS-S printouts, and
other records used 1n facilitating the transfer of
permanent records from Federal Records Centers to
the Office of the National Archives.

Notices of Intent to Destroy Records Files

Returned Notices of Intent to Destroy Records (NR
Form 13001) and related correspondence requesting
that an accession or part of an accession not be
destroyed.

Documents relating to requests which were approved
by the FRC.

Documents relating to reguests which were not
approved by the FRC.

Contingent Disposal Notices Files

Returned Notices of Contingent Disposal (NA Form
13882)§ and related correspondence.

App. 13 - 17

Place in 1nactive file after permanent
recorts have been transferred to the
Office of the National Arcnives. COFF
1nactive file annually. Destroy when
10 years old.

Place 1n file with corresponding SF 135
after NARS-S has been updated and the
SF 135 annotated. Dispose of 1n
accordance with disposition
instructions for the related SF 135.
(See 1tem 1320.)

Place 1n fiie with corresponding SF 135
after the records have been destroyed
or returned to the agency, NARS-5
updated, and the SF 135 annotated.
Dispose of 1n accordance with
disposition instructions for the
related SF 135. (See 1tem 1320.3

75B80

75B55

75B55



1333-1

1333-¢

1334

1333

Notices iridicating that a complete accession can be
destroyed.

Notices indicating that an accession or part of an
accession cannot be destroyed.

Recorgs_Dispesal Aubnorization Correspondence

Correspondence received fram agencies, which was not
part of the regular guarterly disposal cycle,
authorizing the disposal of records,

FILES 203

Place 1n fiie with corresponding SF 133
after NARS-S has been undated and the
SF 135 annotates. Dispose of 1n
accordance with the disposition
instructions for the related SF 135.
(See 1tem 1320.9

Place in file with corressonding SF 1335
after NARS-5 has been undated and the
SF 135 annotated. Dispose of 1n
accordance with the disposition
instructions for the related SF 135.
(See 1tem 1320.9

Place 1n file with corresponding SF 135
after ail necessary action has been
taken. Dispnose of 1n accordance with
the dispesition instructions for the
related SF 135. (see 1tem 1313)

PROJECTS IN FEDERAL RECORDS CENTERS

NC/FRC Project Control Files

Correspondence, memoranda, and other records
relating to projects undertaken gy the Office of
Federal Records Centers and i1ndividual records
centers. (See 1tem 1336 for Micrograohic project
files.)

App. 13 - 18

COFF following completion of tne

oroject. Destroy when 2 years old.

75B55

75B55

75B60

75B115



1336

1336-1

1336-2

1337

1337-1

1337-2

1337-3

Agency Job files. Documentation for small, short-
term jobs including Microfilm Project Reports (NA
Form 13299) agreements and/or copies of purchasing
documents filed by agency or agency subdivision.

Official progect files including pre-project

negotiation files and working project files, formal
agreements and/or copies of purchasing documents.

Micrograohics Program Files

Micrographics equipment inventories, equipment
production rate records, histories of repairs, and
related records.

Fiscal year work program f1les,

Micrographics reference files.

Aop. 13 - 19

FILES 283

COFF after project 1s completed.
Destroy when 3 years old.

COFF after project 1s completed.
Destroy when 3 years old.

Destroy 1 year after oisposal of
ecu1pment.

COFF annually. Destroy wnen 3 years
old.

Destroy when superseded or obsolete.

New item

New item



ARCHIVES, PRESIDENTINL. RECORDS, AND DONATED MATERIILS

These records relate to the acquisition, accession, arrangement, description, preservation,

FILES 203

declassification, and reference of archival records and historcial materials donated to the Office

of National Archives and the Office of Presidential Libraries.

1TEM CROSS-OVER
NUMBER DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION FROM GSA MANUAL
ARCHIVAL REPORTING FILES
1401 Statistical Program Report Files New item
Statistical summaries of archival programs.
Included are Statistical Swmary - Archival Programs
(NA Form 14037), and related documents.
1401-1 Individual and unit summary Time and Production COFF annually. Destroy when 1 year
Reports created and maintained 1n the custodial old.
units.
uart""/y from
1401-2 Feeder reports received monthly by the COFF annually. Destroy when 10 years
Admmistrative Staff (NN-B) andhthe Gffice of old.
Presidential Libraries (NL). Included are copies
of GSA forms 3154 and 34@6 and special lists.
1401-3 Consolidated FY Report maintained by NN-B. Arranged PERMANENT. COFF annually. Offer to
by year. Ann. Acc.z less than 1 cu. ft. Current NARA 1n 1@-year blocks when 10 years

Vol.z less than 1 cu. ft. old.

App. 14 -1



1401-4

1402

1402-1

1482-2

1402-3

Statistical data base maintained by NNPA.

Narrative Program Report Files

Buarterly narrative reports sum#arizing project
work, reference service, training and professional
activities, admnistrative and personnel matters,
and other activities.

FILES 283

COFF annually. Destroy when 3 years
old.

75 /7:.'/&)’0:7/ by h?#:%&j‘ 2nd ﬁ/;'fr',;/””;

Kpor
a. ﬁas-mmtimed—m-m or NL. Ann. Reeg 2

cu. ft. (NN); less than 1 cu. ft. (NL)2 Current
vol.E 4 cu. ft. (NN).

b. Copies maintained by custodial units and
Presidential libraries.

Periodic analytical surveys or studies maintaired 1n
NN or NL on reference services and reference use,
including reports on reference inquiries and
responses, reproduction orders, and other use of
holdings. Arranged chronologically. Ann. Rcc.:
less than 1 cu. ft. (NN} Current vol.t S cu. ft.
(NN; 1940@'s to present).

Project analyses, progress reports, and related
records and forms. These files may include the
Archival Project Control Sheet (NA Form 14049) and
the Archival Project Summary (NA Form 14038)%

Harratrve-veporss-sunmariziig-deatassifreatton-
aebiort NS,

App. 14 - 2

PERMANENT. COFF annually. Offer to
NARA 1n 1@-year blocks when 10 years
old.

COFF annually. Destroy when 3 years
old.

PERMANENT, COFF as of 9/39/88. Offer
to NARA 1n 1991, Thereafter COFF every
10 years. Offer to NARA in 10 year-
blocks when 10 years old.

COFF annually.
old.

Destroy when 3 years

€8FF-anmeatty:—Bestrey-whern-3-years
woid—

New item

Withdve w?)



1403

1403-1

1403-2

1403-3

1404

1404-1

Work Plan Files

Annual work plans and related documents concerning
reference service, archival projects, preservation,
and declassification.

Annual work plan instructions (call) formulated by
ml

a. Copies maintained 1n NN. Arranged by fiscal
year. Ann. acca: less than 1 inch. Current vol.z
1 cu. ft.

b. Copies 1n custodial umts.

we e /ﬂ;é?ILS
Sepres~submitted to NN.

Copies maintained by custodial unmits.

APPRAISAL AND ACCESSIONING FILES

Record Group Registratfiion Files

Case files relating to the establishment and
allocation of record groups.

Record set maintained by NN. Arranged by record
group number. Ann. Acc.: 1 cu. ft. Current vol.r
3 cu. ft.

App. 14 - 3

FILES 203

PERMANENT. COFF every 10 years. Offer
to NARA in 10-year blocks when 1@ years
old.

Destroy when no longer needed for
current operatfons.

COFF annually. Destroy when 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

1405

1405-1

1403-2

1406

1486-1

Other records.

Documents accumulated i1n accessioning permanent
records 1nto NARA,

Accession case files ordinarily @aintained in the
unit of physical custody, typically consisting of a
SF 238 or equivalent with or without additional
descriptive lists and documents (e.g., SF 139),
appraisal reports with descriptive docuwents 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.d Arranged by record group.
fnn, Acc.r 1 cu. ft. Current vol: 58 cu. ft.

Working papers and copies 1in other offices.

Change of Status Files

Docuwents created to record changes in the volume
and custody of accessioned records holdings, as well
as descriptive information on records series.

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 in the ADP Branch (NNPA).

ﬂnp- 14 - 4

FILES 203

Destroy when no longer needed for New item
current operations.

PERMANENT. Offer to NARA when no 73C5
longer needed for current operations.

Destroy when no longer needed for New item
reference.



1406-2

1406-3

1406-4

a. Record set held in EN-E. Arranged numerically
by record group. Ann. Acc.z less than | ft.
Current vol.z 36 cu. ft.

b. Copies in custodial umts and Presidential
labraries,

Change of Status Record below the record group level
(MR Form 14044, formerly GSA 6710A),

3. Submtted for NARS R-1 input.

b. Copies 1in custodial umts and Presidential
libraries.

Registers of change of status such as the Register
of Changes in Holdings (GSR Form 6740). RArranged
chronolopically, maintained either at the division
or branch level depending on orgamzation of work in
the division. Ann, Acc.e less than { cu. ft.
Current vol.a 5 cu. ft. (1948's to present)

Periodic statistical or narrative reports or
sunmaries of change of status or holdings.

a. NN-B copy. Arranged chronolopgically. Ann, Rcc.z
less than 1 cu. ft. Current vol.e less than 35 cu.
ft. (1940's to present)

b. Gther offices.

App. 14 - 5

FiLEs 283

PERRANENT. Offer to NARA when no
longer needed for current operations.

Destroy when no longer needed for
current operations.

Destroy three years after complete
ver1fication of input into NARS A-1,

Destroy when no longer needed for
reference.

Destroy when no longer needed for
current operations.

PERMANENT, COFF as of 9/30/80. Offer
to NARA in 2081, Thereafter, COFF
every 10 years. Offer to NARA in 18-
year blacks wlien 28 years old.

COFF annually. Destroy when 2 years
old.

73C203 74C5

New item

New item

New item

New jtem

73C20, 74C5

New item



14856-5

1486-6

1487

FILES 283

NARS A-1 System containing the automated Change of
Status - below Record Group Level and other machine-
readable descriptions of NARA holdings.

with re/&fﬂp/ doCowPodeL/Jn‘ ‘
a. Master filg, A Arranged by record group and PERMANENT. Offer to NRRA when no
subgroup. Ann. Acc.e less than 1 reel. Current longer needed for current operations.
vol.z 2 reels.
b. Microfiche of A-1, Destroy when superseded.

Record Group Statistics and Analysis (NARS A-1 1/2
or A-a-C Lists), Statistics and other analyses of
holdings by record group, custodial umt, and type

of record. .

with Told Led decomenti 1oz
a. Master filea Arranged by record group ard PERMANENT, Offer to NARA when no
subgroup, custodial umt, or type of record. Ann, longer needed for current operations

Acc.: less than | reel. Current vol. :! reel.

b. FY End Report. Rrranged by record group and PERMANENT, Offer to NARR 1n 10 year-
subgroup, custodial umt, or type of record. Ann, blocks when 13 years old.
Acc.:  less than | cu. ft.

c. [Buarterly Report. Destroy when superseded.

Roency Backaround Files

Referemce files used for research into functions ard Destroy when superseded or obsolete,
recordkeeping practices of Federal agencies or

offices whose records are accessioned by NARA,

Included are records managegent surveys, copies of

SF 119s, manuals, directives and other 1ssuances

relating to the management and filing of agency

records, copies of agency directories, and related

records.

App. 14 - 6

73C20

New item

73C20

73C20

New item

73C35



1408

1408-1

14088-2

1409

1409-1

FILES 203

ACQUISITION AND DISPOSITON OF DOMNATED MATERIALS

Presidential Acguisition and Facility Files

Basic acquisition documents for Presidential papers
and facilities maintained in the Office of
Presidential Libraries - Central Office. Included
are correspondence, letters of intent, deeds of
g1ft, and other legal documents, including original
legal documents concerning Presidential papers and
facilities. Arranged by President and thereunder

‘chronologically. Current vol.k 15 inches (Hoover

to Reagan)!

Background papers including correspondence with the
White House, Congress, and other interested
agencies, persons, and foundations; building
drawings; blueprints; and related records. Files
are maintained 1n the Office of Presidential
Libraries - Central Office. Arranged by President.
Estimated accumulation: 2 cubic feet per President.

Acquisation Case Files

Documents accumulated 1n soliciting and acquiring
donated historical material and oral history
interviews by Presidential libraries and the Office
of National Archives.

Acquisition case file maintained 1n umt 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. fcc.t: varies by library. Currrent
vol.t 13@ cu. ft.

App. 14 -7

CoFF on comple G,
PERMANENT,/] 8ffer-to-NARA-when—ho— 74C1
Songertpeded-fer-aureni-operatronss

Trdhsfer To The Nabowndf SIrEMNeg

(7 & yeiv bfochs when 25
Years ofd

CoFF
PERMANENT, -Bffer—be-NARR-When no 74C1
longer needed for current operations.

L /ﬁ/t:'r;
’frc?affc/ to Aalwnd/ fre
when 20 bVeors ﬁ//,

PERMANENT. Offer to NARA when no 74C1
longer needed for current operations.



14832

1409-3

1410

1411

1411-1

1411-2

Working papers and copies 1in other offices.

Rcguisition logs or registers.

Museun Item Case Files

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.x  less than 1 cu. ft. per library.

Current vol.z varies by library.

Donated Historical Materials Disposal Case Files

Documents created in the disposal of donated {or
purchased) materials in the holdings of presidential
libraries and museums. Included are reguests for
disposal authority, endorsement sheets, forms used,
and related records.

Record copies maintained 1n the Presidential
Libraries. Arranged alphabetically by last name.
Ann. Acca: less than 1 cu. ft. Current acca: less
than 1 cu. ft.

{ther copies.

App. 14 - 8

FILES 203

Destroy when no longer needed.

PERMRNENT. Offer to NARA when no
longer needed for current operatigns,
o7 Wlien
15 Soone)]

PERMANENT. Offer to NARA when no
longer needed for current operat:
or when 30 Seers o/d,
whyehevey s Sodizév,

PERMANENT. COFF annually. Offer to
NARA 1n 10-year blocks when 10 years
old.

COFF annually. Destroy when no longer
needed for current reference and
operations.

New item

74C1

20 Yedrs d/k{ »¢A5!;4ge rve,-

e Jtoma,
v LA
79C)

74C1

New item



1412

1413

1413-1

1413-2

1414

FILES 283

ARRANGEFENT, DESCRIPTION, AND PUBLICATION PROJECT FILES

Project Admnistration Files

Documents accumulated in the overall administration
of project work, including memoranda, instructions,
procedures, policy statements, guidelines, general
program plans, reference materials, and related
records.

Project Case Files

Files created to document individual archival or
museun 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 133's,
registration and restriction materials used to make
the various statements, and other records related to
that record group.

Record copy of unpublished project product. (For
published products, see ____, Publication File.)
Arranged numerically by record group number. Ann.
Acc.z  less than ! cu. ft. Current vol.z 15 cu.
ft. (194@'s to present).

Other records.

Project Control and Assignment Files

Documents created within a custodial umit for
administrative control of archival and museum

Aop. 14 - 9

Destroy when superseded or obsolete or New item

no longer needed for current
operations,

PERMANENT, -Bubmtt-flequest-telsanefer— 73Bl, 74Bl
Apprevaty—ond-Reserpt—of Recorde-be-
Wms%coFgo:’y_ e
Conpfelion of ec rovr S Se

1o é‘dﬂe /‘/ll‘n/n//c/hunsﬁ jn 5 e
plocks whes /O Seors 27/

COFF following completion of project. 73BI[,' 74B1
Destroy when 2 years old 1f no longer

needed for reference or current

operations,

COFF following completion of project. 73B5

Destroy when 2 years old.



1415

1415-1

1415-2

1415-3

14154

1416

project assignments and work. Included are work
assignment registers, project control sheets, and
related forms and records.

RECORDS RBSTRICTION FILES

Records Restriction Files

Documents accumulated in establishing limitations on
access to records accessioned by NARA, Included are
general 1nformation, regulations, directives, and
statements on access restrictions, case files, and
related records. Arranged by record group number.
Ann. Acc.z:  less than 1 cu. ft. Current volaz 13
cu. ft. {194@'s to present).

Docurents accumulated 1n interpreting deeds of gift,
restriction statements, and other limtations on
access to materials donated to or acquired by
Presidential Libraries. Included are general
inforgation on restrictions, access precedent files,
and related records. Arranged alphabetically. Ann,
fcca:  less than 1 cu, ft.

Other records.

ﬁee d ffdlaﬁ'meaf - ﬂe/f ﬁ/eef_’

Nixon Presidenti1al Materials Special Access Files

Documents created in granting restricted access to
the Nixon papers, which are neither accessioned
records nor donated historical materials as
described 1n this appendix. fccess 1s limted to
the former president, his designated agents, and
governagent agencies if needed for ongoing government
business. Access 15 also obtained when NARA becomes
a third party in litigation involving these
materials. Otherwise, there 1s no public access to
the papers.

qppo 14 - 10

FILES 203

PERMANENT. Offer to NARA when no 73C25
longer needed for current operations,
or when 20 Yers o/d,
whichever 15 Sosner

PERMANENT., COFF following expiration 74A15
or removal of restrictions. Offer to

NARA when no longer needed for current
operationsoy whewn IO Sfedrs

old, Whichever 5 soones]

Destroy when no longer meeded for New item
reference,



1415-4. 1Interagency Agreement on Access. Documents
accumulated in establishing and interpreting the
"Interagency Agreement on Access for Official Agency
Historians." Included are signed acceptances of agreement,
correspondence with agencies interested in acced&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.
Annual Acc: less than 1 cu. ft.

PERMANENT. Cutoff when superseded. Transfer to the
National Archives in 5 year blocks when 5 years old.


https://accedJ.ng

1416-1

1416-2

1416-3

1417

1418

Special Access Case Files. Included are requests
for legal considerations or requirements,
correspondence and subpoenas or court orders.
Arranged by assigned number. Annual acc.x less
than 1 cu. ft.

Other copies and working papers.

Completed Presidential Historical Materials
Receipts.

FILES 203

PERMANENT. COFF annually. Offer to
NARA when no longer needed for legal
considerations, or requiresents, or for
current operations.

Destroy when 10 years old or when no
longer needed for legal requirements or
current reference.

Place in mnactive file after material
1s returned. COFF annually. Destroy
when 10 years old or when no longer
needed for legal requirements or
current reference.

REFERENCE AND REPRODUCTION SERVICE FILES

Reference and Reproduction Administration Files

Documents accumulated in the general operation of
reference and reproduction services, including
procedures, 1instructions, guidelines, policy
statements, form letter responses to inquiries,
reference materials, price lists, reproduction and

authentification information, information on office

copying, duplication and photo labs, and related
records.

Researcher Application and Authorization Files

Documents accumulated in 1ssuing researcher
wdent1fication cards, acquainting researchers with

research room regulations, and in authorizing access

to restricted or security-classified materials.
Included are researcher applications, letters of
introduction, access requests, official documents
authorizing or denying individual access to

App. 14 - 11

Destroy when superseded or obsolete.

73A25



1418-1

1418-2

1418-3

1418-4

1419

restricted material, researcher-signed research roos
regulations, related forms such as the Researcher
Application (NA Form 14803) and Research
Application - Presidential Libraries (NA Form
14003R) and other related records.

Researcher application forms.

a. Issuing office.

b. Other offices.

Other records related to researcher applications.

a. Custodial umt research room regulations signed
and acknowledged by researchers.

b. Correspondence and other records.

Application for access to classified and restricted
materials, i1ncluding documentation of the
researcher!s clearance for such access, and related
records.

Records relating to requests for access to donor-
restricted materials.

Research Room Use Files

Documents created 1n recording researcher use of
central, custodial umt, and library research rooss.

App. 14 - 12

FILES 203

-

COFF annually.
old.

Destroy when 1 year

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 openming of
requested materials.

to FAL when )liﬁftﬂﬂa{

COFF annually, hoid-i-yeasy—and-retrre-
4o-FRE~ Destroy when )d rs old.

73A5, 74A5

7345

New item

New item

7445

7445



1419-1

14192

1428

1420-1

1420-2

1420-3

Included are research room registers such as
Register of Researchers (NA Forn 14284}, Control
Reference Staff (NA Form 14@04A), Register of
Microfilis Researchers (NA Fora 14804B), and related
records.

Research room use for wiiich researcher
1dent1fication cards are needed.

Research room use for which no research card 1s
needed.

Research Room Reference Service Files

Dotuments created in providing records to
researchers in central, custodial, and library
research reoms. Included are Reference Service
Slips (NA Form 14881) and other forms that identify
the records being used by a researcher, and related
records.

Copies of reference service slips that record dates
and times of researcher use, and what materials were
furnished. (pink copy) (Note: Reference service
slip for records serviced only 1n separate custodial
unit research rooms also fall under this section.d

Duplicate copies of reference service slips retained
in custodial umits, for materials sent to a central
research room. (white copy)

Other records.

App. 14 - 13

FILES 203

Transber 20 FAC Shen |37 0]

COFF annuallyfArold—i-yeav,and-eatize~ 73210, 74210
Ye-FRE  Destroy nhen)‘ ears old.
;.5‘1

COFF annually, Destroy when 2 years New item
old.

TYJ’I)QLC/ tl/ F/fL WAP)’ /)/" l//f
COFF annuallyp\hotd-i-yeer—and-retive~ 73415, 74420
to-FRE:~ Destroy when )‘ years old.

15
COFF annually. Destroy when 2 years New item
old.
COFF annually. Destroy when 2 years 73A15, 74A20
old.



FILES 203

1421 Reference Service Communication Files

Documents created or accumulated in providing
reference service to mail, telephone, or
electronically transmtted inquiries from 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 incoming correspondence or
records of non-written inquiries, copies of replies,
and related supporting materials. The files may
include copies of reproduction service forms. (See
1tem 1423, Reproduction Service Files.)

1421-1 Communications control files, which include COFF annually. Destroy when 2 years 73A1, 74A1
registers and logs (1ncluding automated logs), that old.
list 1ncoming reference requests and replies, with
related information,

1421-2 Routine 1nquiries and replies, and related records. COFF annually. Destroy when 2 years New item
old.
1421-3 Correspondence and supporting documents, maintained Destroy when no longer needed for 73A1, 74A1
at the branch or library level, relating to ' current operations.

significant persons, subjects or events, noted
researchers or research projects, or replies
1nvolving repetitive, difficult or complex research,

1421-4 Reading files of reference correspondence, 1ncluding Destroy when no longer needed for New item
extra copies of outgoing letters. reference,
1422 FOIA and Mandatory Review Requests Files New items

Files created in response to Freedom of Information
Act (FOIA)} and mandatory review requests for

information from accessioned records in the custody
of NARA, Included are original requests, copies of

RDD- 1# = 14



1522-1

1422-2

1422-3

1422-4

1422-3

replies, and related supporting materials. (For
other types of FOIA requests files, see 1033.2

Communications control files, which include
registers and logs (including automated logslg that
list incoming requests and replies, and related
informat ion,

a. Log maintained in Office of National Archives
(NN)

b. Other files maintained at the branch level.

Documents maintained at the branch level relating to
those records where originating agency authority 1s
needed or NN has denied access to all or part of the
requested records. Included in these authority case
files are the oripginal request, a copy of the reply,
agency authorization or demial, and supporting
materials. Arranged by FOIA number. Ann, acc.e
less than 1 cu. ft.

Routine FOIR inquiries and replies, and related
records, granting complete access to all the
requested records or responding to requests for
nonexistent records.

FOIA 1ngquiries and replies, and related records,
denying access to all or part of the requested
records maintained in NN.

Files created 1n responding to appeals under the
FOIA for release of information denied by NARA,
consisting of the original letter, a copy of the
reply, and related supporting documents.

App. 1§ - 15

FILES 203

COFF annually. Destroy when no longer
needed for reference.

COFF annually. Destroy when 2 years
old.

coFF ann«dlly,
PERMANENT. 4 Offer to NARA in 10-year
blocks when 10 years old.

COFF annually. Destroy when 2 years
old.

COFF annually. Destroy whened years
old.



1423

1423-1

1423-2

a. Files created prior to April 1, 1985, and
maintained by the Office of the National Archives
(NN-B). Arranged chronologically.

b. Files created after Apri1l i, 1985, and
maintained by the Deputy Archivist (ND). Arranged
chronologically. Ann, Acc.k less than 1 cu. ft.

c. Files maintained 1n other offices.

Reproduction Service Files

Documents created in filling requests for
photographic, photostatic, electrostatic,
electronic, printed, recorded, or other
reproductions of accessioned records and donated
materials; requests for authentication of such
reproductions; and requests for authorization to
reproduce restricted material; and related records.
Included are correspondence requesting reproduction
or authentication services, price quotations,
reproduction or authentication service orders, foras
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, exhibit, film, or relating to a sigmficant
researcher or research topic, should be retained in
the custodial umit finding aids.)

Register or log of reproduction vequests and service
orders.

Reproduction requests, reuests for authentication,
related correspondence, service orders, invoices
froas contractors, and related records.

App. 14 - 16

FILES 203

PERRANENT. Offer to NARA 1n 1993.

PERMANENT. COFF annually. Offer to
NARA in 10-year blocks when 10 years
old.

COFF annually. Destroy when 4 years
old.

COFF annually. Destroy when 2 years
old.

COFF annually. Destroy when 2 years
old.

73A25, 74A30

73A25, 74A30



FILES 203

1423-3 Documents authorizing or not authorizing the COFF annually. Destroy when 5 years 73426
reproduction of agency or donor restricted, or old.
copyrighted materials. Included are requests for
authorization, replies, letters from copyright and
proprietary rights owners granting or denying
permission for NARA to furmsh reproductions,
letters of indemnification, and related records.

1424 Agency Loan Files

1424-1 Documents created in making accessioned records COFF annually following return and 73420
available to the originating federal agency for inspection of loaned 1tems. Destroy
temporary loan. Included are requests for loans, when | year old.

external loan receipts, loan registers, forms such
as the Loan Receipt for the National Archives (NA
Form 14014), and related records.

PERNAVEST,

1424-2 Documents relating to unrecoverable loans and Sestroy-when-no—tenger—veeded—for New item

permanent withdraws. — ; CJFF e?ﬂ,»”l/ , )
Transfer To the A2Livrd Arcfives
1y 5 xcar blocks when 10 years o/,

1424-3 Registers or logs of agency loans; external loan COFF annually following return and New item
receipts, and related records. inspection of loaned 1tems. Destroy
when | year old.

1425 Finding fid Files
Documents accumulated to assist researchers and NARA Retain for current reference. Destroy 73430
staff 1n accessing and finding accessioned records when superseded or obsolete.

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, 1ndexes, inventories,
series descriptions, descriptions of NARA holdings,
copies of published articles, books, pamphlets, and
other publications.

App. 14 - 17



1426

1426-1

1426-2

1427

1427-1

DECLASSIFICATION FILES

Derlassification Policy Files

Documents created or accumulated 1n requesting,
establishing, 1interpreting, implementing,
authori121ng, and providing guidance i1n the use of
declassification 1nstructions and policies.
Included are correspondence, memoranda,
authorizations, directives, revisions, corrections,
interpretations, and related records. Arranged
alphabetically. Ann, Acc.z 1 cu. ft. Current
vol.z 3 cu. ft.

Documents created 1n obtaining authorization and
guidance for declassifying security-classified
information or material originated by the U.S.
Government or organizations concerned, or within
their area of security interest.

Documents created in obtaining authorization and
guidance for declassifying security-classified
information or material originated by foreign
governments or international organizations
concerned, or within their area of security
interest.

Declassification Information Files

Documents created in providing general i1nformation
to the public and to members of Congress about NARA
declassification program. Included are requests for
information, replies, and related records.

Routine 1nquiries, replies, and related records.

App. 14 - 1B

FILES 203

CoFF when 9"/"”4“’“"/1

PERMANENT ] Bffer—+o-NARA-when-no—

tenger-needed-for-current—referense-ant-
-eperataonsr— 7 1d73 fev o the
Nalromne/ Aro.,(,-w} Ix) 5;/}621/
plochs whe»n & Yeaws J/d]

COFF when SupPers0dod,
PERMANENT g Bffer-o NARR_wher—no—
Jorger-neeged—for-envent-reference-and—

-opevationsy— Ty dns fer to the
/d.‘t(a-n o/ Arechives (7
ﬁ/o(, (‘ﬁ Wlsf” E-ff’d}/} d/J,

COFF annually.
old.

Destroy when 2 years

73D1, 73D5

73D30

9 Ve

73D35



1427-2

1428

1428-1

1428-2

1428-3

1429

FILES 203

Replies i1nvolving unusually difficult or complex Destroy when no longer needed for
research, noted researchers or research projects, or current operations.

significant persons, events, or subjects likely to

have further 1irguiries.

Declassification Project Files

Declassification review case files created 1n
conducting FOIR, mandatory, special, and systematic
reviews of security-classified materials in Federal
and non-Federal repositories, Presidential
Libraries, and NARA custodial units.

Record copy of final declassification report for PERMANENT. COFF annually. Offer to
each project. Arranged by type of review and NARA 1n S-year blocks when 15 years
thereunder by project number. Ann. Accum.z 2 cu. old.

ft. Current vol.z 30 cu. ft.

Researcher and agency requests for FOIR, mandatory COFF annually on completion of project.
reviews, repository and custodial umit requests for Destroy when 15 years old or when no
systematic reviews; agency coordination longer needed for current operations.

correspondence; Declassification Review Worksheets
(BSA Form 7130) showing 1tems withdrawn, worksheets
showing agency review determinations; copies of
Classified Rccountability Records (BSA Form 1237)3
Loan Receipts for the National Archives (NA Form
14014)3 other loan records; recommendations for bulk
declassification; and related records.

Transmittal memoranda and declassification COFF annually on completion of project.
worksheets which do not reflect 1tems withdrawn or Destroy when 1 year old.
agency determinations.

Inventory of Withdrawn Documents

Automated inventory containing the project number,
date, classification level, agency, re-review date,

App. 14 - 19

73D35

73080

73D45

New jitem

New items



1429-1

1423-2

1429-3

14294

1423-5

1430

1431

reason for withdrawal, and location for each
document withdrawn during declassification review.

Master file. Arranged by record group and project
number. Ann. Acc.z less than 1 reel. Current

Vol. :less than i reel.

Top Secret inventory.

Project report.

Statistical Report of Items Withdrawn.

Special reports.

Declassification Log System

Automated log containing statistics and brief
narrative information on the status of
declassification projects including begin and end
dates, and project statistics.

Documents accumulated from review project work and
used for planning, and replying to inquiries from
custodial units. Included are copies of reports,

1nventories and finding aids, and project summaries.

App. 14 - 20

FILES 203

Hffaﬂ%
~PERIRNENF: - \en no

longer needed for current operations.

Destroy when superseded or cancelled.

File with record copy of final
declassification report. (See 1428-1
for disposition instructions.?

COFF annually. Destroy when no longer
needed for current omerations.

Destroy when superseded or cancelled or
when no longer needed for current
operations.

Destroy when superseded or obsolete.

Destroy when %o longer needed for
current reference and operations.

New item

73D10



1432

1432-1

1432-2

1433

1434

Declassification Report Files

Documents created in preparing the annual report to
the Information Security Oversight Office (1S00),
and 1ts predecessor, the Interagency Classification
Review Commttee (ICRC), on NARA declassification
programs, avd any special reports for the
Information Security Oversight Office (1500).

Record copy of annual and special reports.

Other records and non-record material, such as
working papers and extra copies of reports.

Securaty Clearance Certification Files

Documents accumulated 1n ascertaining the security
clearance of military or other non-NARA personnel
involved 1n the NARA declassification program.
Included are requests for security clearance, copies
of replies, and related records.

PRESERVATION FILES

Preservation Admnistration Files

Documents accumulated in the general operation of
preservation activities, including techmcal data
and studies, reference materials, plans,
instructions, procedures, guidelines, policy,
specifications, and related records. Included are
subject files of general information on preservation
metheds, materials, conditions, controls, problems,
solutions, treatments, and types of records.

fop, 14 - 21

FILES 203

COFF annualily and destroy when no
longer needed for reference.

Destroy 1 year after report 1s
submitted and approved.

COFF annually. Destroy 2 years after
clearance has been approved.

Destroy when superseded or obsolete.

73D40

73D40

New item



1435

1435-1

1435-2

1435-3

1435-4

1436

Preservation Project Control and Assignment Files

Documents accumulated in recording the activities of
NARA preservation labs. Included are preservation
logs, schedules, laboratory work bocks, assigneent

reqisters, program plans, proposals, and related
records.

Preservation Master Log.

Preservation Master Log - Microfilm Copy. Arranged
chronologically.

Logs and Registers.

Other records.

Preservation Project Case Files

Case files that document preservation projects
undertaken for 1ndividual items, selected groupings,
or whole collections of accessioned records or
donated materials. Included are preservatfion or
conservation proposals and plans, conservators®
condition reports, treatwent reports, photographs,
forms used to document work completed, contracts,
and related records. Forms used include Reguest for

App. 14 - 22

FILES 203

COFF annually. Microfilm when 2 years
old. Destroy after microfilm 1s
verified.

PERMANENT, Offer to NARA after film 1s
verified. This certifies that the
records described on this form will be
mcrofilmed in accordance with the
standards set forth in 41 CFR

101, 11. 506,

COFF follewing completion or other
termnatton of wori, Destroy when 2
years old,

COFF following completion or other
termnation of work, Destroy when 3
years old.

79A5



1436-1

1436-2

1436-3

1436~4

1437

1437-1

Conservation Treatment (NATF Form 72-H); Film
Insoection Record (NA Fora 14043)3 and Document
Preservation History (658 Form 7276)%

Case files relating to preservation projects for
inavidual 1tems, selected groups of records, or
whole collections. Arranged by record groug number.,
Ann, Acc.:  less than 1 cubic foot. Current Vol.:
2 cubic feet, NNP.

Other records 1n custodial units.

Other offices.

Documents relating to preservation of museum
holdings {if kept separate from 1410, Museum Itea
Case Files). Arranged by project title. Ann, Acc.k
less than | cu. ft. Current Vol.z varies for
libraries.

Preservation Research and Testing Files

Documents created by #ARA Research and Testing
Laboratory 1n researching the causes of records
deterioration, methods and materials for arresting
deterioration, and for rehabilitating, reproducing,
and preserving records and other archival materials;
and 1n testing of archival and conservation
materials.

Research Case Files. Case files on research
relating to paper, paper chemstry, non-paper
materials, and related subjects; and watermark
files. Included are test results, test reports, and

App. 14 - 23

FILES 203

PERRANENT. COFF annually. Offer to
NARA when no longer needed for
reference.

COFF after completion of work, hold for
S years, and retire to FRC. Destroy
when 10 years old,

COFF after completion of work. Destroy
when 2 years old.

PERMANENT. COFF annually, hold for S
years, and retire to FRC, Offer to
NARA 1n S-year blocks when 10 years
old.

PERMANENT, Offer to NARR when no
longer needed for reference or current
operationsz.

73B10

New item

New item

74B5

New item



FILES 203

logs. frranged by subject. Ann. Acc.: 6 inches,
Current Vol.t 8 cubic feset.

1437-2 Testing files. Records concerning specific ongoing Destroy when superseded or obsolete. 73B15
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 Envaronmental Condition Reports

Documents created to monitor environmental AR

conditions in NARA records holding areas. (See 1tem
689 for Environuental Condition Operating Records.%

1438-1 a. Weekly summary reports maintained by Chemistry COFF annually. Destroy when 15 years
Laboratory. old.
b. Other copies. Destroy when 2 years old.
1438-2 Keekly hydrothermograph charts, and other records. COFF annually. Destroy when 2 years
old.
1439 Preservation Monthly Report to Archivist

Narrative and statistical report on preservation
activities submitted monthly to the Archivist by the
Preservation Officer,

ofSera/
1439~1 71 Copy maintained by Preservation Officer. Arranged PERMANENT.  COFF annually. Offer to New item
chronologically. Ann. Acc.: less than i cubic foot. NARA 1n 10~year blocks when 10 years

old.

App. 14 - 24



1439-2

1440

1440-1

1440-2

1441

1442

1442-1

Other copies.

Preservation Survey Files

Records concerning pericdic preservation surveys
completed to monitor the condition of NARR records,
including textual records, microfilm holdings,
motion pictures, photographs, and magretic tapes.

Correspondence, survey forms, survey reports, and
supporting statistical data maintained by
Preservation Officer. Arranged by survey. Ann.
Rec.: 2 cu. ft. Current VYol.: 4 cu. ft.

Working papers and other copies.

Precious Metals Report

Annual report and background materials on NARR
activaties regarding precious metals recovery.

RECORDS STORASE FILES

Records Storage Files

Documents accumulated in creating and maintaining
sperial storage systems for important accessiored
records and historical materials in NARR. Included
are records relating to the display systems for the
Charters of Freedom in the National Archives
building and the Halon protection system. Rrranged
by name of case file. Ann. Ree.e less than 1 cu.
ft. Current vol.: less than 1 cu. ft.

App. 14 - 25

FILES 203

Destroy when no longer needed for
reference.

ClofFF
PERMANENT./f BT FER "t 0-NARA-B-years: after
completion of survey. TydnS fer To

the Aitvond/ frchives /2

gy é/oc,/f} when O Jr5

Destroy after completion of survey.

COFF annually. Destroy when 3 years
old.

PERMANENT. Offer to NARR when no
longer needed for current operations.

New item

New items

ot

New item

79A15


https://1rc,,J,j,,.PJ

1442-2

1442-3

Documents created 1n controlling the physical
location of accessioned records and donated
materials 1n NARA, Included are shelf lists,
location registers, and related forms and records.

Automated Microfilm Location Repisters.

a. Register of NARA microfilm held as record copy
by field archives branches.

(1} Master File. Arranged by record group and
subgroup. Ann. Acc.8 less than 1 reel. Current
vol.s 1 reel.

{28) Published inventory of any descriptive
material (1f produced). Arranged by record group.
fnn. Acc.e  less than 1 cu. ft.

{3} Periodic microfiche or paper copies of
information.

b. Register of accessiored and NARA created
microfilm stored in off-site location.

{1} Master file. Arranged by record group.
Ann. Acc.e less than 1 reel. Cur. Vol 1 reel.

{2) Periodic microfiche or paper copies of
information.

fpp. 14 - 26

FILES 203

Destroy when superseded or obsolete. 73B155 74B10

New items

ﬂ e_j’fro
~SERMANENTIe=BFfersto- »when no

ations.

PERMANENT. Offer record copy to NARA
when published.

Destroy when superseded.

W;M- when no

—longerneeded—for—current operations.

Destroy when superseded.



1443

1443-1

1443-2

REFERBEE LIBRARY FILES

Library admmnstrative files relating to the
developsent, maintenance, and use of library
collections. Files are maintained 1n the Office of
National Archives and the Presidential libraries.
Included are records of acquisitions of books,
serials, and other library materials by accession,
n1ft, exchange, purchase or loan; reference
requests; 1nterlibrary loans; and also shelf lists,
catalog cards, and other finding aids,
bibliograghies, reports, book reviews, and related
records,

Acquisition records of library materials for the
Library collections or for other NARA umts.

a. Exchange agreements.

b. Records of purchased materials.

c. Bift records.

Loan Records.

a. Inter-library loan records.

b. Circulation Records.

App. 14 - 27

FILES 203

Destroy when superseded or obsolete.

COFF annually. Destroy when 3 years
old.

COFF annually. Destroy when S years
old,

Place 1n 1nactive file after return of
loaned materials. COFF annually.
Destroy when 2 years old.

Destroy when superseded or obsolete.

New items



1443-3

1443-4

Shelf lists, catalog cards, and other finding aids.
Records relating to bibliographic or reference
reports prepared by staff.

a. Bibliographic or reference reports prepared by

staff.

b. Other records.

App. 14 - 28

FILES 283

Destroy when superseded, obsolete, or
when 1tem has been deaccessioned.

-Bubmré-Request-t o Jransfer,-fpprovaly
and-Recerpt—uf-fecords-to-Natrenat
~Arehives-af-bha-tUnrréad-Siate
Pestrey when 720 fonfer
meeded for veference

COFF annually. Destroy when 2 years
old.


https://ye,f�ye.nc

1450

1450-1

1450-2

Field Branch Inspection Files

Correspondence; memoranda, reports and other
records relating to the inspection of NARA
field branches.

Records maintained by the Field Archives
Division.

COFF annually. Destroy when 10 years old.
Records maintained by field branches.

COFF annuallyd Destroy when 5 years oldd



CATEGORY
NUMBER

1301

1561-1

FILES 203
ARPENDIX 1502
FEDERAL REGISTER

These records relate to publishing the Federal Reoister, Code of Federal Reoulations, Weekly
Compilation of Presidential Documents, Public Papers of the Presidents of tne United States,
U.S. bovernment Manual, U.8. Statutes at Larce, slip laws enacted by Congress, and other
oublications of tne Office of the Federal Register. There are also records concerning
Constitutional amendments. the Eiectoral College, and interstate aoreements. Included are
files pertaimnz to admmstration, publicatioris, staff surveys and studies, Federai rules
ang regulations, legislation, and elections.

CROSS-OVER
DESCRIPTION O- RECORDS AUTHORIZED DISPOSITION FROM GSA HB
Documents relating to the fidmnisirative Commttee
of the Federal Reqister, established by the Federal
Reoister Act (44 U.S.C. 1506).
Recores created or accumulated by the Committee
which documerit membershis, oolicy, and
accomplishments of the Committee. Irxluded are
agenda, minutes, final reports, and related records.
(a) Records of the Secretary. Arranged PERMANENT, COFF 1n S-year blocks. 77454a)
crronologically by meeting date. Ann. Acc.: 1 an. Offer to NARA in S~year blocks wnen 1@
Current vol.g 2 cu. ft. years oid. (GRS 16, 1tem 124b)d1)da)d
(b) Comments received from tne public on proposed PERMANENT. COFF 1n S-year blocks. NEW
rulemaking. Arranoeo chrorologically by year. Offer to M¥ARA :n S-year bioks when 12
Ann. Accts 1 in.  Current vol.k 1 cu. ft. years oid.
(c) All other copiEs. COFF armually; cestroy when 2 years 7745(b)

old. {BRS 16, 1tem 12(b){1) (o))

App. 1582 ~ 1



1501-2

1502

1303

1503-1

1583-¢

1594

1594-1

1504-2

Aii other records created by the Committee.

LEEISLATIVE REFERENCE FILES

Papers relating to legislation affecting
oublications of the Office of the Federal Remister.
Included are copies of interpretive documents and
related records.

STAFF SURVEYS AND STUDIES

Documents created 1n surveying and studying Office
of the Federal Repister administrative techmigues,
editorial and publication policies, and related
subjects. Ivicluded are completed staff surveys or
siudies, supoorting papers, and related records.

Record copy of each survey or stugy. Arranged by
survey or study. Anr, Acc.: less than i cu.
ft. Current vol.: 1 cu. ft.

Working or background papers.

AGENCY CORRESPONDENCE FILES

Correspondence from Federal agencies regarding the
orinting and oublishinp of reguiations by the Dffice
of the federal Register.

Corresoonderce designating Federal Repister
Liaisons.

Aop. 1500 - 2

FILES 223

Destroy wher: 3 years oid or when rvio NEW
longer needed for reference, whichever
15 sooner. (GRS 16, 1tem 12(b)d2)}

Destroy wien supersedec or odsolete.  /7Al0

PERMANENT. COFF annuaiiy. Offer to 77A20(a)
NARA 1n S-year blocks wien 12 years

olo.

COFF after completion of progect. 77A20(b)

Destroy when 2 years old.

COFF arinually. Destrcy wnen 1 year 7785
ola.

Destroy when superseced or oasolete. NEW



15035

1585-1

1505-2

1505-3

PUBLICATION PAPERS

Docurtents accumulated from the Executive and
Legislative Branches of the government wnich are
reoulred by law or authorized to be published.

Presidential Proclamations, Executive Orders, and
other Presidential documents, transcripts, and
enrolled public laws and resolutions, and related
papers. Arranged by type of record and thereunder
numerically. Ann, Acc.: 1 cu. ft. Current vol.k
¢ 1n.

Lepal documents of Federal agencies published 1n the
Federal Register, and related materials. Ali
documents filed prior to January 1, 1379.

Lepal documents of Feceral agencies published 1n the
Federal Register, and related materials filed after
December 31. 1578.

(a) Rules. £acn document 1n this classification
witi have “Rule® stamped on the first page.

(b) Proposes rules. Each cocument in this
classification will have “Frooosed Rule” stamped on
the top of each page.

{c) Notices. Each document in this classification
w11l have “Notice" stamped on the top of each page.

Aop. 1500 - 3

FILES 203

PERMANENT, Offer to NARA when
administrative need ceases. (NARA will
accession these docuwents under RG 11,
General Records of the United States
Government. }

Destroy when 13 years oid.

COFF every 6 months, nold 6 wmoriths, and
retire to FHC. Destroy when 15 years
old.

COFF every 6 months, holid 6 months, ang
retire to FRC. Destroy when 5 years
old.

COFF monthly. Destroy wnen 1 year oid.

77B10(a)

77B10(b) (1)

77B10(b) (2) (a)

77B10(b) (2) (b)

77B10(b) (2) (c)



1506

1506-1

1506-¢

1507

1587-1

1507-2

RECORD SET OF FEDERAL REGISTER PUBLICATIONS

Record copy of each 1ssue and publication of the
Office of Federal Register. Excluded are microfiche
copies of the Feceral Repister and the Coce of
Federal Regulations published after Decemder 31,
1986 (See 1506-2)t Arranged by type of record and
tnereunder numberically. Arm. Acc. orior to 1987:
582 volumes. Ann, acc. beminning 1n 1587: 122
volumes.

Microfiche copy of Federal Register and Code of
Federal Regulations pubitshed—=after—Decerimr—34,
385, This certifies tnat tne records described on
this “orm wili be microfiimed in accordance with the
standards set forth 1n 36 CFR 1230.14. Storage
conditions shall adhere to the stardarcs of 36 CFR
12¢30. 20 ard—4230.24r—ap-£nst—msopetion—shetd
take-piaee-+#-1989tn-aecordence—wrth—S6CFR-

#3558 Thspretions maust be done 11
ALlordan whith 2L CFR 1 220.22-

FEDERAL REGISTER DOCUMENT CONTROL FILES

Feaeral Register Docurert Control Log (NA Form
15@9), ard related records accumulated in recording
the publication of documents in the Federal
Renister.

Record cooy.

Public 1nspection copy.

App. 1500 - 4

FILES 203

PERMANENT. COFF annually ano retire to 77A15
FRC. Offer to NARA 1n S-year blocks
when S-years oid.

PERMANENT., COFF annuaily. Offer to 77A15
NAIA when 1 year oic.

e
oAb A’/LO/I,Z.JVL Wﬁuﬂ‘ﬁl'
Aonie  and RD- DC .
COFF at the end of the calerdar year, 77B11(a)
hold 1 year, ard resire to FRC.
Destroy wnen 15 years ola.
Destroy after document is referencec in 77B11(b)

tne Federal Repgisier index 1ssued
monthly.



1587-3

1508

1516

1511-1599

Document fiie copy.

NOTICE OF RATIFICATIONS GF CONSTITUTIONAL AMENDMENTS
FROM STATES

Documents accumulated as reouired by law in
confirmation of orooosed amengments to the
Constitutfion from the 5@ states. Included are
transmittars and certificates of ratification and
related records, and the original sigred certificaze
by the Archivist of the United States aroclaiming
the amendment as part of the Constitution. Arranged
aiphabetically by state. Current vol.: ! cu. ft.

STATE ABREEMENT FILES

Documents accumulated as a result of the submission
by the States of constitutional agreemerts oetween
the States. Included are duplicates of originals or
authenticated copies of apreements, comoacts, and
related records. Arranged aiphaseticaily by siate.
Ann. Acc.x less than 1 in. Current vol. 2 1n.
{1971-1975)2

CERTIFICATE OF ASCERTAINKENT OF ELECTORS

Documents accuraulated as a result of the votes cast
by the pecple ard the eiectors of the 5@ states and
the District of Columbia. included are ballots,
state certi1fication of those chosen as electors,
and related records. Arranged alohabetically by
state. Acc.e 2 cu. fi. every & years. Current
vol.: 2 cu. fi.

Reserved.

App. 1500 - 5

FILES 283

Dlestroy when no longer needed for
reference.

PERMANENT. Offer to &ARA after
ratification or oetermination that
orozosed amenomernt will noi be
ratafied.

PERYANENT. Offer to ®ARA 1n S-year
blocks when 5 years old.

PERYANENT. Offer to NARA ore year
after the eiection,

77B11(c)

77B15

77B20

77B25



ITEM

NUMBERS

1684

1682

168z~

1

APPENDIX 16

£§ 203

-
n

PUBLIC PROGRAMS AND EXHIBITS

DESCRIFTION OF RECORDS

PUBLIC PROGRAMS

Conference Supoort Files

Documenis pertaining to admmstrative supoort
activities for conferences. Included are lists of
guests and soeakers, zlans for hosoitality and
lomistics, and relateo records.

Interpretive Procgrams Files

Documents accumulated 1n prenaring interoretive
programs at the National Archives. Included are
plans for program arrangements, program outines,
logistic support plans, attendance and speaker

lists, copies of presentations, ard related records.

Files created 1in preparing for ceremonies such as
the Fourth of July, Constitution Day, and other
special events.

Files created 1n orenaring for filmseries, theater
performances, lectures, demonstrations, and simlar
events.

foo. 16 -1

These recorcs relate to aroorams engaged in promoting and oublicizing NARA and 1ts educationai
and culiural services.

AUTHORIZED DISZ0SITION

COFF annualily, nold ¢ years, ant retbre
to FRC. Destroy wnen 7 years olo.

COFF annually, hotd 2 years, and retire
to FRC. Destroy when 7 years old.

COFF anrwaily, Destroy wien 3 years
oid.

CROSS-OVER
FROM GSA HB

72C10

72C20

72C20



1603

1604

16Q5

1605-1

1695-2

Study Tour Files

Documenits accumulated in arranoing tours for
college oroups, orofessional orgamzations, and
other interested groups. Included are lisis of
these groups, program outitnes, and relatet records.

International Visitors File

Documents accumulated pertaining to the arrangement
of tours, special education and eoucation
internships for foreign visitors. Included are
tists of foreion visitors, training mater:als, and
related records.

Volunteer and Tour Prooram Files

Documents createc 1n developing and administering
the volunteer and tour grograms for the National
Archives. Included are oapers on the developuzent
and adminmsiration of the Volunteer Association,
tour programs, commumty and school relations, and
related records.

Development papers, brochures, and oiars for arogram
promotion and membersh:p act:ivities. Arranged by
subject. Ann. fcc.: less than 1 cu. ft. Current
voi.t 4 cu. ft.

Corresdondence, meroranda, and other recorcs
relating to the administration of these proprams.

COFF annually. Desiroy wher 5 years 72C25
old.

COFf anruaily. Destroy wien 5 years New
old.

CERMANENT,  COFF every S years, hold 2 71A20a

years, and retire o FRC, Offer to
NARR 1n 1@-year blocks when 10 years
old.

COFF anrually. Destroy wnen 3 years 71A20b
old.



1606-1

1606-2

1607

1607-1

16@7-¢

1608

1606-1

16@6-¢

1609

FILES 223

WORKSHOP, TRAINING, AND EDUCATIONAL ACTIVITIES

Education Workshon Trainino Files

Correspondence, memorarda, rotices, mailing lists,
and other reroros relating to archival ang
gensological worksnoos.

Trainming materials including workshod outlines,
handouts, and audiovisual mater:ials.

Teacher Korkshoo Fijes

Corresoondence, memoranda, notices, mailing lists,
and other records relating to workshoos for
teachers.

Training materials including workshoo outlines,
hardouts, and audiovisual materials.

Schcol Program Traiming Materials Files

Corresbondence, memoranda, notices, mailing lisis,
and other records relating to school progrags.

Training materials including workshoo outlines,
handouts, and audiovisual materials.

todern Archives Institute Files

Documerits accumulated to oresent archival theory,
archival principles, and technicues of archives
adminisiration for persons holding or presaring for

fpp. 6 -3

COFF annually. Destroy when 3 years
old.

Destroy wnen superseded or oasolete.

COFF annually. Desiroy wnen 3 years

olo.

Destroy wnen superseded or ossclete.

COFF annually. Destroy wnen 3 years
old.

Destroy wnen superseded or obsolete.

72A15

72A20

New

New

New

New

New



1689-1

1689-2

1689-3

1610

1611

1611-1

positiors of responsibxlity in the {ieics of
archives, manuscripis, records management, and tae

rarageient of sgecial collections. . dﬁﬂfﬂt}
» 7
J Afﬂ"’/ [/
Jevelopment 3 /
Schedules, ciass lists, brochuresyMand black and ‘ERMANENT. COFT annuaifiy, Offer to
white photograohs. firranoed chronologically. A NARA 1n 10-year blocks when 10 vears
Acc.:  less than 1 cu. ft. Current vol.: ¢ cu. ft. cld.
Grade sheets, adwinistrative forms, and peneral COFF annualiy. Destroy wher € years
corresgongdence. old.
Handouts, reference files, and reiated records. Destroy when superseced or obsolete.
EXHIBITS

Exhibit Case Files
Documents related to exhibits preoared in the €2, ERMANENT.  COFF upon =rmination of 72A1

National Archives Building, Federai Recorcs Centers, exn1DIY, Shferedo-tiRi s e
National Archives Field Eranches, Presigential s i ﬂocanrﬂt}

to the YL EETEY ! pnd /7177/7'5’[(’;":

e -4 X ey

Libraries ant Museurs ard other Archives facifiities. re i t)m ;’

Inciuded are lisis of exhibied items, captions for of exhrb/ts inelodinf photofraphs
exhibit cases, photoorapns, backoround materials, Lo ,9,/0,,,{,,':15 e, and lisCs of exhibt /Z‘r’m}’
cor‘responc;ence reiating to 1tems borrowed for Trans fey To The AU trine/ /7,,(,,5, ;,,.} pre
exhibit, loan acreements, contracts, news clispinos,

and r‘el‘ated records. Arranged by exhibit title. g yce blochS when 10 Jeors ofd,

Ann. Acc.: 2 cu. ft. Current veld: 24 cu. ft. 1n ,4-: Records o/ 2 €2 L tative me fur¢A »
= covered e/sewhprsre (3 ENIS Schedrs
ﬂe}fzt))’ when 1 Years d/c/ oF Soo» 7

i3 ; on "p P E e ; e p”(ﬁ

Exhibit-related grashics. Documents accumulated 1w COFF uoon termination of exhibit. New
the sroduction of exhibits. Included are Destroy when i@ years old.

blueprints, tyoeset proofsheets of text,

spec1fications for fabrication and samples of

exhibits as installed.

Roo. 16 - 4



1611-2

1612

16ie-1

i6l

n

1813

.

Alb other oraphics. Documents accumulated in the
prenaration of graohics for National Archives
programs and events. Included are oroduction boards
for NARA oublications, type and saecifications for
NARA signs, record copy of materials such as
grachics, posiers, etc.p ang educational orogram
nosters and brochures,

National Archives Facsimilies

Documents accumulated as security cooies of original
documents exhibited or loaned. Included are btack
and white or color negatives, orints,
transparencies, and photooraphs.

Facsimides accumulated by Exhibits Branch (MEEX).

Facsim:les accumulated by custodial umts.

Exhibit Loan File

Docurents accumulated in the administration of loans
for exhibition by Federal agencies, museums,
historical societies, and educational institutions.
Included are corresponcence, iists of borrowers and
i1tems leanec, loan agreements, insurance policies,
condition reports, news clippings, and related
records. Arranged by assigned number. Arin. Acc.ds 1
cu, ft. Current voi.: 8 cu. ft.

Aop. 16 -9

COFF after mroject 1s comnletec. New
Destroy wien 1@ years old.

New
Offer to the custodial umt wihen no
lonper neeced.
Destroy when superseded or ohsolete.
SudMikEsF= {lace 1n 1nactive fibes 72A5

after termination of loan. COFF
nactive files every 5 years. E&fsp-tor
FRRATN ~Syear—sieelu-when l2.years

m_pe}’é/o)/ W/é@)_j_ /0 )ft"c)]’j d//]



1614

1614-1

1614-2

1615

1616

FILZS cd3

PROMOTION AND SALES

Museum Shop Records

Documents accumulated for the purpose of developing
purchasing history including copies of purchase
orders/agreements, samoles of oroducts, and vendor
files 1ncluding oroducts ordered, data, guantity,
price, terms, freguency, etc. Also accumulated are
records relating to sales history, sales promotions,
and product development ssecifications.

Documents used to oost history file. CGFF annualiy. Destroy when 3 years
old.
History file. Destroy when obsolete.

Marketing Files

Documents accumulated relating to broad marketing COFF after iife cycle of camoaon.
plans, specific marketino campaions for oroducts Destroy when 4 years old.

(conies of space ads, direct mail pieces, etc.),

ma1l lists and record of sources, and aralytical

reoorts.

Reciorocal Advertising File

Documents accumulated 1n arranping reciorocal COFF annuaily. Destroy wnen 4 years
agreements with historical societies, educational old. Earl:ier disposal authorized, if
institutions, and other orgarazations i printing no longer needed.

advertisements. Included are copies of
advertiserents, contracts, and related records.

App. 16 -6

New

New

New



1617

1618

1618~1

e ) TN

1618-3

1619

Conference Exhibitions

Documents accumulated in the presaration ard
scheduling of conference exhibits, inclugsing files
containming conference names, zursose for attendasce,
arrangements for booth and shipment of materials,
and lists or samples of materials disnlayed.

COFF annually.
olc.

Destroy wnen 4 years New

NATIONAL AUDIOVISUAL CENTER

Aoency Aoreement Files

Documents accumulated in securing authorization to
loan, rent, or sell audicvisual material produced by
Federal arencies. Included are copies of
agreements, amendments to agresments, data hase
output files, and related records.

Record cony of each agreement, amendment to
agpreements, and related backpround mapers waintained
by the Product Acquisition arnd ¥arketing Bramch
(KEAM).

Recoedecopy of each agreement, amerdment to

" apreemEess-walated backoround papers maintained
by the Fihance”sEFF e(iERF).

COFF after comoletion of agreewment, 70A70
ho!d 3 years, and retare to FRC.

Destroy when 12 years old.

CB7F after completacn of ageeemeetg 70A70

hold 3 years, and retereeto FRC. ©

\\%@We Rigengb years and 3 months eld.
iy S"ﬂ:"‘ﬁe%-ﬁ#‘_ . e e e

Other records.

#orthly Progress_Report File

Documents accumulated to record status of
audiovisual projects. Included are backsround data,
rantaly progress reoorts, and related records.

App. 16 -7

e
ue_ e
- =

EN\

Destroy when suoerseded or obsolete. New

Destroy wher: superseced or ogsolete. 70A20



162

1621

1622

1623

1624

Manual Titie Numbsr File

Documents created to control 1ssuance of title
riwrbers for audiovisual manuals. Included are titie
number lists, data base output files, and related
records.

Fi1lm Master Index

Documents created 1n 1ndexing federally-produced
films, film strips, or slides. Included are
background 1nformation sheets, data base inventory
files, and related records.

Fidm Topical Index

Documents created in indexing films, film sirips,
and slides by topic and thereunder by title.
Included are cards, listings, cata base inventory
files, and related records.

Inventory Control File

Documerts created 1n verifying audiovisual holdings
of NEA. Included are the output of the Product
Master File and related records.

Audiovisual Promotioral and Advertising File

Documents created 1n faking availabie to Federal
agencies and the public, information regarding
audiovisual 1tems, services of NER, and the file
industry. Included are brochures, catalogs,
conference announcements, wailing lists, and related
records.

fino. I6-8

FILES 203

)

Desiroy wien sugerseded or onsolete.

Destroy wien superseded or oosolete.
Upcdate system data base as necessary.

Desiroy wien supersedeo or obsolete.
Upcate system data base as necessary.

Destroy wien superseded or oosolete.
lipgate data base as necessary.

Destroy when superseded or ovsolete.

70A10

70A25

70A30

70A90

70A35



1625-3

Customer Order System

Documents createc to control customer orcers,
p1liings, and caywents related to the purchase or
rental of auciovisual materials,

Order Ackriowledgeent File.

Documents accumulated in acknowledging receipt of
orders from customers. Included are original
orders, processed receipts, the Orders in Process
tata base files, and related records.

Invoice Files.

uments created in verifyirig the billing of a
Included are copies of bills, orders,
1nvoices, t ales Order History data base file,
and related recor

a. Record copy of trarisactions o than

10,900

b. Record copy of transactions of $10,%80 or less.

Accounts Receivable.

Documents relat ing to the services order financial
records and stores transactions affecting customer
accounts, 1nvoices, payments, and balances.

App. 16 - 9

#lace 1w 1nactive file after order 1s
compieted. COFF system cata base
annually and copy to taoe. Destroy
when 1 year old.

COFF at end of fiscal year of final
payment, hoid 3 years, and retire to
FRC. Destroy wien 6 years and 3 months
olg, {BRS 3, 1tem 4a(l))

COFF at en
payment. Destro
(GRS 3, 1tem 4a(2)d

fiscal year of final
qen 3 years old.

70A40

70A45

New



FILES 223

ED copy of trarncactions of more than COFF at end of fiscal vear of final

$10,000, payment, hold 3 years, and retire to
FRC. Destroy when 6 years and 3 months
old. (GRS 3, Items 4a(l)e
b. Record copy of transaction of $10,080 or less. COFF at en 1scal year of finai
payment. Destroy wh
{GRS 3, 1tem 4a(2))
1625-4 Customer Master File,
Documents accumulated from a data base that records Destroy when superseded or obsolete. New
all stat:c customer information such as name, Undate cata base as necessary.

address, credat data, and constants used in sales
analysis. Also retains data i1dentifying
ag justments, refunds, and credit memos.

1625-5 Customer Surmary File.
Documerits accumulated from a data base that 1s Destroy when suoersecec or obsolete. New
updated caily and penerated as needed for Uodate oata base as riecessary.

informational purnoses. Included are summaries of
nvolces, summaries of transactions, and related
records.

Accounts Receivable Transactions.

ywulated from a data base that records
ncluded are batch files, the
related records.

Documents
accourit transactiofss
"Transaction-In-Process” fi

a. Record copy of transactions of more than at end of fiscal year of final

$10,000,
FEC. Destroy w years and 3 months

old, (GRS 3, 1items Z;TTTT‘-~““‘M\\\~

Apa. 16 - 18



1626-1

of transaction of $18,000 or less. {OFF at end of fiscal year of final
payment. Destroy wnen 3 years oid,
{GRS 3, 1tem 4a(2))

Prepaid Accounts.

accumulated from a data base that records
all preoaid ctions and records all service
order data elements.

a. Record copy of transactions of more
$10,800,

COFF at the end of fiscal year of final
payment, hold 3 years, anz retire {o
AC. Destroy wien 6 years and 3 months
olid. S 3, 1tem 4a(l))

b. Record copy of transactions of $10,000 or liess. COFF at the end of fisca

payment. Destroy when 3 years
{BRS 3, 1tem 4a(2))

Supplier Purchase Order Files

s accumulated in recording renuests for
audiovisua oductions to be orocessed by photo
labs. Included dpe.grder logs, purchase orders,
vendor listings, and ré records.

Record copy of iransactions of more than COFF at the end of fiscal year of final
payment, hold 3 years, and retire to
RC. Destroy when & years and 3 months

oldr~JBRS 3, 1tem 4a(}))

Record copy of transactions of $10,000 or less. COFF at the end of 1
payment. Destroy when 3 yea
(GRS 3, 1tem 4ad2)e

App. 16 - i1

+Srdiia.



FILES &3

16e7 Information Index File

Documents accumulated to record location of Destroy wnen sugerseded or obsolete. 70A15
audiovisual materials such as films, fiim strips,

and slides during reproduction process. Included

are information cards, wicroforms, and related

records.
N Comoleted Purchase Order Files
Documents mulated in verifying the completion

from photo labs. Included are
o5, and related records,

ang receipt of o
packing slips, purchase

16281 Record cooy of transactions of more tnan $10,00% COFF annually, nold 3 years, and retire —F OO~
. Destroy when 6 years and 3

(GRS 3, 1tem 4a(2})

1628-2 Record copy of transacticns of $10,000 or less. COFF annualiy. Destroy when LEESTR
old. (1338 3, 1iem 4alc))
Cash Sales Files
Docurerts lated to record prenaid sale of
audiovisual reprogutd stock 1tems. Included are
copies of order logs, custol ers, cashier
receipts, acknowledoment of receiot, lated
records.
1629-1 Record cooy of transactions of more than $10,220. COFF at end of year, hold 3 =% Qe TS~

years, ard retire to FR
6 years and 3 months oid. (GRS
4a(1))

fop, ib - i



FILZS 283

fiecord copy of transactions of $19,00@ or less. COFF at enc of fiscai year. Destroy
when I years old, (GRS 3. 1iem 4af2)}

1630 Messenper_Service File

Documents created to record the pickun and delivery LOFF every £ months. Destroy wiem ¢
of audiovisual and related materials. Included are worths-qid. {BRS 12, item 1)

comes of pickus and delivery receipts, and related
records.

1631-1693 Reserved

Aop. 16 - 13

e Hm



CATEGORY
NUMBER

1701

17e

1782-1

17822

APPENDIX 1708

RECORDS 263

NATIONAL HISTORICAL PUBLICATIONS AND RECORDS COMMISSION

These records relate to National Kistorical Publications and Records Coamission (MHPRC)
prograsms to prosote, encourage, and support private and public sector documentary projects

and programs to preserve and zake available for use historical records.

Included are files

pertaining to Commission meetings, grant case files, finding aids, training materials, final

products, and NHPRC publications,

DESCRIPTION OF RECORDS

COMMISSION MEMBERSHIP FILES

Documents accumulated 1n recording appointments to
NHPRC and other official actions affecting
Commission sesbership. Included are correspondence,
appointwent orders, letters of resignation, other

official actions, and related records. Files are
arranged alphabetically by mexber. Ann. Acc.1 less
than 1 cu. ft. Current vol.z .75 cu. ft.

COMMISSION MEETING FILES

Docusents created in recording NHPRC proceedings.
Included are agenda, minutes, policy papers,
committee reports, typed transcripts, and tape
recordings of meeting proceedings, and related

records. Arranged by subject. Ann. Acct: less
than 1 cu. ft. Current vol.: 1.5 cu. ft. (1935 ~
present)

Circular letters, containing routine information
(1.e., copies of apenda, minutes, etc.), sent from
the Executive Director to Commssion members.

Apo. 1700 - 1

CROSSOVER
FROM GSA
MANUAL
PERMANENT. COFF 1n S-year blocks. 7841
Offer to NARA 1n 10~year blocks when 10
years old.
PERMANENT. Offer to NARA when no 7845
longer needed for current operations.
COFF annually. Destroy when 3 years New

old.



1783

17@83-1

17@3-2

1784

1704-1

-2

NHPRC ANNUAL REPORT

Documents accumulated 1n compiling NHPRC Annual
Report to Congress. Included are copies of the
report, summary data on NHPRC activities and
achievesents, and related records.

Record copy of reports submitted orior to 1985.

(The record copy of annual reports submitted in 1985
and thereafter are included 1n the overall NARA
Annual Report to Congress, Item __ ) Arranged
chronologically. Current vol.: 2 inches.

Background materials.

PROGRAM CORRESPONDENCE AND SUBJECT FILES

Correspondence and/or subject files including
memoranda, reports, forms, and other records
relating to the legal establishment of the NHPRC
grant programs, 1ts policies and basic procedures,
and the managesent and evaluation of the grants.
Arranged by subject. Ann. Rcc.s 172 inch.  Current
vol.t 1 cu. ft.

Corresoondence and/or subject files relating to
routine operations and daily activities in
a atration of the NHPRC grant programs.

a. Records Program Corresponde

b. Publications Program Correspondence.

App. 178@ - 2

RECORDS 203

PERMANENT. Offer complete set to
NARA 1n 1990.

COFF annually. Destroy when 3 years
old.

PERMANENT. COFF annually. Offer to
NARA 1n 19 year-blocks when 28 years
old. £oHRE—Fraean—t7 -

COFF annualdy. Destroy when 2 years
old. (GRS 3, 1tem 17(b)?9

COFF annually. troy when 2 years
old. (GRS 3, item 17(

NEW

NEW

NEW



1765

1705-1

1785-2

178

17e8

GRANT ADMINISTRATION STUDY FILES

Documents accumulated by the staff in studying
special problems relating to the adminstration of
grants. Included are studies and related background
records.

Record copy of study. Arranged alpnabetically by
subject. Ann. Rce.t: 1 inch. Current vol.s 10
1nches.

Other materials.

GIFT FUND FILES

Documents accumulated as a result of NHPRC
activities to raise private funds to support NHPRC~
sponsored projects. Included are correspondence,
reports of i1ncose and disbursement, and related
records.

GRANT _CONTROL FILES

Indexes, registers, logs, or rds relating
to control of assigning numbers or 1dent1fyl
projects, applications, and grants.

FELLOWSHIP RPPLICATION FILES

Documents accunulated i1n accepting, declining, and
administering annual fellowships. Included are
aoplications, background materials, and listinos of

App. 1700 - 3

RECORDS 203

PERMANENT. Place 1n 1nactive file uoon
completion of study. COFF 1nactive
files every S-year blocks. Offer to
NARA 1n S-year blocks when 1@ years
old.

COFF annually upon completion of study.
Destroy wnen 3 years old.

COFF annually, hold 5 years, and retire
to FRC. Destroy when 29 years old.

Destroy when superseded or obsolete.
(GRS 3, 1tem 16)

78A30(a)

78A30(Db)

NEW



17e8-1

17e8-2

1709

1709-1

proposed proj)ects and prospective candidates,
correspondence with 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

Applicataons, memoranda, correspondence, and other
records relating to the decision to accept or reject
grant proposals; 1.e., staff, reviewer, and panelist
comeents, and correspondence between the staff and
applicant. Files are arranged by type of grant
(Records Program grant or Publications Program
grant). Records Program files are arranged
alphabetically by state, and within state by
proposal number. Publications Program files are
arranged alphabetically by title of oroject.

Accepted applications.

a. Applications relating to the Recoros Program.

b. Applications relating to the Publications
Program.

Qpp. 1700 - &

RECORDS 203

Uoon aoproval, transfer documents to 78A40
1710, Recorcs Program Grant Case Files.

Upon approval, transfer documents to 78A40
1711, Publications Program Grant Files.

COFF annually. Destroy when 5 years 78A40
old.
Upon asproval, transfer documents to 78A10

1719, Records Program Grant Case Files.

Uoon aporcval, transfer documents to 78A10
1711} Publacatiors Program Srant Files.



RECORDS 223

17¢3-2 Unsuccessful (rejected or withdrawn) applications. COFF annually. Destray when S years 78A15
old.
1718 RECORDS PROGRAM GRANT CASE FILES
/’El?/’?ﬂ//éﬂf‘ CO/.:; 077)70_J/é’
Followrnf completivn of project,
Case files comsisting of the grant or fellowship rYJ”5 fer Cou FAC when G Yedrs ﬂ/ﬁr/
applacation, correspondence concerning program and - c ,}e
fiscal matters, grant instrument, payment vouchers, T wdes fer to the /e LLtond) fvehrves
approved budget with any amendments, interim and W /0 )('_f'_dr ﬁ/oblf/} WAM [0 YeE»s

final narrative and expenditure reports, evaluation ~/. .
v
materials fros reviewers and parelists, newspaper 0/0{: Cfd c’/’ Cd l" ve veco /6/'5 cov M/

clippings, and related records. Files are arranged c/}e W/)p re (% th iﬁ 56/‘ e/ﬂ/& W/L/ ﬁ(i
alphabetically by state, and within state by grant t f L7 f J ?:'/56,
429ﬁya)"86/ /7/0.:1_ o Lrdns)jey

number. (Estimated Ann. Acc. of permanent records:

.5 cu ftu Nelryne/ ﬂrcﬁ/‘”})f

1que grant case files selected annually by tne 78A10
ds Program Director because they meet one or
more Rf the following criteria:

established a precedent for changing
Corm1ssion DONCY or procedures;

b. the grant received widespread attention from the

news media;

d. the grant was reviewed at length in
narrative portions of the Commission's annu
report$ or

foo, 1708 - S



RECORDS 203

“e~-the grant was the subject of extensive PERMANENT. COFF annually follaowing
litigatioly completion of project, hold S years,

and retire to FRC. Offer to NARA n
18-year blocks wnen 10 years old.

~ab DO A1l other Records Program grant case files.

project, ho ars, and retire to
FRC. Destroy when |

1711 PUBLICATIONS PROGRAM GRANT FILES
Case files consisting of the grant or fellowship PERMANENT, COFF on completion of the 78410
application, correspondence concerning program and grant. WQ”J sched /i [
fiscal satters, grant instrument, payment vouchers, €orvrespemdenmshete- v1th Grant Case
approved budget with any amendments, interim and F1ledeebpy=stimtudlicatese——affo=~
final narrative and expenditure reports, evaluation 4o RARA—T-Se~years-bleeks-whentd-years-
materials from reviewers and panelists, reference *Cffe», /7/0),

reports, newspaper clippings, and related records.
Although a separate Project Correspondence File 1s
maintained for i1nformal correspondence between the
project director and the Publications Program Staff,
these files are consolidated with the grant case
file when the grant 1s completed. Documentary
editing grant files are arranged alphabetically by
oroject title. Subvention grant files are arranged
alphabetically by name of press. Ann. Acc.s .5 cu.
ft. Current vol.z 3 cu. ft.

1na FINAL PRODUCT FILES

Published reports, books, studies, audiovisual
materials, or any other final grant products and
related records 1n textual or machine-readable form.

1712-1 *  Fainal products submitted on or before September 39, PERFANENT. Cffer to NARA when mo NEW
1985. Arranged numerically by project. Ann. Acc. longer needed for referenceo v w/\ey,

in Records Program: ! cu. ft. Current vol. 15 cu. 20 Jears 0/‘/ whicherer i 5
ft. Ann. Acc. 1n Publications Program: 4 cu. ft. /
S0077¢e7,

Apn. 1700 - 6

ually following comoletion of ~ZBdphE_



171e-2

1713

1714

17141

17142

Current vol.s 185 cu. ft. {includes 6,088 reels of
microfilm)

Final products submitted after September 30, 1985.

a. Record copy. Arranged nuserically by project.
fnn. fAce. 1n Records Program: 1§ cu. ft. Current
vol. 1n Publications Program: 4 cu. ft.

b. Reference copy of final product.

FINDING AID FILES

Lists of documents at NARA, the Library of Congress,
and other repositories relating to N4PRC projects.
Lists are compiled by NP staff, Arranged
alphabetically by project name. Ann. Acc.e  less
than 1 inch. Current vold: 30 linear ft.

INSTITUTE FOR DOCUMENTARY EDITING

Documents created 1n preparing, organizing, and
administering training sessions in the field of
documentary editing.

Schedules, class lists, correspondence, and related
records,

Handouts, reference files, and similar documents.

App. 178d - 7

RECORDS 223

PERMANENT.  Upon completion of the
project, place final product 1n
1nactive file. COFF 1nactive files 1n
S-year blocks. Offer final products to
NARA 1n S-year blocks whens2@ years
old.

Destroy when rno longer needed.

PERMANENT, Offer to NARA when no

longer needed for current operationo 3~

NEW

NEW

NEW

when 20 pears d/éﬁ whieheve

/5 Soower,

COFF annually, hold 2 years, and retire
to FRC. Destroy when 7 years old.

Destroy wnen superseded or otsolete.

NEW

NEW



1715

1715-1

1715-2

1716

1716-1

1716-2

mmq

PUBLICATIONS CATALGS

Record copy of Publications Catalog and background

materials used to compile listing of NHPRC
Publications Program projects.

i

Record copy. Current vol.: 1 catalog.

Background materials.

NEWSLETTER “ANNOTATION®

Record copy of each NHPRC newsletter
"ANNOTATION,f'and background materials used to
compile the newsletter.

Record set of newsletters. Arranged
chronclogirally. Ann. Acc.r 2 inches. Current
vol.r 2 cu. ft.

Background materials.

NHPRC DIRECTORY FILES

Documents created 1n the preoaration of the

DIRECTORY OF ARCHIVES AND MANUSCRIPT REPOSITORIES IN

THE UNITED STRTES. Included are survey
questionnaires (Repository Information Forms),
machine-readable data base, record copy of

Directory, and related policy papers concerning the

overall developeent of the Directory.

fpo. 1700 - 8

RECORDS 283

PERWANENT, Offer to NARA when 19 years
old.

Destroy 2 years after publication.

PERMANENT. Place 1n 1nactive file uoon
publication. COFF 1nactive files in 5~
year blocks. Offer to NARA in S-year
blocks when 10 years old.

Destroy 2 years after publication.

NEW

NEW

NEW

NEW


https://CATll.06

RECORDS 283

1717-1 Record copy of Directory and related policy papers. PERMANENT, Offer to NARA when 18 years NEW
Arranged by subject. @nn. feck 2 cu. ft. every S old.
years.

17117-2 Survey questionnaires and other rerords. Destroy when superseded or oosolete. NEW

1718-1793 RESERVED.

App. 1708 - 9



FILES 293
APPENDIX 18
NATIONAL ARCHIVES TRUST FUND

These records relate to the National Archives Trust Fund Board, 1ts meetings and bylaws, and to
1ts administration of trust funds which support various archival programs.

ITEM CROSS-0VER
NUMBER DESCRIPTION OF RECORDS AUTHORIZED DISPOSITICN FROM GSA HB
TRUST FUND BOARD
1801 BYLAWS, RULES, AND REGULATIONS FILE
1801-1 Documents created by tne Trust Fund to record PERMANENT. CODFF when superseded or no 7/ 1A10
amendments, repeals, revisions, and deletions to the longer needed, hold 5 years, and offer
bylaws. Included are approved copies of the bylaws, to NARA.

amendnents, background papers, and related records.
Ann. Acc.e  less than | cu. ft.

1802 TRUST FUND BOARD FILES

Documents created and accumulated by the Trust Fund
Board 1n recording Board meetings, proceedings, and
decisions. Included are agenda, minutes,
resolutions, correspondence, meiorandums, and copies
of representational budgets.

1802-1 Records maintained by the Secretary of tne Trust PERMANENT. CODFF annually. Offer to 71A1/71A5
Furd. Arranged chronologicaliy. Ann, acc.: less NARA 1n 10-year blocks when 10 years
than 1 cu. ft. Current vol.: 6 1inches (1982-1986) old.
1802-2 Other copies. Destroy when no longer needed for New item
reference.

App. 1800 - 1



1803

1803-1

1803-2

1804

1804-1

1805

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 expenditures, 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 than 1 cu. ft.

Background materials and other copies.

FINANCIAL RECORDS

GIFT FUND FILE

Documents created by the Trust Fund to record the
programs of the Bift Furd: the grant program
admnistered 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, recogmtion of revenue and
liabilities, and the admnistration of the National
Archives Trust Fund, especially as 1t relates to the
publication and reproductive service programs.

Aop. 1800 - 2

FILES 203

PERMANENT. COFF 1n S-year blocks.
Offer to NARA 1n 1@-year blocks when 10
years old.

COFF annually. Destroy when 3 years
old.

PERMANENT. COFF after completion of
orogram or grant. Offer to NARA when

New item

New item

10 years old. /= 5 Ye&8y bfoc 6.5,



FILES 203

Included are receiots, bills, vouchers, coding
documents, purchase orders, batch sheets, deposit
tickets, 1nvoices, and related records.

Summary records used as source documents for entry COFF arnually, hold 3 years, and
to the NEAR Accounting System, and related records. destroy. (GRS 6, 1tem 1(b)}

1805-2 Records used ord the refund of momies to Trust COFF annually, hold 3 years, and
Fund customers, and v destroy. (GRS 6, 1tem 1(b)®
1805-3 Detail records including cash receipts journ COFF annually, hold 3 years, and
transaction registers, and related records. destroy. (GRS 6, 1tem 1(b)3
1805-4 Records used to record accounts receivable, purchase COFF after comp of order.
orders, and related records. Destroy when 3 years o {GRS 6, 1tem
1(b)}
1825-5 Records used to record deposit accounts, museum Destroy when superseded or obsolete. New item
store recorcciliations, small receipts, and related
records.

PURCHASE AND CONTRACT CASE FILE

Included are rejected bids,
s for bids, abstracts of

amendments, contract summaries, purchase or
procurement source documents, laboratory test
records, purchase case progress records, purchase
file transmttals, correspondence, and related
records.

App. 1809 - 3



Record copy of transactions of more than $10,000.

1806-¢ Record copy of transactions of $10,000 or less.

SERVICE ORDER FILE

ents accumulated by the Trust fund to record
NARA, er government agency and puolic reguests
for reprodu
historical docum
and related records.

1807-1 Record copy of transactioris of more th

1807-2 Record copy of transactions of $5.00 or less.

1807-3 Other records.

COLLECTION REGISTERS FILE

1808-1 Documents created by the d to record the
collection of checks, money orders, or Cast~far

publications or reorcductions of dccuments and the

transmittal of the funds to the GSA finance office.

Included are cash receipts journal forms, and
related records.

App. 1800 - 4

n or publication of records and other
Included are service orders,

FILES 203

COFF after final payment. Destroy when
6 years and 3 months old. (GRS 3, 1tem
4af1))

COFF &t
3 years old. (GRS

ayment, Destroy when

New—trem
COFF after completion of order.
Destroy when 1 year old. (GRS 23, 1tem
)
mpletion of order, hold 4
months, and d y. (GRS 23, item 3)
Destroy when suoerseded or ob
GRS 23, 1tem 5)
B

COFF annually. Destroy when 3 years
old. (GRS 6, 1tem 1 (b)).





