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l"PMl't 101-11.li 
AUIJWI t 1, 197� 

INTRODUCTIOO TO '!'l!E GF:IERAL RECORDS SCR:EJ>ULES 

r 

• 

General Record& Schedules are issued by the Admnistn,,tor or the General Services AdJ::linistration 
to provide dier,oeition et.andards tor records COml'IO!l to severu.l or ell Federal a.gencles (4� U.S.C. 
3303&), The records covered b:v the General Records �chedule, include those pertaining to civiliB.11 
nersonnel, fiscal, e.ccounting, and procure1:1ent r.'.Atters. and other cac:.on functions. Agencien rr.ay
destrov records based on Lhe atspoaal authorizations in Lhe�e schedules Yithout further concurrence 
fro!", the l•atiomil Arc!:live:i l!lld Records tervice (r:SA), exceot that �st records created prior to 
3Rnuary l, 1921. �ust first be offered to HARS for oossible oen-.anent �tention. General RecOl'ds 
�chedules 3. 16, 1111d 17 have other deliniting dates· end ehouid �e consulted apecirica.l.l.;:,. 

Retention Periods: 

8()1:!e ite�s in this schedule have no au�!:lorized disposition, This does not mean thaL records so 
described are pen:anent, althouih they r:ay be. n i:erely 81,.ni fies th.at the speci rte series of 
records listed, vhile ca:::,on to c:any agenciee, do not share a co=on retention period. Agencies 
are reouired to reco=end a retention !)eriod for these record.a on a Standard Fore 115 "Request for 
Authority to Diopose of Records", based on an exl!l.r.linat1on of the adtiinistrative. leF,al, and fiscal 
values of the records. 

Records 'l'rllllsfers: 

General Records Schedules also recOl"l!:end ti�e periods for file cut-off, and transf�r of non-current 
records of Federal records centers. If transfer costs exceed the expen5e of retaining the records 
in a�ency s�ace, ho�ever, the records ehould not be sent to the recordo·ceoter. This is o�en the 
case vith records t�v1ng short retention periods, sue!! as described in the General P.ecords Schedules. 
Procedures for transfer of recordB tc Federal records ceoten are included in F'P� 101-11.410-2 . 
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FP!IB 101-11. li 
August l, 197� 

GEl'l'ERAL RECOP.DS SClll'IlULE 1 

C1v111en Personnel Records 

Ap:ency eiviU im personnel records relate to the a�enrision over ftlld r.an11.1,ei:e,nt of !"ederal Ci vilia.n 
Ecpleyees. Thill Schedule eoveni the diaoosit.ion or e..ll of!'icie..l personnel folders or clV'iliBn 
e�loyees and all other record rele.tinf!" to ei viliBn personnel, vherever located in the agency.
SpecificB.11,.v excluded are pro�ar, records of the U. �- Civil Service C��ssion, Federal Health 
Pro'"°&r.10 Service, the Office of Workers' Camp=sation Pro�rams. Any records created prior to 
Januarv 1, 1921, r.ust first be o!'frred to the natianal Arcehives for possible oenanent retention 
before t�ese d1s;,osal instructions r:JeJ' be irpplled. 

'l'he i:-ost ii:norta.nt ty-pes of reeor�s, the Official Personnel Folders, Bnd Service Record Cards. are 
raintained accordinq to the U.eS. Civil Service Co::::,,.ission's �ederal Personnel Me.nual Su�ple�ent
293-31, vhich orescribes a s�ste� of recordkeet1ing for Federal peraonoel offices . 

• 
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293-31, 

293-31. 

SUPERSEDED 
l'PMR lOl-ll,4
Deceinber 15, 1967 

rn>t RECOMMENDED 
.!!Q.:_ DFSCRIPl'ION OF RECCl\00 MEI'IIOD OF FILIOO AvrHORIZED DISPOSITION 

1. PersoOMl fold.era exclud.ins Alphabetically by (a) See Chapter 293, Subchapter
(a) fold.era or groups of f'olderG -· 2, Federal Pereo11nel Mam.Lal for 
selected by tbe National Arch1veo; 111.11tructions relat11:1g to folders 
(b) foldera coveriug periods of of empl.oyeee transferred to 
ei:iployoent terminated prior to W10ther agency. (b) Transfer 
Je.nuary 1, 1921; and (c) papera fol.dera of separated �loyeea· 
on tbe left or the eo-called to inactive file on separatiou
"temporary" side of the folder, in accordance v:ith the Federal 
vhich are authorhed for d.ispoalll Personnel Manual, trusf�r 
by General. Records Schedule 1, folder to NPRC, (CPR), :;· • Louis,
1� 10. M1 eeourt, 30 daya afl er separa­

tion. Dispose 75 years after 
birth of ·employee or 6o years
art.er date of earliest document 
1D the folder if date of birth 
04llnot be ascertained, provided
ecipl.o)'t!e haa been separated or 
retired for at least 5 years, 

2. Service Record Card (Struldard
Forz:i 7 or its equivelent)
except those of the Post Office. 

Cards for employees separated In accordonce "'1th Transf'er to frPRC, (CPR), St, 
or transferred 011 or before Federal Peroozmel Louio, Missouri. 
Deccober 31, 1947. !,'.nnual Supplement 

293-31. 

b. Cards for employees separated 111 accordance with Dispooe 3 years a:ft.er year of 
or transferred on or after· Federal Personnel. employee's sepu.ration or transfer 

Manual. Supplei:ient to another agency,Janunry 1, 1948. 

3. Correspondence 11.Zld S11bject files 
relatiDg to the administration 
and opcratlon or perso�l
functlona, exclud.1Dg those at 
ogency ataff pl.ann1ug l.evele. 

4. Correopondence, letters, and 
telegr11.1:1s offeriag e.ppoint­
cents to potential. e111ployeee. 

5. Cert.1f1cate filea, consisting 
or: 

o. Requesto for certificates 
of eligibles. 

b, Certi1'1cate1 of el1g1blae. 

By 1,11bJect or 
6"5ency f111og 
sy-ate1:1; sttll"t a 
new file every
3 years. 

Alphabetically by 
118llle. 

1-'ile request and 
certificates by
certificate nw:iber. 

File requests and 
certificates by
cer-t.iflcat.e nw:it>er, 

DiGpone 3 years sfter file is 
closed or 3 years ai'ter date of • 
docU111ent if f1l1og arre.nae1111:nt 
differs from that suggested
hereia. 

{11) If appoint111Cat 1s accepted;
dcetroy 1=d1uLcly. 
(b) If nppolatmeat is declioed: 
(1) Return to Civil Service 
Cca::iissioc vtth reply and appli·
cation, if nacie vas received 
from cer"ti f'icate of clisiblee;
(2) File iaoide application, if 
offered e.s a reGult of applica­
tion for tei:porary or excepted
appointment and dispose of in 
accordance v:ith provisions in 
item 15; (3) All othere; dispose
icmediately. 

D!cipose 2 years aft.er date of 
certificates. 

Diapo11t1 2 years after da\.e of 
cert.1t1cates. 

•
1:1. E=ployee record cards used for ID accordance with Dispose or u-an1fer to another 

1nfol"llllltlonal pul"))Oaes outside Federal Personnel agency or bureeu or on separat!o� 
person.Del otticea {sueb aa Manual Suppll!llll!nt. ot employee. 
SF 7-B). 
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SUPERSEDED 

·• 
ITEM 
NO. 

7-

8. 

9-

10. 

• 

FPMR 101-ll,4
Dl:eember 15, 1967 

Alll"HORIZXD DISPOOITIO� 

(a) Dispose or one copy 5 )"!are
after positloil 10 abolished or 
description is superseded;
(b) dispose of other copies vile.a 
poa1 tioIJ 1e abolished or descrip­
tion is 6Uperaeded. 

Place 1D 1Mct.1 ve file on transfer 
or separation of eicployee and 
start a nev i11act.1ve file every
6 1110oths; dispose 01' i11active file 
6 months after it is closed. If 
f'lUQg arra.ngeQent differs frOCI 
that 61JMested herein, dlapoae of 
records 6 1:10ntho after tranofer 
or separation or eCIJ)loyee. 

D111po11e l yeo.r a.ft.er closing file; 
if flU11g arrangement differ11 
frOCl the. t 61J88es ted here i El, dia­
po oe of records l year af'tcr 
cOl:lpletion or cane,. 

Dispose on transfer to another 
agency (except lEI a t.rnnsfer- or 
fuoct1ons), separation of the 
c:iployee, or vhen 1 year old, 
whichever 1s earlier. 

DESCJUPl'IO:i OF RECOl:fllS 

Poeition descriptioos. 

El:rployee lnterv1ev records. 

Duplicate co.Ge files of 
performnnce ratine boards 
of reviev, copies of which 
have been fol"V!lrd.ed to the 
Civil Service Com:ntssion. 

All copies or correspondence
and forms maintained ao 
temporary records on the 
lert side of the Official 
Personnel Folder in accor­
dance vf. th the Feders.l 
Personnel Manual, Chapter
293, and Supplemen� g93.31. 

11.. Position ldeut.lflcation Io accordance vith DlBpose vhen poi;l t1on is cacceled 
strips, u�ed in service Federal Personnel or nev strip 111 prepared • 

�.anual Supplecientcontrol file (6Uch as 
Standard Foni 7} to _provide
Gu=ory data oc each posi­
tion occupied. 

Incentive awurda case files.12. Alphabetically by A!"ter closing case transfer t.o 
=e; 11tart a cev inactive cloced file and dispose 

13. Reports pert.o.iniQB to the 
incentive awnrda pr�ra.m. 

14. llot.i !'1cat1ons of per-sonnel
action, exclusive of those 
in Officl&l Peroo=el Folders. 

a. Chronolosical f11e cop1co,
including fnce Gnecto. 

b. All other copies, 

• 

15. Applicatiooo for emp�oyment
!llld related papere, excluding
{a) records relat1IJ8 to 
appoint.cents and reqµirill(!
Senatorial connrmatJ.on, a.nd 
{b) applications res11lti05 lo 
appointcent flled lu the 
Of:N.ciel Personnel F�lder 
(covered in ite� 1 of this 
schedule). 

RECOMM&NDED 
METHOD OF FILIJ«l, 

In accordance Vi tb 
Federal PereoD.Del 
Manu.e.l. Supplecent 
293-31, 

Alphabetically by 
naDe. 

Alpbnbet1cally by 
nEU11e; start a nev 
file every year. 

On left side of folder,
chronologicall.y. 

file every 2 y.l!BI"S. 

Chronolog1 ca.lly. 

In accordance Vith 
Federal Personnel 
Ma.nlllll Supplement
293-Jl. 

Alphabetically; at.art 
a 11ew file ever-y year. 

In nccordo.nce TJith 
inepection require=nte 
of the Civil Service 
Coz::::lission as stated in 
the Federal Peroollllel 
Mwru..al, 

-3-

2 �are nfter clos1c,g. 

Dispose after 3 years. 

Dispose af'ter 1 year, 

Dispose upon receipt of Civil 
Service CCClClission report of 
inspection or llben 2 years old,
'llhlcllever 1s earlier, providing
the requirecents or Chapter 333,
Section A-4 of the Federal 
Personnel Mo.nual are observed. 
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SUP&E.SEDED 
DEf-CRI?TIOII OF RECORDS MFI'HOD OF FILI!IG AUTl!ORIZED DISt�.tI'.!.� 

Statlstica.l re�orts in the By report and Dhpcae 2 yegrs .11.rter date 
o�eratln� personnel office chronolo�ice.lly -of report. •end subordinate UI1it6 relatin� thereunder. 
to �ersonnel. 

lr. Corre=n�ence and fo=s ln 
operatin� personnel office& 
relating to individual =ployees
not �aintained in Of'ficta1 
Personnel Folders &nd not 
provided for elsevhere in this 
schedule. 

a. Corresuondence and fon,s
relating to pending
personnel actions 

b. 'Retention re11:iaters 
(including card !ilea 
end related �aoers) fro� 
which reduction-in-rorce 
actions. 

c. Reteotton re�ster.J 
(including card files 
ond related nacers) I'?-= 
which no reduction-ln-roree 
nctione rave been ta]{en. 

d. All other correspondence
fOl"CIS-

18. Copies of doclil"ent dun11cated 
in Officie.l. Personnel Folders 
arid not provided for e·.sevhere 
in thlB schedule. 

19. !ndi vi dual health record cards. 

�ot armlicable. 

In accordftllce vith 
Cha;,t.er 351, Apnendix 
A or the Federal 
Personnel Vanual. 

In accordance inth 
Chanter 351, Anpendix
A ot the Federal 
Personnel �anuel. 

Aluhabetically by 
n&re; 11 te.rt e. nev 
rile evel;" 6 r,onths. 

Alphabetical�v by 
ne.r,e: start e. n ev 
tile ever:,, 6 �onthe. 

File vithin year
alphabeticnllv by 
na::e. Set u;, nev 
flle ever., year and 
bring cards rorviu-d 
t'ro:-:i previous :renro 
to lt vhen individual 
concerned is treated, 

Diopose \then action ls 
c�leted. 

Dispose 11fter 2 years. 

D1apo111e Vhen 11�rseded. 

Digpose 6 1:1onth11 after tile 
is closed or 6 r,onths art.er 
date of doc�nt if rilint 
arninge�ent ditreres frOD 
that su�F.eeted herein. 

Diauose 6 1:1onths after rile 
ie �losed or 6 r.anths after 
date or docu::ient if �iling
erra.ngee�nt differs :"ro� 
thnt S\l/'..geated herein. 

All cards pertainini;: to an 
individua.l .11.re to be 
die�osed or 6 years a!'ter 
date of laet entry on the 
card pertaining to hiD. 

• 
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11_0� __ DESCRI!'TIQ'I OF RF.CO�DS 

20, I.age or reo;inters or visits 
to dis::,ensariea, first aid 
roo=: !11ld health \lni t.s. 

e.. Where 1nror.:.ntion is 
s=arized on statistical 
l'e'DOrtB. 

b. Where 1nror-..ation is not 
s=a.rJzed1elsevhere. 

Health record cone riles, c01c.~ 
prisin� ro=s, correspondence.
and n!lated naoers doc=enting
e:::iployee =di cal history,
except pre-er:;,loyr.ent p�.ysical 
elt&11netions. He&l th Quill fi­
cation Placerient Records, dis­
ability retire�ent exnr-inationn 
vhich beco�e a part of the 
Official Personnel Folders 
{ Standard !'or.'I 66) U"OOn 
separation. but vhieh �.ay � 
�atntained separately from the 
folder nrior to oeparation (see
Chanter-293, Subchapter 3. of 
!'edere.l Personnel l1anual). 

22, Co�tea of statiat1cal su..-.i:arles 
and reoorts relating to e:mloy�

0 

health retained� reoorti�g
unit. and related na:;,ers. 

23- Certlricate1 of ?erfon-..ance 
re.ting 

P.ECOl-�-IT!'HlED 
MFTHOD O!' f1!.DICT 

C?1ranalag1eal1Y, 

ChronoloF;lca.llY. 

�l�habetlcally by 
nnne. Ret U? ne� 
file each year and 
bring fol"\lard t'ro::, 
!Jreviouo :veare files 
related to 11Z1 in-
divi dual vhen that 
individuo.l is treated. 

Dv re;:iort and chrono-­
logico.11..v thereunder. 

comrom or a,n:nc;v-

AUTHORIZED DI5P05ITIO:I 

Dispose 3 �onths after last 
date on locr or re�ister-

D1s;,ose 2 year-a after last 
date on lo� or register. 

Dls�ose 6 years after dat� 
of last papers in the file. 

Dispose 2 years after date 
of su=-ry or report. 

• 
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SUPERSEDED 
DESCRI PT� Rr.CORffi 

Records relatin� to lndiVidua.l 
ec::plc,yee operation of Covem�ent­
owned vehicles, including driver 
teots, authorization to unc, 
safe dl'"iving avartls, and related 
con-e s,,ondence. 

25. State�nts or e�pleyr:.ent and 
r1nancial interests, and 
relc.ted !)ll.ners. 

26. Records Cl"'eRted in receint 
and nrocessin� of co�olaints of 
discrir.lnation by e:r:,nloyees or 
aprlicant� ror e�?lc,yr:,ent vith 
Federal Ctvil Service. 

a. O�ficial Fqual �1QY1:lent 
On::iortunity Case Files, as 
described by 5 CFil 113.222: 

l) When co.De is resolved 
vi thin agencv of orii;;in: 

�} nncn case is resolved 
by U. r,. Ci v1 l :Oervice 
C=.iBsion; 

b. All ot�er copies of E:EO 
cor.mlaint case files or 
dunlico.tee of doc=nts Per­
taining to case files vhich 
are incluced in files retained 
under lte� 26�a) above; 

c. All bacl<..r,round doc=�mts 
nertainin� to the case but not 
included in case files.r�tained 
under Jtei:, 26(a) above; 

RECO!-NEIDED 
�P.OD OF FILTilr. 

Alphabetieolly by
n!LJ:le of e:,ri:,loyee.
Transfer or inactive 
Chronolo�ical file 
�on separation or 
e�leyee or u;,on re­
scission of authori­
iation to operate
Govern=ent-ovned 
vehicle. 

Alpha�tieallv by 
nue. 

Accordinr, to Agency 
Practi ee. 

Al,"l'P.ORJz:ED DISPOSITI� 

Dispose 3 years after 
S!'])a.ration of employee or 
3 yeo.rs art.er reecission of 
authorization to Ol)erale
Govemment-ovned vehicle, 
vhichever is the earlier. 

Disnose 2 years o.rter 
erapiayee leaves a position
in which a state�ent is 
required, or tvo years
a!'ter the ecplayee leaves 
the agency, �hichever is 
earlier. 

DiriposeX years after!final _
adJu:it1'lent. r:,.#1� 6- 'f!J 

The o1"1'icial case rile is 
reto.ined by USCSC accordinr: 
to their records control 
schedule. 

Die�ose 1 year after final •
adJu11t.111ent. 

DiBpoee 3 years an.er t'ina.l 
adjWlt�t-

6 
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SUPERSEDED 
Yl'XR 101-11.li 
Au.v,ust 1, 19ih 

GF.ERAL RECORDS SCHEDULE 2 

�ollinJLand �v Adr.linistretion Reeords 

Payrollln� and n� ad:'�nistration recorJo pertain to disbUTse:-:ents to civil ei:n,loyees of the 
Govern�ent for personal seTVices. '!'his oc�eduJ.e a��ltes to the pa_v records lhet are c=on to all 
�encies, but tt e�cludes (a) retire!:!Cnt records {For,, 2806 or equivalent) that are ��inte.ined 
durin8 e=loyee duty Md then trensferred to the Bureau of Retlre�ent, InsurMce, and Occupational
Heeltt of the Civil ferv1ce Coi=iission, (b) fileo �hysicallv trnnsr.Jtted to thP. General Accountinr. 
Office or �..ainta1ned in a�ncy snace for audit under s�etion lli(b) of t�e Bud�t sr.d Accou.�tinr, 
Procedures Act of 1950: (c) records relatin� to!t� v1t��oldin�. savinps bonds, or fidelity bondn, 
or otter records held by the anproprlete unit5 or the '!'reB.!IUl;" De?B.rtr,ent responsible for the 
related Govern�ent-v!de T)rOgre.�s: ( d) or to Of.rt ce of Mnner,e:::11mt and Budget Nles reflectinr, 
a,i;eney pereonnel needs and probl=s. F.veluation end di�nosition of these r,roups of records �ust 
be provided for senarat.ely. �ny record created ?rlor to Jnnuary 1, l92l �ust first be offered to 
the llational Archives, before a>'Pl.ving these di sr,osal instructions. 

Pa=rs required by the C=troller General to be r�inLained for slte eudit or to be physicaJ.ly
transferred to the Genera.l Accountin� Office for centrn.lized audit are se,vr,ents of accountable 
officer's accounts. In no event �a..v disposal be �adc of records pertaining to accounts, clai�s or 
decands involving the Govemr:tent of the United States Yhich have not been settled or adjusted by 
the Genera.l Accounting Office unless the llf'.enc;r concerned has vri t.tcn approval o� the C=pt.roller 
General, 89 reouired by 82 Stat. 1301 (J,l, u.s.c. 3309). �•ost Federal c1ViliL"l pay accoW1ts ore 

•'Ore-oared end i:o.lntsirled in accordance v1 th '!'i tle 6-•-Po.y, Leave, nnd AllovMces and incoTJ)orated in 
the GAO ll.8llual for Guide.nee of Federal 8$;encies. 

In the p�vrollin� orocess different types of records are eccu.�ulated. In  �B.TIY cases the records 
vill be a i:iachine readable fo?T.. BS the ne_vrollinr nrocess he.s been all:!Det universally converted 
to electronic data nrocessing throug.'1out the Federnl r,ovem.�ent. l'nder '!'itle 6 of the CAO !-:anUAl 
thene records are non::a.l.ly site-audited on a sa.-::;,le basis by r.�o repr-esentat1ves vho exe.:1ine 
prl�arily the earnings record en.rd, n�vroll chenr,e slins t!lat are nrenered to docu::-ent chanr,ee in 
norr."41 p�v. certification sheets containinp the oir,natures of the certi!'yinr, officer. chec�liste 
prepued in Heu of the �ore fo�l nayrolls by Dey,artrnent of the Treasury or local disbursing
nersonnel. source personnel docix:,ents euch es basic ti� a.-id attenda.�ce reoort.s. and CO?ies cf 
oersonnel action f=s doclr.':Cntin� chan�s in p�v. In nddlt1on. nav registers a:id oth�r 
!LCCOUDtinc: devices ere =intained. to ct:ec!o:. and balance the BCCOU!lt9•• 

I
All p�vroll syste�s require the rnaintennnce or n leave card, to vhich info=ation is nosted frDI" 
�ore detailed records kent by ti�e and attende.nce clerks localed throughout an er,ency. Two basic 
forr=:s or variations of ther.i are used b_v !:'Ost e�encles: (a) Standard Fom 1131. v'lich shovs leave 
taken by M ei:ployee over a tvo-year period; and (b) f-ta�dard �or.:: 1130, which is  a co�blnation 
ti�e 11nd attendance and leave record deeiA:nated to b� r.,aL�tain�d in agencies 1n v!lict the ti�e­
�eepin� !'unction is decentralized. One �ta�dard ¥or::1 1130 is r.aintained for each ei:tpleyee each 
nay rieriod, Md the current leave stntus fi�re is acc=ulated fro� pay neriod to p�v �riod. 

Other records incidental to the neyrol11n� process nre vithholdinR tax and eaVin�s bond records, 
reports cade to Tre89ury OepBTlcent wilts o.nd tne Civil Service Co=ission on inco=e tax and 
retirer'.ent trennactions. and at.her recorde not pertaining to individuals, but rather �o the 
ueneral adr.:iniatration or the ne.yrollin� orfice and the ne;yTolling 1'unction . 
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SUPERSEDED 
ITD! RF.CXl�ED 
NO. DESCRlPTION OF RECO!UlS METHOD OF FILING 

1. Individual earnini,; and Alphabeticallv bv 
aervtce cards (such as naine of employee·; 
Standard Form 1127 or its 11tart a nev Ule 
equivalent). 

2. 

3. 

4, 

Corr-espondence files r.Ainta�ned 
by operating units reaponsible
for payroll preparation a!!d 
processing, pertaining to 
adr.dnietration and ope.ration
of the unite. 

Ti r::e and attendm'lce reporta. 

a. Copiea used in payroll
preparation and procesain�.
('Where reports are used for 
both Ci,:,e and attend4nee 
and leave po11Ung purpo11ee, 
the diapoaal provision
for item 9 applies}, 

b. All othero. 

Individual authorization card 
and record payroll allotae�t• 
(suc:h aa Stand.Ard Form 1192). 

a, Where record of bond 
deductiona is ciaintained 
on earning record card. 

Confon:i to agency
practice. 

StRndard Form 1130 
or its equivalent
for each employee 
per PftY period; one 
copy of Stand.Ard 
Fon=11 1135 and 1136,
chronolo!dcally. 

By pay period vith 
other pay records, 

Alphabetic.,.lly by 
name of er.ployee. 

b. Where record of bond 
deductiona 111 not 
caintained elsewhere. 

Alphobetic:ally by 
nacie of enployee. 

.5. Ias�tng agents' copiea of 
bon� registration stubs. 

By year and bc,nd 
nui:1ber thereunder. 

AUTHORIZED DISPOS[TION 

Tran■fer to NatiOftal 
Personnel Records C.c:nter 
(NPRC) St. Lou.t.a, �-
(o) lf Jn personnel folder 
or in individual pay
folder filed adjacent to 
paraonnel folder, diepose
with the personnel folder 
(11ee CP.S 1, Iteci 1); Cb)
If not in or filed 
adjacent to personnel
folder, dispoae 56 vear& 
after date of In�: ·nt ry 
on card. 

DispoAe after 2 years. 

Dianoae after audit by
�eral ACCOW1ting
Office or after 3 years
whichever ts earlier. 

Dispoae 6 months after 
end of pay period . 

Dtapoae when auperaeded
by new card or on trans­
fer or aeparation of 
"'lllplnyee, whiche,,.,r ia 
earlier. 

Dtapoee 3 years after 
cloae of Hle. (Remove
to inactive file vhen 
aUpeneded or upon
tranafer or separation.) 

Diapoae after 2 veare. 

• 

• 

2 
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ITEM 
NO. 

6. 

7. 

8. 

• 
9 • 

SUPERSEDED 
l'l£SCR1PTION OP RECOl!.DS 

Receipta for and transi:dttals 
of U.! S. Savings Ronde and 
checks. 

Reports of deposit, and 
purchaees of bonda, end 
rel a tcd !'& rcrs, 

Application for leave IUld 
aupportin� papers. 

a. Application for leave taken 
i=iediately prior to 
separat ion. 

b. All others. 

Leave record cards, c::iin­
talned indepenaently of 
pay and earnin� records 
(includin� Standard Form 
llJO when used &a a 
leave record.) 

a. Pay or fiscal copy. 

(1) Final individual 
card showinr, 
accumulated leave 
on separation. 

'."IETP.0D OF FILINC: 

By 11Dnth and lllr,ha­
bP.tically thereunder. 

By ""11th. 

Alphabetically b! 
nar,,e; etert a n(!V
fUe every year. 

Alnhabeticall'.,' 
by nm:,c; 11t11rt a 
new file cvcrv year, 

Alphabetically by 
pay ycnr. 

AlrnlORIZED DlSP�SlTlO� 

Dispose 3,!r.,onth, after 
date of receiot. 

DiBT>OBC after 3 veara. 

Attach to leave record 
card (see itea 9). (a)
I f  f n  personnel folder 
or in individual pay
folder flled adjaceuc 
to personnel folder,
dierose either lO years
after date of lo.st enr. ry 
on enrd or "'1th the 
personnel folder (see
GRS l, iteM l)!; (b) If 
not ln or filed ftdjacent 
to personnel folder, 
dispose 10 years after 
date of last entry on 
e11rd. 

nispose l year �fr.er 
file is closed or l year
after date of application
lf fllinP, arr�n��meat 
differs fron that au� 
gested herein. 

Tr11nafer to �ational 
Pergonnel �ecords Center, 
(SPRC) St. Louis, �o. 
after audit by General 
Aecount1n� �fftc� or nfter 
3 years \lhichever is 
earUe.r, liPRC vlll 
destroy vhen 10 years old . 

• 
3 
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!TOI 
.� o. 

SUPERSEDED 
RECOMMENDED 

DESCRIPTION OF lU:al!tDS �OD OF FILl�G AVTIIORI7.ED DlSPClSlTI0� 

(2) All other pay or Alphabetically by Dispose when 3 years old. 
fiscal cop ice. name; start a nl!\l 

tile every 2 years •
if S , F .  1137 or its 

b, Other coplea. 

lO. Records of leavt data 
(such as Sta�dard For,:,.
llSO) prepared txcept B.!I 
noted in the Federal 
Personnel Manual, 293-A-3. 

a. File original of 
Standard form 1150 on 
right side!�! Official 
Personnel Folder. 

b.  Agency copy 

11. Notifications of personnel
action, exclusive of thoec 
in Official Peraonnel Foldere. 

a. Pay or fiscol copy. 

b. Oaronologiclll file 
coriea, includinR fact 
sheets. 

c. All other copies. 

12. Copies of budget authorization� 
to operating unita that control 
pereonnel ceilin�s and peraonnel
actions. 

lJ. llel'IOrand= copies of payrolls,
check lists, and related 
certification sheets (such 
aa Standard Fo�, lPlJ, 
1128, or equivalents), 

a. Security copies of 
docw:ients prepared or 
used for dlabursei::,eut 
by Treasury disburain� 
offices, and related 
papers. 

equivalent is used, and 
every pa� period if 
S.F.  1130 used. 

Confon:i to ar,ency
practice. 

Alphabetically by
nar:ie; start a new 
file e"cry year. 

Bv pay 1>eriotl 
with other p11v
records. 

In accordance with 
Civil Service, Federal 
Per5onnel !>lanual,
S,rpple�ent 293-31. 

Alphabetically; start 
a new file every year. 

By orf:Oni�ation. 

Chronologically by 
pay period. 

4 

Dispose J C()nths after the 
end of the period covered. 

See GRS 1 ,  ite0 1. 

Diapose of after 3 vears. 

nispose after audit of 
related pay records by
the General Accountin� 
Office or after 3 "ears 
vhlchever is earli�r • 

Dispose after 2 years, 

Dispose after 1 year. 

Diapose when superaeded. 

Oiepose vhen Federal 
�ecords Center receives 
second "ubsequent payroll 
or check list covering 
same payroll unit. 

" 

• 

• 
SUPERSEDED 



SUPERSE.DED 

• 
13. 

14. 

15. 

.. 

• 
16. 

RfO'.l�NDED 
DESCRIPTION OF llEO'lRDS 11ETHOD OF FILING 

b ,  All other copies. 

(1) Where earninr, record 
card 1s caint.ained. 

By pay period
vith other pay
recorda. 

( 2) Where earning record 
card is not maintained. 

By pay period
with other pay
recordF:. 

Payroll control rer,isters 
(�uch as Standard Forn 1125). 

By pav perlod 
11ith ocher pay
record11!, 

Pavroll chanr.e slips exc}u9i....e 
of those in Official Personnel 
Folders (such 89 Standard 
Pore 1126) . 

a. Copy used in ,�neral 
Accountinr, Office audit. 

By pay period
1,1ith other pay
recorti,;. 

b. Copy used by dlsburain� 
officer ln preparint

cheeks. 

By pay period,
thereunder 
alr,habetic.ally by 
nace. 

c. All ocher �n�iee, By pay period
thereunder 
alphabetically by
naim-.. 

�:er.io ran du::i copies of fls cnl 
achedules involved in payroll
r,rocea .. 1np. 

a. Copy used in General 
Accountinr, Office 
audit, 

By pay period with 
ocher pay record9. 

b. All other copies. Varies with a�enc:y
practice . 

AUTIIORlZED DISPOSlTIO� 

Dispose after audit by
the r.cneral Accountln� 
Office or after 3 years
vhichever is earlier. 

(Tranafer to National 
Personnel Records Center, 
St. Louis,!�. 1,1he11 
) years old,) 

Dispose after audit by
the General �ccounting
Off1ee or after J years
whichever is earlier. 

Dispose after audit of  
related pay records by
the General Accountlni 
Office or after 3 years
whichever is earlier. 

Dispose after preparation
of check. 

Dispose l 1"0nth after 
end of pay period. 

Dispose after audit by
General Accountinr, Office 
or after 3 years �hich-
ever is earlier. 

1>111pose 1 con th II rcer end 
of pa;" period. 

• 5 
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SUPERSEDED 
lTEn REC.OHMEND'E.D 

D!SCRIPTIO� or RECORDS �OD OF FILING A�'TllO�!Zf.D DT�PnSITION-1!Q.:...._ 

17. Adl:lin1atrat1ve reports and d�ta 
relating to p�yroll1ng operations 
and pay adi:dnist rat Lon. • 
a. Reports and data uaed 

for vorkload and personnel
1:1aI1a1;eaent purposes. 

b. All other reporte
·and data. 

18. Witbhold1og tax Cxelllfltion 
cert1f1catea (auch as Treasu"ty
DepnrtNlnt Fam W-4). 

19. Returns on 1ncoce taxes (euch 
as Treaeury Department Form 
W-2) .  

20. Reports of withheld Federal 
taxea and related paper!
(including recorda relatinR 
to lncor,e and socio 1 
security taxes). 

21. Retirer.ient reports and rep.iAterR. 

22. Reports of illaurance deductione 
and related pipers includinp. 
copies of vouchen and 
schedulea of pay,:ient. 

23. Levy and garniahacnt records, 
including official notice of 
levy or garnishment, chan�e 
slips, workpapera and corresp­
oudenc:e relating to charge
against retirement funds or 
actach1:1C?nt of a.llllary for pa�t
of back iucoc,e tax or for other 
debts of  Federal eeployees. 

24. Wage eurvey files conaieting
of wage ■urvey report.a &nd 
data, work1nR pnpeTB and 
related correspondence con­
cemin� area war,ea paid for 
each ecployment claae 
(excludinR authorized vage
schedule� and vage survey 
recapitulation wnrk 11heet9). 

Conform to acency
practice. 

Confon::i to agency
practice. 

Alphabetically by 
n.a�e 

By retum 1111d chrono­
lop;ically thereunder. 

Cm1for111 to atency
practice. 

Chronolop;ically, 

Conform to agency
practice. 

Conforn to arency
practice, 

Coo.fora to agency
practice. 

Diepoee after 2 yearG. 

Dispose after 3 ye11n. 

Dispose 3 year, after 
card ie �uperseded or 
obsolete. 

Dispoae after 3 years. 

Dispose after 3 �e�ra. 

Dispoee after j veors. 

Dispose after 3 yean. 

Dispose after 3 years. 

Oi9pose after completion. 

• 

6 

• 
SUPERSEDED 



• 

• 

• 

SUPERSEDED 
!-i'� 101-11.li 
Auguat 1, 197� 

G!'11'EP.AL !U'CO!'l � SCf.l:Dll!..F.: 3 

?rocure�ent_8l"ld SuoTI� �ecorda 

A�ency nrocure�ent and sucnly records docu::ient the acouiaition of �oods 1md non�nersonal services. 
controllirl&: th!! vclu:,e o!" stock on h11..nd, re:,ortinp; procure�nt needs. end related su,i;ily ::,attere 
which are nart or dai�r  procun�er.t operatiori9. T!ce baaic �roe��ent �ilea reflect a considerable 
ranr,e .or procedure, fron s i�le snall nurchase to co=lice.ted nri,r.e contractor and subcontractor 
ope ret ions . 

Any rec-ords created Drior to 18?5 �uat first he offered to the 'lational Arc hi vea for uossi ble 
nerr..nnent retention i.e!"ore ai:-nl)•in� the disposal l natruction!I. Freq_uentl,_v con lea of ;rocurel!!ent 
naners bec=e inte�rol Darts of other files in the a�ency, such as project filea of various tY:oeS 
or �eneral subject files r>erta!.ninP, to �ror.ra..� operations; such copie� are not co vered by thie 
schedule t-ecause t"1e:, cnnnot be considered a.."'ld evaluated separetel,v !'� the files of vhic!i they 
e..re a ::>art. 

�is nchedule does not annly to records held b,v the General Accountin� orrice or to those or the 
General tervices Adr.inigtration reflectin� Govem:-:ent-wide procurer-cnt res':)onsibilities. It 
armlies. hcvever .  to records o! other �ncies to �ich the Adnlnistrator of General Services has 
��de delep;a.tions or authority. �on:-.all,.v ori�inn..le or paDera reo_ulred by the Coi::ptroller General 
to 'be �aintained ror site audit. or to be pcyslcally transferred to the General Accounting orrice 
�or centralized audit, technica.liv con,titute seroi,ents of accountable officers '  accounts. These 
original naoe�e are therefore excluded fro� covera� in thin sc�edule for the reasons set forth 
in Schedule 6. 

In no event r-,v disrosal be r..ade of records �erteinin� to accounts ,  clair-s or de��nds involvin� 
the Go ve�ent of the United States whic� �ve not yet been settled or adjusted by the General 
Accounting Office vithout vritten a�proval of the Ccr.1ntroller General, as reaulred by LL U.S.C. 
330�. 

�ecords docu::ientlng nroc�nt and sun�ly in the epencies are large�v standardized b-J var1oUB 
re11;Ulations of the Cor:otroller General Bild the Ad!-linistrator of General �ervices. The nhyslcel 
arrange:::ent of the transaction files the:::�elves differs in the various agencies, hove!ver. In all 
agencies the orrtctal eontraet rnu ; for euzrple, con tam a l'linir.lm. core of specified docm::ent11. 
but there are also other doe�ents that Vll?'.'.'" in nccordance Yit� llbat the individual agency dee:s 
to be best �or its!= cr:,eratinr. �urnoses. 

'!'he key nrocure�ent file lo the trMsaction case file contninin� the fon:-�1 contract or infori::.a..l 
nurchase order or lense inotru:nents and all related papers. The documento flovin� ioto the 
trensaction file di!rrer in detail. but t�ey ir.clude, i n  nddition to the nurchase docu::ent. 
s-:,ecltications, bids. schedules or deli!very, initi&tinP, requestions, invoices, on� �orrespondence.
Other conies or these doc=ents. 1:1.&de for er.iediting and other ad:::lin18trative �urnoees. B?"e 
scattered thrO\.IP.hout the insnection, ohiopinv,, exr,editin�, �,u other units of the a�ency procure­
�ent or�llllizntion. 

Other files related to t�e crocure::ent And s1r.1nly function include re;:,orts UBed !or sun�ly m&nRFe­
""'nt pu.J"?Oses by the agency Cn!'Bt�ni,; the record9 as "ell as the staff a�cy involve� vi th 
Co-rem.-:ent-vide pro�rar-:s. local re�uioition !IJld stoc� inventor,, rilc5, and other ti.lnor sunoly
08":)f!rB 

SUPERSEDED 



Of n opecie.Hzed cho.re.cter in th�rhlrE�Bd�re�Ri� Opel's doc1L-::entin,:,: the 
acqulsit1on of ret\l pro�rty (by purchase. conder:nation, donation. e�chBI1�e. or othervise). These 
pa?'!rs are recutred l:;¥' t�e Goventtient as lon� aa the propert� rer.:ains in Gove!"Tment hands or if it 
has been sold or released conditionally or "1th recaotutt clauses. 'W!i.en properties are disposed
of b� quitclai� deedn!, this fact should be confln,,ed nrior to the diep<>aal of the title papers,
since the title evidence rlil!ht be needed by the Covem�ent to defend the title in the event the •properties vere disposed or trJ deeds containing r,eneral or special vuranties. 

AUTJiORIZE'D DIS"..OE.ITICX_! 

It should /Llso be ucerte.ined tl:at the title evidence relates only to the :iroperties vhich vere 
sold 'tr; the Goverru::ent. In nany instances, lands ac�uired by the Goverru:ent are disposed of in 
djfferent sized parcels, and if the Govemr.-.ent retains the title to ruiy portion the title evidence 
should be retained. 

This schedule doeo r.ot apply to Interior Depart::enl records relating to the ?Ublic d=.ain or to the· 
title opinion files of the Pe?a.rt=nt or JuBtice. 

RECOl-�-:::rn�D 
DP.SCRIPTIOil or �ECORDS f.ETl!OD OJ> fill]!.£ 

1. Procure=nt files (as Conform to agency practice, Diepoeal not authorized 
descrlted in iten q belO'ol) by thie schedule. 
involvinG transactions of 
·�5,000 or 1:10re and docu-
r:c,entin� the initiation and 
develop:::ent of transact1onG 
�hat deviate fron established 
nrecedenls vitr. rescect to 
�eneral ar,ency procure�ents
Qr to r.AJor procure�enl pro-
�rar.,s (other thwi thO'!le covered 
b:1 ite?e 13). 

2 .  �ille ?apers doc�entlng the 
6.cquisition of real pro?erty
(b� purchase, conder.:nation, 
!lonntioo!. l!xchange. or 
C)thervise}. 

6.. All records for :>roperty Conro'!Tl to a�ency oractice: D1scoee 10 rears after •acquired other than trangfer ca?erG reletin� to unconditional oale or 
nbstract or certificate ?TOcerty unconditionally relelllle by the ·Govern­
of title. sold or released cy the cent of conditions,

Governr-ent to sepa.rat� f1le restrictions. mort�eges 
upon sale or release. or other liens . 

2 • 
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• C�L RreORDS scm:DllLE 3 

IT™ RECc»4MElfDED 
NO. DESCll lPl'ION OF R!l:ORDS ME'mOD CF FILOO 

c. Abstract or cert.1f1cat.e of COIU'wa to 11(1:IIDCY
title. practice. 

3- Con-espondence file& of procure­ Conro:n:i to 9i:ency
cieot operating units pertaining practice. 
to their Joternal operation and 
nd.t:111l11t.rat1on that are not 
covered elsewhere in UUs scnedule. 

4. Contract, requisitio.n, p1.1rcb.aae
order, lease. snd bond. 8..lld surety
recorda, t ncluding correspondeoce 
and related papers perta11l1118 t.o 
a\lIU"d, adm.lnlotratton, receipt, 
lnepect.ion, and payi:ient (other
!.hsn those cave red 1 n i v:cs 1, 
2, and 13-) 

a.  Procurement or purchase
orgalli ia ttoo copy, 8..lld 
related papers. <j 1'111, iL..._olr,.,�/,. 

J 

(1) !l"!l.1188.CtiOnl!flOf CIOre By contract or lease 
than!$��tr« sy1:1bol and D.Ul:lber ther-e­

Wider; by ptU"chaee order 
number.�/�• 

Ao. 

-1((7� (,t,J,&.fal;J�
(?.) 'rr!lncoct.1011sAof ' ' By con.tract s�ol 8..lld 

� or less <.l,,r,}.._ n1.1C1ber the�er; by
purchaee order mi:ber. ,o �I 

� uJ, .;;J )  

b .  Oblisation copy. By &pproprle.te numbei- iD 
sus�nse file for posttng. 

c. Coples of  contracts, A• appropr1.a te . 
requinitlooc, purc.h.e.ae orders, 
lenses ,  and otner papers which 
are dupl1cate11 of peper11 deNoed 
l n  ltca �a, used by COllpoDeDt 
elecieDts of a proc:ure:ient office 
tor adJ:un1 strat1ve purpose s,  

• -3-

SUPERSEDED 

A{J].'BQRI.ZED DISPOSrl'IO!'I 

Tranater to purchaaer arter 
uncoDditional aa.le or releaae 
by the Govern:ne11t of colld1tlOD11, 
restrlcti011.e, z:iortaaaes, or 
other Ueno. 

Dispose s�er 2 �u-111. 

D111po11e b yeara arter C1ne.l 
i:-,yiznt. (Place 1n lnactlve 
file on f11111l payment; trana­
fer fi 11cal yesr block to _ _,,. Federal Records Cent.er sf't.er 
2 ye!l.l's.) / 

Dispose 3 years arter f11l1U. 
pe�Dt. (Close file at t.he 
end or each fiscal year,
retain J �ars, and dJepoee,
e11cept that files on �1cb 
actions are pelld1Q6 vtll be 
brought forvsrd. to the N!xt 

· f'hcal year'a files tor 
dlap0sa l t.herevi t.b . ) 

D1spoae when 1\u:lda are 
obligated. 

DIBpoae 1.1po11 termination or 
C<'mpletion. 
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SUPERSEDED 
OEll'IRAL im:Olm3 SCBEDIJLI 3 

•
ITDt RIX:<HmtDED 

DESCRIPl'IO1' OF RECORDS 

-5• f'11H ot �8 OZ!. suppl), requi.re­!
Dllrt.8 aD4 � J:11.tt.en IN'b--
lli tted. tor supply CIIUIB&Gll!at p.ll"p08H
(other Ulan thoae 1..Q£:orporatad ill 
caae tile■ ar Qther f'ilee of a 
general aature), o:c:lue1 va of 
�11t ot Deta•• Allp,rte reflect• 
iq procurment Wider uempt.1au
authorized w:i4er Sect.ion 20l(a) or 
the Federal Propert:, and. Mlllinh­
tnt1 ve Servtc:ee Act of 1949 
(liO U.8.C. li8l), 

• ·  Copie■ nice1-d troc1 otber umt.11 
tor 10.ternal purpoee■ or ror 
tra.ns:d.llB10D to et.an aaencies. 

b. Copiee in other reporting wu t.11, 
and related vorll. paper11. 

b. 814 tilH, 

a. Succuerul. blda. 

b. Unaueceaatul b1d11. 

c. L1at1 or carda of acceptable 
'bidders. 

7. Recorda relat1118 to requ1111tt0D11 
on tbe Public Printer, and &ll 
supportiag pepera. 

a. Prtotll!l8 procure,Q9Qt unit copy
or requ1ettlou, 1DY'01ce, epec:1f1-
�at1ona,!aad rel.ated papera. 

b. Accountiag cop;y or requia11.10.11.,
C:overa:1111!.at Prti:itiqr cnnce 111-
vo.tee, tnnarer or tum. vcnicher, 
am �1vtll6 report.. 

8. IIP.lql,ll■U.ioa.a tor DOJ1peraou.l
11ervtc:11e, ev.c.b. 111 d.u.plicattas,
laundry, b1Dd1ng, and other ■erviCH 
( uclu.d111g recQl'ds as�tat.ed. "1 tb 
accountable officera' account, 
( Bche4ule b)). 

M!l'HOD OF FD.Dl1 

By report aud cmono­
lasically there\mder. 

By report.. and chroZM>­
l061c&ll.y thereunder, 

� copy ot each bid 
V1 t.h procure1111ent tile 
(it.ea 4). 

Ozie copy of each bid 
V1 th procurement nle 
(item!4). 

Al.phabetlcallJ' b:, etocll 
item or by D1U110 Of 'bidder. 

By requhitioa DU!llb@r. 

Alm!OIHZED DIB PCS rrIOI 

DhpoH after 2 yeara. · 

D1epoae after 1 )'l!&r. 

D1epoH 1.11 accorda=e Yitll 
pron11on for 1 tea Ii.  

D1apoae in accorclao.ce vith 
prov1■1on f'01" it.em 4. 

D111poee vtler:i mv U■t or cal'd. 
11 1:111.de. 

Dl■p0ae 4 years arter eomple•
tloD or c:ancellatioll or' 
requi111 tiosi. ") 

Attach to relaud voucher,. D1■poue la years after period
c:OV11red by ?"elated. IIC'!OUllt, 

By requ191t101:1. l::ll.llllber. Dtepoae after l year. 

• 
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110. 

SUPEBru;pED
DESCRIPTii2'/�R�C� :.!E'l'HOD OF FILrlC: AUTHORIZED DISPOSITION_ 

Requ1oit1�ns for supplies and 
eouip::ent rro� current 
in.,e�tory, 

a. Stock�Cl:I coey. 

b. All other conies. 

lO . Inventory files. 

a. Inventory lists , 

b. Inven"ory cardi:. 

C. ��of1. or survey �lee 
and ether papers used as 
evidence for adJustruent of 
inve�tory records. not 
othetvise covered ln the 
Genei-al Records Schedules. 

11�ericall,,v by re­
ouisi tion n=ber. 

�u.�er1ca.lzy ey re­
cuisition nu::iber. 

nw:erically by stock 
nu.�ber or al�ha­
betically � iter., 
as ap;,ro,,riate. 

�lu:::ert call:r- b:" stock 
ntrcber or alnh.11-
beticall,,v 'by ite�, 
ao al'pro'!)riate. 

Contom to �ency
:practice. 

Disnose 2 years sfter can­
�letion or c&ncellation of re­
o_uisi tion. 

Dis110Ge aftf'r 6 r.:onths!. 

DiS'!)OSe 2 years from date or 
list. 

Dispose 2 yeara e.f'ter d1a­
cont1n1.11111ce of it� or 2 
years arter stock balance 
1 s tran11ferred to nev card 
or recorded under a nev 
classi�ication, or 2 years
after eouipr.ent ls re:oved 
�a-:i a�ney control. 

D1.s"OOse 2 year& after date or 
survey action or date of 
i,ostinl!' r..ed1u.'tl. 

• 
11. Telep�one stater.ents and toll 

sll :-s 

12. Contractots' na.vroll� 
(construction·!contracts} 
sub::rl t ted in accord11Z1ce vi th 
labor D�ent re�lations, 
'-'it� rel�ted certirtcations,
tlllti-kick't)ack affidavits. and 
other rel&ted papers. 

13. Tax exe=tion certificates,
and relat�d na�ers. 

Attached to related 
voucher&. 

B.v contract: there­
under chronolo�1ca1Lv-

Con rom to a�ency
practice . 

Ois:,,ose 3 years after period
covered b:V related account. 

Dispose 3 years after date or 
co:::pletion of contract unless 
contract perror:,-.ance is sub­
Ject of enforce:ent action on 
such date. 

Disnose 3 years a t'te r period
covered by rehted account. 

• 5 
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AUgUISt l ,  197� 

GEITT::RA!, RECORDS SCFEDULE l,. 

These records ner-tain to the sales by agencies of real and personal propert� surplus to the needo 
or the Govem._�en�. The act creating the General Servicee Ad.�1nistrat1on transfe�red the t'unctions 
or the former 1Jnr, An sets Adr.dni stration relating to uroperty dis'!)o9i tion to 'the nev &f(eney. Thie 
ochedule is not Bppliceble to trensection or �olicy riles created b:r the General Services 
A�inistration and nredeceosor 11.P,'encies, to records in the �l!'>artoent or the Interior relating to 
the 11ublic dol"ll.1?1. l!.Ild to records relat1nr. to oversees pror,el"t� under the D�arti::e:nt o� State 
control. Any Rur,i1us property transaction files dated prlor to the establieh.�ent or the ro=er 
Procurenent Division of the Depnrt�ent of '!'reasury in 1933 �ust first be offered to the National 
ftrchives for �OBllible pen-.anent retention before BP?1Ying these dis�ossl instructions. 

In no event J:",a;' d.is-oose.l be !l'll.de o� records ':>Cl"taining to account!!. clsi!:!s, or de=d!I involvin� 
the Go�r-n::ent ot the United :"tstes �ic?l ?:ave not be-en Sl"ttled or "d,lusted b� ttie General 
Accountin.o; Office vithout "1'itten ar,provttl ot the COll!Ptroller General. 11!1 requined by �� U.S.C. 
3309. 

'l"hree fonns are n�s·eri be(l ror use by any a,ci:eney sellinp; eurplus nersonsl property under GSA 
· regulation!!: 

a. Standard Fom llh, Sale or Go!verncent ?roperty, Invitation. end Bld, and Acceptance.
Related naper� that are caintaJned ey the �encies, uBuallv in case fashion, consist of 
eorresnondence, bid!!, and other noticee of sale, invoices. ertd saleo alipe. 

• 

b. f:tandard �orms 120, Report of Exceoo Per!lonal Pro�rt:, and 121, Quarterly Report of 
Utilization 1111d Dis=sel of Excess Bild S'Ul"tllus Personal Prapert:r. Fo= 120 reports pencmal 
pro;>erty vh.ich is excess to the �ney reportin� to the regional Genen,.l Services Acbini­
stration offiQes, vhich initiate screenin� sction. The quarterly reoo�s are sub:'.itted to 
the Office of Personal Property, Utilizstion and !lieooeal Service ,  Ofllersl Sel"Vicee Admini­
otre�ion, vhiQh cons olidated the data. 

ITt:! RECO:,W.::TDED 
'10. '.-lrl'!!OD OF FIUIIG �UTI!ORIZED DISPOSITI(?;'!, 

l. Case �iles Oil s!tles of SUJ"t)lus Transaction rtles in Diapossl not authoriied by
personal �roperty (as described elnhabeticel order by thio schedule. 
in ite� G belov) involvin� nllffl.e of �urchseer. 
tr8lloactiono of $25 ,000 or �ore,
11nd doc=.entin� the initiation 
e.nd develon.Clent ot tran!lactions 
�haL deviate fro:,. eotsbli!!hed 
precedents 111th resnect to general 
agency dienoeel or to �a,!or dhpo:ial 
pro�nr.:!I. 

2. Case files on diSllosal of &UJ"?lus Alph�betica1iv by Disposal not authorized by
real end related personal pro?erzy. location or_ b"J control thin oc�edul�. (Transfer to 

nu.-,.ber . ns Pederal Reco:i-da Center 3 years 
a7'1:lronr111,te. af'ter close of rile.!) 

R�ports �f excess real rroperty. Conforn to a�ency Dioposal not authorized by 
-,roctice . this schedule. 

• 
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SUPERSrEDED 
DEf,CRIP:ION OF RECORDS �T.I'IIOD OF FI LING AUTl!ORIZED D1S?OSITIOO 

Corres9ondenee f'ilea caintained Confor=i lo agency Dispose after 2 years.
by o!leratln� unite reat>On9ible 9rectiee. 
for nrOt>erty dinoosal, uertaining •to thel� operation and adi:dn i-
9tration, not othervise provided
for. 

5 .  Renorto of excess peraonel Cllronologiciu.ly by
)".)TO!)erty. re!lortinll; unit. 

6. Case filec on salea of aur.ilus 
personal pro;,ertv!. corr.nrlsing
invitations, bids, accent&nce s .  
lists of i:,aterials, evidence of 
sales, and related corresnondence 
(other than those covered- in itecs 
l and 2). 

'."ransaction files in 
n.lp':tabetical order by 
naz:.e of purchaser. 

Tre.nsaction !'iles in 
alphabetica.l order by
n�e of purchaser. 

7. Records necesnar., or convenient Confo= to agency
for the use or rtal property sold, practice.
d0nated, or traded to non-Federal 
ovnershtp. including, if 
pertinent as determ.ned � the 
releasinp 9f:ency!, site �.a9s and 
surveys, plot plans , architect ' s  
sketchen.  vorkinr, dia�&�s. 
Preli�inal"jl' dravinr,a. bl��rint9!, 
"""'�er tracing9, utility outle� 
nlan11,  ec_ub=ent location ?lB.011, 
si>ec1f1cations, conatruction 
pro�reo■ photo�aphs. 1nssoeetion 
reports. buildin" and equipr-ent
�ana�e�ent !Llld maintenance records,
allovance lists as �ell an duplicate 
copieo or title papers,
nrovided: (a) that the records can 
be se!7'!gated �it�out ham to other 
docuinentE of endurin� value. (b) that no 
resp0nsi'hili ty attaches to the Covern::-ent 
because of disagreement betveen the trens­
ferred �ocur:ients and the physical condition 
of the property at the tilll! of conveyaoce .  
and (c) that if the nroperty is relelllled for 
historical use or nun,ose the user agrees to 
retain the: 8lld retum the: to the Federal 
Covel"ni:ient i=.ediately upon t�e �iscontlnu­
ance of its uoe for historical purposes. 

Dicpoae after 3 years. 

Dianose 6 yea:rs after final 
p�vr.,ent. (Place in inactive 
file on fina.1 pay,::ent and 
trans�er to Federe.l Records 
Center 2 years t�ereafter.) 

Di&l'O&e 3 yea:rs after final 
pavr.rent. (Close file at the 
end ot each fiscal year.
retain 3 years. and dispose 
except that tiles on vhich 
action9 are per.dinp vill be 
hrou�ht to the nert fiscal 
veor's files �or disposal
·therevith.!) 

'!'ranefer to n(",I custodian upon
CO!';yletion of sale , trade , or 
donation �roceedinRB, or 
aecenta..'lce of purchase ::,oney 
r.-.o rt SBf:'! • 

2 
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GEM:RAL RECORDS SCHEDULE 5 

Bu� Prena.ra.tion, Presentation, end Apnort1onr...ent Records 

EuciFet and an'CIOrtio=ent tecords include the various rile& accu:oulated in an a,gencv in Lhe couree 
o� �ornrulati�� its budP;et for subc.lssion to the Office or Men&ll:ez:ient and Budget and to the Congrese :  
I n  defendin� its reouests for funds before both bodies: an d  arter enact.r.ient of an anpra>riation
bill. in eneuri.ng that th� fl.Inds are ueed in such a va.v as to  suffice for the apnro:;irlate period 
of tice. The funds are �sde available to the agency b� the Q'IB, usually in  �uarterly nortlons, 
end the !1Jl:er1cies must indicate nnd ,1ustify :r-ep;Ul&rl.y to the Bureau their nrapooed rate of expendi­
ture. Arter t!:e funds ha� been i:iade available to the agency, itB ovn control.II OTer tile tlmda are 
Jn  its ex'l)eTidi�ure accour,tinv. records (Schedule 7) and detailed infon:ation relative to expendi­
tures ls cOTitlrlned in the accountable offlcers' account (Schedule 6). 

7his schedule &uplieG to  records of bud�et preparation, �resentation and apportion�ent in all 
a,enciee, excent that it does not npnly to records or the O�.B llrld the Treasury Depnrt�ent 
rerlectin� the Govem�ent-Vide budpet resuonsibilitieg or those 14'!encies. Records created prior 
to ,Tanuar:v l, 1921 cust be offered to  the 11at1onal Archives be!'ore a.pol,:ring the disposal instruc­
tiOTis. 

AP,ency bud�et records are non-allv created a.t!all levelg of agency orplll'lization. They shov!. 
pronosala frOJ:1 all <meratin� levels a.a vell aa'the bureau-vide &Jld agency-vide coordlnatinr, vork 
dOTie by f01TAllv or�llrlized bud�et officea. Therefore the records consist of detailed vork papere
and budFetar;,, stateoents developed by ningle oneratinP, units, the �ore Aipnifica.nt budtet!. state­
�ents and related onuers representin� con solidated sub�issione prepared at the bureau or equivalent
level and forvarded to the agency budcet officer, and the records nt the highest level pertaining 
to the bud,;et sub�isolon for the entire •gency. 

The nature or the bud,et presentation itselr is standardiied by the Office of �ana�enent and 
Budget!, �ich prescribes ron:at and procedures for all FPdera.1 n�encies. Hovever. the internal 
N"norts and paners vhic� auooort the bud�et a.nrl ere used in its orepa.ration vary fr01:1 agency to  

• 

a.r-ency. The budP,et!· nub�ls�ion, a. record copy or vhich is usually desi.v,nat!ed by the 1!8ency, 19 a 
duplicate of the set of paoers sub�ilted to the 0�. These include &UJ::ary sta.te�en�s of 
anoronriatlons arid eiroenditures. stateCll!nts or contract authorizations, ftild stater.ients of receipts
a� vell as narrative su=ar,, state=nt vhich ��,:hliltht t�e principal features o f  the ai;-ency reQueete 
Md ir::ediatelv related suonortin� docir.ents. The narrative presents the policies and the pro�r&l"'..s 
or t�e agency which the budcetal;{ requests are to  support. In addition to the surr:taries, the 
subrr.ission includes schedules of obli�atlons and state�ents nertnining to each type of anpropria­
tion and t'und under �'hieh the individual o.a;ency oneratea. PiD&l.ly. 0� re�uire9 additional 
suuportinr; data. rertainin, to obJect.s or exnendit�. �nrticular 11.genc-.1 progrcs, and figures
based 0"_ the cost of vario�9 tyne of service ooerations, such a.s peroonnel and pe;yrollinP, activities . 

• 
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GERERAL RECORDS SCH!Jl"ULE 5 

ITEM RECOMMDroED 

no. DESC11!1"!'IOO or 'RECORDS MEJ'HDD OF FILDfG JHJTH011IZ?l> DISPOSITION • 

l .  

2. 

3,  

5 ,  

�_()RDS OF CO!f'l'INUING VALUE: 

Corre■pcmdence tilee ot fon:al.ly
organi ied budgn omee11 shoving
agency policy and procedutts 
governing budget 11.miinhtr&tion. 
and rerlecting policy decillion 
arrecttng expenditlln's ror 
�cy progra?:a. 

File cop1es of bndget et1tu:at1111 
prepared or eonaolldated in 
fon:al.t:, organized budget otrices 
at the "bureau (or equive.lent) or · 
higher org-izat!orzal levels, 
c<eprialDg ap;,ropriati01:1 
language sheeta, narrat.tve state­
�enta, and relat�d schedules and 
data. 

RECORDS O!,_TF2!,E_O� ..... YA�.: 

Correspondence riles of budget
offices not othel'Vi ae covered in 
this schedule. 

Work papers, cost 11tatettenta, o.nd 
roup;h data acc1.mulated in prepara­
tion of annual badget estiJ:Btea,  
including dupl1eate11 or parers
included in tile ct7pies of '!,udget
estil=ates (d.eacribed in i� 2). 

Periodic report on the  statue or 
&tml'Ol)riation e.ceounts and 
�iom:ienta, 

a. End o� Ne<:al year report. 

b. All other �ort11. 

6. Apportionment !Lnd reapportiom:ieQt
11chedules, p!'OJ)o&11:1g quarterly obllga-
tions under each authorized 
appropriation. 

Conton:i to agency p!'actice. Disposal not authorhed 
by thia 11chedule. 

(;lu-onologfoall,y. Dhpo11a.l 11ot authorized 
by this echedule. ( Tnms­
fer to F�deral Records 
Center 3 yelll"8 &f'tel" the 
close or the tisc� year 

. covered by the budget. ) 

Conforlll to agency
practice. 

Dispose af't.er 2 :,ears. 

Confon:i to agency
practice. 

Dispose 1 year atter 
close or fiece.l. year
covered by budget. 

.By report 1t.nd 
c hron olog1. cally 
thereunder, 

Oiepa.e S years e.f"t.er 
close or !1scal :rear 
involved, 

By n-port and 
chronologically 
thereunder. 

Dispose 3 ye&rs an.er 
close or tisce.l year
involved, 

Chron!ologically. Dispoae 2 ye&ra •tter 
cl011e or fiscal year
involved. 

• 
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GmERAL RECORDS SCHEDULE 6 

Accountable Offieere' Account, 

Thill general schedule cover, the l:lftlora.ndu:i c()fli-es ot 11.ll accountable officer, 's returns a.nd related 
record■. It doea not apply to records \lhich are under the cogniz&nce or the General Accounting
Off!�, as descrl bed be lov, Nor does the schedule apply to the copie11 of th� • chedulee lllld related \  
oai,ere held cy the Chief Disbursing orricer, frOJ:1 vhich he �ee p�nt., Azly records created prior J 
to Ja.nuary 1 ,  1921.CIU9t be offered to t.t,e National Archives before applying tb.eee di�osal 
inat.ructiODa. 

Accountable officere!' accounts include record copies or all records coneerned v1th the accountillg
for, 11.vailabili ty, and status of public funds. There ue several tyoea of "acco\Ult&ble officers!." 
such as: {11.) the collecting officer, >tho receives CKmiea oved to the Federal Government a.nd 
enaure• that it h credited to the pro�r account;  (b) the disbll1'81ns or.r:icer \Ibo is responaible
for proriding doc�entatiau to the General AccoUIJting Office u he acco:::plhhea the actual pa;y­
cent or public �iee to praper Federal cnditore; 11D.d (c) the certir'Ying officer, vhose eigna­
ture on a auz:mary attests to the authenticity of vouchers listed on the schedule. 

Dinbura=ecta ror 1:10st civilian Governaent agencies, are r-ade by the Chler Diebureing Orficer of 
the Ti-euury, 'Ibo heads the I>1 vision or D1sbura�nt vi thin the �u of Accounta , Treasury
Depart.af'!llt. The Dl Y161on vu created by be cut he Order 6166 of June 10, 1933. Since July 1949, 
dl11buraei::ent11 have been cade tor nost agencies an the basis o:f certi tied 11chedule11,  vith the 
detailed TOUcbers transferred to the General Accounting 0:ffice f'Taa the agency or held in agency
11pa.ce if site audit vas involved. Thia procedure van ertended and conflri::ed by General Accounting 
orn.ee General Regulations :'lo. 115, inued Janu,uy 29, 1952, vhich proi::ulgl!lted a et&nda.rd tom 
voucher and sc�edule of pay1:1ents ( Standard Fon:111 1166 and ll67) for use by all agencies effective 
July l, 1952, e.nd fonal.J.,y elilrlnated the tr&nsfer or vouchers of the Chief Diaburaing Officu·. 

Thia records schedule doea not 11.ppl,y to records held fo't' on-site audit by the General Acco'lmting
Office. Under on-eite· audit, vouchers, contracts, schedules, state�enta of tr11.111actions and 
accountability and other related supporting dccm:i=ta are retained in •ney space for the General 
AccOllllting Orrice auditors. Section 5 or the Poat Office Department Financial Control Act or 1950 
and Section 117(b) or the Budll!t 11nd Accounting Procedures Act of 1950 (vhene"Vu the C01:1ptroller
C�eral detemi.ne11 that e.udit 1hall be conducted at the site) nqui re egenciee to r�ai.n the11e 
recordJll, which are under Gener&! Accounting Office cog11hance. Section 7(11) of General Accounting 
Office General Regulatlone No, 115 gives geiieral authority to the agencies, if the records are no 
longer required ror acminiatrative purr,osee and eubject to the Vl"ltten approval or the Co:iptroller 
C4meral.!, to tranater record..! audited at the site to Fedei-al Records Centers arter tvo yeare.
Because the records heretofore transferred to the Gener&! Accounting Office &Te retained iD the 
�ey and avallable, sever&.]. &S@Dcies haTe elininated the creation of t:e1:10.randu:i ccpiea. 

Recorde relating to the availability, collection, 11r:1d cu.11tody or t'Unds include {l) the appropriation 
warrants, {2) other docu,:iente vhicb deposit funds into tbe Treuury, &nd {3) doclll:ll!nts vhich 
provide accountable officers vi th status reports on funds in their eustody, such u the proofs of 
d.epoai tory account and statl!i:,ents or t\md11 to their cndi t. Agency copies ot these depoait and 
etatus do=enta are so inticately related to the accOU11tB of theae oft':icera that they are included 
in t.hU schedule. The copies receivec1 by the Fiscal Service of the Tre11,11ury Departi:,ent are not. 
covered by this schedule and ue provided for in oeparate schedules . 

SUPERSEDED 
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GERERAL RECORDS SCHEDULE 6 

ITEM RECOMMmDED 
11'0. �Il'TIO!I OI" RECORDS !-ml.'HOD OF PILIRG 

�ORDS OY TEMPORARY VALUE: 

AccOUDtable orricers' returnat, Chronologically by 
comprising �randl.lC! eopiea or payi:ient period. 
atatement11 0f tran11act.1ona and 
account.a.bill ty, all 11upporti11g
vouehera, 1ched.ulea , docu::ient1,  
and re lated. papers not othervi. se 
prcrldcd ror in thia 11chedule 
( eJ:c lusi ve or rreigh t records 
cOTered by Schedule 9 , and 
payr-011 records co-wered by
Schedule 2 ) .  

2 .  General Accounting Office Chrot1ologically.
n0tiee1 or exception (fo?"l!llll or 
inro:rc&l.) and related correspon­
dence. 

3- Copies or certificates or 1ett1e-
1:1�t or account, or accountable 
officers, stateinenta or differences, 
11.Dd rel.Jlted papers . 

a .  Certif1catea coveriDg closed Case file or schedule 
account 11ettlemts ,  11upple­ in chronological order. 
ciental 11ettle?1enta, and Naa)
b&lance 11ettl�ent1. 

b. CertiMeates covering Cue file or schedule 
periodic aettl-ts. in chronological order. 

4.  Records relating to the avail­ Chronologically. 
ability, collection, CW!ltoey and 
deposit or t'Undat, includin� 
approprlation varranta (other
than re cordis covered by 1 tea l) . 

5. Adl:!iniatrati'"' correspondence, 
reports and data relating to 
voucher preparationt, adminis­
trative au41t. B.11d other 
accounting and disbursing
ape.rat10111. 

a .  Files uaed ror V0rkload Ccn for111 to •�ency
and personnel Clllllagement tiling ayateci. 
purposes. 

b. AU other rilea. Con fon:i to agency
riling system. 

AUTRCIHZED DISPOSITIQ.'f 

01opose J yeara atter 
period covered by the 
account. 

Dispose l year arter 
exception is reported ao 
cleared by the General 
Accounting orfiee. 

Diapoae 2 years aft.er 
date or aet.tle=ent, 
providing certificate is 
cleared. 

D11p011e vnen subBeQuent
certificate ot aettlecent 
is received. 

D1sp oa e 3 ye are a.ft.er 
date or doeU1:1ent. 

Diapoae arter 3 yearll. 

• 

• 

2 
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1'10. DESCRIPI'I()]'( OP RECORDS METHOD OF 1'ILil'IG AUTHCIIIZE'IJ DISPOSITIOJI 

6 .  Federal per■on11el ■urety 
bond filea-

a. Otfici�l copies of the 
bon� aSld attached pow-era 

Con t:'on::i to agen ey 
pract.lce. 

of' attorneya. 

( 1) BOnde purehaeed 
prlor to January 1 ,  

Dispose 15 years an.er 
bmd becacea inactive. 

1956. 

(2) Bt>nda purchased R.tter 
December 31, 1955-

Dispose 15 years at"ter 
end or bond pl"Rli U1:1 
period. 

b. Ot.her 'bond tllea, lncludilll!: 
otter .:opiee of bonds and 
related papers. 

Co11fo?'l!I to agency 
practice, 

Dispose vben b011d beccmeB 
lnactiYe or end of botld 
prellf. Ul:l period • 

• 

3 
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GEn'F!:RAL RECORDS SCHEDULE 7 

Expet1diture Aceountins ReeordS 

Expeoditllzi! accounting recorda are the ledger11 IL!ld related docw=ei:its aaintained by all federal 
ageneie11 to shov in llm:=ary fashion bav thel r t'\Jnd.9, appropriated and nCD-apprapri ated , are 11:peDt 
l!lfter l!IJ.lat.c:ent by the ora ,  Md the aourcea and nature or any receii,ta. The key records are the 
general le6ger 11cco1mta ,  which canatitute , u l!I unit, the heart or the l!IP,eney 11.ccounting ryate:i.. 
These ledgceni Blllllmll.rir.e the financial status and fin11.nci&1 transactions of the agency , shoving the 
current 11t,,tus of fundll available fo:r expenditure, the imounts due 1111d collected for the aceount of 
the Goverm:et1t ,  acc=tlated expenditures and liabilities , 11nd the Vllluee or stock. equi�nt. and 
other pr0p(lrty in agency cu.stoo;r. They e.re controls that serve not only !IS central fiscal records, 
but aleo all a prill:ar-y uource of data for top canage:,rent. concerned 'Iii th ag�cy solvency , vith 
expendi tun111 and vi th progrlll!I coats. 

The general- ledgers are subdivided into arbitrBrily. created account titles, vhich are baaed on 
progrm:is . projects , coats, Md t"unde. Supporting tbec:i are a group or uubsidil!Ll"Y ledgers aod papers 
t"urther de�ailing the inforcation in the_ general ledgers or serri.ng as posting r::ed1a to the ledgers 
the:::iselvee. To the extent that they i-erlect. appropri11.t10n eiq,endituresa, the general ledgere are 
supported 'rJY allotJ:1ent ledgeTBa, which et 8.11 times shav the current unobll.gated bl!lla.nce or funds 
allotted tor specific agency purpoaea Md thereby- provide e. safeguard against over expenditUJ"e by 
O!Jerating o!'ficiaJ.a. The allotDl!nt ledgers ere �eral control!! over e�nditures, ll.lld they in 
tuni su:::m.r'ize and ere supported by r.ore detailed contl"OlB that norm.lly tl!l-ke t.he fore of project. 
or Job order!J 1/hich authori i.e exact and specific expenditure. 

The sources or data that are posted to the le�er tiles are sOl'Jevhet diversea, but they fall into 
tvo general groups; 

a. Cop,fes of various obligation or ex,,endi ture doc�nts, such a.a vouche1"8 and schedules, vhich 
f'lav through tl:e le�er unit for posting. 

• 

b. Journal vouchel"B and eirdlar internal control doe�nts created to authorize and convey 
entTies to the seneTe.l. ledger. 

Ae the centralized fiscal n!cord , t.he general ledeere ult�tely a=arize storea, plan"t. 11.nd coat 
11.eeowiting data. vhich are treated l.n a separate schedule, but these are only several aspect.a or 
the total }edger accounts. Con11equent�va, the ledgera are the eource ror the data included in the 
basic 11.pportionEient reports to the 0MB, 11.nd the �a.eWjf Dep&rtment, and over-all reports of 
agency fiscal coudition Vhich lll!IY be required by the General Accounting Officer( Schedule!! 6 and B ) .  
The adequae)' for audit purpoaea o r  the i;eneni.l ledger accounts i s  normally conllidered by General 
Accounting Office auditors to be indicative of the suitability of the ageney-'a entire accounting 
syatea &11d the reliability of its rin11Dclal data. 

Thia echedule does not al)ply to such records maintained on l!I Government-vide b&ais t,y the TTeaaury 
Department .and the 0MB, or to thoee fonnerly maintained by the General Accountine Office. Any 
record• crested prlor to January 1, 1921 cult be offered to the National Archi vee before applying 
theee disposal instructions. 

In no event. � dinpooal be c11.de or records pertaining to accounts, clair::s ,  oi- dei:.a.nda invol'Ting 
tbe Goven11:ent or the United States Wllich have not been aett led or BdJurited by- the Generl!ll 
Accounting Office without vr1tten apprOVl'll of the Comptroller Generl!IJ., as required by Section 9 of 
the Reeord11 Dieposal Act of July 7 .  1943, as &mended (41& U.S.C. - 31'2) . 

• 
SUPERSEDED 



ITEM 
NO._ �RIPTION OF RECOJlDS 

!:'ECQ.R_QS OF � VAWE; 

1.
I Correspondence files r..aintained by

operating units responaible for 
expenditure accounting, pertaining
to their- internal operations and 
a.dJ:dn iB t rBtion 

2. General accOUI1ts ledgerst, Bhovin� 
debit and credit entries, and 
re fleeting expendl turea in 
s=ary. 

3- Allotl:ll!?lt records, shoving 
status or obligations and 
allotments under each 
authorized appropriation. 

h .  Records u1cs u poating and 
=trol �dia, subsidiary to 

.the �neral end allotment ledgers,,
and not othervise provided for in 
this 11chedule. 

a. Original record11. 

b. Copiea. 

RECO�ED 
MEI'ROD OF FILIJ'IG 

Caoron:i to agency
practice. 

One set or accounts by
each e1tabllshed 
accolDl.t covering asset 
and liability. 

One set of allot1:ent 
records by established 
allotment. 

One set of each control.-

One set of each control. 

AUTJ!ORIZED DISPOSITIO."f 

Dispose after 2 years. 

D11pose 10 yeara after 
close of fiscal year
involved. 

Dispose 10 yelll'B after 
clo1e of fiscal year
involved. 

Dispose aft.er 3 yeara. 

Diapoae after 2 years. 

• 

• 

2 

• 
SUPERSEDED 



SUPERSEDED 

• 

FPHR 101-ll.4 
(12-9-72) 

GENERAL RECORDS SCHEDULE 9 

Travel and Transportation Records 

T)1ia schedul e covers records pertaining to the movement of goods and persons under Government 
orders, The record keeping involved in the move�cnts centers around bills of lading, transportatlon 
rcques�a, vouchers, and associated records, including those prescribed by Title 5 of  the General 
Accounc. lng Office Pol icy and Procedures �1nual. Copies of sOTJe records used to support pay1:u,nts 
beco�e part of chc occountoblc office rs' accounts, or are accounting posting oedia. Thelr 
disposttion oay be covered by General Records Schedule 6, Item l ;  Gencrnl Records Schedule 7, 
lte� � 1  or item8 1 �nd 3 of this schedule. 

�ovement of goods. The key record Is the bill of lading, or which there are copies for 
consig�"rs, cansl�nccs, and the carriers themselves. The ?npers relnted to and nor�ally filed �ith 
the bill of lading itself arc varied and often volur.iinoue. These �ay consist of shortage and 
dernurrage reports, Invoices!. and other descriptive data which docuccnt Che transaction. lncloded 
arc rc�ords relating to the shipuent of household effects, authorlzcd by lau and 
regulations for mil itary personnel and for civilian e�ployees of the Govern�cnt. Agencies shipping 
cercalrt voluablE!s under the Government Losses Ln Shipr.ienc Act, which insures against lose, retain 
copies of schedules of caterlal shipped, papers relating to claime which may ensue, and other 
pertinent docu�ents. 

a. 

A l l  records for the years prior to 1959 ahould be dnetroycd. Records for the years 1959 and 
lntcr arc retained in accordance with the provlslons of �9 U.S.C. ]06o, ,9 U.S.C. 1006n, and 
other nppllcable lnws. 

• 

b. Moverne�c of  persons. The move�cnt of persons ia docu�ented essentially by copies of 
travel ordcrs, ,JU thor lz inp, trave l ancl subsequent payment, and standard forn vouchers show Ing 
paymcnt for official travel. The prlmnry copies of the travel orders are the adcinistrntlve copy
maintained by t�e transporLatlon unit controlling the lssunncc of travel orders, and copies used 
for encumbrance of funds. 

[TD! !l.!cCOMMF.l,'DED 
IW DESCRIPT[ON OF RECORDS METHOD OF FlL ING AUTHORIZED nT�POSITION 

L Freight records, einsistlng of 
export certificate�, transit 
certificates, dernurrnge cnr 
record books!, shipping docu­
oents pertinent to freight
classiftcatlon, mcoorandum 
copies of govcrn�cn� or comer­
clal bllls of lading, shortoRe 
nnd ,lcmurrnge report�, and ttll 
supporting docum�nte, and 
includLnR files relating to the 
shlproent of household cf!ecte. 

n. Issuing office memorandum Confom to ai::ency Dispose aft�r 3 years
copies. prm:t lee. (Transfer to appropriate 

Fedcr�l Records Center if 
volume warrants.) 

b .  A l l  olhcr cop!,•s, Conf<>rm to ai::cncy Dispoee after l year. 
practi ce. 

c. Bills o f  ladinR registers. In nucerical sequence.  Dispose 3 years n[ter ftnnl 
entry on register . 

• 
SUPERSEDED 



SUPERSEDED 
FPMR 101-ll .4 

(12-9-72) 

GENERAL Rf.CORDS SCHEDULE 9 

ITEH RECOMMENDED 
NO. DESCRIPTION OF RF.CORDS METHOD OF FI LING 

2 .  Freight records, relating to  the Chronologically in 
odministration of Government case fashion. 
Losses In Shipment �cc, consist­
ing of schedules of valuables 
shipped and related papers and 
reports .. 

J. Passenger transportation records, 
consisting of memorandum copies
of vouchers (Standard Form 1171a),
memorandm:1 copies of transl)Orta­
tion requescs (Standard Form 1169a),
travel authorizations, transporta­
t lon request registers, and all 
supporclng papers. 

o. Issuing office memorandum 
copy. 

b. Obligation copy, if different 
froci copy in 3a. 

c. Unused cicket redemption
fon:is. 

Passenger transportacion records 
pertaining to reimbursements to 
individuals, consisting of copies
of travel orders ,  per diem 
vouchers, transportntlon request s ,  
hotel reservations and all support­
ing papers relating to official 
travel of officers, employees,
dependents, or others authorized to 
travel by law (exclusive of records 
covered by Ite� J). 

a. Travel admln1stratlve unit 
copies. 

b. Obligation copies. 

5. Records pcrtalnlng to travel and 
transportation not otheivise 
covered in this schedule. 

a. Correspondence ,  forcis, and 
related papers pertninlng to 
agency travel and transporta­
tion functions. 

b. Accountability records. 

Ylth related account. 

In npproprlnte fashion 
for posting. 

Conform to agency
pro ct ice. 

In folders arranged
alphabetically by nncc 
of e�ployee; break flle 
every 2 years. 

In appropriRte foAhlon 
for posting. 

Conforc to agency
practice. 

Conforc to agency 
pract Lee. 

AUTHORlZED DISPOSITION 

Dispose after 3 years. 

Dlspose 3 years ofter 
pcrlod covered by related 
account, 

Dispose when funds are 
obligated. 

Dispoac when administrative 
needs have been satisificd. 

a 

Dispose after J years. · 

Dispose when [un<ls arc 
obligated. 

Dispose after 2 years. 

Dispose 1 year after all 
entrJeg on the records are 
cleared. 

• 

• 

• 
SUPERSEDED 



SUPERSEDED 

• 

PPMR 101-11. Ii 
August 1, 1974 

GEIIEAAL RECORDS SCHEDULE 8 

StoresI Pl.allt and Cost Accounting Records 

Speci&li zed stores, plant, and coat accounting records are z::aiDtained by coat agencies, part 1cularly 
those vith extensive pl1111t 1111d otock inventories. These records vhich esstentially reflect the net 
monetlll')' vorth of llll agt!ncy and its assets, a:re periodically reconciled vith the supply data 
ret'lected in a tock in�ntoey record.a, but they are not procure1Dent papers. Any records created 
prior to January 1, 1921, must be offered to the national Archives before applying these dilpose.l
instruct ions. 

a. �.!.�ccounting. These recordB o.re aaintained to provide personal accountability ror tbe 
receipt and custoq of ciaterials lllld to provide infori:1ation u to the J:IODet&ry 'IIDrth of such 
1:111teriala. Custody ie established by acco::pllshed copiea of materie.l. nover.ient. doc=nts, end 
stores accol.lflting infol"l!lll.t.!on data are non:ially reviewed !llld consolidated by lllt!ans of records and 
returns submitted to agency headquarters, llhere the infonie.tion 1s used ror procurement �lannlng, 
bl.i�t. and other canagement purposes. These records do not include papers reflecting the 
phyllical movc,:nts of l!lll.terial to and fTOl!I storage point!, &!though they ca.Y be involved in posting.
Su=ary data on plant value ill also available in pertinent general ledger accounts. 

b. PlanUceountinp;. These records consist priz:m.rlly or cards recordinp; the principal
char&eteriltic11 or eac:h ite= of physical pll!llt and eq_uiplllent., including rea.l pr-operty. They 
constitute primarily a type or inventory eontrol, but in addition are a principal aourc:e of data on 
the capital icveetment in plzynical pl&nt (aa distingUished tra::i r.aintenance or operating costs) &Z1d 
other item not norcu.ly represented in a stores or etock in1rentory system. Su=ary data on plant 
V&lue h al.Ao available in pertinent general ledger B.Ccou:nts. 

• 

Theae records are designed to accumula.te and ahov data on the coats or 
agency operation, the direct. and indirect co11ta or production. ad!rlniatr11.tioo, and the pertorcimce 
or progrm:,, t"unctione of the �ney. Thi! data, vhich are normally accUl:lulated by 1:1ee.ns or cost 
reports and etatiatiee accur.iulated by operating personnel, a.re \llti�stely posted to the accounts 
in the agency general ledgers concerned vith operating and prograz:i co9ts. Material coats in ror:a­
tion is collected by pouting requi11itions ror caterial or procur�ent docUJ:1enta to internediate 
records, and labor cost inforJ:a.tlon is obtained by charging tii::e expended on individual Jobs and 
project a a111i�ed control nu=bers for cost cOlltrol purpo11e11. Cost data are utilized in 
evaluating econ� or agency operation and in prepa:-ing budget eatil:'.fttes, 

RECOMMENDED 
Mt"I'ROD OF FILING AUTHORIZED DISPOSITION 

REC_q_R_DS OF CO:fTINUIMO VALUE: 

1. Plant aceount cards and ledgers conron: to agency Disposal not authorized by
pertaining to structures. practice. thill schedule. 

RECORDS OF TEMPORARY VALUE: 

2. Correspaodence files or =1 ts Conform to �ncy D1epose after 2 yearn.
responsible for plant, coat and practice. 
stores aceo\lXlt1.ng opera.tions . 

c. 'c2!!l,_A..£,c;.o_unting. 

ITEM 
11!0. 

• 
SUPERSEDED 



ITEM 
no. DESCRIPTION OF RECORDS 

3. Invoicee or equivalent papers 
used ror atorea e.ceount1ng
PUJ"'!)OBes. 

Stores accounting returna· 
and report a. 

5. Work papers 118ed in 
ac:cl.C':nlle.tiog stores account­
ing data. 

6. Pl.ant account cards and led,cl:era, 
other than those described in 
iten l. 

7 ,  Copies o r  cost accounti�g
reports. 

a. Copies in units recei!ving 
report.a. 

b. Copi eo iD repol"t.1ng unite!, 
and related work papers. 

8. Ledgers , ton:!! , &11d 1:1Bchine 
record■ Wied to accW11Ulate data 
for u.se in cost reports. 

a. Ledgeni and foreu,. 

b. Machine records. 

(1) Detail cards. 

(2) Si=a.ey cards. 

(3) Tabulaticma. 

RECOM!miD�D 
METHOD OF FILING 

Conrom to Bt;ency
practice. 

Conrorc to agency
practice. 

Confon:i to agency
practice. 

By plant i te:i n=ber 
or n�rically by 
plant account. 

Confor:ci to agency
practice. 

Confoni. to agency
practice. 

Conforc to agency
practice. 

Confon:t to agency
practice. 

Conforn to agency
prac:tic:e. 

Con ror:ci to agency
prac:tic:e. 

AUTHORl'ZF:D DISPOSITION •
Dispose art.er 3 years. 

Diapoae after 3 years. 

Dispose after 2 years. 

Oiapoae 3 �ear& af'ter 
1tel:1 1 e v1thdravn t'rOCI 
plant aceoUJlt. 

DispoH1 after 3 years. 

Dispose arter 3 years. 

Dispose arter 3 years. 

Dispose arter 6 �onths. • 
Dispose after 6 .nonths. 

Di.!lpose srter l year. 

2 

• 
SUPERSEDED 



•• 

SUPERSEDED 

• 

FPMI! 101-11. li 
August 1, 1971.. 

GENERAL RECORDS SCHEDUIE 10 

Motor Vehicle Maintenance anA.Qe_eration Records 

/ 

These records pertain to the nanagf!l:lent, r.atintenance, Md operation of motor ,rehiclea used by 
ag-enciee. 

Per11onal Property !-l&nage=ent Regulation llo. 2� pn11cribe11 polle!.ea 11.rld procedure■ • Standard Fon:i 
Tio- 82, vhich t s  111.11 annual 1:10tor vehicle report required by the r�.:eral Supply Service, General 
Services AdmniBtration ,  ls the only standardized record. Certaill cost and inventory eont.rol 
ron=.s have been de-loped, but th"3' ar"e not c&ndAtory. Thia achedul@ covers agency record.a 
pertaining to the daily UBe IUld operation of' the vehiele11. 

In gen@rala, recordB pt!rt.aining to cotor vehicles refl@ct a threefold responsibility: ( a} th@ 
aeeui,:ulation of eoot and operating data for internal acccruntin� and cm:iage�ent purpoaea and for 
reports submitted to the Federa.l SupplY Service {Standard Form Ho. 82, Amlua.l Motor Vehicle 
Report ) ;  (b) the r.iaintena.nce of the vehicles th!!!:1.6elve11; and (c)  lll'Otecting the intereat or the 
GoTI!nment in accident cll!dms agaii:111t it .a. The records tbecsel,res consist of chauffeur service 
logs and reports, vehicle repair and caintenance check-off sheets, cost le�rs B.l'ld cl&ir.s 
cor-respondence and tol"CS. 

RECOw.rnnED 
�Q,:_ DESCRipt1_0_!f OF RF.CORDS MP.!'"'!'OD OF FILING Atm!ORIZED DISPOSITION. 

RECORDS OF TEMPORAJlY VALUF.: 

1. Correspondence in the �erat1ng Con rorc to agency Dispose art.er 2 yeare. 
unit rellJ)onsible tor caintenanee practice. 
ADd O?!ration of r:otor vehicles 
not othervise covered in this 
achedule . 

2. Motor whlele operaung and lllllin­
tenenee records . 

By chauffeur or ear Diepoce nrt.er 3 conths. 
nw,,ber as S'!'Propriate. 

b. Maintmance records. By car n=ber. 0111p0se art.er l yeu­

3. Motor vel'llcle ledger and 110rk By BubJeet. D111poee J years arter dis­
sheets '!)rovid:l.ng eoat and continuance of ledger or 
elq)t!nse data. date of work sheet. 

h.  Reports on actor vehicles (otheT By report and chrono­ Dispose 3 yeue after date 
tllaa accident, operatlng and logically thereunder. of report. 
i=auit@ne.nce reporta}. 

5 - Records relating to ciotor In ce.se fashion . D111pose 6 yean after ell.Be 
vehicle aeei�nt11, cainta1ned by is cloaed. 
transportat. 1 on offices. 

6.  Vehicle r-elea&e files. By vehicle nui:iber. Diapose 4 years after 
vehicle leaves agency 
CU.St.Ody . 

• 
SUPERSEDED 



'SUPERSEDED

• 

l"PMR 101-11. li 
AugWJt 1 ,  l91'L 

GENERAL RF.COFIDS SCHEDULE ll 

Thia achedu1e prortde for the disposal of all cc,piea, vherever located in an agency, of recorda 
relating to the space aod maintenance, exeeJ,t as indicated below, Recorde doe-=enting these 
function• pertain to the aequil!i t1on, aJ.loe11tion , utilh:ation, end release of' apace and include 
related correepo11denee end reporte aubm tted to the General Ser'ri eee Ad!:linilltration { or equi-1.ent 
agency Yith simlar GOTerucent-vide responeibilitiea) as d1r-ected by lav and b)' re�tion (60 
Stat. 257 and GSA Real Property Managei::ent Regul.ation Jio. 3 ) ;  correlJJ)OUdenee and force relating to 
the CO!?!pilation of directory service lietin�; identification credential.a and related accountable 
records; requests f'or building and equip1:1ent eervieee; and correspondence Mlea reflecting the 
aeti1'itiea of the unit reeponllible for handling Bpaee Md related matters vtthln the agency. 

Thie 11ebedule does not co'Ter (a) copies of these record.a th.at are an integral. part of account.able 
officer ' s  aceo1mto {Sehedu1e 6) ; (b) r-ecordB or procurecent and supply (Schedule 3 ) ;  (c) records 
vhich reflect Govemnent-Yide progr8.l!le (ouch as the records held by the Public Blllldinge Service 
of the General Servi ces Aru!dni st ration). Any re cords created prior to the eatabl 1 ebnent of the 
Public Building Adi:tinietrat.ion in 1939 cruet be offered t.o the National Archives before oppl.ylng
theae disposal inatructions. 

ITEM P.ECOMMERDE'D 
HO. OESCRIPT!Ol'I OF RECORDS METHOD OP rrLmG AUTHORIZED DISPOSITION 

RECORD.§...£F�RARY VALUE: 

1. Correspondence files of the unit Conform to a,;ency Di11poae 2 yeare art.er file 
reepor:,,eible for space and cain­ practice; start a ie closed or 2 years arter 
tenanee i=atters, pertaining to ita nev file every 2 years. date or docUl!!e?lt it breaks 
ovn sd::!.inistration and o�eration, in the file differ rroc 
ar:,,d related papers. that suggested hereltl. 

• 

2. Records relating to the alloca tion. 
utilization and release of space
under 88eney control, and related 
papera to Cer:,,eral Sel"'Vicea Adi:u.ni­
atration, 

a. Building pl4n files and related Conf0rt:1 to agency Dill'J)Oae 2 years after 
agency records utili�ed in practice. tendnation of aaaigncent, 
epsce planning, ssaignrnent Md or vhen leaae cancelled, 
adJ..s t:ien t or llhen plans sre superseded 

or obsolete. 

b. Correspondence with a.nd reports 
to otsrt agencies relating to 
agency space holdings and 
require111ente. 

(1) A�ncy reports to General COnforc to agency Dispose 2 years arter date 
Services Adr.linistration practice. or �rt (ln aecord.-nce 
regarding space occupied with item l) ,
in "MetrO!')Olltl!Ln Washing­
ton" and "Outside the 
"Dlstriet of Colu:ibia, '' 
and rel&ted papen. 

(2) Copies in subordinate Conforc to agency Dispose 1 yeu arter dete 
reporting units o..ad practice� of report.
related �rk papers • 

• 
SUPERSEDED 



ITD1 
!f..Q.,_ DESCR�� OF RECORDS 

l. Correi,pcmdence, rorms end 
other recoriu reating to 
the COl!lpilatior,. or directory 
aerrlce lht.inge. 

4 .  Identification credentials and 
related paper11. 

a. ldenti rieatimi credential.a 
including carda, bad3@ s ,  
parking pen:dt11a, photographsa, 
agency pemi ts to OJ)erate 
motor vehie' �e,  and p�rty, 
dining roe� and visitor:, 
puses, m1d other 1dentir1-
cattoo eredentiala. 

b. Receipts, indicei,, lii,tings 
and accountable reeordB. 

5- Requesta for building and 
equ!pcent raintenaoce se:rrlcea, 
excluding fiscal copies. 

REC<Mfi'lIDl!:D 
METHOD OF FILIJIC 

Conform to agency 
pract ice. 

Chr0Pologieal].y by date 
of return of credent.le.ls 
to issuing office. 

Confon1 to agency 
practice. 

Hu::lerieally by control 
or �uisition nu1:iber. 

At11'HORIZED DISPOSITIO� 

Dispose 2 !1101\tha arter 
illauanee or listing. 

Dhpose of credentials 3 
l!W;lntha after return to 
ieeuing office. 

Dispoee aft.er all listed 
credentiale are accounted 
for. 

Ohpoae 3 1:10ntha arter 
vork perfonied or 
N!quialtion Cllllcelled. 

• 

• 

2 

• 
SUPERSEDED 



SUPERSEDED 

• 

FPMR 101-11 . 4 
Augu11t l ,  1974 

CJEl/ERAL RECORDS SCHEDUU: l2 

C=unic11tione Reeord■ 

The principB.l records documenting eolllffl.unication functions include JlleBaenger aer,,ice daua, vire and 
virelese service control and operational record11; sui:cary or long diatanee telephone reportsa; 
postal recordBa, eonaiating or poat orfice .ror,:19 and eupporting papers; .cm.fl cODtrol records and 
aupporting and rel.ated papere; and agency eop1ea ot penalty all report• to the Poat Otrice 
Departr::,,ent fome:rl.y required by statute. 

Thia schedule cov�re the records described belov, wherever located in an agency but it doea not 
cover recorde vtJ.fch reflect Govemment.-vide pragrllnBa, euch 1110 rec:orda held by the Postal Service 
and the Automated Data Telecoccunlcat.iona Serriee or GenenJ. Services A�iat.rat.ion, rather than 
ad:Lin1atrative e11,11agement functions. AJJ.y r1?eord.ll created prior to Janua.r,- 1 ,  1921,aust be orrered 
to the liationa.l. Archives befol'e applying these d181)088.l instruction a. 

ITEM RECOMMENDE:D 
!!Q.,__ DESCRIPTIQl'f OF RECORDS METJ!OD OF FILmG AUTHORIZED DISPOSITICfi 

RE��a..Q!_ 'l'EMPCftARY VALUE: 

1.  Messenger ael"Viee records including Canfo?'l!I to e.,.;eney Dispose a.t'ter 2 1!10Qtha . 
daily logsa, aaaignN:nt records and nr11.ctice. 
1natruct1on, dispatch records, 
delivery receipts,  route achedulee 
and related and llii:,il.ar recorda . 

2. Correspondence and reyort files Confom to agency Diapose 2 yell.1"8 after rue 

• 

or the uni-t reaponai ble tor the practice; i,tart a new­ 1a closed or 2 yeare after 
eOII:lllUnieation runctioo ; pertainiog rile every 2 yea.rs. date or doc=nt i t  break 
to 1 t11 ovn ackdnietration and 1n tile di rrera f'rocl that. 
operat.1011, and related papen, suggested herein. 

3. Wire Md virelesa service control 
Mel open.t�onal recordi, . 

&. Machin"' copies or inco:i..lng 11.11d Conform to agency 01.DpOSe after 6 mmtha. 
outgoiJlg cieesages ,  oeaaage practice. 
regi st...,rs, operator ' s  and 
eq_uipnent service logsa, per-for­
rnanee f'eJ!Orl.!1 , daily load 
reportis, and related and 
ainila:r "'cords. 

b. Telea�ograph &11d teleaerlbers Not 11.ppllcable. Diapoae a.t't.er cie11s� 1a 
tapes. diepatched. 

c .  Or!gi.n�l copi es ot outsoing 
i=eaeagea retained by vlre 
mid Vi�leBB Ber-rice. 

{l) Auihorization copy not Chronologically. 
durlicated elsewhere ahmring 
titlle or dhpatch. 

{ 2 ) Am:hori zation cow Chronologically . Dispose after 6 J:10D.th11. 
duplicated elsewhere and 
Bh<1"1Dg tll:le of dispatch . 

• 
SUPERSEDED 
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SUPERSEDED 
GENERAL RECOR.t'G SCHEDULE 12 

ITEi-i RECOJ,tffil m:D 
!!.Q_._ Dl!:SCRIPI'I(l'I OF RECORDS METHOD Cl" fILING 

S=aries or long di 5tiu:ice By orgMi�at1on&l m:iit 
tel�hcme reports Wied to IL!ld chronological..ly
indicate authori�ed uae or thereunder. 
telephone service as vell as 
to audit ei:penoe voucher. 

5. Po1111tal records coos18t1Jlg of Post 
Otrice f'om.1111 a.ad SUJ'POTting papers, 
exclueive of records held by the 
United States Postal Semee. 

a. Record.8 of recei �d or Chronologically. 
dispatched registered 1:1411 
pouches. 

b. Appl1cat1on for postal Chronologieally.
registration and cert1 fieate or 
declared value of matter subject 
to po11tal aurebarge. 

c. ReceiJ)t for incoming regi1111tered Cbronoloe;icall;y.
and in111U'ed ?Cail. 

d. Recorde or 1.ncaaing and out- Chronologica�. 
gol.ng registered and insured 
Cl'l.11. 

e , Return receipts tor regietered, Chronologicnlly.
insured, and special deli very 
ca.11. 

r. Report ot loH , rl fling, de la.y , Chronologically. 
vrong delivery, or other 
il!!pl'oper tres.t?:Jent ot ctail 
matter. 

g. Stateamt of Reading or Chronologically.
Metered Registers. 

6. Mail ccmtrol records and sUJ)Jlorting 
and related papers. 

a. ReCOTd!I or receipt and AlpbabeticlLlly by 
rout:lJlg or incQl:l.log and nime and chracolog-
outgoing mail otller thllll 1cally thereunder. 
(1) those listed in item 
5 , and ( 2) records Wied a.a 
indexes to correspondence
riles. 

b. Statiltical report! of Chronologically. 
postage used on outgoing
�il (air CIB.il, gp@cial
delivi=ry, registered,
foreign and parcel post over 
h pounds). 

2 

AUTHORIZF.D DISPOSITION 

Dispose after cloae or 
fiscal year 1n which 
audited. 

Dispose art.er 1 year. 

Dispose after l year. 

Dispose art.er 1 year. 

DiBp011e aft.er l year. 

D1spooe art.er 1 yes.r. 

Dispose e.tter 1 year. 

Dispose e.rter l year. 

Diepose arter 1 year. 

Dispose aft.er 6 conths. 

• 

• 

• 
SUPERSEDED 



SUPERSEDED 

• 

GENERAL RECORDS SCHEDULE 12 

ITEM RF.COMMF.NDED 
DESCFIIPr_I_�- OF RECO!U>S �P-OD OF �ILINC AUTHORIZED DISPOSITIONti..�-

c. BequiBition ror st=PB 
( exclusiTe or ec,pies used 
u Bupporting doc=.ente 
to p«.)'l!lent vouchers). 

a. 'P?'oduction reports of es.11 
J:aadl.ed and vorlc. perforr:,ed.
vith cecpiletions derived 
thei-ef'l"oi:,. 

e. Fecords in a�ncy rnail unitB 
of remittsnceB (check, ca.sh, 
atmerps and rcney orders) and 
other ve.luable enclosuree 
reeei ved through agency' a 
Clllil unit in incoi:iing mail. 

r. Reeorde of and receipts for 
�il 11.nd packages received 
thl'ough the Official Mail 
and Messenger Service. 

1.  orrldal penBl.ty 12.U r�orts 
fo�rl� required by etatute, 
and all related �•perB . 

• 

Chronol()81cal1Y. Dispose after 6 =ntha. 

Chl-onologtc:ally. l)1 Bl)Oae art.er l :,i!Br. 

Chronologically. Diepoee after 1 year. 

C!hronolog1 call.v. Dispose a�er 6 ir.onthB. 

Chronologic!Llly. Dispose after 2 years. 

• 
3 

SUPERSEDED 



SUPERSEDED

• 

P'PMR 101-11.4 
Augw1t 1, 197L 

GENERAL RECORDS SCHEDULE 13 

Pr1,Dt1051 Binding, Duplicatlon, end Distribution RecOl'd& 

Thie acbedule pJ"CVides for the retention or di11po11a.l. of all copiee, vhereva located in the Bf,ell!;Y 
of recordl!I that relate to pr1nt.ns, bindin5, dUDlicating, l!llld diatribution, except u indicated 1n 
the 11e...-eral iten11. The principal

t!
records doc=ientiDg theae tunetione are: (a) Recorde 

pertaining to requests t'or service, control, production and diatribution of 1.Ddividual Jobs or 
projects; thia i:aterial noM:m.lly consists or requisitions requesting aervice Bnd registero or 
similar �edia utilized to control the receipt or the requisitiona , and to  record the production , 
distribution and cost &ne.l.yeie vi thin the aperating units; Bnd (b) Correspondence e.nd report
files reflecting the activitlea of the unit responsible for harulli.ng the printing, binding, 
duplication 1111d di stri butioD cat ters vi thin the a,;=cy. Any records created prior to JB.Dua.r., 1, 
1921.crust be offered to the Rational Archives before applying these disposal 1natruct10Ils. 

This schedules does not cover (a) records retained by agenciea for on-the-site audit by the 
General Accounting Office; (b) aP,ency rnecorandu::,. copies vhich are piu-t or the accountable officers' 
accounts (Schedule 6); and (c) records vhich rerlect e.gency progr� (sueh BB those or the 
Governi=ient Printing Office and the Bur(!au or Engraving a.nd Printing) rather tha.n administrative 
oanagecient t'unctions. 

ITEM RECOw.F:IDED 
no. DF.SCflIPTlC>.'1 OF RECORDS METH OD Of. FI LIJl G A\1I'HORIZE:D DISPOSITIOIJ 

REC.QB.Op OF CONTINUI/l'G VALUE: 

• 

1 .  Copy,  In duplicating or By aeries and there- Disposal not authorized by
dis�ribution unit, of each 1mder chronologically th1e schedule. (Transfer
publica�ion, poster, chart, or by eetablished n=­ to Peder&! Records Center 
directi!ve, regulation!, book- bering pra.ctice. vhen 5 years old.!) 
let!. speech!, fonu, press release, 
Bild sirtllar i::ater1al. (Thia i tei:i 
does not cover copiea and related 
progran materii!Ll retained :In 
originating office.!) 

P.ECOR?!� OF _'l_:E»ORARY VAUJE: 

2. Con-e1pcmdence riles or the unit coorom to agency Mspo11e 2 years af'ter tile 
responsible ror the printing, practice, start a nev is closed or 2 yeare after 
binding, duplication and distri­ file every 2 years. date or doeiment it break 
bution mattera!, pertainin� to its in file differs fro::i that 
adm.n1strat1on and operation, and SlJ8ge&ted herein. 
related papers. 

3 ,  Job or project n!cords containing
all papers a.nd data pertaining to 
the plannln� and execution of 
printing. binding, duplication, 
and distribution Jobe. 

a. Files pertaining to the llulll.erleal.l,y by control Diepoae l year atter 
aceocplish::lent ot the job, or requiaition nu::iber. ca:iplet1on of job.
cr;mtainlng requisitions, bills,
saaple,, J:111.lluscript cleiu-ances, 
and related papers e�clusive of 
(1) requisitions on the Public 
Printer and related records!; and 
(2) records relating to ser vices 
obtained outside the agency.

b. Piles perta1.n1.ng to planning By series and Dispose at't.er 3 year11.
and at.her technical utters. chronologically . 

• 
SUPERSEDED 



SUPERSEDEDGSA Re1. l 
.lppend.1:a::!' 
( 7-10-5.3) 

IHM ru,;c OKsAl:JIDEO 
RO. t£3CRIP1'IOO <F Rr.CCIU>S ME'IHCD Cf' FJUNG AurHrnmD DISPOOrrICJI • 

4, Control r11gistere pert&inins: to I/W1orically by control Dispo:,e l yoa.r aft.er cla. 
requlsit.iona and •ork orders. or requidt.ion INl!lber. ot fiacal )'IIU' 1n which 

coapiled or l year after 
fillinB of register, 'lltlich­
e1'1'3'r 1a applicabla, 

5, Ma Uins lists and re lated oa teria.l. 

a,  Correspondence. request !or11t1 and Alphabotically by Dispo,e after appropriate
ot.h!lr record.a rel&t.ing t.o che.ngo11 in nai:e wi't.hi.n i:ail� rerlsim or Nilirlg U.t. 
ciai ling Ua t.8 • group, ar !l!'t.er J 1!!10nt.h9 • which­

lfftr in earlier, 

b, C&l"d liste. Alphab1tiee.lly b7 Dispoae of 1.ndirldual Cuda 
nam, when canoolled or 1'9viaed. 

c ,  Plate or stencil rMili.n,e list:,, Alphabetically by Dispose at plates or et.enclb 
JW:19 within nail� when c&nMlled or reri1ted. 
:;raup, 

6. Rel)orts to Cona:reu and related recOl"da. 

a, Agency report.11 to Joint Goc:n t.t<:e Cont'Ol'r.l to agency Diapoae after .3 �&rs, 
on Printing ngarding operation or :,ract.ice, 
Class A and B Plants and inventori.98 
0f printing, 'bindin«, and related 
equip:�mt. 1.n Cl.as8 A and B Plant11 or 
1n :.itoro.ge. 

b, Copies in subordinate n,port.Lng units Conforl!!I to agency Diepos'!I l )"!Ar a.!t.er date 
am related "ark papen. oract.ice, ot: repOl't.. 

1. .Retord:.i r,elat1ng t.o 1.nterll/\1 l:'l!Lnagollllnt Con1'onn to ageney Dispose alt.er 2 years.
lll\(j operation ot t.he 'II.nit, practice. • 

It.e::,. 1. ltlny ageneiea depend on t.hel.r duplication or distrl'but1on units t.o reta!.n record copuis of all 
docur.ienta QI this type. For that reason it is not pos31ble Lo authorize by gemral achedul.e the diapoaal
in auch untt.s or these copies boca.use Lhe documnts are of basic value in docimant.i.n« the history and. 
aetivitlos o£ the agenc1. U agoney prOced1D"e:.i provlrla for retention of record copiaa 1n the units 
orf«inliting the doeur.ent or elsewh8re, Cit.her copies, including t.hou11 in the printing Cll" di1t.rl.bution 
unit.a• l!IB)' bo dispoeabl.a but. 11ueh det.eniinat.iCl!l.9 cust be made in the case a1' each agency. 

ItAm.! 2 And 7, T�se are routine Cilt!e reflecting t!m aet.1vit.les of t.hll aervice operation group 1n. 
aclilii19t.ertiiii: its internal QS.n&ge1:1ent. and operation,. Polle:, docllCllntation ill normlly available ill 
files at higher acb:dnielratl ve l.ewllll, The record.! an, held 1.one enouch to eatillfy adm.nlst.ratiw need!, 
and hne no oth8r 111.gnificant n.11111. 

ltem ). Ti.,,o filee are the technical, oporatLonal, production, and reated papers pel"taining to tl'II 
ji'liriiirng an:1 execution of the printing, binding, duplication and d111trlbution jobs, 't'ho 'l'llquisitiona on 
Lha Public Print.er and N1ccrd11 relating to eervices obt.airmd out.s1dl!I tha apne1 are Mt, cov•Nd by thia 
1t.ec since they are provided for in Schedule .), The l"IICOI'WII are retained !or a IN!ficient period t.o 
aat.1st'y •d:i1nist.rat.1ve and reference ne.edll aft.er cocplat.ion ·ae the job, 

It.em!�. The� nigl1ter11 are utilized in the aperat.ing units to control the receipt ot requialtiOD.!I and 
•ork order11 to IThich product.ion, distzibut.1on and co.,t anal7aia data are po1ted. Their purpoee 1Jil aen.d 
when the a.ctivities to which they relate are completed, 

It.Im S. These records are utilized 1n t.tm cairltenance and ad.1:d..nilltratlon of calling Hat.a, The Prlnt� 
iiiam"nding regul11t.1on publ1.11hed b)" the Congre3sional Joint C=!t.tee on Print.i� 1"'8qulr9a agenciu t.hat. 
11181.nta1n 1%1illng lhh to revise ther.1 at lea.st. once a yuar by caking 1nqul.r7 � to �ther the public&tiom
distributed are desired by the p!reon to wh0111 addre1s,ad. The tilaa haw little further q.lue when the 
111Jrvicea t.o 11hich thoy nil.ate haV'!I been pcrfonied, 

Item 6. 'I'Jie Con(:r"!l!don:il Joint Committ.se an Print1na re:iuire11 that all heade or Departr.onts or '-gercill1
opera Et� "!lrint,ing !"lants" sub::lit, reports on Corns tumbhert by the Comr.dt.t.ee, not lll.ter than JO dlya
a!'V!r t.hc close of spoclfied period11. TheM reports and re lated paper, ire held lOJlf: en01.1gh to satiaty
the needs of the a,ency, •

-2-
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SUPERSEDED 
1'PMR 101-11.i. 
Augu!lt 1 , 1971., 

CENEAAL RECORDS SCHEDULE lli 

Inrorcational Services Records 

Thia schedule cover11 certain records pertaining to inf'on::a.tion 11ervice11 performed by Covem1:1ent 
BRenclee in their dl!J' to day affairs !Llld in their relations Yith the public. Except as otbervise 
specified in ind! vi dual 1 t=e, it appli el to copies or lbeH reeorde vherever loc: ated 1 n Bn agency.
!tet11s 2 &nd 6, howe-rer, &re &!11)lic11ble only to !ilea i::aintained in t'o?"llllllly destgaat.ed inforca­
tional orficea to 'Which hae been aesigt1ed reaponatbiltty for the operation or the infol'Clltlon11l 
activities or the egency or a subdJTlaion tbereor. 

Theoe records cons1 et or routine 1nqu1r1ea, Te'!)ltes ther-eto, other correspondence tn which no 
unusual adcinietrative decisions, policies, or efforts 11.re involved, and adainistrative background
i:aterial8 tor fo.n::al int'on:ational releases. Closely related records, such 11.8 certain records 
relatln� to budget preaentation lllld printing, duplicating, aDd distribution records, are covered 
by other ge'lleral records scheduJ.ea. Any records cre11ted prior to JMuary 1, 1921.,ci:st be offend 
to the National Archives 'before applying these disposal in11tructione. 

rm, RECO�ED 
l'IO. DESC'RIPTIOll O"!' RECORDS MEIITOD OF FILil'IG A UTROR I 'ZE'D DISPOSITION 

1.  Ca:plete set of for12l infon=a­ Con form to agency Disposal not author1 zed by
tlonal releases an.d publi cat1ons, -practice. Start e new this schedule. (Tre..nsrer
euch as press relea11ee, preso file every 2 years. to Federal �ecords Center 
conrereoce tranocripts, official I. yeo.rs 11.rt,er close or 
speeches, graphic prognss 1"1.le.)
presentations, end indexes thereto. 

• 

2. Subject rt lee or formally designated Conform to agency Disposal not authorized by 
informational offices, not covered practice. Start a nev thh schedule. (Transfer 
eleevtiere in this schedule. file every 2 yeare. to Federal Records Center 

2 years aft,er 'break to 
rile.) 

3,  Requeat for information BJ1d copies Chro11olog:l cal]y. Dispose 3 months after 
of replies thereto r involving no lran ami t till or reply . 
administrative actions. no policy
deciaions, end no special
COl:IJlilatlons er reaeo.rch and 
requeste tor and trensci ttals or 
publications, photogr11pbs and other 
informational literature. 

4. Acknovl�ente and tranm:rl t tau Chronologi ca1l;y . Dispose 3 C1D11the after 
of inquiries a.ad requests th11t have acknawledgi:,.ent end 
been refel'ffd elell!Vher-e for reply. refe..-re.1, . 

• 
SUPERSEDED 
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ITEM REC(MIDIIJED 
1'10._ DESCRIPI'IOl'i 01' RECORDS MF.TROD OF FILING AUTHORIZY.D DISPOSITION •
5. Daily preas 11erriee teletype Chronologieall.y. Dispose after 3 =thB. 

news. 

6. Informational sernces pl"oJect. By project. Start a Dispose l year art.er close 
ease tiles r::aintained in torca.lly nl!V file e very year. of 1'ile or 1 year after 
designated infor=atlonal offices. ecmpletion of proj ect if 

�thod of fili.Dg differs 
from that suggested herein. 

7- Anonymous letters, letter11 of Chronologically. Dispose after 3 ll!Onths. 
ern:::iendat1on, eo=pl&int, eritieie� 
and !lllget'!Stion, 11nd replies thereto, 
excluding t.hoae on the buia of 
11hich ln'"°stigations vere �ade or 
administrati!ve action ta.ken and those 
incorporated in indi!vidual peTsonnel
Teeords. 

8.  Bibliographies, check lists, &Dd Confon:i to �ncy Dispose vheo Bupel"!leded or 
indexes or 118'eney publications practice. obsolete. 
end relesees, ;exeept those used 
as indexes to  forcal lnfor12tional 
relell.lilea (see ite:i 1). 

2 
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SUPERSEDED 

• 

Fl'MR 101-11.h 
August l, l9TL 

GmE!tAL RECORDS SCHEDULE 15 

Rousine; Rec:orde 

The housizl.g records covered by this echedul.e include tiles &nd data accw,ruJ.ated in the i::a1ntenance 
1Md !09-D&gftlent or Federally Ull?led llltd operated hOUBfng t'adll ties vi thin the cOlltinental United 
Sta tea ror c1vl. llan e:iplayees of the Federal Govern=t, 1:1ill tary perscmnel, a.nd otbera eligible by 
lav to reside in the pi-oJecta. These facilities 1!11.Y consist of lOW' cost quarters located either 
Vith1n or adJacent to the confines of Federu installationa, or in a critical defenae or other area. 
Thia achedul.e includes housing records c:aintained by housing r:anagers and housing or quarters
offices , but does not co"Yer tha headq_ua.rten or staff of rice !'i lee or the auper-rlsillg agency, or 
the tiles or the ll1JD, llatlonal Capital Housing AuthOTity, the Departi::ent or Health, Education, and 
Yelfare, or the Veterena A<minietration pertaining to program operations in pl=ning and finllllcing
housing facilities. 

1-'.aintenance records reflect repair 11Dd general upkeep of the housing project or uni ta. !olanage:!l!nt
involves thl! ASsi�rll!nt BJ1d rental of uni ts, nnt collection and other f'iecal operations, and 
OYer-all supervhion. llovever, rental charges for mlitary pereoMel are nori:ally represented by
cbeckages made againat pay accounts. 

Certain houain11 reeorda are su.bject to the provisions of other General Records Schedules. Su.pply
and nacal rile a are covered ey General Recorde Sehedulee 3. end 6. Schedules 1, 2 .  8, end 10 � 
also be involved. Many recorda or agent caahie:ra serving aa housing rental i::nnagera arl! sil!lilar to 
th01e of other FedeNLl accountable officers and are dieposable under General Records Schedule 6. 

I'l'E» RECOMMENDE'I> 
�--· DESC�I_l�rION OF RECORDS lfl:l'HOD O? FILING AUTHORIZED DISPOSITION 

l. Correapaodence files pertaining to Con.ton:. to agency Di apose after 2 years.
the caintenence and canagei:ient or practice.
housing proJecta. 

• 

2 • Ha 1 ntenance and repa.1 r recoTde tor 
individual uni tB • 

a. Su=ary card or ledger record. By houeing unit Dispose 3 fiscal yeani
claui ficat1on follCNing cloae of fiscal 
sche!"'-e. year in vhich unit ia 

closed to tenancy or 
leaves agency control. 

b. Work orders, requiations, end By vork order or Diapose 3 fiscal yean
related papere involved requisition nu::,ber. follaving close of tiaeal 
repair and !!taintenance work. yea.r in which vork ie done. 

3. Report■ pertaining to housln11; By N!port and Diapoae after 2 ye&ra.
canagetlellt, including expenditure, chronologicall;r 
eurvey, collection, and other ther-eunder. 
atattatical and narrative data, 

L. Lease Nlee, including copies or Alphabetical],:, by Dispose 3 nseal years
leaaea, renevala, teml.nation nar.:e of ten&11t. folloving close ot fiacal 
notices, and related papers. yeor in vhieh (a) lease 

termination, lapee, or 
cancell.ation occur.I, or 
(b} litigation ie 
concluded, vhiche\l'er is 
later . 

• 
SUPERSEDED 



ITFJ-1 REC01'tm!D!D 
� DRSCRIPI'ICfi OF RY.CORDS ME"J'ROD O!" P'I LING AtrI'IIORIZED DISPOSffiON 

•
a. Individual tenl!.llt cards. 

b. Individual hoWling unit 
cuds. 

' 6 . Furn11h1ng inventor:, files, 
pertaining to i tees included 
in f'Uraiahed uni t11. 

7. A�lication files (other than 
cople11 in lea11e f1 les} . 

a. ReJected application files. 

b. All other.11!. 

Alphabetically by 
nar:e of tenll.nt. 

By housing unit 
cle.esi fica tion 
mmber1ng 1chece. 

By housing unit 
clasa! ficatiou 
Bche:ie. 

Alpha'betical.ly by 
nai::e of applicant. 

Alphabetica]J.r by 
nai::e or applican t.  

Dispose vhen ten.11.Dt vw.catea 
unit. 

Dispose 3 :1"1sca.1 years 
arter clo11e of fiscal year
in which unit is closed to 
tenancy or leaves Bf:etiey
control. 

D111pose 3 riaeal years
after clOlle of fiscal year
in vhich f n vmtory 1B 
superseded. 

Dispose 1 year tra:i date ot 
reJectiou. 

Dispose art.er 2 yeBl'1!!. 

• 

2 
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SUPERSEDED FPMB 101-11. 4 
August 1, 1974 

GDIERAL RECORDS SCHEDULE 16 

Adcinistrative MMagetrient Records 

This schedule provides ror the re'tent1on O't' disposal or eertain records relating to administrative 
i:ianage?::e-ot activities in Federal 9ll'encica. Theae aetivities involve the directioc BDd cantrol of 
tho11@ 11tafr and cana,:tt1mt i1:1provement progrll.lll!I not under line personnel directing !IDd controlling
aubatant! ve operations and progrlll!'.ll .!. They exclude records or operating personnel, budget, a.ecount­
!ng, and printing runction1, vhich are covered by other General Records Schedules, but include 
records or related specialized procedura1 and i:anage�ent stafrs. Included vithin t�e ecope or the 
schedule are the r.,ost l'?'equently found !ilea wich are created iu the course of organ! zetional 
planning, develop:ellt and aii:,:plificetion or procedures, records 1:18.Dage�nt activities, end a�ini­
strat!on or =a,,;er.ent icprovcr.ent progrllr'..s. Ceneral Records Schedule 1 (ite=ii 12 and 13) provide 
tor the disposition or case files on 1ndiv:1duala 1nvolved · in incentive avard and similar type, of 
C'Uleger.ient !crprovei:ient prograi::s. Aw records created prior to JBDuar,y 1, 1939, cust be offered to 
the llational Archi ve11 before applying thene disposal instruetiODs. 

The org&Jliv:ational locations and titles of adm.nietret!ve mnage:ient unite very fro::i agency to 
agency. They cay be scattered at n=eroua levels or locations. or 11183 be centralize�. For the 
purposes of thi11 schedule the nO!:!enclature etandarda eet forth by the Senate C=1ttee = Gove=nt 
Operatton11 in Senate Report !lo. 245, 80th CoogreH, lat 11eaaton, are fOllOlled: the first organiza­
tional level vithiu Ill! agency ia the bureau level, subordinate co=pon�tB are succeesively division, 
branch, section, and unit. 

This schedule ie based on the"!presu=ptton that cen�t activities are carried on by a specialized 
person or un1 t vi th at leaat di via ion-vi de and usually bureau-vi de or a«ency-vide nsponeibili ties 
OT by a ..,-oup or euch persons or unite in an agency, el.though itll provisio= are applicable to 
exactly eomp&l'able records or agencies v:ithout such ron:aJ. a11Bl�t11 of reepoc!libility. Many
aiailar or eoi::pa.rable record& created et lover org11I11zat1onal levels oY in field offices v-ary so 
greatly in cootent, value, and arrang�ent that they are not coTI!red by tbie schedule .. 

Becau11e or the nature or the activ1t1e11 d04;u::euted·t,y admi.niatrative canag=ent records, a 
relatively l.ar� proportion of thftl ere of continuing value. Files pe:rtainiog to a l:lBDagecient
!)rogra::i in a vell defined area, auch aa reJ)orta can�t, eonshlt prli:arlly of detailed eMe files 
on each ron:i ar report and ror a liciited period of th� are or 11dl:llntatrative i1:1p0rtance. Files of 
progra:s coverLag_ broader and 1:10re diverse fi<'ldil, such a.a organiz:atii;mal plancing studies,  
norczlly conniat largely of project files, vhich are eetabliahed for each separate proble� assigned 
1'or ln=et.1ge.t1on � the ttsulting cue tile h ufiUll.lly or eantin\rl.ng V&J.ue 1.n doc::u:,enUne; the.
history or h011 the �ncy conducted 1 ta bu111neee. In e! ther event there i:i 11. residue of ICJlh-ral ·. 
�terhJ.a. Theoe cay include vorklng papers that do Dot ha Ye a direct bearing on the transaction, 
prelhdne17 or intel'llll!diate drafts or documents and prelicdn� work sheets that do not represent
signirt cant bBllic at.eps in the prep11.ratlon of f'inal drerts, letters or i:irmoranda. or tr&nsmttal 
and acknavledf!Hll!nt, rout!ns slipa, &nd extra copies or doc=ente. 

ITEM RECO!-!MEm>Et> 
!!...Q.,__ !)_E���_I0:1 OF RE.£.Q!!!;§_ 1-!F.THOD OP FILfliG Al!MIORl7.Etl DISPOSITION 

1. Copy of each lntenial directive 
lesued by or ror the heed of t.h• 
agll!ncy or of &ny bureau or division 
thereof, together vi th auppol"'t�ng 
ease f1 le, 1 r &ny • 

Conform to �ncy
crecti�e. 

Disposal not aut.horized 
by this schedule. Trana!rer 
to inactive tile vhen 
superseded or obsolete. 

SUPERSEDED 



ITEM 
JfO. 

2. 

5. 

6. 

1. 

8. 

9.  

10. 

DESClUPTICY.f OF RECORDS 

Copy ot eac:b. paaphlet, � , 
leaflet, graph.f c presente. tion, or 
other published or processed
doc:u:ent. end of the lest =ianu­
script report {if not published 
or processed) on mAll8g�ent 
proJeets, to�ther vi.th eupport­
ing papenJ docu:i=ting proJ!eet 
inception!, scope, procedure, end 
ac:eor-i:,listm,ents (but excluding
vork papers as described 1D itec 
10). 

Record.a die�oe1t1ou fllee,
including descriptive 
inventories ,  disposal
authorizations, schedules for 
the retirement of recorde, and 
correspondence or �einoranda 
relating to revisions. 

FOTl!IS riles containing data 
shaving the inception end 
scape of the form, the pl"Ogl"BZ:I 
or administrative purposes
se�d by the fo?"l!I, end the 
related procedures instituted,
revised, superseded, or 
cenceled, 

Copies or t'la!l&ge:ient improve­
-nt reports, subl'.dtted to the 
Office of Manage=en.t. an d '  
Budget. 

ste.ti8tieal reports of record.a 
holding!!. 

Project control Nlea, shoving
ass lgru::enta, progn:su, end 
eanrpletion or proJec:te. 

Reports coatrol �ilea: ease 
files on reports lbllt.intained 
ror each �rt created,
carieeled, or 11uperseded. 

Fon:is filea other than th011e 
contained in filea de11cribed in 
item. li o r  this schedule, !llld 
related indexea. 

Project vorking papers including
'bac:kgrourid 1:1ater1w atudies, 
an alyses, notea ,  rough drafts, 
interi.J:I reports!, !llld related 
y,apers pertaioii:ig to canagement 
projects, el!elU!!li ve ot dociments 
covered by 1tei:s 1, 2; 3, li ,  1111d 8. 

RECOMl-'DIDED 
METHOD OF FILING 

Contom to agency
practice. Start a 
nev file every. 5 years. 

Cout'oti:1. to a.gene�
practice. 

Confont to �ncy
practice. 

Cl\rollologi c11l1.Y. 

Chronoloi,ically. 

e,, project c0D.trol 
number. 

Nu=ericall.Y by control 
nm:1ber or appropriate 
coding syllt�-

Confon:i to ae;en.cy
praetice. 

By y,roJeet. 

AUTHORIZED DISPOSITIOl'I 

Diapoaal not authori�ed by
this achedule. Tra.nster 
to il'lactive file 'When 
aupel"!leded or obsolete, 

Di&poasl not authorl�ed '7y 
thie schedule. Tranerer 
to i1:1act1 ve tile 'When 
auperaeded or oheolete. 

Disposal not authorizlll!d by 
this schedule. 

Diepoaal not authorl�ed by
thie ochedule. 

Dillpo11e after 3 yeara 

DispO!le l year arter year
1n 'Which project ia closed. 

Dispose 2 ylll!ars art.er 
report is discontinued. 

Dispose Yhen. related fon:i 
ta d1ec<mtinued, auper­
eeded, or c:t1t1eeled. 

Dispoa� 6 ::onths 11f'ter 
fina.l 11.etion on project. 
report. or 3 years art.er 
co::ipletion o r  ?":port 1f 
no  final 11cti01:1 taken. 
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P'PMR 101-11.li 
AUgtlllt 1, 1974 

GENERAL RECORDS SCHEDULE 17 

Thie 11chedule covers cartographic, photograzcetric , ed related record, that have been created, 
used. or located in agencies of the Federal Govel"nl:lent. Any N!lcords created prior to Janll8.l"y 1,
186D.!C'\19t be offered to the National Archives befor-e applying these diapoaal inatnictione. 

Amcng the cart.ographic records are �pa and such variant fon:111 of graphic presentation u cb&rte 
(hyd1'0graph1c, nautice.1, Vl!ILther, aeronautical, md the like)!, cartograc.s, globes,  end relief 
codela, which have been prep&red or used in connect.ion �th the official activities of the United 
Statea Oovemi:ient. 'The 1:14!)!1 and cltarts are Hated in various 111tage1 of co:::pletic:m n-oc the 
1>lanetable or aittilar dr!lving to the final publication. 'The vord "publication" ae u11ed 1n this 
echedule 1:meno reproduction by printing, photographic, end other cethods in cultiple copies ,  
vhether for li=ited or gener&l distribution. 

'l'he photog1'1lJ!:letr:lc records include· the &!!rial fi l.i:i uid other photographic i:aterials U8ed in 
c.apping. The ttlated textue.l records are those \lti.lch fort:i a.n integral part of the r.ap-aalting
actl v1tiea of agencies 11.nd include Neld survey note s ;  project, r::ap-hlstory. and slmlar files; 
control& Md c<mputations; end finding aids. 

Cartographic records of coctinuing le�al, adnic1etrative, and research value are or tvo princip&l
kinds: ( l) those created or checked 1n the field on the basis or surveys and observations or 
t'ra::i photogra=etric sourcee; mid (2) one copy or eac'n edition or variant of each publhhed 12p. 

The first grou� ia retained as the pricary source cateriBl rr= vhich the published i:aps &re taken 
and Yh1ch often contdm1 1:10rt infon:l&tion than ie included in the publ1eat1on11. The published cape 
are retained aa the SU!:! ot the c:ap-�ing acc=PliehcenlB of' t?!e ag�ey 11.B well as tor admini-
11 tre.t!lte . lee;ti.1, e.nd resea:rc'n use. 

The records created in .the intercediate etagee of �phi=aking, betveen the original survey records 
and the final caps, are for the most part tel!IJIOraey record■ and can be disposed of'in aecordance 
vi th proviaiona or this schedule. 

There is not a eutfici!entl,v standardized terunologv to perait the use or universally accepted 
titles for the various records created in the l':l!Lp-l:lllking process. For that reaaon additional. 
deecriptions of the records covered by each iteci are included l n  the appraiaal section of the 
schedule. 

CARTOGRAPHIC RECORDS 

The cartographic records listed belov include the 1110Bt signi f'lcant onea created in the i::ap-i:iaking
B8t!IICies or the Federal Gove,-ru:,ent. The itecs are listed app:rodciatel.y in the order in vhich the 
records are created during the i=ap-i:aking proce111 regardless of whether the caps an! baaed on 
field VQ'l'k or office co:rpilation • 

SUPERSEDED 
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CSA Raf;!SC) 
A.ppendlx B 

GEJHl\AL RECCJWS SCHEDIILE 17(�-54) 

The t'1.nlll published or rinJ.ehed COC1poalte m&nuscr1pt aapa cr&ated br each agency arti ge11ora"7 ot 
eDdur!Dg valus u are the or1gill'11 dravill,ga atid, related record11 baaed on preche ob11erv11t1one aDd r:iea11ure-
1:111nt11. Records created during t.he 1.nte�lat.6 map-cmt:lcr 11tep11 are far the moat. pu-t .:l.iepo114.ble after tb9 
.maps have been eocpleted or published. 

ITD4 
OIBCRIPTION OF RIX:CROS !Q.._ 

Planet.able and e1.ci lar t'ield ca.de dre.wir.ga 
and related 11111,terlala. 

St11reophotogn=-.11trlc dro.vings and role.ted 
aateriala, 

J. Fl&ld coi::pletlon boarda of the st.ereo­
c0fflP1led 11111.mlacrlpt. 

4, F1eld cor.rpletion board ar bluell.ne and 
al..milar prints other than t.boae derl�ed 
fl-= 11tereophotogrll.Dlllllltric origin, 

5. O,,er la7 and s1.!!d lar dralrl.Dill prepared in the 
field on the baeia ot field IIUl"Veye. 

a, Thon only partially duplicated 1n 
resultant Clllp. 

b. Thoae co::rletal7 dt1plle11 t.ed 1.n rtll\ll tent 
cap, 

6. O,,erlq and !!11.m.l.a.r draviqs prepared ill t.ho 
otrice OJI the baeie of oompilatioo. 

a,  Those OII.Q' p,i.rtulJ.1 duplicated in  
resal ta.nt mp, 

b, Thoee co::pletel1' dupllcat.ed in 
.resultant J:111 p. 

7. .H&llwlel'ipt office cocp1lat1ona, derhed f'rm 
other t.baD fidd IIUl"TeJ'ill and atereophot.olJ"Ul­
•t.ric aouroea, that have 11.at. been publl1hed, 

B, Coi=poalte l:llffll9Cript otrloe emp11at10a1
derived frCICI field 51D"V111 and sil:d.la!-!SCIOU1"CH 
and on}7 partiaU, roproduced 1n publlahed 
i:ape. 

9. 14aauacr1pt office compllaUona, derhed fram 
other than nel.d i,urve7 and atereophototir&Jll­!SC
melric 11ouroea, that an 1:1.ot unique becauae 
the7 ban been published. 

10. Color aeparation boards or a1u1wicr1pt, for 
reproduat1on � related material■• 

SUPERSEDED . 

AlffllCIUZED DrSPOSIT!__� 

Diapo!llll not authorized b: t'.-111 &ched.ule,
(Tre.n:ifer to Federal Reeord.11 Cei:i.t.er iii &Ia1ual 
bloek11 l 7ear art.er puillioat.ion or cacpletion
of resultant cap.) 

Disposal not authoriud by thill schedule. 
(Transfer 1.o Federal Reeordn Cent.er in annual 
blooka 1 year art.er publication or eocpleti011 
ot reGUl ta.tit. map,) 

D11po11e l ;year 11.fter publication or cotiplet1an
of the reeul tent map, prOTided tbe7 are not re­
qu.i:red for any f'uture revision. (If l"equ1red 
rar f'llture revinlODs, traoDfer to Federal 
Record11 Cent.er 1 7911.r after publlcatioi:i of 
Nsultant map, pendlrJi ueu, in revia1ona. )  

Di11p0eal not authorized b;y this schedule. 
(Tran1r1r to Federal Records Cent.er in a.nmial 
blooks l rear athr publ1eat1on or eampletlon
of rocultant mp.) 

Disposal not authorized by this achedule. 
(Tunafer to Federal Records Center ill annual 
blocks 1 79ar after publia.ation or eompleUDD
of re11ul tant 1:111.p. ) 

Diapoae 1 year a.tter publlcaUan or ca=ipleUoa
or the rell\llt.ant cap. 

Ol.1poaa.l not autharhed by Uda ■chedule,
(Tranoter to Federal Reccrrda Center in annual 
bl0ck1 1 yoar after pablication or c011:pletian
or reaul tant cap.) 

011po11e 1 7ear after p11blicat1oa CII' Ctqlletion
ot resultant mp. 

D1apoeal not authorized by this schedule • 
(TrlUl.8 t er to P'edera 1 Reo ord a Can. tfl!' 111 11.JlDUal 
blocka 1 7eer art.er conpll.e Uon 1a completed, ) 

Dlapoeal not autharbed by t.hJ.11 11ehedule,  
(Transfer to Feden.l Record• Center 1n annual 
blDelm 1 J1'&r after publlca tlon of renl.tant 
mp.) 

D1apoee l year after publication of t.hai 
reaul tent cap. 

D111poee l 711ar art.er publication or th• reeult.­
ant. ii:ap, prOYided tli07 are not required tOI" 
t'uture rm.don•. ( II requiz,ed fr,r f'llture re-
rllliona t tranerlt1" to Federal Recorde Cent.er l 
78CIJ" art.r publlcation of ruul.tut rap, PQl!-
1..na: u.■• 111 revision•. )  

• 

• 

• 
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GSA Reg. J 
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GEJmW. RF.ClllDS SC!CEDULE 17 (lC-l.-5L) 

ITP2I 
DESCRIPTION OF RECCJIDS Alll'H(Jll'ZED DISPOS!TICJI.!!Q,,_ 

11. >ti.p reproduction media. D1apose l year after publication or the reintl t­
ant map, provided they u-<1 not required far 
future revisions. ( If requ!ra:! for fliture 
n1•rhiona, transfer to Federd Records Center 
l year attar publicat.ion or r11,1.:lt.ant ap, 
pending �11 in revhion11.) 

12. Color pulls ancl. t.he Uh, D111poH l ;rear aiter publication of the result-
8.llt 11111.p, provided tbey are not Nquired rar 
f'utw-e revisions. ( If required for future 
reTilllons, transfer to Feel.oral Records Center 
l 7ear e.l'ter publication of 1"91Nltant 1111p,
per,Ung uae 1D revis1 ons, ) 

1), Map carreoticz:i f1l••• Di■pose l 19'U' after publication of the resnlt­
ant. 1:1,1p, provided retanti<m. 11 not required tw 
l■gal purpoaH. (It retenUon required for 
legal purposes, transfer to Federal Records 
Cent.ar l ;ree.r a.t'ter publication or re:ntltant 
nap, pending e,:piraUon of legal requirement,) 

u. Proof (l(Jpiea ot 1111p1 and related �pera, Di■pose l year attar publication o! th■ result-
11.1it 1111.p. 

15. Mono-color p01ltive prlnta of caa:po11lte Dhpo11e eftar publlcet1on of the resultant e11.p.
canuacript dr,iuliq• prepared for laauauce 
a II pn1 l1J:i.1Jl&r'f ed 1 t.J 0D • 

• 

16, COpY of ea.ob p,,1bl1abed (printed or other• Dbpoaal not authorized b;r Ulia schedule. 
\/he nprocluceci) mp &Dd TIU'lant. thereof, (Tran.star t.o the National Archives in aMUAl 
1ncllldlag atlai!IH and part.tollaa, block.a at the close or the fhcal 7ear 111 1,1hlch

publ111bed, )  

17. Globe, and modi1l1. Disposal not authorized by I.his schedule,
(Tran11ter to Federal Record11 Center or the 
National Archives l year after preparation. )  

18, DhpoH vhen records to which th11t1 relate ill'9 
disposed of. 

Pllm'CliRAMMET'R IC REC CJUlS 

Phot.ogru:llaetrlo rec(Jl'd.11 t.re be1.ng wed to Ill! lncrea111ng exte11t by lllllp-r:ie.ld.ng and Qlp-uslag agencies. 
parttclllarl,r ti, a,encl&11 reaponlible for mapping extensive areu. Jlllcb ot tha aeri■l photographf required 
bJ' th• -.encie■ 1a done far tbe11 by priV11t.. org&Air.■Uon■ under eontraot. The Degati·.,. ru.a ia BUppUed
to the age1:1c1 vblch can t:.hen mke a■ � prints u U. needa, The aerial tU.111 1a of enduring 'nllue as the 
pri.llllrJ' souroe or 1.n.fOl"lllltion 011 peya1o■.l a.ml cultural laodacape11, The flllll contaln11 tha 1110111t cooiplew
&Dd accurate inform.t.1011 &'tllUable not. onl7 for legal and a.d.adnl11t.rat.ive requlrement.11 but alto for 
reaearoh, 

!i1Dce 11011t DIOderD urial f11• la aa • ll&l'ety acet.at111 ba1•, provtaion is cad.a in thh 11chedule for 1ta 
retirellBDt to!SC• h<19"l Jteaarda Center, It ahonl.d be noted, hO\lffer, that nitro-celluloae film noraill,J
vill not. be aooept.ed bJ t,be Ration&l Archivea or P'edarel Recarda Cetera � to the special handlll& 
it. Nq�■-

ITO( 
!Q.,_ DE:SCRJl'TIOll' OF IUX:glDS A IJl'H CJl 12 ED D lSPOO IT I Oi 

19. Ven.ical and oblique De(ltift ur!Jlll f11.u, Diapoaal not aut.hor1zed b:r this 11chedul.e,
(Transfer to Federal Re0ord1 Center vhen supel"-
11eded b;r more raoent t11Ja,!SC) 

• 

20. Photo 1.ndu- aheeta, flight. line 1Ddexea, &Di Dhpaaal not aut.horhed b:r thil 11cha:!ule,
1Wlar fiDdlJll &id■ (nept1T■a and print■ ),  (Tnnatn- to Federal Records Center vben 

record& to vhlch the7 nlate &N t.ran11£e?Ted.) 

SUPERSEDED 
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QDrnW. RECCJlDS SCHEIULE 17 

IT!Jt 
l!.Q.._ D!SCR ll'I IOR Of' R,!'&CJU>S A U'fflOR IZ !D D ISPOS IT IQJ1 •21. Record aet ot aerial i:aoaaic111 an::I 1111111.ar D:hpoael not aut.horhed by t.hJ.11 sch9dule,

prl.Dtl caweriDg selected areaa. (Tran111rer to FecMral Records Center vhw no 
!Oliger needed ln current. t.ranaactione.) 

22. Recczrd aet. or aOPiAct- aerial phot.o4[raphicl D:l.spoesl not authorlr.ed bJ' t.hla achadule, 
pr1llt11, (Transfer to P'ederlll. Recorda Cente:r vhen no 

loQger �eded 1n currei:it tranaaot.i011111,) 

23. Preoiae r11m_negative11 of ■tereophotogram­ Dhpoae l yur art.er publication er t.he result­
metrlo manu1eript dravicga, ant. asp, 

21., D:l.apolli ti Tell• DiapoH 1 year a1'ter publication er the reault.­
ant -p. 

25. Preciae rillll neg&Uvea ot caps other tbaA D1spoae 1 year after publication or the re5Ult­
t.he ■teN opb o t.ogrlllZIII trle J:llllll.l er 1 pt U1 ed. a.nt i:ap or area on that l:lllp. 
ror field c02plet.1on, 

REL\ TEO RECCIWS 

In order to haTe • complete and accu::rate accC1\Lllt or mapping plani, and program, a:i vell 1.11 of the 
production, naw, and dilltribution of map11, certain cloee� related textual records have been d"'eloped.. 

Ad..minlat.rathe and how,ekeeplng records pertai.n1ns to 1111.�kicg otfia1111 are provided for- elaevhere 
in Geoeral Records Schedw.ea, which reqlUl'e t.he retention of recard 11et.a or publloatioi1.11, organiutiolllll 
and f'ullct.lonal charts, directives, regulatloWII, 11peeche11, pr-&11111 releaaes, � lllimilAr 1111.t11Tiab. 

D!SCRIPTION Of RECCRDS A tmlcrt ]Zfl!D D ISPOOl'T ICJI 

26. P?'oject, up hhtOl"J', or 1111:dl.ar files. 

a,  Documnt11 outiini.lll the pr0Jact11. Disposal not aut.horhed by th111 schedul11!SC, 
(Transfer to Federal Recordo Center 1 year art.tr 
publication or map or aomplet.101'1 of pr-oject,) 

b, Minor administrative paper11 ll\llmiaZ'isld Dlapo11e 1 rear art.er publleat1011 of llllp or 
iD •· above. completion of pr-OJ.ct. 

27. Re11earch ILlld reference files, D1spo11e when obsolete or Stlp8r:!leded. or upon
publication of r.leted imp, 11hicbHer 11 later. 

28. Pr1-.r-J' control• a.nil co�pu:t.atione. 

a,  Those developed bJ the �enq or Dispo:ial not auUlor1�ed. by thi:, sche<hll.e, 
obtained fr-= non-Federal apneles, (TransfllT to Federal Reaorda Center l yea.r

after publ1cation or 00111pl11tion of re81lltant 
trlllp,) 

b. Tho11e obtaiced f-roi:i other FedeNl D1 spose 1 year after public& tlon or completion
agoncies. or r-uul tant mp. 

29. SUppleinent.el control11 and computat10111. 01:!llpoae 1.l!:len 1111peraeded. or vhen resultant •P 
111 publiahed vhlchenr ill sooner, 

30. F11ld -1 not.ea, 101.ilpoaal not authorized by thh schedw.e, 
(Transr� to P'ederal R■corda Ceot.er 1 :rear 
after publlca tion or oa::plet.lon or Nsul. t■.nt 
mp,) 

)1. Fi.Ddil\l aida to oa.rtographic and related 0hpo1e when records to which t.tie:r rela.te a.re 
reaord■• disposed ot. I 

Itelll l. A planet.able field draving generally ill a 1111.nuaaript map carerlng a preaerlbed uea and dravn on 
�ial.l,y prepared. paper boa.rd (so1111ti.1:i111 metal-mou.nt.ed). Thill map la first prepared in the t1eld,
uaually in petlcU, frOIII local abser,atlona and preciH !3!!D9'Jl"at1on11, Later 1t •7 be finallr.ed in. 1Ak • \ 

-¥' • 
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GENll!AL JUX;CJI.DS SCHEDULE 17 (10-L-5u) 

It tsk.ea its name fra::J the planet.able on which 1t. ie 1111de. Thb oanuacript dra�rli has eontinulng nlue 
becauoe it p0rt.rays the landeoape IS the topographer eav it at a giHn date and because 1t lncludu 
unique dot.a, 

A CULnuscr1pt skat.eh and slmllar cap draving dGT1ved rrom f1old obaorvat1on11 and not ml.de aooord1ng to 
tha pl&utable 11111,pp1Dg technique ha.s end.urlng nlus e.lao tr it is um.qua. and "recOl'd.3 \.ert'ain 1.nfari:iat.ion 
in rela.tion to an otficid 8'\IM97. 149.pa euch as these han oft.an been made in connect.ion wit.h!SCa field 
reeonnaiasan011!SC, a traverse IUJ"\'ey, or aa a general aketoh of an area in vhieh geodetic and ailidlar con­
trol:! have not been uaed. Thoy vere st.andard pl"'oducts of field mapping prior to the 1nt.roducUon of the 
planet.able a.ad s1ll1.lal' precise 11111.ppi.ng techniques. 

Ite::i 2. The9e dravings are prepared in capping off1oes frc:n aerial phot.ographa (genertt.U,, d.iapoe1t1ve) 1n 
accordance v:lt.h a precise pattern of cont.rolll and have record value e,qu.twlent to that or the planet.able
drevt!lg. Thl-' process of making 11111nuscript ups ill ,rellorally referred to a, 11t.ereoscopic 1111.pping and has 
to a large extent superseded planet.able Dllpplng, especia.U,, of rr;,ugh terrain. The drallings have contillu-
1.na' nlue beeauae they contain wtl.que d.atD.. 

�- TheM are blueline1 br0\llllin.e1 and other photocopies of the atereophotograll;ll8tric dravi.ngs lhted 
1D it.em 2.  The photocow1 ar field board as it  is frequently called, 1a  sent t.o the field for co::ipletion
and, if necessary, correction. These annotated photocopi1111 are not needed longer th.an one year after 
publ1cat.1on ;Jf the re9Ul tant map11 (vhlch duplicate th6111) unless they are required for future revisions or 
the niapa. 

It h a general practice cf Cllp-mldng agencies 1n relNJ"'l'eyiD( an areo. to prepare bluellne photo­
copiaa, to pr�c111e acale of exi at1.ng aceeptabln imp11 of the regio11. The copies are aent to the flold for 
either c01:1pI,t10D 01' correol1011 according to �cific requlrermmls. � additional data or chaJl8es e.re 
added to the�e copies they becOlllo of enduritll' V1llue since they rep;esent t.he results of field obsorntione 
flD4 are unlq"ole, 

• 

Ite::l:!I 5 and 6. The O'ftrl&y sheets and 111l:l.1lar drav1ngs are prep.a.red 1n the field ar in a nap..cnklng office 
on tl'ac1ng J)l'per or cloth or on acetate •beets laid 'Flr:r • base e11.p, Selec:ted in1'0r121t1ou la placed on 
t.hase tranaptU"endes. The dre.vings together with tho base ciaps frcr.i \/hieh thoy vere made are or enduring
nlue becaus• t.he7 oontain unique 1riformat1on tr the lnfor•tlon bu not been reproduced on the final 
publiehed 11111,p, 

Itaa 7. The!le n:anu.cript Cllp11 generall,y 011 paperI ullu.:i, traci.n.S cloUl, acetate, ar vieyli ta, are com­
piled 1n m111p--ealtlng orfice.!I or draf'ting roaru rra:i one or aeveral other 1:111.p, am related 110UTce9, !ach 

co:po111L-e, U5WU.ly iI1 black and vh.ite, including on one be.se all ot th11 re:i_uired inforll'l!lt.ion. 
The111 1111.ps r:JII.Y be 1ntirel,y 1D ink or pencil or t.he;r rray include information added to the i;n.p blisa by
1tlclrup, Zipttt.ane, or s1milar adhuive IDSll08, Kaps such u t.h1s, which ere prepared far specific purposes 
and hne not. been published, era UDJ.qua and !:!I bava enduring nlus. Because it la dl.fficul t to appraise
such records as • ,mi t, they aboul.d be tran9terred to the Federal 'flacorda Center, pending special 1.ndi vid­
ual &pp?'lliaal, 

It.em 8, The!I• manusor1pt mps, g1nerall7 an paper and often mount11d on mtal 11uch u alWllinum, are pre­
pared from field survey dl'alJinge and other aources. They are eompollite zranuacript mps vhich e.re repro­
duoed in vboJ.e ar iD part n publl■hed Cllps. Often t.he co:zrposite 111uru3cript mp 1ncludu 1110Ta in1'orma­
t.1on t.ha.o h t'iDsllJ eeleot.ed ten- reproduaUon 1D t.be publiahed mp 11.Dd acoo"1tnrl,7 becOC111:1 11 unique
reoord a!¥I •Y ban ellduring fllue. The ups t:11y be 1n ink, pencil, or oolor. 

rte11 9. The!flt n:ap■ are t.he ew •• those deacr1bed 1n it.11 7 except. that, they havn been publ111hed. They 
aan, therefore, be dhpoaad of one Je&r attar publioation. S0111e agencies rota.in t.hese manuecripts in 
order to add changes for n111,1 edl t1 ODS of the published map. Ir II.II a.g6.Cley vi shes to do this, it should 
di 1po111 or each mnuac:ript vhen 1 t 18 no lon,er needed. 

Ite11. 10. ThellB color aepe..:rat1on boanis!SCaOllleti.mes referred to as "J:11tal-mowits� beeau.se the paper often 
1r...eured ta a 1DBtal (11SUall:- alu=duunq 1h■et., are bluellne or .a1J01lar plates of composite c1u1uscrlpt 

1111pa. There 111 a upa.rate color board for Heh cOlCJJ" required on the final mp. P'r-0!11 each of these a 
IJDH plate dt' sl!id.lar nega live copY to preehe roghtr:, 1a made far the ul tir.i&. t.e purp�e of deriving a 
aietal or sW.ler press plate for each separate colar to be printed on the published cap. The practice in 
11am a,ranelas 1a to retain tbe color aeparetlon boards inderw tel.y far subsequent editions ot the pUbliab­
ed map, IJnlesa t.h.ia 1e neceaaar,, the bm?-d11 can be diapoaed o! one year after publ1eat1011 of t.he rele­
Vll.llt mp. 

J'tei:i�, 

i:ap 18 a 

Item 11. HaD1 proeeaae.11 are uaed 1b the preparation of 111odern published Dllps. Ju:io11& the iaaterial11 used 

• 

are gl11.111 plate aagetlvu, film 08pt1ves, and the like1 litbographie (11tcm11) engraving•; prea.11 plates o! 
T&rl.CNII ld.nd■J copper elll?'llrlDl•I wood.. C\J.t11 line cuta1 al.uc enva,ving111 and othsra • 
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Allh�h theae are conllidered as 11�acord i�=:i t.bey are 110� here becaw,e th97 WN!llly ue reta1D­
ed in a mp..mld..nf aga11c:y ft:Jr a c01l9ida1"'8ble period of t�, oocuPY'ini' a lsrge a.aount. of space and requir- •
1.ag 11p&el.al equlpaen� for at.oraire. Except 111 rare 1n11 t.ances these modia • once the i:ap has been pobl1 shed, 
'l!IJ.Y be unused for a decade or J:101"111, A pla.n should be denloped for the dispoeal ar salvago or 1111cb of 
then 1 tems u are not. absolutely 181!1Bnt1al for future publ1cat1on. In 1110st. instacces, reta11tion of the 
color separation boards should lllllke unnecessary the retention of!SCt.ha so--called reproduction mdia, 

It..o11 12. Tbeae are Nproduof.1on11 or each of the indlrtdual press plates for each color or nm and are to 
t.ha precise scale of reproduction or the final published tll!lp, ll�ll, t.he.se are not needed lOll8er than 
one 7e&r aft.er publication, In IIOICJ8 i.n.!ltances, agencies retalll thue printed copies on p11.per either 111. 
place of or in addi t.1011 t.o preH plat.ea. llol"lll!llly these copies are lea:, stable and u:ieful tnan the color 
sepnration boards, ths glass plate and e1mllar photographic negatives, and the press plates, although
t.he7 require lu:i apace 8.lld are easier to b.andle, 

It.ea IJ. Tbese B9neraliy are published (printed) eople:i af :mp, Fl"•pared in the agency t.hat have been 
ll!lflot.ated vitb apeci.!ied k1.11d11 of inform11t1on. The annotatiollll on these otfloe copies generally represent 
corraetions of the ext.uit edition of t.he published map r.nde prior to the hslling of a now edition. Tha!!la 
mapa are referred to as Dlp correction eopies, aid proors, correction copia:i, and the llko. Arter publ1oa­
t1oD of the corrected Dlllp they are not n8eded for longer than one year except in rare instances 1,1here thcni 
TYJ.Y ba legal need to give t.he origins of r1tvisions. 

Ite::i14. Norme.U,, one or more apecial prus TUnll (or hand pulls) are required before final publlcation 
of each 1:111.p. Suoh proof oople, often bear alll\otatlon!I by the editors lnd1eat1ng final changes to ':le llllde 
ia line, color, or COll:pOs1t.1on. The records cease to have value aoon after the final publiahed tap has 
beoo e.ecepted. 

Iltllll 15. Theae &N i:iono-color (usually blue) prints or t.he eo:ipleted eoniposl te 111!1.nuscript draving. These 
prints a.re advance oopies of t.he riDal pubUehed mp and are i=ade nallable 1n 111::111.ll nu::bera aa a i;reli.­
lnary edition, The7 have onlt temporary record value, 

Itoci 16. Amim&' the most important cartoi,-11phic 1'9oord:, of an agenc1 are its published maps and sWl&r 
f01"lll.9 of graphic pre,entetlon. A record set of the,e 1te:Ll:!I, l{hich aiy be pri.Dt.ed, photoproce.!lsod, or 
otheMae r"9producod, 1s ot enduring value. They represent the l:llp-C8k.1.ng aecocpllshme11ts of the 11.gancy
a.nd t.he7 contftln the aignifico.11t cartographic Worcn tioo assembled ar d&Teloped by t.ho agene1. ODo coP7 
or each publl11hed llBp, atl&a, portfolio, and phot.oirap, 1ncllld1ng oacb odit.10!:I aD<l n.rian, and of all 
related 1.ndaiau (in 1111.p ar other fOl"III) are t.o be pre11ervod perl:llln1111tl,, 

•Item 17, Globes a'Dd terr"ll11l model9 are p:-epared and used often to sha..r selected, highl.J spaciallzed 
J.ntor=nt.101:1. Tbe)' are, lllte the rlnal 1::111.llW!cript or publ111hed mp:i, or ea::luruig Talua. 

Item 18. Graphic i.Ddems generally take the fol"Ill of a bfl:ia l:llp or �, be on tranaparencie:, or O'l'ftl"la7s 
accompaeying a tose Cllp of a11 area vhich 11, covered cy several =pa or sets of Wlps. Tbe indexu indicate 
ill color, line, or by other JUeans the C<1'9erage of aach lllllp. They ehould be retained &.!I long &ll the "IBPB 
to Yhicb the1 refer are rat.a.inod as they are filldi.llg aids 1,1hic:h expedite use of the map11, Other gr11.phic 
lndne11 are llat.ed in i tea 20. 

Item 19. Th.111 1c, the negative filci 11111.de by or for an aganc-, aild accept.ltd as 
The film nO?'J:111117 h "rl<JWI1" 1.11 accordance vit.h a 

aat111fact.ory for wie 1n the 
earaful17 developed and cont:rollld 

plan and es.ch roll muat be identified by letter and n�e:r so that it is posdbl11 to deten:dne precl:ie],y
'llhat. p02"lion or the earth' s  surface is represented, The line of flight and the area co,,ered by each is 
correlated "1th a pho�1nclex or aim.le.r 1'1nding aid. JfoJ"llljllly the rum on a epool 1e housed 11ith1n a 
properly labelled J:1111.al conte.iner (cylinder) approxi-tei, 111.x inches la di&J:i&ter and about t"'8lTit inches 
locg, The aerial photographic rilll is equivalent 1n 'ftl.11.18 to recOTds created on the be.sill or f1elrl 

IteJU 20, Theea records take aeveral ditferent. forni:,, though be!lice.U, t.ha7 are '1'8Phic indexes to each 
roll or negative fil.Cl. Tbe standard form 111 a photo-index 11heet., The index aheeta, toget.her wit.b �ez-­
la1a shtllling t.he lille and nmber of flights, descriptive liat.11, and cat&logs of the fi.lJ:i described in 
it.e111 19 &N need.ad a, lo� as the tihl 1B needed, 

Ite111 21, Frequently photo prints are assembled, mtched, and than rsproduced a9 units covering a apecifle 
area, Such mosaic,, prepared in con:1ect.1on vit.h particular projects or activitlH, 11111,y have enpltt'ing
nlue, Prints 1D. addition t.o I.hose in the record .!let cBD be dhpo:ied or -.,heu no lonpr naoded, 

Itao 22. Th• contact prints ma.de l'ra:1. the ael'ial fU..1:1 are used in ateNoscopic 'l!IJ.pplng, the prl!J)!lration
of 00aeics, and plotting 1111pplemental COlltr'ol,. 119 veil III fat' general terl"llln intOl"mllUOll, A rec:ard sat 
of thesa print., can serve 1111 iasura.nce a.gal.nit til.m los!I or dll.Jl:ale, Ot.h8r copies can be diapoaed of vhm1 
no ll>n&'er nasded. PravislOll ror retention of a record set of these prints does not. 111ean that ll.ll agency
should ciak:o up a aet far thh purpose, Ck1.ly a record aet of the print, available after oocpletlou of the 
mapping project la necae9ary, 
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tt,a 2J. Thue are film iu,pti•H of t.he at.ereopho�trlo dravlnge (ltea 2) l:llde Ula� OD a larp
aaale, 81-a..lbe, browllne, and datlu oolar rrinta and osalld eopin are aade J'rm these preciee tu. 
nep.U••• tgr v.ae 1n f1ald cQl:lfll.eUon aet.irltlee ot t.lle e,genq. Since t.beH are aarel.7 oop1ea or the !'e­
t&Jned drav1.nga t.h91 can be dlapo11ed of eh�. arter publicat.J.Oll o! the -.pa. 

It.Im.U.. Tbeae are poelt.lYe photographic print.a oo a ti-a.n■parent med.l!l:110 uwalq gla1111, that. ba1'e be1111 
prepared trom aerial rum. Tb91 &re uaed 1n a plott.inc inat.rul::lllnt or projeot.o:r Lil preperlll4r a cap ar 
■t.Nop,ot.ogr8Dlllt.rio d!'avins, TheJ" a.re diapoaable u vorldlll r-,per■ ■.tter publication of the a.ps. 

Ite11 25, Tbeae are, Un the zieptlna 1n item 2), llllde eierttl,- 1n arder to prepani prints, Thq aan be 
disposed of ae working papers &ft.er publication of t.be •pa, 

Itea 26. Tbeae rnea vbicb. y11.17 trm �ency t.o agoncy are retained be9&u:1e thay give ln narre.tive 11.Dd 
IJ?1lph1c ro-rm. a hhtCICl'J or t.he cert.ographic aooompli�nt.s ot the agencies. Th.y cont.au docU1:111nts ahov-
1.Dg propoaa.l II and auU l..Dn ot Dlpplng proJeot.e pl■tlNld; authm-1111 t1on11 and oontn.ct.s; perl cdlo reports,
111G1110raoda, am correspondence on progrese ma.de; Uat.e or eouroH and place naae uaedi proceduree tollawed 
1n dn rt illg. ril.alng • 11.Dd ediuIll• 11.Dd dh tr 1 bl.I t.1 OZI I <1'182" .... 11 e 08 t ata teJllen ta I r1nal e a::p.l II t1 on repOl"t.11. 
pr-ojeot. h111torle11, gr papers azplaininf dlecontlmanoe, chllng11, gr e:rt.enslou or proJecte 1 11.Dd, vbere 
neeeaaary, at.taobm1mh 1n the rorm o! photo,gnphe, dravinga, mapa, pl&i11, alUI chart.a. 

The llliziar- adaini■trative papera, aaeembled i.11 conMotion vtth projects but not ueceaaary to an ade­
quate history, of t.h111111, can be dhpo11ed of short.I, art.er completion of t.be project.a, Such F&pers include 
dailJ' progren and vork repgrt.a, lo'Ol"k1ng �paro, and reaord11 or per110I111el assignment■ IUld b-avel, ald 
aWl.ar uterlala, 

� 27, Th11e11 a:re l'ilee 11111int.alned in vvlOUB for1110 by offices and lnd11'1dual oartographere cm mpping 

• 

g1meral and on 11peclalhed probloms connected vith the preparation of apeeific ma.pa. They conaUt.ute 
the background 11111terial which ill helpf'ul tor reterenoe. They contain copies ot publloat.iona and ot 
reaorda retained eleevhere and rough vorldng not.es, Included llN pabllcatlons!SC; b1bl1agraph1ea I copies or 
excerpts of correspondence, reports, control data, Hats of 110\.ll"CH and place na.aee, &nd related 
materiale1 phot081"1lph■, ■ketchee, maps, plane, and cbazt.11!SC1 and similar and related mt.eri.ale, l.hlle of 
oonaldnrable nlue t.o t.he cart.ogn.phor in t.l1a preparat.1or:i or 11 11111-p the)' need uot be retained past the 
period of their uae.t'U.ln1111s to t.he ind1"1dual or the of'fioe, The recard11 Uet.ed alea....bere in th.11 aebedule,
vb.leh are to be retsioed, docU111ent eut'ficiantly the cutographic acccmpl11hllle11t11 ot the a,genc1ea, 

Th• mp11 included in t.heae l'lln, if considered rai-e gr nluable il:.ellls, OIIJl be offered when no loJ14r11r 
naadad by the 1111ner to the Map Divieion or the L1hnr,; Qf COJIINH, ill i.nf01'1f11tion and r111111 11!1 place 
nama (1,e. geogi,.ph1c -s) when no longer needed C11.J1 be oftaNd to the United stet.ea Board cm 
Geoerapbic Naaee, 

It.em 28. In the IIIILldng or • 11ap to preche 1peeif1cat1on1 one gr CIAU'e coz:,trole are co1:u11daHd esaentlal 
to accurac7. TheH controle are l.l5Ulllly obt.alned tr011:1 ob■eM'lltloua IUJd a:e.r::isuratlon■ 1n the field a.nd in­
clude t.raaeit t.ra•erae, trl.Juigul.eUon, le••l1Il4!", e!ld. alt.iil:eb7 reoarde llDd field and ott1oe ecmzput.atlona. 
The obaerYat1or:i.s and 1lailar cODtrol date obtained 1n the t1eld are usual.Q' 111 field notebook■, arrtce 
ooq,ut.atlons are uauall7 typed, prooeaaad, ar printed liat.a. 

Po:r Uie Unit.ed State11 and certain other areae Uie pria.rJ' cont.role ara d..eloped and mde 1.nila.bl.a 
bJ t.be IJ, s. Ccm11t. a.nd Geodetic SUrve7, For ot.ber areas oont.rols and ca:ipu.t.aUona my bne been developed
bJ othar OoYen.zzmnte, other agenci•e ot th1a QQ1'erm:111nt, or non-G<J'fe�.11t sauroea, • 

Controle AJXl. masur111:1ent.a pntpe.red bJ the a,eney 1 tnlt' are ot cant.in� -nl.ue 1.a the accu:raey or 
the rell'lll t.ant 1:11Spa ia dependent. upon tbG.111, ThoH obta 1ned hem other ag111ncie11 ot Uli.11 GoYermmn I, 119c,d not. 
be kept alt.er the)' haT& ee"ed their purpose becau11e they vtll be held b7 the er-ea.ting ottioe■, Tho• 
obtained troa. other 10\.ll"c1111 vill need t.o be kept. in order t.o 1n91.1N their anUablllty, 

Item29. Theee incll.lde field dtrrhed ob1111M'1ltion1 t.ha t g■ntrr&llJ' are o! C!Dly te.lr:parU'J Yalue becaua• iJI. 
1:1011t ln11taneH t.be ob11111"Y11.tion ill obtained frc.c,. lighting OD Don-permneot. object.11 that. are ■ubJeot to 
eb&flCe, In moat tll11tance1 t.he mrbr, 1f plaoed, cannot. be ccmti-olled, 

A pririelpa.l produat of nearq all field IIUl"911Js 11-Dd obaernt!orui 1B the written roeoo:rd U81.1Ally 1.zl 
fht.11111 JO. 

These f'111ld smey not.ea r::1111 be a running account of obeenable lllllte­11 form ot a pocbt-e1r.e notebook. 
rial And ow. tu:ral r11atur.s of t,1,.11 t.errair:11 • description or ■ubS11J"tace condition1!1 as t.o wt.er r-esourcea, 
reology, llinenl re11QUroH, and Uie like based on a aeriea of re11dingll or 1:1&11aure;ient11 in the field; or a 
log DJ' Journal accO\lllt oloeeq related to and often a.n inte1?1'111 pert of a. 11peclfie capping act.hi t:r llhet.h­
er it 1B on land or on vat.ff. Such recordis genere.117 are of cont.la:uio« YBlue becauae they dHcribe 1.he 
area a■ 1 t vaa obsarYed bJ the IIID'Y810l" in the field. 

Pilldlng alds are t.oole vhioh expedite the 1.11111 or cartographle and related !'ecord11. Thay need to 
be kept u 101:11 u the reogrd11 � vlucb they relate. Wherever poa91ble they abould be filed v1th or nee.r 
th• relabd recorde.

• 

The follov1.q; are, in addi tlon to the gT"Bphie i!lde:,i:8111 liat.ed 1n 1 tems 18 and 20, the 
k.lnd11 of finding aid, gonorall.J' round 111 qenc111111 card lndexea J descriptive ll11taJ ahel! lists, e.nd t.he 
llkeJ regieter1 and eWlar bound and loo■e lear volume contalnJ.ng Hele ILild d1110rl_pti011s of eart.ographio
reoord11 and publlabed oat.slog■, oa..lendara, guJ.d1111, 11.bd llete, 
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. GENERAL RECORDS SCHEDULE 18 

Security and Pro1.ective Service8 Records 

SecUl"ity and protective services records 1nclude the various ftles created by agencies to control 
and protect 1ecurity classified information; to protect Government facilities from unauthorized 
entry, sabotage, PT loss; to inaure the adequacy of protective �easurea at privatel;y�ed plants 
given security co�izance by the GQvemi:ent; to deten:iine loyalty and fitness of individuals 
employed by, or seeking ellll)leyment from the Govern.mmt; end t o  develop and implecent plane for the 
protection or lift: and property under er.-.@rgency conditions. Included are files of offices having
GoVl!rni=ent-v:l.de or agency-vide responaibilitea for security and protective service& progrema.
Also in�l�d are riles. or security units!, �Td foTces, and other organi:ntiona.l el�ents 
docw=entillg the control ot clasaified inform.tion, accesa·!to racilitiea, and.like catter9. 

This achedule aut�orizea tor disposal records doc=enting administrative actiona relating to the 
above functions. �ecordJI docu::entin� GovernJ:!ellt-Yide or �ncy-vide security ll.Dd protective 
aerncea planning and pl"Ogrlleming, n!flecting baaic over-all policies and deten:iinations (Iteci 1), 
are not authori�e� foT dispoaal by this schedule. Variations &J:!O?lg egencies in cethode of 
1crplei:ienting atat�tory requirei:ientB tor security and protective eervices re11ult 1D di■■f.Jdlerities 
in !)l"Ogt'im docui:lerltat!on. The applicn.tion or standard techniques of filing Md disposition to 
such record11 't.hro1ie;h the c:iedia of a Genel"al Records Schedule ia therefore urpractical- ADY records 
created pTior to January 1 ,  1921,c:ust be otrered to the National Archives berore applying these 
diapoaal instrucison111, 

Security and Protective f':ern�a Prop:ar, Records 

Records accm:rul.attd 't:rJ organi:tat1onal ele1:1ents having Govemr.ent-vide or B8eney-vide responsibili­
ties tor adainist�ation of security and protective aen1ces �rogra:s. They relate to classified 
infor=i.tion accoui,ting and control, facilities 9ecurity and protective 9ervices, personnel
security cle&ranc�!. and e�ergency planning. 

ITEM REC0141EHDED 
NO. DESCR!PTI_1'l OF RECORDS le-P.OD OF FILmG Alfl'HORIZE'D DISPOSITIO!f 

1. Manual11, C,.irectives ,  plans, 
reports, end correspondence 
reflecting policies and 
procedurel! developed In the 
ad:iiniatr•tion and direction 

Conrori:i to 11.gency
practice . 

Disposal not authorized by
this schedule. Close file 
every 2 years. Transfer 
closed file to Federal 
Records Center after 2 

or oecur I t-Y and protect! ve 
services progra:s. 

years. 

Classified Intorcatiou Accounti_D_g_ and Control Records 

RecordJi aceu:rulat1ng fl'CCI measures ta.ken by agencies to protect classit'ied. infonaatian from un­
authorized diecloslll"e in accordance vtth Executive Order 10501!, other Executi�e orders, or 
91.atutory or regulatory r-equire:imts. 

2. Correspondence tiles pertainine Canto� to agency
to the ad::liniatrat1on or security pr&ct1ce.
claas1r1cal1on, control B.Qd 
accotmt1ng for classified docu:::entn, 
not covered in Itei:i l, or elsewhere 
in th18 schedule. 

Dispose art.er 2 yeers. 

Clae11r1ed docwz,ent �ceipts,
relating to the receipt and issue 
or claasi rted doeu:::enta. 

Chronologically. 

i.. Classified doc�t de8truct1on 
certificates relating to the 
destruct.ion or classified 
doctcents 

Chronolo�ically. D1apose after 2 years . 
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5. Clalln1'1ed doclmeDt iuvel:lto1'::, n1e1, <luulol.agically.
c01111l11U.ne; of t'on:2s, l.edgere, or 
n:g1ater1 uaed. to snow ld.eDttt::,, 
111tenial routi.Qg, and n.ml d1 ... 
poei Um made of clua11'1ed docu­
l:ll!ata, but exclna1ve of ·cla■aitled. 
docui:leJ2t. receipt, aDd de11b'uetion 
cerUficatea BDd docuRata reat-
11l8 to Top Secret mtert&l cOYered 
elaewhere in thf.11 achedule. 

6. Top Seo'9t doc!Ul::lent. eccaunt.1.DB am 
control ttlee. 

a.  Regtirter11 mint&iDed at coctrol C011lf0ftl to egeiicy Diirpoae 5 ,-.r1 after �=• 
po1nta to 1Dd.1cate eccCNDt­ pract.1c:e. abawa OD fcm1111 ant davQgraded1 

ab1Ut7 over Top sec� ®C\p t.nzietel'T'fN1, or &I st.ro,-4, 
Dl!uta, renect..1.DB the receipt,
dispatch, or deatnlcticm of 
tbe!SC�,. 

b. FonuJ accompe,.n,y1.Qs doeuc1t11rt1 to Wit.ti related doc:uzzat. Di llpoM vheD re lated. document. 
iDBUte cODtlm.iiag ccmt.rol, l!hOll'- la!SC�. t:r'ellaterred.,
1.DB DDllll!:I of pereomo bendU� Cir" d.aet.royM. 
t.be docu1zrnt11, 1otra-offlce
rout.J.ce:, &Di ca:iparable 411.ta. 

7. Acce11■ �at f"ilea comi■t.1.DB Diapoae 2 years arter a.utbori• 
ot reque■ta and author12.at1011a mt10II erpire1.  
tor 1.Dd1Yichala to ban aeceaa tu 
cl&aalfied n1.ea. 

8. Cleaeltied d.oaml!nt. coata�r B::, OJ"8aD1ZAt.101lal ele• Di■poM 'WIM!D. superaacled ·by a •
sec:urity 1'1le11 coaaietli:is of foru Dl!Dt. and c:hronologicfllly 111W form or 11st, or upoo
ai" 11 ll't.a uaed. to record eata am thereunder. tun')..lA of colrtaiJler■• 
padlock comb1l1Dt1011111 mme11 of 
1Jld1 Tidllal.a lm:N1 CB ctlllbilllll t10DB, 
am coap1n1ble d.ata wted to cozst.rol 
ac�•• 1.Jrto cl.assU'1.ed doc:\11111:.ut 
coata1.ner1.  

FaeiUtiee Seeurtty and Prote<:tlve 8e"1ce1 Ae-48 

Recm'lia relatiDs to mearrure1 taun tor the protectloa of GcmrnDeat-OWll:ld rac111t.1ee aDd. p-1ni,tel7
operated tadlitioa given aeeurit::, ccgmzance by the Gonnmelllt trca IZll81Rb�zed. eirb71 ■■bota,ge, or 
loe1. 

CarrelpODdellCe nlea n!!latl.lls; to D1 spoae aft.er 2 :,eu-11. 
&dmlal lft:r'at1 ca BIid opara t1011 ot 
� :faeil1t1e1 aeCI.V'1ty and. pro­
tect.in ,emcee!SC�, not 
cO'l'm'lld 'b::, Ital l CII" elsewhere 1D 
thia ached\lle. 

10. Report■ ot �ye and 1Dspect1cme CbroDOlagically D1irpoae after 3 ,-ar1, or 
of Canrmeirt-awed. fac1lit1ee upon d1 ICODt.1.II.IUICe of 
comucted to ilMNre ad.eq,uai:y of tac1llt7, vhlcbllftr h aOODl!lr. 
prote�ft and p:rneat.1n llle&llll'H 
taken ap1nst baurda of n.n, 
apl.Dll011, and acctdmrta, am to 
aatf.8'1111"d illfonllaticm 1111d. tact 11-
tie• ep1DIJt. .. botqe and 
vn■ntbortlad.!SCeatr::,. 

SUPERSEDED 
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G� RECORD6 SCBEDIJL! l8 

l'l.'DI Rl'.:COIGmlDED 
II>. Dm;CRIPl'IO!f OF REc:0000 � OP num AUl'IICIIIZ!D DISPOSITION 

l.l. RepJZ't• ot INl"ftJ'B ar.d. 1.D8perliou By ta.cH1t7 1111d D111POR after Ii ,ai-a, or 
rd pri:n.t.el.y GUIied. fllctlltie■ chranol.ogi�-cally vbeD &eeurit7 cogaizanco! 1■ 
asa18Ded �t;r c:cgm.zaace bJ' tend.Dated, llht� 1■ 
Gove�at �.1es, am related IOODel'. 
papen. 

12. IDveetipthe tile• acc:uimlatuls �Qftl to age.Dey D1apoee after 2 �-
tra:a 111V'e�t.10a■ ot nN•, practice. 
explo910IIII, am accide11t1, ccmal■t-
1me; of retdmd copiea ot reporta
11114 related papen llbeD the 
or1g1.ml report■ are INb:dtted tor 
NT1ev aid ftlJJlg 1n other ageacie■
or are;aaim.ttcma.l el.eD:Dt• am 
report• am related. paper■ coacen>-
1111 occ:urreDCH ot sw:b a mlZIIDI' 
mt\u"e that tbo7 an settled loc&ll:J' 
v:l.thalrt reternl to at.bar orpmu,-
Uoml e1-Dta. 

13. Property .-e• ftlea, .utharialng � Alpmbetical.l.y bJ' D1spoae 3 moat.ha aft.mo mqd.rao,
imnL1. ot pvpe:a t1 or 111terial.a. mae of 1Ddividlal.. tioa or l'fl0Cllt1cm..(/) (/) 

lit. Fil.ea ftlat.11lg to guard aa1ip. C IIClrta am atremgtb. C 
"1J •• Ledger recorda. By orsa,a11&tloml DillJ)OMt 3 �- aner ftll&l. "1J 
m w:dt. altr7. m 

11. Requeirta, amly9111, report■, By arsamzattoml DillpOle after 2 :,aara.

i 
:::achallle-DClt1cea, 1111d otbar UDlt. 

papera relatiDe to p08t ualgD- (/) 
manta am etreagt.b re�at.a. 

- m 
15. P"llH relatlllg to ae�lae of

0 pol.ice tmact1oa■• 0 
m ma. • l..eGger recoru ot arrest, By mpzli1&tioul D1spoae 3 yt:ara an.or fi.1111.l.
0 care t1cllat.ed1 am oat- Wlit. enb'7, 0aide police cODtnt.at.11. 

11, R�•, .-totemr:ab ot B)" ar"gam.1&tiozial D'.l.apoee after 2 �an. 
"1t.Dease1, � not.ice■, umt. 
and ot.her caue papers rel.at-
1DB to U"?'t!ll'ls, cc�:t:mem:a, 
1111d traffic violat1a11111. 

C ,  Rei,ortu on ccmt.aot or (Nte1de By �Ulir.atioml D'.l.irpoae after 1 ,-r.
pollce vi tb 'bu.1 ld.1aa; w::dt. 
oc�•• 

1.6. F1lea relat11lg to accountabtllty
tor peraom.l property lollt or 
stolea., 

•• Le4aer t1lea. By OZ"pD!zatioml D1 sp>ee 3 :,ear■ •t'ter ttaal 
eatry. 

• 

b; Report■, lo■a irtatemeata, By arpm.cat.1cmal. D1spoae after l :,ear.
NCeipta &1114 other paper■ unit. 
relatt.Jaa to loirt aa4 t'Olmd 
lll'tlcle■, 

-l-
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GE!IERAL RECORI:s SCllEDULE 1H 

I"l'DI RECO>'MDIDED •IIJ. DESCRIPl'ION OF RECOROO Mm'HOO OF FIU/c; Al1l'�ORIZED DISPOSI'l'ION 

. 17. rues rel.e.t1DS to accou.ateb111ty
for kc)'11 1esued. 

lleg1etere or loga uoed to record 
mces of outside o:ontractora, aer. 
vice pereoQQel, v1.G1torB, e111pl�ea 
adi:d.tted to areaa, and reports cm 
automobiles and paaeezigers, 

19, Files relat.1.Dg to pcr10d1c guard 
torca fac1llty checks. 

a. Deta oheets, door eltp �eo, 
check eheet.s, &Eld guard reports 
an aec:un ty v1.olati0DII ( except 
coptce 111 files or ogeQcy"
aecurity otncea covered by
!tea 25 of th111 ecbedul.e), 

b. Reporte of routloe at'tel"-bours 
security checks which either do 
.acrt ret'lect seCU1'1ty_ v1.olat10llll, 
or tor which the 1ut'on::iatiOD coE>-
talned ttieret.o u doc:Ulzated 1D 
the nles deti.Ded in Item 25 of 
tb.illl scbedul.e • 

20. Guard .aerrtce control files, 

a. Coatrol ceate2' key or code 
rec:orda, eme:rgeoey ca.11 cards,
aDd bu1ld1D8 record am emplo�
identit1cstion carda. 

b. Roimd repol"ts, aervtce reports
on 1.Dterruptl<mB am testa, IIDI!. 
punch Clock dial sheets• 

c . Aut.c:aatlc mach1ne patrol charts 
aDd registers of ,-trol am 
alani eerYicea. 

d. Anns diGtributiaa. ahs4rta, charge
recol'do, om rec:eiph. 

21. Guard l.c8s and registers not c�red 
eleevbere 1D t.hia achedlll@. 

a. Cmtral guard office maner 
J.oss. 

b.  1Dd.1rldual guar,i pos1. lo@;e ot 
OCc:ul'ft"QCI!!■ ellt.entd 1D muter 
lcga. 

By orgam.ut1oml 
w,.tt. 

By Ol'Bllll1Ht1oml 
UD1t. 

By orgl!llli Htioml 
WLl.t. 

By orgamu.t1oml 
un1t . 

Cont'om to q:em::r
pre.ct.tee. 

By orglll11 u,ti ODlll 
w:dt. 

By organir.atiODIJJ. 
umt. 

By orgam.ut1alllll. 
umt. 

By 01'811.111?.atioaal 
um.t. 

For Bl"eas uoder 1:1!1.ltl.mum 
security, d.1spoo■ 3 years
at'ter turn-1.n ot key. For 
other areas, diopoae b DOD.the 
Biter turn-in or key. 

For areas I.Ulder cax1 111 m 
security, dispose 5 years
after rtnal ent.Ty or 5 years
aft.er date ot document, as 
approprlste; tor other areas, 

, dispose 2 ya.rs arter f1Dal 
elitry or 2 yeara aft.er ds.te of 
documelit, u appropriate . 

Dispose a.fer l :,ear. 

D1 opose a.rter 1 coatb • 

Dispose v.hec 1111per11eded or 
obsolete. 

Dispose after 1 �ar. 

Dispose after l �ar. 

D1 spoee 3 1110D'tha after re tw-11 
ot arms, 

Dispoae 2 years at't.er .fim.1 
eatry. 

D1RpOBe 1 :,ear an.er tiJ:lal 
entry. 

• 

• 
SUPERSEDED 
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practice. 

Ccm'ani. to egency 
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GE?lmAL Rl'JXIU)6 scm:oou: l.lt 

Pvml Se=ttz ci..nmce Reeoru 

GovcnEZut,
otbervtM "1th tbe Cl<Jirer"IIIZat 

RCC0l"da accui:w.atiDS rraa 1nntst.i8a,tio1111 of per1101ZDDl con4111:1;.ed imdeT EltecuUve �r 101150, o\her 
Executive lll"da\"a, or atatutory or ttgU.l.atory requireDente. 

l'l'EM REa»MRDED 
m. DmCRIPl'IOR OF RECORDS METHOD or FILIJC. Atll'BORIZED DISPOSJTIOK 

22, CGn'etJpOQd.e� nlea relatillB to dontOl'III to GgeDCJ'
lldl:d.Dirtretloa am operation of tbe praet.i.ce. 
per110Zm111 eecurtt7 al.etl.TWe- pcqp:.m,
Din con,red by It.e:t l r,:r el&e'ldlere 
1JJ thh ecbedule. 

�o 
23. Per9<1DDl!ll eeaurl t:r clearazx:e caae BJ' case m.mil>er, or Dillpoae>tJ �ar8 af'ter 4ate f)-78 

filos cont&1Di.zlg a record of i.A-­ alpba.betic&l.ly by ot laet. aetiOll, Tranafer to 
Testigat.iona of pereonDel employed mme of indindual. Federal Aecot'da Ceuter '1 �• 
b;y CJ1" aeekiQB emp�at. fl"Ull the af'l:.er date of last act.ion, 

ar wose n:laU<mllhip 

�e a �ty clearaDce, blrt 
e:ii:olwltve of cOpiea of 1llveirtigat1Ye
n.,port, &ZIil related paper• rurm� 
to asnciea b;y the C1-rtl Service 
Camledou tor vb1ch llllliDtemnce and 
dii,poaitioa 1Astruc1:1cma era JD'(ff'14ed
1.11. CJiapter. I •2 of the Federal 
Peraozmel Mlmlal., 

• 

24. Fl!rllOllDel aecurit.:, clearance lltatllll L18'ta or roatere, D1apoee of lists or rosters 
nll!a ma1llt&1Ded 1D 9eC'llrit.r um.ta chroaolog1call:,; cue llhe.ll. mq,e� or ob■olet.e; 
to ahov tbe aecuri ty cleenm:e files, alpbabet.1� · d1spoae of caee nlea upoza
atatua of illdJ.ndual.11, eitller 1D the 1Jt DBJ:11! of related. traAlllfer or seperatiOD of 
fan:i or llll't.a ar rostere, or aa lndividual. related. 1Dd1 rt dual. 
�T14ual caae filea cODtaJ..nills 
c0piea of documeat11 coat.a.1ned. 1D 
case tile■ 4e11cr:lbed 1D Itc:m 23 
abow'e, 

25, Security rtolat10D filee, ccmaist-
1.aB of caae f:llea n:la� to 1A­

Dl■po■e 2 ,-r, after cmple­
t.ian of f1ml ccrreet1ve or 

Tel!Upt101118 of alleged aec:m1.ty 
nolatlcma, but exchudn of file■ 

d.1eaiplll1Bt'J' actio1I.. 

cCJDCel"ll'UIB felouiee and paper•
placed. 1JJ ott1 e ial perllOIDIMll
tol.der11, 

26. Securit7 rtolat10D filea, o0Daiat- D:lspoaal D0t authorized by
Ul1e ec:bedDle. Tnnsfel" to1DS or can filee roelat1QB to 1D­ pre.ctice,

n�tpt.1ana of alleged. MC!la1.t.y 
Tiolat10D8 of a nttlcieat.17 iaeriOWI 

Feda"al Record.II Ceater 5 �• 
after date ot las1; act.icm. 

nature to be claaaecl u f'elolllee, 

n:m!lem:z PlamlillS Record.a 

Recordll accumlAtiQB rran the fonulat1cm &Ad. illlpleiRntat.1011 or pl.am ( au.ch ea nacuat.lon pl..uul) tor 
protection of llfe and property duJ'1llg emtl'BeDD7 con41t1ona. 

Cornepondmlce t1le11 relatillB to 
arJm.niltre.tlOD aDd c:,peratiOD ot tbe 

D:f.11p0aa d'ter 2 :,ears. 
praeuce. 

ei:lll!J."8eDCY pJ•m,tng pzqp:u, mt 
covered bJ' Itea l or elaevbere 1D 
thie acbedule• 

• 
SUPERSEDED 



� 
ITEM 

28. 

29. 

30. 

31. 

pESC1!_ !_PTI_Q_N_ OP' RECORDS 

Case filea acclSll.llated by offices 
re,ponsi ble ror prepara.tion and 
isau.anee of pl.ans and directives, 
consiattng or a record copy or 
each plan or directive isaued, 
vith related background papera. 

Copiea or plans and directives, 
other th11n thooe maintained in 
case tilea deacrlbed in Ite-::i 2B 
above. 

Agency reporta of operation11 teats!, 
consisting or consolidated or 
coi:rprehenai ve reports renecttn11: 
agency-vide results of tests 
conducted under emergency plans. 

Operations teats files con11iat-
ing or papers accumulating frOl!I 
teate conducted UJ1der e�ergency
plans, such as inatr-ucticms to 
i:iembera participating in teet, 
staffing aaalgnmenta,  �eaaage11,
teats by co:=unicationa and 
faeilltlea, and retained coplea
of reporta. 

REC�ED 
METH_Q_D -�F'_ill!!Q_ 

Co11ron:1 to agency
pni.ettc,. 

Conforc to agency
practice. 

Confom to 114!:ency
pract.lce. 

Chronologically. 

AUI'HORIZF.D DISPOSITION •Disposal not authorizell by 
this achedule. Tn!.nafer to 
inactive file vhen super­
aeded or obaolete. 

Dispoae vhen superseded or 
obsolete. 

Disposal not authorized by
this 11chedule. 

Diapoae after J years. 

• 

6 • 
SUPERSEDED 
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GENERAL ITT:COJI.DS SCHEDULE 19 

Research and Devew ent RecoJ"de 

These &rse reeorda cre&ted by agencies in the conduct of technical and eclentlfic research and 
developcent tor tbe purp,0ee or develap1ng new concept9, teclmiques, 1111d equipment, and cater:lale, 
or improving or �difytn� those already 1n existence. The record,, relate to such ?haaea of 
reeearch and develop::ient aa the establie�ent or requi�ents and pr,elil:dnary characteristics, 
e,:pericentatton, deeiim, engineering, codification , testing, and acceptance. They accur:rulate at 
varioUll aeeney organizational level■, such aa offices responsible for progi-m:i dire�tion, labora­
tories, proving grounde ,  and Brsene.la. Any records creati!td prior to January 1 ,  1921., �ust be 
ottered to the National Archiven before app]yln� these disposal 1nstruct1ono. 

Scientiric data accumulating during the conduct or a speclric project.!� hmeral].y recorded in 
laboratoey notebool!.a, an� later au:=a.rl.z:ed ln technical reports. \lhile the technical reports vill 
no:n::al].y ohOII the progre,aive and final reeulta or the research errort, they do not alvnye ehov 
hov these reeulta vere achieved!, or vhen a theory, device, or pPOCess vas first conceived or 
reduced to practice. The labo:r&tory notebooke and other subt1!dlary sc1ent1 tic papers record the 
oethods and procedures w1ed daily by the scientist in reseuch perfonl1811c:e, 1md poseeee potential
reference value ror future scientific researeh, as vell as for the establiBhfflent or patent or 
inventioa!.rigbt1. 

Research and developcent for so:e agencies ie accor.:pliehed both by contracting for the services 
or priVtlte co11trnercial or research organizations and by scientific personnel �ployed by the agency.
\./hen the former procedurt is used, the contractor ts required to furnish the results of reaearch 
to the �ney in lhe foT'l!I of technical N:porte, e,:perir:iental datii., o:r cocpare.ble 1:1edi11. All 
ntcords turn 1 Bhed by the con tractor pursullllt to te res or the con tnet bec01:1e the property of the· 
Govern�nt and the proviaiona or this schedule ere applicable thereto. 

Work on a i:::ajor rese�rch and developr.ient proJec� or ayste::i i:ay be assigned to Vlll"ious org8ll1-
Z&tional eler.,ents of an sgency. These vork assi�r,,.ents r.ay be designeted ae "sub-projects," "tasks," 
or "nhaees." They are g�neral� identified vith the =Jor project or systeti th:rough the agency 
project nu::".berlng or claall1ficat1on syatea. The t@l"CI "project'' as Wied in this schedule includes 
any related s�b-projects , tBBke, or phases. It is deeirable that these related records be consoli­
dated into a single pTOJect file prior to tr8lls�er �o a Yederal Records Center. »()'.lever,· on 
projeeto ot louR duration, vhere volume or other factors preclude the retention of records until 
co�letion or the entire project, reeords relating to individual eub-proJecte, tasks, or phaeee
c:a_v be transferred to Federal Recorda Centers in the sai:,.e rn1111ner as for project caee files defined 
under Item 3 or this schedule. 

ITEM RECCJMl.!Ef DE D 
NO. �.c?.E...01'.]ILDIO AUTHORIZED DISPOSITION 

1.  Program tiles eone1sting or Ccmform to agency Disposal not authorized by
progrB!ll doc=ents, schedules, practlce. thio schedule. Close rile 
and correspondence r.aintained every 3 yeus. TrBM rer 
by offices responelble for c:l011ed file to Federal 
execution, reviev, and ana]y,11 Records Center after 2 
of �ency resea:rch and develop­ years.
r.:en t prograr.te, end relating to 
the general planning and supe:r­
vielon or the prograae. 

2. Technical i:o=ittee and bo&rd files 
consisting of (1) agendas, directives,
minute■ of r.ieetinSS, &lid reporte
covertn� general i,peratione or the 
c=1ttee or boar�. 1111d (2) papers re­
lating to the eet1tbltehcent, revision, 
or ten:1.inatioc of individual project.s. 

a. Official rue of the cor::::tittee Con fom to agency Disposal not authorized by 
or board rnaint11ined by the practice. lbia schedule. Close file 
SecretB'l'J' , Ch&,lr:mm, or other every 3 years. Tl"'&nsfer 
desi,;nee. clo1ed_t1le.to Federal 

Re�orde Center arter 2 
years. 

l 
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Dll!CRIPI'ION OF RECG\00 

b. Copiea ot c<Jlllllittee or board 
f.tlea distributed to mmabere. 

3. ProJect. case files -.intained at 
the labont.toey or canpa.rable 
level, renect1ns a caizplete
history of each project trua 
11:dtiat.1011 throll8b l"eae&reh,
4"'elop::ieat., d.edgn.1 aad test.lllg,
to CC111ple't1cm. 'l'bey 1DCl.ude 
(vb.en created by ageD.ey pereomiel 
or received trca contraatora) 
proc:unmeDt n1.c11, cansiBUQg cf 
a copy of ea.ell coatract ar egree­
aeat ror reaeu-cli aen-iee■ vith 
related aocl1f1caUons, challgea, or 
ad.deadu:111; pr-oJect authorizat.ioa 
docutlente; project cards; techmcal 
characterietica; test 111.Dd trial(/) relNl.t.a; draviQSa, apecificatlOD.8,
BDd pbotagr9ph1 CODSidered to beC eea.ential to _docu:lent deai&D, 
mod.1f1.cat.iom, am �nae:7J 

m 

diwelopmeat; techntcal am prcgrees
m J"e]Xlrta; aotice or compl.rtioo ar 

ccancellaticm; retereDCe to the
:::a location of prototype IIIOdela, 

n1.m, or other 1 tms too bulky
(/) far 1Dt:J.lu10D 1D these tile■; BDd 

correirpandeDCe tnnueDdJIS the 

0 
courae of e.ct.1011 taken cm a 
proJect.. 

m 4. UIJto, card 1.Ddexes, or other 
Dl!d!a reflacti.Qg ill a cClllpl"e­!SC
bem1Y1t aumer J.DdinltD&l proJeet.a0 adm:lm�red b7 u. agenq-. 

5. Source data tilea, plmCh carda, 
electronic tape, or ccaparable
media used to cc� 1111d. aa.-ble 
data of a prelild.DBJ7 or 1.Dter­
tll!d.late character generated traa 
a14Cll proceBBea as emperl..lllema or 
obaervatiODII of a routim, repe-t.1-
tlve Qllture, and used for re!!rem:e 
1D arri� at deten:11.mtiOGO 1ll 
t.he cond.laC't of r-eaearcli proJecta. 

6. laboratory note'boaka coata.1.D:l.a8 
techm.cal 111114 11dentit1c data 
ecCIDllllatiQB trca the comuct of 
reeearch 11M dl!Tel.CJpcleDt, 

... Sot,eboalr.e conta1m,.ag data 
dete� by coapctut
sc1ent1t1c or teclmical 
pereoanel either to 'be 4upl.1-
cated. 1D teclmlcal reports er 
el.eevheN 1D project. cue nles, 
or to be ot IIUCb a roat1lle or 
� mture that tbelr 
'N!'temioa would mt add 
eigl:dncaaU,- to the proJect. ftle. 

RECoM(EHDm 
METHOD OF nurc 

Conform to agency
pni.ct.1 ce. 

By pro,Ject mml>er er 
title, Ill.ti appropriate. 
Whe!n the volume var-rent.a, 
papers iII case file 
may be .subd!Yidff. by
t-ypee, e.g., procure­
ment. 1'1lee, authortza­
tioo do�e, reports,
Bm. dl."11.W'iQSII az:id 
specU'1catiOWJ. 

CQIU'on::a to egeo,:7
pract.iee. 

�arm to IISellCJ' 
practice. 

By pro.1ect or book 
IIUlllller, u appr'QPrl.ate. 

-2-

Al11'B:ORIZED DISPOSl'r:IOR 

Diopooe vhen ouperseded or 
ot>aolet.e or upon tenll1na­
t1on or aembersblp vbich­
enr 111 earlier. 

Disposal not. authorized 
by thi s  schedule. 'l'r&Ds:f'er 
to 11:1.act-1 = rue upon
receipt of cocpletiot1 or 
termit1Btion not.ice; break 
Ulllc:tlve N.le every 2 ye&ra,
and traAs1'er to Fedel"al 
Aecorda Ceuter art.er 3 �ar11. 

Disposal not. authorized b;r
Wa acbedlU.e. TraDsrer to 
hderal. Reeorda Center to 
t!ie ert.ettt. pnlcticable vitb 
reLated project tiles. 

D1spoee vben detenai.Ded by
campeteat· agency reaearcb 
per!IOllDel that the N.le■ 
baTe aerv-ed all rea,earcb 
parpoaea. 

i 
Dtapoae 6 i:icmtha;atter 
cai:ipu-tlcm � tei-mlatiaa. 
of tbe re1-ted. pi:v,1ect
or pro.Je�11•....--

C
(/) 
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m 

0 
m
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ITl!JC 
RO. DESCRJPl'ION OF RECORDS AIJl"BORIZED OISFa:lrrIOR 

8. 

• 
9, 

10, 

ll. 

• 

b. other ootebooll:a, 

Teclmlcal rcpgrt files, con­
sis1.1cg or - official file 
copy of each techn1cal report
or unpub 11 Bhed Cltlll1senpt or 
repoz-t prepared 1A coaaecticm. 
vi t.b a pro.lect, ILl'tlcle re­
print8, tendilal. DIUTat 1 �III 

Gtat1o1.1cal and gTaphic eccpila­
t10111:1, INl:EIILM.Ut1.01M11 IIDd 
,u:alyse11. 

Dra·.nna aDd apec1f1cat1oa files, 
CO?I& t Gt Leg of &II. ofi'lciAl. f'1 le 
copy of each dravillS Bild speci­
f'1cat1oa shoving fiml deaigD.
aDd techDical chanleter1st1cs of' 
it.ems developed. 

Correspondence t1le11 ot a geDel'lll
admim.strattve or bowiekeep11J8
mture, {excluaivtl ot papers con­
tainillg acie'llti rtc; or t.eclmice.l. 
data) lllllilltained by off10ea other 
than those r-e:rerNd to 1D I� 1.  

Project. cOlllb'ol 'f1le1, coasistlaB 
ot copies of' doc'uall!Dts conta.tned 
10 pro,)er:t case rues, prel.tDdGary
mt.ches, dravi,qge, apeclficat.ions, 
and pbotognt.phs detcndnt:d by
ca::ipetent i,cieattnc eD4 technical. 
pereomiel, not. to be of sutttcleot 
't"&lue tar 1Dcorporation in project
caae rues, and ccJl'T'espcmdeDl:e con,.
cerm.118 eu.cb a<bd.o.l.atrat1ve •ttere 
as travel, conter-enees, consul.tat1aQa, 
aBd. tra.n.Gm1t ta.1 or documcn"t.11 . 

SU::mary pl'Ogl"eH reports au'.tll!l1tted 
by laboratortes or other project
otn.ccs to abov the 1D1t1e.t1oa and 
degree of c<mplet.ion of proJect11,
and c:onaoll� report• prepared 
tllere� 

a, Copies of reports ret&1.Ded by
l'll!pgrlillg offices. 

By project or boat 
mmber, •• appropriate, 

By J:ll"OJect IJUlllber or 
title, 111:111 the� 
by mmber 01' date ot 

By dravt.Qg � spee1-
f'1e&�1cm. IGllber, a:t 
lte:CI �lature, as 
appropriate, 

Cantoni to ageDC7
practice 

By project mmber or 
t.1tle, as appropriate. 

-3-

Dispoeal not. authoriz� 
by W.■ achedule, Tnuui,..
fer to 1mct1ve file llpCID
c omple't1 on or tend.Jlat10t1;
bl-eak inactive tile -ry
2 years &l:ld traQsfel' to 
Federe.J. RecO?'de Center 
e.tur!SCJ �e. 

Dill})C>sal DOt authorized b:,
this eche<lul.e. TA.D.afer 
closed file to Federal 
Record.a Cezrter &fter 
5 �ar11. 

l)ispoeal not suthortzed '117 
tbJ.a. IICbiedw.e. 'rn!Asfer 
to �ve ti le w.eo super-
11eded ar obaolete; bree.lr. 
tml!tive tile at ead ot 
each year; tnmsfer t.o 
Federal Recori!JI Ceoter 11.1'• 
ter l �-

Dispose after 2 7'!&"11, 

Dill]IOH �D cmplet.icm
or CaACellatiou of pro Jec:t, 
ar earlier, ea Ultl:, ee� 
their purpose. 

Dispoae 1 :Jl!&r afte2' 
ce1:1pleti01:1 ar caace l.la-, 
ucm of related project.a • 
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b. Feeder reports used tor camp11.a,­ �or:m t.o ageoc7 Dispose upon subl:d.ulan 
tJ.oa ot COZ1SOlldated l"llp07t;a, praettce. of COQSol.1d&ted n:J)Qrl. 
acept u 111111cated 1D � 'belov. 

e. C<msolldated l"epOl"ta, cona11Jt. Conform to ageoe;r Disposal not autbortzed 
1z1s ot aa. otnetal t11.a COJIT � pn.ctlce. bJ' th.la 11chcd\lle. 
each cODBOUdated re-port am 
IIIQ' teed.er report.a Wied for 
prept.l"'&t10Zl thneot CO!ltaild.DS 
t.eclm:lcal ar ac1eat.1ftc c!ata 
DOt fl1lly doc:umeated 1A the 
eOIISolldatad reporta. 

12. !Jm!stJ.pt1Ye n1e11 peJ't&!.m.as to 
exploraticm of tlle feut'tdllt.7 of 
UDB011c1ted propoaala ta1 proJeeta
l"eCe1ved :rraa 1.ndiriduals. 

a.. Propo sala re INl t.t.ag 1D With related Salle aa for It.ea!SC).
sirtJ11:irbed proJect1. project tiles. 

b. ReJected propooala. �Ol"D to ageDC7 Diirpoae 5 )'l!ara a1'ter 
practice. caziplet.101:1 of 11n-cll'tigat.1on. 

13. � ts.lea, c01111lat1.Qs ot See It.ea la, Genttal See Item 4, General Re-cords 
tonm.l coatracta or egreeaeate Recol'de Schedw.e 3. Schedule ).
vtth un1Tere1t1eo, ecsaerclal 
coocel"ll8, and 1.Dd1'1idml.a tor re­
search and dim! lor-ut. vork, &lld 
relilted. papera, bl.tt exelaa1n of 
t.echDical. or sc1ellt1t1c data 
turm.ebed to T.he OQV'el'ZllleDt. puZ"IN­
&Dt to the terms ot tbe contraet.a •,ar 118,Tel!Jllelltll and 
copies of cOlltnctual docaa,Dta
filed 1D project ease tllea den.-4 
lo Item 3 ot tbi II ecbedul.e • 

Teclall1c,u · re�renc-e t'ilea, ccmaiirt- Co.1'.farm. to 11811DC7 Dli,poae vhen superseded.
1.DS or eop1ea or tecbm.cal reparta, praettce. or Ollsolete • 
spec1t1eatlOD11, dl"av1..Qga, and other 
teclmical &Dd ecieo:tine data re­
celntd f"n::a. Goven1111ellt a,geac1u, 
CCIIIIDel'ctal CllDCfll"DII, or oi.11.er 
1101U"Ce11, Wied as a reference IIOUZ'Ce 
lD the pertonzmice of the resea.rch 
aQd denl.op:lellt tlmc!ticm, but exclu­
eive of of'nc1al nle copiu of these 
doC\11111!Dt II • 

rt.em l. 'lbelllC are p&pera cree.t.ed. and. ac�ted. 1D of'1'1.cea of pragr-111111. diree?tors or camparabu
ott1cea ren.ectlag l'ta1't adl111111strat.1oa ot � re11C1U"Cli and d.e'V'dopzut; flmc:tlon, vhlcll due to t.bel.r 
md.eatial ud other TBhlee are ret&iDed u permneat record.I. 

Itell 2. Moot ag�1u ba.YUg reee&l"dl and. enl.opm!Jlt. pi:-ognu:aa ba'ft eirt&blllllhed ca:m.ttees ·or boards 
to stu4y t.eclmieal problma relatlag to euch meters u aut.borlzat1an ot proJecta, scJiedu.lii:ig IIDd . 
pbaalag operatlODII, lllld tlle internal coordJ.mtion and. control of the reeearch and develop11e11t program. 
'l'he7 alao generally mJ.ataiA 11a180ll v:lth other saveramezrt. 11£enc1es 11.111d. -sovenmiental re11earco and 
d.eYel.op::leat actlvi t1ea rar tae JJ'D"POM ot ex� ideu aDd concepts aDd admlld11ter1Qg 1ni.er-
egeDCJ' pro,lecta. In add1t1o.u, tec11D1cal ar ■c1e�U'1c perlll0l2Del i:ay De«ae l!Ember1 or camitteea 
apo,llll(IIN!d ay auier ageni:tee or CCD11Uc1al coac.rm. lmlofar u thelr record.a renect UU! ornci&l 
p0111't10D or t.be ae;@QCJ' CD proDlema d111cwssed, tJMty my oe cona1d.ered 11111 ort1c1al recorda or the agenc:,, 
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Records acCU111Ulated by board& alld coaaittees u-e eom1dered to have reteot.101:1 veluca eaaparable to 
thooe stated for Iteni l ab:,ve. Copiea distributed to coanittee members are for their rcterencc w:e 
IUld ca.q he disposed. of vll2la 110 lmlger tleetul. to thm, 

IteD J. ea- rnea aa.tnta.tned a.t the laboratory or cacparable leTel retleet.UI@: a h18\Qry of tbe 
acti...-tty cODDeCted v1th 11. ape,clnc pro )ect. They coot.ala the 'basic t.eclmical aJ:¥1 sc1eDt.1f'ic data 
d-loped dUl"� the ccw-r;e or the pro'.ect. The ret.eatiOD. value of tbe&e files f'or tuture research 
studiee ia co.ut.1.Qgent UJ1QD 8llCb f'a.ctors ll8 the field of reeea:rc:h 1nrolved, tbe 1.cJportaDce of tbe 
specific project 1.llvolved, � the llature or f1Ddlz:le:e and COD.Clu.oi=a reocbed, It ie recogDi:r.ed
that cert.a.!D pro!iect f'1lea will have little f'Uttlre ecieDt.1rtc ar other reeea:rcb utility. H�r,
the riles &e o. ge1:1era.l cl&as ccmtain eutncient sciCDtU'ic data DOt duplicated e1Be'lt1ere to \nl.J"l'IIDt 
coatt..aw:d preael'Vlltion. Eu.ct �a tor ael.eetlon or t.hooe case riles vbicb do not varraDt 
cozrti.nU.ed. pttsel'fttion eamot log:l.c:al.ly be d1ssez:d.Jlirted through the ciedia of a general records 
ncbedule. Tb.1a can best be a.ccacpllshed by each •eDC'T in the d.e'V'el.op:Deat of its records control 
scbedtue. 

Item 4. Non:al.ly, egem:1e11 m&illt&ia Uirt11 of � pro.leeta tor admiDialrative pupoaea, ID at.her 
'Iiistaiicee, card ftle.s Im¥ be oaillt&ined refiectiDg brief oynopsee of research pro.lects. Tbeoe or 
caapara'ble tiles may be or CODa.1de:r11.ble wse to future researchers 1.a �:rml.Dlllg the exiateDce of 
data 1D specific fields or reaea:rcb, aDd 1D deten::wd,.Qg t!le scope of an f18em:y'a pu-t1c1patioa 1D 
rellelU"Ch t\me'tiom. 

• 

lug5. Wl1 reeea.reb pro �ects require the ccmdwl-t or loag-range ezper1JlleJltal and obser9llt10Dll.l 
vork, vith n-equent record1cg, of resultiag data. Also, data me.y be collected. tr<m 111ey po1Jlt• by 
means of queat1omia1rea and rel!W"t"1.ng rep:,rto. 'l'be data la ottea maJ.Dtaiaed on puDdi card.s, 
el.ec:uomc tape, ar CCl!lpll.l"Bble Dll!d.ia. It. serves a basic research purpoee in arr1 vi:ag 11.t coaclusicme 
and deten:z1Dlt,tioaa dur1.De; the course of a project. _Of'tea the data la collated &Dd puhUllbed 1D 11, 

cOlldeaaed but �i-re J:BDDer 1D tecbm.ca.1 reports or pe=pilleta. ID aw:1:1. cases, It my be 
determ..zied by acieatific per1JO!mel tbat the source mtertal rra::a vblch the data ia extTacted, IICD!­
t1Des ccmatltutillg a large YOlume of p&pera, � be d111p0a.d of as baviJ:1s DO f'urther reaearcb 
ftl.Uee. Also, 1D t.!M! absence or comeDBed ..-e-raiona or t.he dat.a, sc1eat1tic persomiel C1111J dl!t.en:d.De 
t.bat the eource data adds little or t.mport.aQce to the 1Dfonat1oa c0Dta1Jlcd 1D ot.her papere reta.1Ded 
1D cozme�10D vtth 11- pro :eet, � my approve 1tl d1spoaal vbcQ 1 t bas served illllledlote :reaeiarch"!p.tt'POBll!!B.

"--.. 
I'tei:i 6;,..__'lbeae natebooka u-e ta1.Dta1lled by resea.rch peruomiiel aa a DeUl8 of recordiJlg aDd ret&1.a1llg 
�nt:eeiiaar:, tar :reference dur1llg the course of • pre lect. SlDce they are l:lliDt.aJ.ned cm an 
1Dd1v1chllll bub &Dd each �search speci&l.11Jt recarda t.he data he cons1dera Dl!CeeSU7 for referem:e, 
the Datebook• vv-r aa. t.o com.eat and canplet.eneaa of 1afor1111tion. Certain ot the book.a coateJ.D 
Dates or a � nature, or notee tbat 11111 be dltricult or lmpooeibl@ to 1.D.terpret exc&pt 
by the specialist wo VT'Ot,e tbem.'"-ID other 1.DlrtaDcea, the book.s ccmtain bcuic acle:mtific data 
shown 1D INffiele:t deta.1 l that, 1f' Dat docucleated 1D tec.bm.cal reports ar other cClDlil!Al,ed form, 
are 11eeded for eontimu!d research JJID']l0eea. Notebook, c0Dta1!wlg data easeutlal 1D establ.18h1.ag 
patent or 1o'nmtlcm. rtghta are ft'ta1.aed. 

'l!ieae reparta �at. 1D .-y form the 1"1m1Qga and CODCluaicma re&ebed relative t.o 
speclhc pro,;ect.s, AB ll'llcb, they clAr1fy and suppl� the 111fon:nt1on c�d in laboratory
Dateboolr.11 IIDd othl:l:' source da.t.a. $1.Qce they preeellt e. co!IIU'll8ed aml. conc111e IINl:ID!l?'Y account1118 or 
ac:ca:iplllllled. projects, a canplete set of the re-port.a ot each -.i;eni:y lo '�d pe�atly, 

Itea ti. DraviJlge am 11J19Cit'1cat1oas are uaer\11 ad.jUIIC"ts to the filea deflDl:d 1n Iteas 3, ti, and 7 
oft'liI11 ac:bedw.e. Tbe dnl.1'1J18B ahav 1D rtNal ron:i t.be llll!c:baaical aad other pby81cal ebaractert11t.1c1 
or the 1i- d.eTeloped, and the �tticatloaa 9Pla1D the11e characteriatica 1n d.etail. 'ftll!y are 
eeaenu.a.l f'Ol" producti0111 &!Id se?'V1ciag of the it.els de-Yelaped, aDd for l!Odlf1c11.t1oa, �e11ign, or 
ccatizllllDg re11eardl OIi the item,, gr reliated it.sis. 

Item9. Tbeae til.ea ore IIIIWrta1Ded 11.t the laboratory or c�le leTel, and at. otrtcea ha'l'illK 
aa.bordiaate responalb1llt.y for adm.D1etratiaa of the reae&l"Cll aJ:¥1 d.e'V'elcpil,:at pJ"tlgl'Sl- Ta.y do 
DDt ciocameJlt. bui.C cd.es10DII ar �Saa., and serve OZ1q a tei:p0l'al'7 ad:cd.J::dirtrat.lve pll"p()N • 
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CEHfflAL BECCIIOO .scm:wu: l� •Itesn 10. These files &\ft general.ly m.1.i:rteJ.Qed as e. lllelt.ll8 of k�i.Dg e.dml.111otrat1ve· perBonael s.­
farmed O.D t.l:le ste.tua am �sa of p,:-oJect.a. 'l'be eooent.1&1 1ntonmt1011 coatained 1n these ttle11 
10 duplicated J.zJ the acb2al project c� nJ.e-11 auntai.Ded at tile aperattag level am 14 tedmtcal 
eaanttee am bee.rd :Nl.ea. TbeJ" aerft ODJ.7 a tei:iparoary Jl'IZ"P)R dUl"1.DB tllie life o:t t.11e pro.lect.. 

Item U. Coneolid.ated. �y rnuzary progreue reporta ba-re cotrt1AU.11g evtdentl&l value, eiac:e Uicy
shew Hz � raflZlioza l.wv tbe sgeocy a=ompl.tllhed the ttsearch .m �lop11ezrt tlmetion, problma
encouatered 1D. accairpllahins nrlcaio pt"ojeets, .m comparable illf'Ol"lllll,tton. S:izM:e t.he coJ:1SOlid.ated 
report.a ccmt.ai.D bade data refiected in operat.:lilg lmit reportc, thece latter �a e.tt author12.ed 
tor disposal e.1"teJ" t.hey � � adl:l:l.mstrative Jl!U110aes. 

Item 12. Ullsollcited pr'OpOaa.111 au.'1:1::d.tted to agencies by iD:Uv:lduala Ll"e geoe"1..1.y found to be 
1Zllfl.ccepte.ble for exten.n1ve re�cb inveot�ation, llbe1:1 a proposal 1B accepted !'or fona.l reaearch,
the reau...lti.Dg tiles ar� ecapa.rable to tllooc created 10 tbe cooou.ct of <Yther reeea.rch pro jecta, end 
are su'bJect to the same d1opos1t1on. lkJected propooala are l!l'liatai� only for the period required
for i�ll't.�t.icm and to ansver aQy inquiries that mi.y!SCa.rise tb.ereafter. 

lter::i l.3. These filee reficct the DOnlllll �r.aeller rele.t10ll4b.1p as do at.her JlZ'OCUl'l=Znt t'1lea,
aJZd are therefore 61.lbJect. to the seme dispoeit.J.aa. 

Ite= 14. Tbe iJWeetig.Q.tive IUZd. explore,tory naturl!! of tbe resee.rch ond dev'elopt:iei:rt t\mction reqw.reo
that aeieottfic B.Dd pl'Ofeao1olUl.l perBOlmel be informed of =at com:�a� idee.e, 111.Dd pr1.llac1pleB 
111 t.1110 neld. Vol�a fU.ea of reference arterials are orten cai.lltained by re-aeareh &Cid d�l<JP­
nent offl.�• to aeccmpllah that objec"t;t'Yl!!. Tec.bm.cal �a im<1 othel" reference d.oCUlllentG ge�rll.l.ly
are superseded ar the int'01'121,t10Qal. content beC(l:lll!a obsolete at'ter a period of tu:ie. To iD.6\lr'e tbat 
current and e.utJient1c ,c1eut1nc data la �tel)' IITailJlb�, wpei-B(lded B.Dd ob.llO.lll'te mtertal 
ahwld be pertodic:ally vitlldra\/D for dlaposal. 

• 
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DATA AUTOMATION PROGRAM RECORDS - GENERAL RECORDS SCHEDULE NO . 20 

Introduction 

This schedule covers machine readab l e  records , re l ated documentat i on re­
quired for their servi cing , and fi les related to the automatic  data proces­
s ing  (ADP) procurement ,  operat ions , and management funct i ons . 

The deci� ion t ab l e  format , rather than the co lumnar fonnat , i s  used for two 
reasons : 1 )  footnote requirements arc great ly reduced w i th this format as 
compared to the col umnar format o f  the first 1 9  schedules ,  and 2) the 
number of times a g i ven f i l e  of log i ca l  records has been processed is often 
more i mportant than the name ass i gned to i t .  For examp l e ,  i n  an update 
system, the last created version o f  an interim master f i l e  becomes a final  
master fi l e  after the sponsor decl ares it error free. The only d i f ference 
between i t  and i t s  preuccessors is the version number. There may be many
versions of a given f i l e  created during the course o f  a processing cyc l e .  
Fai lure to prompt ly  return unneeded tapes t o  the inventory w i l l  lead t o  ex­
cessive requirements for tape. For th i s  reason it is imperative that the 
creator of machine readab l e  records assign f i l e  retentinn times at the out­
set--thu� is to say, at the time of the original  system design effort .  

• 

The principal machine readable  and support ing records common to more than 
one agency have been d i vided into four categories.  These c l asses of records 
correspo�d rough ly to the typical organizational and functional st ructure 
found in most ADP instal l ations and the i r  parent organi zat ions . 

Data automat i o� planning .md operational  records (part I ) are norma l l y  
those . created during the l i fe cyc l e  o f  indi v i dual co�putcr i ns ta l l at i ons . 
They deal with p l anning for, managing , procuring, se lecting , uti l i zing , and 
accounti�g for the phys i cal  faci l i ty investment of the ADP insta l lation and 
suppo rti�g activities .  

Oocumentjtion requi red for serv 1c 1ng machine rcaJab l c  records (p�rt I I )  is 
defined �s the organi zed series o f  descriptive documents required to ini t i ­
ate,  develop, operate ,  and maintain specific  app l i cations o f  ADP systems.
These include project documentat ion,  •system speci fication s ,  test data and 
procedures , f i l e  and user documentation,  and the various instal lat ion pro­
cedures snd standards used . in dai l y  operation s .  

Erasable medi a  (part I l l ) covers al l devices wh i cll store machine readab le  
records in  an  erasab l e  mode. At presen t ,  only  magne t i c  media are commonly 
used for such purposes . llowcvcr ,  future technological deve lopments may pro­
vide the s ane character i s t i cs (nonvo l ati l i ty and easy rcusab i l i ty) now 
found on magnet i c  tape . 

1• 
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•Since magne t i c  records may be destroyed by overwriting,  a variety of pro­
tective devices and techniques have been developed over the years to pre­
c l ude inadvertant erasure of records . The earl iest technique, st i l l  in 
use , cons i s ts of a mechani cal interlock device known as a "write protec­
t ion ring , "  inserted or left out of a reel of tape . W i th the l ater de­
velopment of computer-manufacturer-supp l i ed "operating systems , 1 1  an addi­
tional safeguard was inserted i nto the software. I t  consi s t s  of writi_ng 
f i l e  identi f ication and expiration dates on a l abel record at the begin­
ning of each reel of tape. Other magnet i c  medi a ,  such as disks , depend
almost so le ly  on such software dev i ces.  

Nonerasable media (part IV) covers such media as punched cards and paper 
tape. Mos t  ADP ins t a l l ations use media  other than magnet i c  for a variety
of roles and functionsn, but for the most part they arc temporary. However , ·  
punched cards arc sometimes used as documentsn, such as checksn, savings
bonds , and requ i s i t ion forms . I n  such cases , the functional retention 
period, developed in other records schedu les ,  winl l  app ly .  

Procedural ana lysis  of data processing systems (part V) i s  a guide for 
archivis ts , records off i cers , and nu<l1tors 1n determining secondary uses 
for data f i l e s .  Unl ike  paper, computers create more working copies , which 
should be erased prompt l y .  But the secondary value ,  such as furn ishing 
data for audit trai ls and stat i s t i cal  analysis  must be recognized when ap­
prais ing machine readab le records . Many systems , i n  becoming more automa­
ted upon procurement of newer ADP equipment , drop cert a in  manual controls . 
Since many systems are dynam i c ,  they change due to corresponding changes
i n  legis lation and other factors . Thus , nonoperational programs may have • 
to be kept for s i te-aud i t  records . 

2 • 
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O.ila ,\utomation Planning ant.I Ope rat ionnl Rccor,ls 

Cover ing  tlocumcntati0n relating lo ol>jL·,tivcs,  ,·.Jnccpts, pol i dC's , 
ant.I p lans provi<.ling O\' cra l l  asp('cts of data automation <lat� ncc,ls 
JnJ sy.s tcr.is dcsi gn of man11r,e,.�n t support ing sys tcms and ope rat ion a J 
s1111porl mg srstcms, inc 1ua ·inc cqu1pr.:cnt se lect ton and s t a t i s t i c s .  

Consist inl( u f  

master plm1, fcasihial i ty 
su1Jies with .issociatcd 
cha rl s and ,Ii agramsa, and 
supporting dnln that re-
f lect on the characleris-
l i CS of the data auto-
r.i:l l ion act i v i ly 

rJen· l Opr.iL'lll 111 pl ansa, 
pol i er, an<l proccJures 
governing the ,·on vc rs l on 
lo c l c c l r i c.il machi 111i 
operations ;1nil th" �upcr-
vis  ion,  controla, coor<l i na-
c ion,  anrJ operation of the 
mcchan iza ti ml 11ro1tr:ir.i 

ag('ncy rtqu i rcmcn l � , 
speci f i  c.'.lt ions for hard1,• .i re, 
software· , and support 
capab i l i t i es o f  vcn<lo rs 
of L'Omp le  l C i 115 t a  1 1  at i OllS 
or of r.i�jur peripheral 
c•quipmenr 

tl�ta c lcr.1c11ts ;rn<l <.�ndc.s , 
s I andard i :·at ion reque s t s ,  
an<l just i  fi cat ion for al I 
<lat a systems 

. 
I -l•,11 ich nre '\hen 

I graph i c ,  narra l i vc;  
an<l tahul ar i nforma-
lion re lat in� 10 the 
present an<l/ or  p l  arm ell 
i\llP compo;i t ion  an<l 
rcquircr:icnts of  the 
<lat a ;:1utor.1at ion 
activitv  

mlintainc<l a l  pol icy
rJcteminat ion level 

SC') CCI ion criteria  
for procnrer.:cnts in  
the cs lab I i  shr.icnt or 
moJi fi .:at ion of an 
,\Ill' i 11 � L a  1 1  at ion 

disposal not authorized 
hy t h i s  schedule. 

-
disposal not uuthoriaz..,,! 
hy t h i s  schedule. 

Ji �posc o f  :2 }'C,lrS after 
specific  configurat ion 
of cqui pr..crn is 
lliscontinucd, 

promuli;ntctl Fcder3l <lispose of 11hen super-
nr  national [eHept �,idc,1 or  ohso letC'.  
record copirs at 
7\at i ona ! llurc�u of 
Standards) 

5 I other s t an<larrh ; 
dcveloucd h}· agenc.· 

disposal  not uuthori :e<l 
this  schedul e .  

() 

7 

8 

!l 

l!l 

• 

I In· 

. I I
Ut i l l z at i 0,1 forms o r  cards that I used for d,1i 1 y d ispose of ,1.ftcr 3 
and cqui pr.ie11 1 op,:, rat ors r1,Ic1a�cme11t of  rears. 
r.1aintcnancc- comp I cte ,·el 3t ivc to  opc-r;i t i ons 

r.iachinc use,  non use, 
or r.iaintcnancc - - ---- ----· ·--- --------

dispose of .iftcr 90 duys 
inu·rmc<l i ,n e �ur."'.r.iary 
,l;i i I y <lN a i  I c,ir<ls, 

I,leek s ,  n l atL·<l i::agnet i c I
fi \csa, and nachinc 
l i s t aings I 

I 
d i spose of after 3 

and uti l i zation reports tape fi I cs ,  and 
11onlh ly  sui:-nary of cost ..:arJ Jcds, magnet i c  

yc.irs .i machine l i s t i n2s 

J i sposc of � years n fte r 
abi l i t y  

,locur.icn ts com:erning the !
I 

orii:innl recordsAcco1111t-
tl1c dutc cquip1:icnt i s  

cquipr.ient proccs sing instnl  lat ion  
ma11;1gcmcnt of  ,\[)PE ! mainLaineJ at datu-

<lisconlinucJ. 

' dispose of after I yc,aor_rcqlti rcmcn ls for cnrd�, I 
paper anJ CJagnet ic tape : 
rec I s ,  anti i,�v,ntory of 
,\[)PE suppliesa. ! 

3 
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Fial e  
«hi ch areConsistinR ofdc-c;; i vnflt ion 

,orHrilctor's i nvo i ccs for rcn tnl  
:in<l other charges incurred for 
use of  /\DPE 

1 1  

lihrary crnns□ction records �nrds deds and magnetaic 
tape 

1 2  Mai;nctai c  
t�pc fi !cs 

l ibrary 
control 

- re con.ls 

r.iuchinc l i s t aings -1 3  

dispose of  art er  90 Jar 
o r  "' hen no 

I ..1 t rans act ion s I i  p, 

r=r�m 101 - 1 1 . 4  
i\pril 28, 1972 

Then • 
dispose of ;i fl c r 3 /cars 

Ji sposll of when the 
fourth upJatc cycle i s  
creutcd. 

dispose of .irtcr ()0 ,fop 

needed 

• 
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PART I 

NOTES : 

I tem 1 3 .  Machine l i s t ings o f  l ib rary transactions arc often produced <la i l y .  
Quite often the transaction l i stings provide audit t ra i l s  o f  the l ast  re­
cording made on a speci fic reel and may be useful in retrieving a lost fi le  
or  in  determining how a f i le  may have been inadvertent ly  scratched. Ac­
cordingl y ,  some insta l l ations keep some copies of these l i s tings for as long 
as I year. 

I tem 14 .  Transaction s l ips for m i l i t ary- c l as s i f ied or  other sensitive 
records have longer retention periodsn. These retention periods are gener­
a l l y  specified as a matter of agency pol icy or regulation . 

• 

• 5 
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Part I I .  Documentation Rcqui rc_d for Servicing 1-lachinc Jtcaduhlc Records 

□ocumcnl at ion covering the organ l zed series of dcscript i vc <1oc11menl s r,•l a t  ing 
to a l l  aspects of system Jcvclopmcnt and operation. llll'SC includ,. system •planning documen t s ,  ADP systems spcci fisc, 1ti ons . application rrograr, manu a l s ,  

Fi le 
systems p_eruting instruc t i o n s '  

rs
an<.I vurious rnanar.cment ai,\<. .  

dcsivnatio:1 Conssi s t sin11 of lll1ich arc Then 

: 1 Speci fie datu documents cont aining dcfi- �t departmen t � ]  level disposal not :unhori zed 
systems p l anning n i l  ion of L i le �ystem in- hemlm1arlcrs by t h i s  schedule. 
rccor.Js d uJing the system review after 5 yearss-

objectives, request for 
the sys tem, authorizing 
directives,  source d.11;1s, -------------- - ----- -- -
dctai led studies re­
flecting ndvan1 agcs and 
disa<l,•antagcs o f  alter-

.nate soJut ions, cquiprH,nt �upplcmcrll�ry fi !cs d i spose o f s� years 
rcqui rer.icn t s ,  tangible at ,\Ill' unit  level  after final action. 
bene f i t s ,  output rc-
qui rcocnt s ,  nn<l schc<lulc 
for cor.:plet ion 

2 

Sy;;ter.i t(•Sl systcn test specific�­ w1 approved system <lispose o f  l year after 
<locur.wnt " t i on t.Jvns, te.r:;1 run_,;, disconti nu.incc of rhc 

machine l i s t ings of s;·s tcr.t. 
test data,  and test 
resulst s  

3 

-.. --- ---------· t -- -----------1 

a di sapprovcd d i spose of I year after 
proposctl system final  action. 

5 Syst ems <lcsi�n documen t �  containinf, ror systems for <lispose of n l  t i r:ie fin.i 
spcci f i sc-;11 ions operat ing procetlurcs wh i ch related magnl'l ic tape records 

for ir.:pler.icnla\ i on �agne r i c  tape data produccJ by sy�tcm have 
o f  n specific  <latu i s  au!�orizeJ for hecn h l anl<:"d .  
system, including hi ,1111,,.ing 
pol i cics , i ns t  rucl io11�s, 
dctnils  of computer 
technique, )ogi c - ·----------- ----· ------------,
chans, and inpm/ 
Olllput dOC\!::l('nt 
flo,.,. data 

6 for systens for i.:hich rct�in with the related 
!he related magne t i c  magnd 1c tnpc. 
t e1pe data i s  noL 
authori .:cd for b l anldng 

Fi lc-s (s) narrative de�cription for systeo$ for whi,h ,!iSJ'OSL' of at t ir.ie 
sped fi c a t i ons of the so\1rce anti func­ the re J ;1t<.•d mng11ct i c tape final magne1 i r  tape 

tional characteris­ ,I;1L1 is authon ze<l for reconls produced by 
t i cs o f  the f i l e (s ) ,  b l anking system hav,:, hel"n 
a defi n i t i on o f  the b l an�cd. 

7 

B con1cm o f  each for sysT cr.1s for i.hi ch retnin �ith the related 
record i n  terms o f  the rel ated raagnet i c  r.iagnct i c tnpe. 
th� r e l a t i v e  pos i t ion t ,1pc- data i s  not 
nanc, lcngch,  and type uuthori:ed ror hi.inking 
of each tlata element 
in a f i c l J  (run l,1you1) 
explanation of the 
cotling sys tem and a 
cross refcrenee code 
r.ianual of ever)" code used 
tor,elh�r w i t h  a l l  thd r 
val11cs 

• 
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• 

• 

IFi le dcsiiznation Cons i s t i nl! or  Which'.irc Then 

9 Input 
speci fi caI ions detailed description of for syste�s for \,hich the �i snose of at t ime 

each trans.1ction th.1t related magnetic t�pe final !1Jgnetic 
generated sor.1c act iv i ty  data is authori�ed fo: " . �-- , .•. · :-d� pro­
i n  t he  systcr.1 in  the fon:i blanking Juceu by syster.1
they appear at the t i me ha\'C been 
they en,er the, computer scratched. 
sys1er.1; ident ification 
t i t l e ,  recording media, 
purpose ,  frequency, voI umc:, 
and source; detailed de­
scription of the contents 
of each input to the basic 
record file and a graphi c  
i l lustration of each 

for systems for \.hich retain with  the re 
the related magnetic  l ilted r:iagnct ic ­
tape data  is not tape. 

--i------------1----------------_!_! ___!_l__l.! ...,,! ___! _ _ _ ! _!___, au!horized!for!h!an!. ing_r_ _ _ __ _ _...___ _ _ ! _! _ 

I a l isting  of the outputs d ispose of on ter­
(report foms) of produns of the
Output detailed descriptions 

by sequence, n:me, r:iedi a ,  mination of system
spcci fi c.1t ions syster.1 !hat arc lo be purpose ,  frequency, by either obsoles­i used outside the computer voJ��c and d i s t ribution ; cence, update, or 

center a dctai led record de­ discontinuance. 
script ion!: nnd �nmplcs of 
output in the fom of lay­
outs or copies, keyed to 
names and numhers in the 
oulput l ist ings 

2 Applicution documents reflecting a description of input, dispose of on ter­
progrru:i m:mual the latest inform:nion files,  and output!: source mination of syster.1

for a general descrip­ ilnd object code l ist ings by e i ther obsoles­
tion of the function,  nnd flow di agrams showing cence, update, or 
use, and metho�ology the  lo&ic of the program; discontinuuncc. 
of the program JcscripLion of program out­

put mcs::;ngcs; unJ coc.Jing in 
formation, test plan, 
program test,  and operating
inst!ruct ions 

User &uidcs informat ion usc<l in handhooks,  guides to data retain with  system
training or explain-

3 
avni l:i.hi l i ty ,  and proce- spcclficntion. 

t----r---------t---'-n�g ovcr!__l__�ys_t______ t_'__<'_! _, _�_in!_r__s +- - - - - -n l s! em h r s f r! e! +---- -_ __!i�g_!_,__,!-

System openll ing
procedures user oriented instruc­

4 

for systems for which the dispose of at the 
t i ans: 1) to prepare related magnet i c  t ape t ime magne t i c  tupc
input data, 2) for d,aa is authorized for rce1 s are 
control and interpre- disposition sc r� t chcd. 
t at ion or output 
reports!, and 3) for 
processing oork on'!
chc computer 

for systems that require retain wi!th fi le  
retention of related (syste�s) spec i f i ­
magnet ic  tape darn c:it ions . 

--�-------�---------------'--------------�------------1 
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rart I I .  llocumcnlat ion Requi red for Servi cing Machine Readable Records 

r,i le d cs i i.1111t ion Consist ina- of Which arc 

Report printed final report conlaining for systems which 
the � tat i s t i cal  tabulation .ind rcguire relent ion 
UI\ airn lysis  of the findings of  of related magnetic 
a stucly or survey inclu<ling a tape <lata 
narrat!ive  description of 
methodology employed 

Then 

retain one copy
of tho printed 
report i.ith re-
lated file spcci-
ficat ions .  

• 

• 
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Part I I I .  l:rasab l e  Media 
The term erasable mt'dia refers to lape (analog, d i g i t a l ) .  drums, disl..s,  
disk packs. data eel ls, and other devices that store dna in an erasable 
mode. The term "dispose of" i n  col!u:�n 4 is synonor:ious w i t h  the tcrll's 
11scr.1cch:• "cr,;a.sc/1 and "hl.1nk." 

F i l e  designation 

J Scratch t ape 
{bl!ank tape) 

2 Test tape 

3 

S Progrurn tape 
or disk pack 

• 
(, 

7 

8 Raw data input 

9 

I[) 

Consi s t sin2 of 

ter.rporary magne t i c  tape used by 
the console operators or tape
handlers to facilitate general 
cm:1puter rims such as son and 
merge runs 

magnet i c  lape used in testing 
a proposed syslcm 

tupcs (disk pucks) contain-
ing sequence of instru�tions 
required to accomplish the 
procC'ssing of Jata or solving 
a problem 

magneti c  t apes containing 
data abstracted from sourc� 
<locumcnts or other mc•d ia  
nn<l entcreJ into t h e  system
for the first time 

\\'hich arc Then 

new tape or t ape not avai lahlc for im­
included in a tape mediale use or 
l ibrary control or eusc. 
fisles whose reten­
tion dates have 
e.wircd 

used hy programmer for Jispose of after 
individual run test­ system has been 
i ng and not under �CcC'pted or discon­
1 ibrary control lt inucd, whichever i s  

�ooncr. 

system <letiugging test trC'tnin unt i I re­
data lated progrw:1 is  

�iscontinue<l. 
·- ·-- -- -- -----, 
system acceptance test 
data 

updated tlispose of after 
h i rd update cycle. 

the last update of li!spose of after 
spL·cific  EIIP app l i cntior agct1Ey ha$ c�-
uscd in a terminated hausted its use of 
system the tape. 

rcqu1 reJ 1n au<lu trail cl1spose of 1n a c ­
cordance 1d t h  func­

I t i ona I guide l!ines 
provided bv GAO . 

used for updnt i ng with dispose o f  first 
existing program an<l gcner,H ion J;u a 
re4ui retl to support upon success fu I 
reconstruc t i on of comp l e t i on of 
1:1astcr r i l e  I fourth proces�i.ng 

muchine pass. 

--rlul requ1 rt1<l lo s upport- Uisposc of al icr · ·· 
reconstruction o f  raw duta i s  pro- · 
m;1ster f i l e  and/nr c<'ssctl into fin,iJ 
used as input for a one- data anJ proved
t ime s tudy or survey sat isf,1ctorv.' 

offici�lly designated 
to replace or serve as 
the hasic source dat.t 
in J icu of Lhe "hard 
copy" or other input
�ourcc document 

dispose of i n  ac­
cordance with in­
s t ru c t i ons appl!i ­
cable to the "hanl 
copy" or othc r 
files documen t i n g  
the same proces s ,  
transaction, or 

___.; .ccc.;.a..cs..ce

•· 

.___.__________ .._ ________________...____________ ____. __, 
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•I 
ThenConsist inR of I h'hi ch arcF i l e  desi�nation 

Working tape 
(i nput/out put) magnetic tape containing

output or control within or 
from one T1.1n to a subsequent 
run that manipulates,  sorts 
and/or moves data through
the systems; includes chec�­
point. cdi t, correct ion, 
reject l i s t ,  unmatched data 

use<l in on updated
sys tcr.i 

el iminating error, and rerun used in a one-ti□c 
tapes study or survey 

1 3  Valid transaction magnetic tapes containing 
valid fisl e  of items used 
with a ma5ter data tape
i nput fi!le  for creation 
of moster data tape output
(i le  

14  

I S  

16 Infornation magnet i c  media contain­
retrieval ing data c rcatcd by the 
system master merging of prior master 
reference file wilh val id  trnns­

uct i ,111 tlat:1 \D crca(l" a 
new master file (includ­
ing the security copy 

1 7  tape of data on disk 
pucks) 

magneti c  r.iedi a  containing
and grant 

1 8  Feder�! loan 
datn created hy the merging 

program r.iaster of prior master fi le  with 
f i le  valid transnction data to 

create a new rnastcr fi le  
( initial  data includes 
excerpts from forms placed
in case fi lcs) 

19  

- . ---------·----------------

partially valid t rans­
aclion after a l l  out­
slanding items arc 
l iquidated from 
current slatus tapes 

valid transaction 
after cumulative 
final master tape
is prepared and 
dctennine<l to be success­
ful,  a.nd there is no 
necessity for statis-
t icol an;ilvsis 

used in additional 
statistical  analysis 

a cumulative index to 
scienti f i e  and tech­
nical pub l ications, 
and b ihl iographic and 
other nonrecord material 

an index to record 
material such as cor­
respondence, legal
hen rings an<l decisions, 
patents and tra<lcmar�s. 
and record copy of pub­
I i cations 

cumulative data of funds 
made avai lable through
federally supported 
loan and gront progra�s 

noncumulative periodi c  
fi le  o f  status of 
Federal loan and grant
activitv 

dispose of after 
subsequent magnetic 
tapes that contain 
the accepted detail 
data have been 
created and pro11ed
sat i s factory. 

dispose of after 
master data tape has 
been proved to 
he satisfacTOTV. 

d i spose of after 
third update cycle. 

dispose of after 
third update cycle. 

disposal not author­
ized by this 
schedule. • 
dispose of aflcr 
third update cycle. 

disposal not author­
ized by this schedule 

dispose of after 
third update cycle. 

disposal not author­
i ::e<l by this 
schedule. 

1 0  • 
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Part 1 1 1 .  Erusable Media 

Fi I� 

dcs \ 11.nation 

20 "Ho1isekecping 
systems" 
master data 
fi Ii: 

Cons ist ing of 

magnetic  media con-
taining data for such 
"housekeeping systcCIS" 
as fiscal account-
ability, supply mon-
agement, and payroll
adrainistration 

k�ich arc 

not required tor GAO site audit 

Then 

dispose of in  
accordance with  
i nstructions 
app licable to 
the hard copy or 
other fiJes doc­
Ulllent ing the 
sar.ic process,
transaction, or 
case. 

21  

22 EcotJomic magnet i c  media con­
stat is tics taining data created 
caster file by the merging of  

prior master fi l e  with 
va l id  transaction 
data to create o new 
master fl le 

• 

23 

24 

required for GAO sitt audit dispose of in 
accordance w i t h  
functional guide
I ines provided
by GAO. 

cu::iulative data such as status of banks 
W"ld insurance institutions; production,
conslllllption, Md monetary status of 
industry and agriculture; value of 
foreign commerce and other economic in­
dicators such as construction of houses 

dispose or 
art.er third 
update cycle 

and bujJdings; 1:!0tor, r.ui!l, ,md a i r  
travel!; com�unicat ions, including broad­
casting, telephone, and t e l egraph 

noncumu] at 1 ve data used to prepare ld1sposal not 
reports covering a limited period of authorized by
time this schedule. 

noncumulative recurring per1od1 c surveys ld1sposal not 
including wholcsnlc and consumer price authorized by 
indexes, annunl industry, housing this schedule. 
vacancy, and other economic indicators 

25 

26 Soci a l  magne t i c  media con­
statisti cs taining data created 
master file by the merging of 

prior master file with 
valid transaction data 
to create a new 
master fi le  

2 7  

• 

nonc��ulative economic census taken tlisposal not 
during 5-year intervals authorized by

this schedule. 
cumulative social an� demographic data 
concerning births, deaths, an<l marriagcs;dispose of after 
income taxes paid; social security third update 
accounts ;  employment informat i on ;  law cycle.
en forcemen t ,  crime and civil disturbance, 
and other social intlicnlors 

noncumulative data usecl to prepare kiispos1i.l not 
reports covering a limited period of  i.'.luthorized by 
time !this schedule . 

1 1  

SUPERSEDED 



- ----+,:-:-.:-��------"".,;.;,::..:,,:::.,:,.,..,::_:_ __ 

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

• •  

SUPERSEDED 
l'l'MR l O I - 1 1  • � 

April 28, 1972 
Pan I I I .  Erasub le Media 

•
File uesienatlon Consist in.? of l1liich arc Then l- �-----t>--- -

28 

29 

30 Natural resource� 
r.1as1er fi le  

31 

l.on_gituJina I .  
,;,tuJlcs 11\0.Stcr 
dat� f i l e  

32 

33 Scien t i fic  
k.lat � fi Jes 

35 

37 

noncu:nul at ivc recurring
period i c  surveys including 
current population statis­
t ics ,  annual industry,
housing vacancy, voter 
participation, and statis­
t i cs of incm:1e sample 

noncu::iulativc demographic 
censuses 

disposal not author l 

i zed by this  
schcdu le .  

J isp<>sal 
i:cd by . is  
schedu le.  

magnet ic  media source dispose of after 
<luta recordings received meaningful data 
from cxperimcnlal sensor 

converted to raw data 
d ig i t a l  magnet ic  tape has been analyzed.

instrUJ:1ents for scicn- mccl i a  
t i fi c measurcmen ls such 
as outer space orhiting 
snace��aft!, oceanograp­
hic an<l geo�iysicul  r-·---------------;�----------"jphenomena ,  anJ medical 
research (including 
anaI og tape) 

not converted or converted dispose of after dc­
pnly in  part to ra� data tc n:ii nut ion hus beer
�igita l  magnetic tape media made that the data 

.,,i l I oot be conver­
ted to rm,· data 
d ig i t a l  mngnct i c  
tiljle media. 

cont inuously updated 
�agnct ic  media  con­
tain ing data crcotcu 
by the merging of prior 
master file with valid 
transaction data to 
create a new master file 

magnet i c  tape contain­
ing <latu recorded over 
t ime from one or more 
sources 

CllT.lulacive Jata on charac­
teristics,  use, and owner­
ship of natural resources 
such as land, �ater, 
m inera l s ,  and t imber 

noncumulative data used to 
prepare reports covering 
a limited period of time 

a series of  observations 
rel:1ting to i.ndi11iduul 
units (persons, places, 
thi n�s) 

dispose of after 
third update cycle. 

disposal not author 
ized by this 
schedule. 

disposal not author 
lied by thi:;
schedule. 

magnetic  acdia containing held in nation;,! data disposal not author­
data created either from i.:ed by this sc:hedu!o, 
analog m;ignctic tape or 
recorded directly on mag­

centers 

disposal not outhor­
netic digital tape for 

not duplicated in  
i ze<lbythis schedule 

scientific □easuremcnts 
of �stronomic, outer 

national data centers 

duplicated in national dispose of after de­
space, and occanogra�iic termination i s  made 
phcno�cna; air  and ��ter 

J:ita centers 
that data is  not re­

quality;  and medical quired outside the 
rcs�arch measurc�cnts Jata centers. 

1 2  • 
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Part 1 1  I .  r;rasnhle Me,lia 

I7'Fi,1c 
ThenCons i st i n11s of I Which arel de,i.,,11.ttaa . 

dispose of after 
subsequent magne t i c  
capes containing 
the accepted dota 
have been created 

38 not cal ibratcJ or val iclatcd 

and proved 

3!.l Sur.vnary clata 
f i  IC  

40 Pub l sication 
tape 

4 1  Print t;ipe 

• 

4 2  Re-fomated 
<la i n  f i l e  

4 3  

4-l Srunp I e and 
subsample 
data f i \cs 

-1S Sctur i ty 
had.up fisle 

46 

m;igncl i c t ape containing subst anL i n !  ly unpub lished,  
.igg reg at cs of individual such �s lupcs con taining 
ohservctt ions from val i d  <ln1 a  that are d i s c losure 
transaction or master free 
Jata f i  1 cs th�t arc 
d i  saggregat cs o f  
pub I i  sl,ed Jal a 

magne t i c  I ape cont,1ining reproduced and d i sseminated 
source out put data ex- .is a pub l icaL ion or used for 
i r;icted from the system reproducing a printed 
(without <lest roy ing the pub Ii cat ion 
�ource tapes) 

,--..,.,.,__ 
used for producing requ ired 
printouts o f  tnhulatinns,  
1 etlgerss, tab l e s ,  reg i s t e r s ,  
nnd reports 

magne t i c  tape containing created for the specific 
cssC'nt i a l  l y  <lupl icate purpose o r  i n fomation 
data from the master i n terchange 
data f i  I c· but which is 
crc,ncd for use with of spcci fi  c app I i  cat ion 
other computer h.ird.,ure for agency computer 
systems hilrd.,are systems 

nagnct i c  t ape contain- d i s c losure free or useful 
ing in<li vi dual observa- in  statistical analysis
tions s e l ected from a or pol icy formu lat ion 
I argcr census or survey r:,odC'IS an<l simulation studies 
f i le  such as stratified 
or pure rnndom �ample 
fi lcs with or with out 
weii:h�in� f�ctors 

magn,.tsi c  tnpc thac is 
i<len l i cn l  i n  fo n:lat to 
r:iast er tape retained as 
security in case r.1aster 
tnpe i s  dar.mgcd or inad-

-
up<l�tc<l 

- -· 
a one-t ir:ie s t udy or 

- - - ----· 
survey 

vc rtcnt ly c r;iseJ 

disposal not auth-
oriszc<l by th is 
sched u l e .  

record copy not 
mnhorizcd for 
disposal by tl1 i s  
schedul e .  

tlispose of after 
output has heen 
released and 
aonroved. 

dispose o f  as pro-
vi<led for master 
data tape. 

<li spose of when de-
tcrr.nnal ion i s  made 
that such fonn.it i s  
unnecess :i.rv . 

Jisposnl not nuth-
ori �ed b1· t h i s  
scheclulc. 

<li 5pose of nfcer 
third uptlatc cycle.· -----
dispose of or retain 
i n  JCcordnnce 1.ith 
s t andarJs for 
scratching of cor-
rcspondcncc mastc r 
file.  

47 r.1agnet i c  tilpC cre11tedOther agency not altered substantial ly  < li spose of when no 
fi  \cs  by other agcncic5 by the receiving agency longer needed. 

• 
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PART I I I  

NOTES:  

I tems 3 and 4 .  This type of data i s  d ifferen t i ated from s impl e  debugging 
test data in that the data set is used to exercise a l l  poss ible  data 
sys tem options within  the comp l ete set of programs . System debugginp test 
data means data used to debug individual programs or groups of prC' .1s 
prior to final  acceptance tes t ing . I t  must be retained unt i l  the tclated 
program is discontinued. 

Acceptance test data may a l so be a contractual ly defined specifi cation or 
item in software systems being procured and i t  or a l i sting of i t  may have 
to be kept with the contract fi le .  For detai ls in this  case, sec General 
Records Schedule 3, i tem 4 .  

I n  other cases , particularly i n  systems where accoun ting for funds i s  i n ­
volved , i t  may be required that the f i les be kept unti l a particular ver­
s ion of a system has been audited and approved by the General Accounting 
Office. Retention periods i n  this case w i l l  be in accordance w i th the spe­
cific  functional f i le  in one of the other general records schedules .  Thi s  
means that specific  acceptance test data sets might have t o  be kept for 
the l i fe of the particular version of a software sys tem or unt i l  a l l  
records produced under that system have been disposed of .  

Item 7 .  Just as the acceptance test data may need to be kept beyond i t s  •
useful l i fe for auditing purposes , programs which processed that data may
a l so he kept for aud i t  purposes beyond the operat ional l i fe of the partic­
ular system. Disk packs are relatively expens ive for long-tenn storage
and there i s  usua l ly a b ackup copy of the system on magnet i c  tape. In  
these cases , the tape copy of the program together w i th a l l  relevant docu­
mentation may be used in l i eu of the d isk pack version . E i ther source or 
object versions of the system may be used for this purpose .  

I tems 1 6 .  1 8 ,  2 2 ,  26 , and 30. "Cumulative date" imp l ies no earlier data i s  
deleted i n  the present pas s .  

14 • 
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Part IV. Nonerasab l e  Media 

Noncrasable media refers to ADP punched cards, 
paper tape,  and othcr noncrasahle ,  rnachinc 
readable media 

F i l e  dcsij!nation Consisting of 

J\!)f' progralll punched cards containing
c:i.rd fi Jes common languugc source 

program data (source
deck) 

1 

�'hi ch arc Then 

processed with  a processor di spose or indivi­
or ut i I i ty program to  dua I can.ls when re­
produce a machine-coded pl accd hy new ones, 
objcc1 progrUJ;J dis pose of prograi:i 

dee\. .iftcr progra.':I 
has been renoi·cd 
from sys1em.
Sec note in part
I l l . i tem J .  

2 

3 

• 

rnachi nc-punchcd cards 
containing coded mnchine 
langu�ge instructions 
arranged in proper 
sequence (obj ect  deck) 

prepunc:hcd u t i l ity or 
processor progr!l!:I card 
decks 

joh strc"'11 (job stuck, 
job control) card decks 

read into computer 
rnemory hcforc running 
a program to cause the 
compulcr to perform
d,1t a-proc:c5si ng 
funct ions 

used to update instal­
\at ion systems sofrw.i re 

used to ,1ct i v.ite 
prograrn-proccssing 
modules pcrfoming 
a data-processing job 

dispose o f  af1cr 
successful con­
pletion of a pro­
gr:-L':l rcvi�ion or 
af1cr rclateJ 
program has been 
removed fror.i 
systern. Sec note, 
part I l l ,  item 7. 

dispose of  afLcr 
rcccipt and suc­
cessful use of new 
car<l5 from the 
manufacturcr o r  
progrnmmcr, or I 
year after <liscon-
1 inuance of pro­
gram or system. 

<li �posc of imlividu 
al cards or sets of 
cards '- hen replaced'!
hy n,,.. c.irds and 
when necl!ssary
changes ( i f  any) 
havr hccn made to 
appropriutc duta-
proccssing manual . 

• 15  
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Part I\'. �oncrasah l e  �lcdia  

• 
I ! l'i le dcsii;:nat ion Cons i s l ing of hll i ch arc Then 

s 

I 

MW program
control cards 

pu11d1c<.J rnrJs coninining
data for program control 
generated hy the producer 
or user 

pertinent 10 a specif ic  
run or cycle 

llisposc or individual 
cards or setsof cards 
i.-hen rep I aced by nc>, 
cards and whe� neces­
sary chan�cs ( i f  any) 
have been r.1adc to 
appropriate data­
processing manua I .  

<, i
I
I 
i 
! 
i 

7 ,\f!P source punched 1:arus or papc r 

for rcpct 1 t 1vc use and 
updated e i ther by AllP 
or user 

retained hy APP 
,lntn cnrds tapt' containing "ata operational c lements 
(or pap1:r a\istracletl from source as bac�up 10 m�gnct ic  
tape as documents  nnd uscJ for I "'' °' disk 
app 1 i cah I e) conversion to magnet ic  tape 

or processing on (!;AM)
electric  accounting 
machine equipment
created after 
,J :inuary 1 , I 970 I 

EA./.1 O\ltput l i s t ings 
nnd reports 

8 

on 1:1agnct i c  tnpc9 

lO pu11chcd cards that source documents 
t·o11 l n i n  origin:1I  entry
Jata .;1 t h  f i lm  or 
written inserts

l 

dispose of  individual 
cards after replace­
mcnt i,y new cards; 
destroy control deck 
J year after program 
has been rcr.ioved fror.1 
system, or after 
system has hccn dis­
continued. 

Ji!sposc of when re­
latcJ mngnct ic  f i le  
has been proven to he  
satis ractory and has 
grandfather backup. 

dispose or after 180  
days if  uscJ in pro­ •cessing w i t hout being
converted to magn e t i c  
tape. 

di spose of after weri­
ficntion of data on 
rt>latcJ magnetic tape. 

di spose of in .iccor-
d�nce with  instruc-
lions npplirnhle to 
the hard copy or otherjf i  !cs docw:icnting the 
sar.1c process ,  t rans­
act ion, or case.--------�---------------'--------------L------'-''--------<I 
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PART I V  

NOTES:  

I tems Snand 6 .  These i t ems refer t o  parameter cards associated w i th the 
execution of various options of operational programs . These incluuc date 
cardsn, periodic  (month l y  or quarterly) options executed only occasion a l l y ,  
and queries t o  informat ion retrieval sys temsn. They do not include card 
decks for general i zed interpreter syst ems used with computer s i mulation 
so ft ware packages s uch as S I MSCRI PT, GPSS, DYNAMO , and simi 1 ar S)'Stcms.
These decks have the s tatus o f  program source decks . Simi l a r l y ,  a 1 1  except 
report generation decks in fi l e  management systems arc considered to be 
source program decks and should be retained or destroyed in accordance with  
the cri teria of i tems 5-7  of part I l l  . 

• 
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Part V. Proce<lural Analysis  of Data Processing Systems--Guide l incs for 
Appraising Fi les and Data Sets for Permanent Retention • 

l .  Introduction 

This section i s  a guide to ADP systems analys t s ,  records officers , and 
arch ivists  for determining the nature of data fi les (also cal led data sets)
generated by computers. Factors that influence the se lect ion of spec i f i c  
data fi l es for pcnnancnt retention in mach i ne readab l e  form (ch iefl y  on 
magnet i c  tape) are indicated and explained here. 

In  exami ning a variety of documentation f i l es for d i fferent ADP systems , 
substant i a l  d i fferences were found i n  the use of technical terms among
agencies , and in some cases , w i th i n  agencies . These di fferences are being
resolved by several vocabul ary standard i zat i on groups , �mong them Federa l 
Information Proces sing (FIP) task group Snand its  successors and the 
American Nat i onal Standards Insti tute (ANS I )  X . 3 . 5  commi ttee on vocabu lary. 
llowever, the definit ions in the vocabulary have not been standardized t o  
the extent that f low chart symbols have been i n  A.\ISI Standard X3 .  1 2- 1 96 8 ,  
F l owchart Symhols  and The i r  Usage in In format ion Processing. 

Accord ingly ,  better gui<lancc for appra ising data an<l documentat i on fi les  can 
usua l l y  be achieved by s t udying the h igh- l eve l system f low charts i n  add i ­
t ion t o  the narrative description found i n  t h e  system documentat i on f i l es .  
The system f i l e s  arc enume rated and described in part I I  of the schedu l e .  
This section has been w r i t ten based on the fact that v i rt ua l l y  a l l  ADP 
systems arc composed of a smal 1 number of bas i c  procedure tYPes connected 
in sequences that can be cal led modu l e s .  The text and charts in the fo l low­
ing sections arc organi zed around this concep t .  Almost a l l  existing ADP 
systems can be analyzed into portions or groupings of these chart s .  

2 .  l�c E l ements o f  Data-Proces s i ng Sys tems 

Data processing systems are composed of four basic c lassesn: hardware, soft­
ware, pcop l cwarc , and data fi l e s .  The harch,,rarc con.s i sts  of the central 
processing unit and a l l  of i ts peripheral <lcv i ces an<l rccoruing me<l i a .  The 
software cons ists  of the machine instructions that d i rect the hardware to 
perform the proces sing.  Peoplcware i s  l i sted i n  parts I and 1 1  nnd consi s t s  
of spec i fi cat_i ons , har<l copy docwncntati on , and user manuals for a l l  per­
sonnel involved in runn ing a system. The data fi les themselves are l i sted 
and described in part I I I .  Appraisal  criteria  for them w i l l  cons t i tute the 
bulk of sections 3 and 4 ,  below.  

• 
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2 .  l Hardware 

Computer hardware and record i ng media are s t i l l  undergoing re l at i vely rapid 
evo lut ion ,  and th is  presents a prohlem in fine.ling equipment th:i.t can suc­
ces s fu l l y  read some o l der mach ine  readab l e  f i les .  F i les  to  be  ret a ined per­
manen t l y  may have to  be recopied period i ca l ly onto newer med i a  or tota l l y  
converted in format and most other phys i cal character i s t i cs .  Since costs 
for this  type of  work arc decl ining ,  this  s i tuat ion presents no undue bur­
den to the holder of this  <lata. In generale, the property value an<l conver­
s ion costs of rnach inc reac.Jao l e  records arc less than one-tenth o f  l percent
o f  the data co l l ect ion and ed it ing  costs of the infonnat ion recorded on i t .  
Upon consultat ion ,  the Offi ce o f  the National Archives , Nat ional Archives 
and Records Servi ce , w i l l  recommend procedures and techniques needed for 
the phys i ca l  preservation of the record content beyond the l i fe o f  the 
recording medium. 

2 .  2 Software 

Th i s  i s  d i v i <led i n to  two main types , systems and app l ei cat ion software. 
SysLem so ftware is furnished by the computer manufacturer and is des i gned 
primari ly  to manage the ava i l ab l e  resources of the computer complex i n  an 
effi cient manner. The computer complex consists  of the central processor
and i t s  attached peripheral dev i ce s ,  such as card reade rs , magnet i c  tape
drives , h i gh speed printers,  anu other equipmen t .  In  genera l ,  t h i s  trpc of 
software is not re l ated to any spec i fi c  f i le or record maintained in an in­
s t a l lation .  I t  i s ,  there fore , o f  no permanent value except to the h i story 
of the Jcvelopment of computer sc ience . Selected portions of systems soft­
ware spec i fi cat ions are useful for reading f i les produced on one computer
w i th another equipment configuration .  llowevc r ,  th i s  i n formation may be 
documented in less than one page and does not requ i re extensive c.locumcnta­
t i on . Sub c l asses of  sys tem so ftware include ut i l i ty , operating system, 
sort s ,  merge , and compi l e r  software. 

An exception i s  app l i cation software written in one of the standardized 
machine independent prog ramm ing l angu;:iges . COBOL,  FORTRA:\/ ,  and PL-1  are 
the three mo.st w i d e l y  used of such languages. I n  most case s ,  appl i ca t. ion 
so ft1..-are h' r i tten in these l anguages may he  cons idered for retention \>.'i th 
the rel atc<l f i l e s .  How-ever ,  on ly a sma l l  port i on o f  the tot ;:i l  software 
wri t t en for an app l i cation need be retained permanen t l y .  For examp l e ,  a 
f i l e  that has hccn c l osed off  ancl covers a spec i fi c  period o f  time w i l l  not 
be updated. Therefore, the update software is un l ikely  to be  ever required
again and i s  <li spo� ab l e .  

19 
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I f  the f i le i s  a l arge comp lex data base des i gned to service many in­
quiries , retention of the query so ftware may be warran ted. However, much 
good query software i s  comme rc i a l l y  avai l ab l e  t o  handle the probl ems of •
finle inquiry. Therefore, retention of this software is less important than 
retention of user documen tation described in sect i on 2 . 3  be low. 

The final  c l ass of software that may have permanent value is that used in 
computer s i mul a t ion work. There are several software systems that have 
been used in po l i cy formulat ion and evaluation work for h i gh- leve l manage­
ment in agenc ies .  The three best known such software systems arc SIM-
SCRI PT, DYNAMO , and GPSS (Genera 1 Purpose Sys terns Simu1 a tor) . Like COBO L 
and FORTRAN, these systems arc avainl ab l e  for most computers on the marke t .  
I t  i s  a l so l ikely that they w i l l  continue t o  b e  ava i l able  for the foresee­
ab l e  future . What is important to save i n  such app l i cations arc the source 
program deck s .  The po l i cy a l ternatives and much of the i n formation on a 

project i s  contained in  these decks and they o ften constitute records o f  
intrins i c  h i s torica l  value.  Economi c and financial projection mode l s  and 
war game so ftware arc typ i cal examp les . 

2 . 3  Peoplewarc 

A wide ' variety of hard copy documen tation i s  produced i n  data processing 
systems. Peop l eware is that documentation requi red by the personnel in­
volved in the des ign ,  development , operation and maintenance o f  ADPn· 
systems . The fi les are l isted in  parts I and I I  o f  this schedul e .  Of 
interest i n  th is  sect i on are primar i l y  those fi les required for the d irect 
serv1c1ng of finles decl ared pennanentn. 

The b as i c  concept to grasp in  clata  processing is  that the record consti­ •tutes a representat ion o f  an event and not  the event i tse l f .  As such , the 
representation o r  record may have been recorded by a sensor (as i n  scien­
t i f i c  measurement) o r  may have been transcribed and encoded from some 
other docwncnt or docwnent group as in a l l  transaction report ing .  In  
e i ther cas e ,  a researcher needs to know what k i nd of transformations oc­

curred between the actual event and i t s  representation on magnet i c  t ape.  
This knowledge 1s in the documentation described in  part I I  o f  th i s  
schedul e .  

Por examp l e ,  most housekeeping systems usua l l y  encode events us ing e l abor­
ate code t ab les rather than narrative f i e l ds on the record. A payro l l  
system may have dozens o f  deduct ion co<lc poss ib i l i t i es as we l l  as an equal
number of pay p l ans .  Typi cal codes would represent bond deduct ions , loca l 
tax rates for States and mun i c i pal i t ies , bond and charity deduct ions , over­
t ime and premium shi ft d i f ferent i a l  rates , etc .  I n  scien t i f i c  work , in­
strument readings represent observations of phys ical  phenomena and other 
occurrence s .  

Each t i me a transaction is  encoded o r  inst rument reading i s  made , there i s  
a poss i b i l i ty o f  an error o r  d istortion ·taking p lace in  the proces s .  The 
errors may be s i mple random occurrences such as digit  tprnspos i t ion by key­
punch operators or transcribers , or systema t i c  because of some bias i n  
the recording instrument o r  observe r .  I n  general ,  the scientist  attempts 
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to ca l ibrate his ins truments and adj us ts instrument readings for other 
known factors , and the systems accountant devises cons i stency check s ,  
batch tota l s ,  and c l erical train_ing programs to assure "accurate" record­
ing of h is  data .  

Permanent records of this  c l ass inc lude the f i le  and input spec i fica­
tions ( i tems 7 - 1 0  of part I I )  along with  the fina l version of the re­
lated tape fi l e .  They t e l l  a future user of the probab l e  qua l i ty and 
coverage of tllc f i l e  and, For those 1._1i th much encoding such as account­
ing fi les , the mcanink of a l l  of the descriptive data f ie lds along w i th 
the b ias  and j udgement that went into transcribing a record of an event 
into a coded clement . Some porti ons o f  system-operating procedures and 
user gui ucs (intems 1 3 - 1 5  of part I t )  arc a lso useful for l a ter reference 
work . These records arc essent i a l  for determin ing how the rel ated data 
fi les  were used for operati ons and research- and must be retained even i f  
the rcl �ted software is  disposed. 

3. Data-Process i ng Sys tems Flow Charts and The i r  Use in  F i l e  Appra isal  

Data records in ADP sys tems are processed both manua l l y and mechan i c a l l y  
be fore fi na l ly resi ding in a fi l e  as a correct record. This section 
presents typ i ca l  systems charts found in the h i gh - l evel  documentat ion of 
most s uch app l i cat i ons . These charts should be used by an appraiser for 
determining 1-.-Jl i ch fi lcs among many arc most useful for permanent reten t i on . 

Data processing systems arc categori zed by two sets of terms . One break­
down i s  between cont inuing and one-time systems ; the second is between 
rea l - t ime and batch-processing systems. Rea l - t i me systems hand l e  one tran­
saction at a time and complete the function of pos t ing and val idation 
before going on to the next transact i on .  These operati ons occur at the 
t ime the actuJl real world event occurs or at the l a test , soon afterward . 
Batch-processing syste"!s perform one stage o f  processing for a group (or
batch) of transact ions . These operations occur after the real world event 
took pl ace. fhe del�ys may range from hours i n  some cases to nonths in 
others . 

Cont inuing sy�tems ilrc those wh i ch urc run peri od i ca l ly with a repe t 1 t 1on 
rate ranging from a . few hours to a yea r .  Most housekeeping systems arc of 
this type. The most. fami l i ar app l i cat ions arc for payro l l s ,  inventory
contro l ,  nncJ finan c i a l  management .  Al though the fi l e  contents are contin­
ual ly  chang i n g ,  such systems have h i gh conti nuity from one period to  the 
next and arc we l l  docL�cntcd for aud i t i ng and operational purposci . One­
t ime systems �re less we l l  documented than continuing systemsn. There is  
usua l l y  pressure to de l iver the results in  the form of reports within  a 
time cons traint.  Many undocumented ad hoc dec i s i ons arc made during the 
course of thc�c projects to meet project deadl ines , which result in  f i l es 
containing data errors tl1at may not reflect the contents of pub l i shed 
resul t s .  Surveys , s imulat ion projects , and censuses fa l l  into this cate­
gory 
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Various combinations of these attributes are found in ADP systems. Rea l ­
time systems arc used i n  conti nuous housekeeping systems , the most notab l e  
being mi l i tary comman<l and control an<l air l ine reservation app l i cations . 
Batch process ing is  used for both onc-tim� and conti nuous systems and con­
sti tutes the bulk o f  existing data-process i ng app l i cationsn. 

The fi l es in a l l  types of. systems arc increas ing!y being put on mass 
storage devices such as disks rather than tape. However,  even in rea l -
time systems , backup and recovery procedures d i ctate that magnet i c  tape
copies of the f i l e  be created. These arc usua l ly ca l l ed ei ther " f i l e  dumps" 
or "safe· data dumps . "  They are also created for runn ing off summary reports
s i nce total f i l e  scanning of disk f i l es is inefficient .  These fi l es can be 
appraised in the same manner as tape resident fi l e s .  

I nput �nd Update Subsystem Phases 

These two phases are common to a l l  data-processing systems that involvo 
finl e  maintenance. Two typical  flow charts are s�own and labe l l ed "Genera­
l i zed Input Update . "  They show the processing s teps taken to record, con­
vert , check, edi t ,  and post a ricord to a fi l e  for l ater use .  

3.n1 . 1  Source Data Convers ion Phase 

Data can be converted to machine readabl e  form by several methods. For­

• 

merl}',  data were transcribed from source documents onto transcript sheets. 
They were keypunched ,  converted to magnetic  tape , and then processed. �ore 
recent methods ei ther record machine readab l e  data onto source documents 
(turnaround docwncnts) or accept input d irectly into computers through key­
bo�rd-diiven terminals  (source data automation)n. 

The data control funct i on i s  closely interwoven with the mechanical conver­
s i on process . One part of data control consists o f  keeping count of the 
documents in each batch to be processed and control the totals of one or 
more quantity fie lds .  Examp l c 5  would  be dol lar totals an<l counts of check;, 
or invoi ces . The other part of data control is the manual editing of source 
document s .  Such ed i t ing cons ists of checking codes and resolving errors . 

The typ i c a l  sequence i s  shown on the chart ent i t led "Genera l i  zed Input
Update I . "  A manual -handl ing phase is  fo l l owed by a medi a  conversion step . 
The machine rcadahlc  transaction i s  further vali dated by a series of com­
puter runs . L:rrors may he introduced .:ind detected during each s t age of the 
process.  Correction procedures depend on the stage at which the error is  
detected, the type of error, and the convers i on hard�are used. For examp l e ,  
i n  keypunch-oriented S}'Stcms , veri f i cation i s  used to minimi ze conversion 
errors whi l Q  the computer passes arc usc<l to catch logical  and transcri p ­
t i on errors . Some systems comb i ne error detection and correction processes
by attaching the convers ion equipment to a computer . 
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However many steps and cycles occur in the proces s ,  the end product i s  
usual l y  cal l e<l a raw data tape. Other names used are unsorted transac­ •tions , part i al l y  edited transactions , sorted prel iminary update f i l e ,  and 
the l ike .  

Raw data tapes arc seldom of any permanent value since they contain erro­
neous and dup l i cate records. A poss ible  exception i n . th e  case o f  real-time 
systems where the tape may be named " logging f i le"  in  such app l i cations as 
message s�itch i ng or pro<luction control systems. Usual l y  such tapes . are 
kept for a short period of time as backup to recreate a real-time f i l e .  
The s o l e  other usage is  for system test data o r  some simple transaction 
counting for real-time system work load studi es .  

3. 1 . 2  Ed i t  Phase-Sorts and Val i d i ty Checks 

Many tapes w i th records of temporary value arc produced at this stage.
Another ,common designation for these tapes is  work t�pes. This phase or 
modul e  processes transaction f i les against various ed i t ing and va l i dat ion 
cr iteria.  These criteria may be found i n  a computer program. such as a 
tab l e  o f  val id transaction co<lcs , or in  a subs idiary master fi l e ,  such as 
val i d  account numbers or a nrune and address f i l e .  Other common checks per­
formed here are for numeri c  characters in quant ity f i e l ds ,  transaction 
batch tot a l s ,  transaction counts ,  and consistency checks . 

The o.utput o f  such a phase i s  a f i le  o f  parti a l l y  validated transactions. 
Two methods are used in handling errors at this  time. In one i nvalid  tran­
saction i tems arc l isted· on a printer along w i th the error indi cators for 
immediate correction on a batch basi s .  I n  other systems , erroneous records 
are coded to indicate the presence of certain errors , but are not deleted 
from the transact i on f i l e .  Instead, they are kept i n  the transaction fi l e  
for s t i l l  further checks i n  the update program i t se l f .  This gives a con­
so l idated error l isting at one time for a given batch o f  transactions.  The 
most common add i t i on�! tests performed on the data woul<l be tests against
the master fi le  key i t se l f .  Examples are transactions that attempt to de­
lete a nonexistent record or insert a .dupl icate record into a fi l e ;  others 
may be quan t i t ies that are checked for "reasonab lenes s . "  

3 . 1 . 3  Update Master F i l e  o r  Data Base Phase 

The edi t  phas e ' s  output is the updat ing run ' s  input. This is shown i n  
"Gcneral i ze<l Input Update I I . "  I f  the fi l e  contains only one app l i cat ion,  
such as accounts payab l e  or rcccivah l e ,  it  is norma l ly c a l led a "master 
f i le . "  I f  i t  contains data from a series o f  app l i.,cat ions , or summary data 
from a variety o f  sourcesn. then it is a 1 1data base. 11 Under certain ci rcum­
st ances , an individual transaction and status report is the d irect concern 
of an organ i zation 's top management . Examp les are status reports for an 
important research and development project , construction j ob ,  or loan--al l  
o f  which might have enduring value . 

• 

24 • 
SUPERSEDED 



SUPERSEDED 

• GENERAL IZED INPUT UPDATE ( I I )  

.. 

NEXT ITERATIO!l 

• 

Error 
List ing 

Validated MERGE 
STORE AND 
USE FOR
H ISTORY FILE 

• 

L or work tape. 3 .  May be cumulative or noncumu lative f i l e .  
2 A series of these fi les may b e  merged 4 .  Unt i l  final version is  

into a continuous history fi l e .  · approved ,  prior versions 
arc interim master fi les . 

25 

SUPERSEDED 



SUPERSEDED
FPMR 1 0 1 - 1 1 . 4 
April 2 8 ,  1972 
There arc several types of master f i les . I n  some systems , they include 
only current ly  active records . Purged master f i l e  records are per iod i ­
cal ly  transferred to dormant account (h i story) f i l e s .  Personnel and pay­ •
ro l l  f i les arc typica l ,  w i th the purge genera l l y  occurring at year ' s  encl . 
Many other fi les arc cumul at ive and continue to grow i n  s i ze depend i ng 
upon the app l ication.  As in  the case of paper records , frequency o f  use 
i s  the major criterion when deciding the length o f  t ime "deta i l ed trans­
actions" wi l l  rema i n  on the master f i l e .  

In  the case o f  pcrio<li cal 1y  updatc<l fi lcs , where transactions are delet ('d , 
purged records are often merged into h istorica l  fi les . These fi les n �c 
valuab l e .  However, they may l ack data found o n  the master record f i l e .  
Therefore, both the merged period i c  transaction f i l e  and the master f i l e  
should b e  retained. Items 1 3� 1 5  of part I I I  denote the types o f  trans­
act ion fi les  created. I tems 1 6 - 32 of part I l l  furnish di sposint ion criteria 
for master f i l e s .  

Master finles are s e ldom updated for a given period in a s i n g l e  update pass·.
Some errors cannot be detected unt i l  the actual posting at tempt is made. 
This creates a series of "i nterim" master f i les .  The only v a l i d  f i l e  
woul <l b e  the one from which the periodic output was run. Usua l l y ,  process­
ing  dead l i nes dctenninc wh i ch version is "va l i d . "  Interim master fi les are 
usua l l y  retained for short periods as backup tapes for the final m�ster 
fi l e .  (See i tems 44 and 4 5  of pnrt I l l . )  This retention plan is C Ll l l e<l 
the "grandfather system . "  T n  appra i s i ng master fl Jes for pcnnanent reten­
t ion, i t  is preferab l e  to  retain the "as of" date from the off ic i a l  f i l es . 
Whi l e  this i s  usua l l y  poss i b l e ,  there arc many cycle-b i l l ing systems i n  
whi ch the master f i l e  i s  never completely purged of det a i l  transactions-­
thus never comp lete . I n  such cases, i t  may be preferab l e  to  retain ex­ •
tracts of the master f i l e  made for report ing purposes and audit tra i l s  
rather than the master f i l e  i tselnf. I tems 39-43 o f  pa�t I l l  describe a l ­
ternative selections t o  master record tapes. 

3 . 2  Report Generat ion Phase 

This section describes the f i l es ,  process i n g ,  and software used to produce 
output from ADP systemsn. The ch□rt labe l ed "Report Genera t i on Phase" shows 
the usuLll process i ng sequence i n  such modules from the mach i ne rcud�h l c  
record t o  the final  printed report or l i s ting .  Since mas s ,  random-access 
storage i s  increas ing ly use d ,  the chart shows tape and <l i sk  f i l es used i n ­
terchangeab l y ,  a l though in pract i ce one or the other med i 1� w i l l  predomin­
ate.  

As indicated previous l y ,  un less i ts usefulness or transferab i l i ty to future 
computing systems is assured , i t  i s  unnecessary to retain output-oriented
software. Th is  evaluation should be ad hoc.  

3 . 2 . 1  Report Data Extract and Format Phase 

l f  the printed report and the master f i l e  are i n  i<lent i cal sequence , the 
data selection ,  tabulat ion ,  and printing phase may occur in one program . 
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This i s  charact eris t i c  of b i l l ing ,  payro l l ,  and most housckcep1ng �ystems . 
However,  often it is necessary t o  _print the report in a sequence d i  ffcrcnt •from that of the master f i l e .  The use of a sort w i l l  resc9ucncc the selec­
ted records as des ired , creating a series o f  intcnncd iate work fi les be­
tween the master f i l e  and the printed output . The flowchart l abeled 
"Report Generat ion Phase" shows both tapes and d isk fi les in  the process­
ing sequence. 

Newer computers and operat i ng systems seldom produce work tapes except for 
the l argest mul t i reel f i les .  The intermediate f i l es reside on d isk as 
transient f i les w i th i n  the "job stream.n" (Sec item 4 ,  part IV.  ) The input
f i l e ,  thc' ' job control deck , and the final printed output on ly are v i s i b l e  
to the uni nformed.  Thus , seldom i s  there need to retain intermed i ate 
f i l e s  because they can always be recreated from the master f i l e .  

In  one case ,  extract f i les are useful and should b e  retained .  F i les that 
cont ain  "stat ist ica l  samples"  of the ent i re body of data often have long­
term value when the methodology is documented . These samp l e  f i l e s ,  along
w i th appropr i ate weighting factors and stripped of identi fyi ng i n format ion 
d: sclosing i ndividual persons or establ ishments arc immediate ly  releasable 
for pub l ic research. 

The next problem is to determine which of several work fi J es to re tain .  I n  
generaln, this depends upon the degree of decoding stub descriptors required 
to interpret the f i l e .  llcav i l y  encoded f i les ¼' ith  l i t t l e  o r  no narrat ive 
description are suitab l e  provided that the stub descriptor f i l es and tab l es 
required for human reading and i nterpret at i on arc of reasonab le length . 
When the code is a Federal Jnformation Processing Standard, the length o f  
the code tab l e  i s  unimport ant.  An e xampl e  is  the tab l e  of State and county •
codes of the United States w i th more than 3 ,  000 entries.  Tables o f  less 
than 200 entries developed for individua l agencies or one•timc studies may
be reasonab ly l e ft encoded as they ' can be decoded hy simple computer pro­
grams . ror l a rge code t o.h i es stuh descriptions arc preferab l e  for long­
term preservat ion. 

3 . 22 One or M�re Sorting Runs 

Extract f i les arc often i n  the �rang sequence for pro<lucing reports or 
required tabul ations .  In fac t ,  the same f i l e  may be sorted i nto as many 
as 1 0  d i fferent sequences for d i fferent types of analysis and tabulat ion-. 
The criteria for retention of sorted work tapes arc the snme as for extract 
tapes described above. The output of th is  phase is a sorted work tape or 
f i l e  ready for tabulation,  summar i zat ion , an<l edi t i ng. 

This type of f i l e  on tape is often a useful research f i l e ,  part icularly i f  
there has been some edit ing and i f  interpreting has been performed. I n  
general , continuing admin ist rat ive systems have relat ive l y  few processing 
steps between the f irst extract run and the final output pas s .  Th is  is 
di fferent from one-time reports as described in section 4 be low .  
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3. 2 . 3  Tabul ation Run 

The inputs to the tabu l at ion run are the sorted work f i l es ,  and usua l l y  
w i th a stub descriptor fi l e .  The stub. descriptor f i l e  i s  invariably
used when a very large l i st of codes must be d i s p l ayed in p lain  text. I f  
i t  i s  on magnet i c  tape , one or more sort ing runs are typ i c a l l y  required o f  
the extract tape i n  order t o  appJy the descriptors. I f  on disk , most o f  
th is  decoding can b e  performed during the tabu l a t i on run . When fi les are 
considered for retention , the i n formation necessary t o  decide such data 
c l ements must be retained. Thi s  may ei ther be a hard copy doctnncnt as de­
scri bed i n  section 2 . 3  above or a machine readab l e  f i l e .  

The fina l  output of a t abulat ion run may con s i s t  o f  e i ther summary data 
fi l es or a print tape ( i tems 39 and 4 1  of  part I I I ) ,  Summary data fi les  
may a l so serve as pub l i cation tapes (i tem 40 o f  part I I I ) �hen they arc 
reproduced and di sseminated to th� pub l i c  and/or Federal agenci e s .  
Summary data fi les are occasiona l ly used a s  input for pub l i shed and 
wide l y  disseminated printed report s .  

Many i ns tal l a t i ons d o  not use print tapes when they produce a computer 
l i s ting or report .  Instead , the data are temporari l y  transcribed on 
disks 1JJ1t i  l the printed report i s.  comp lete. l-\o\tlever,  tapes can be 
created upon speci fi c request i f  there i s  o known demand and further use 
for the same i n formation in mach ine readab le fonn. This procedure i s  
often fo l lowed by producers o f  general proposal  stat i s t i cs .  

\\'hen a tape f i l e  may be c 1 ass i f i ed under more thun one of these three 
-categori cs , disposal  is  not authorized by this  schedu l e .  

4 .  One-Time Survezs and ReEort Generation Svstems • 

The sequence o f  operations in one-time surveys, censuses,  and tabula­
t i ons i s  sho'-n in  the fo l l owing two chart s .  l\'hen the flo1-: process
charts are compared to thc •typi cal continuous fi le  maintenance system,
the simi lar it ies arc eviden t .  The bns i c  di fference between continuous ly 
running systems and one-time jobs i s  the much h i gher amount of manual 
ctl i l ing and encoding required. Un l ess the job is a very l arge effort 
w i th many thousands of obscrvat ions , the forms used al low somewhat more 
vnriabi I i ty i n  fi e l d  entries than accoun t i ng· type document s .  Since l ine 
respon<len l s  to these surveys rarely have an opportun ity to correct the 
imput s ,  much more manual edi t ing and encoding i s  required to correct 
(c lean up) a f i l e  prior to i t s  use in tabu l at i ons . 

As the second sheet shows , there is a fi l e  bui ldup process which occurs 
w i th no changes occurring to in<liv idual records after they have entered 
the f i l ,� - l\'here :l mu l t i p l i ci ty  of systems and sources feed t h e  fi l e ,  
the i nd��idual records arc usua l l y  o f  variab l e  length t o  minimize 
storage requi rements . 

• 

Documen tat ion for such systems cont ains comp lex record formats but i n ­
c l udes few of the e l aborate codes f�und . i n  adminis t rative systems . 
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l'i'hen these fi l es are retained , i t  i s  important to· ident i fy the original  
sources of infonnat ion , the instructions to respondents for f i l l ing out •the forms , together w i th samp le forms , and the direct i ons g iven to the 
response form cdi tors for proper interpret at ion ancl ·secondary usage of 
these f i les .  Most such fi l es are described i n  part I I  of this  schedule .  

5 .  Adjustments in One-Time Jobs 

A variety of add i t i ons , changes , and de let ions can occur in e i ther indivi­
dual or g�ouEs of entries w i th i n  a f i l e  _at any stage of processing . They 
can occur for a variety of reasons and l ead to magnet i c  tape fi les o f  
di fferent accessibi l i ty · and v a l i dity . I f  the f i les are to be retained per­
manen t l y ,  it i s. important to document the corrections and adj ustment s .  
This record of changes const itutes the equivalent of the a ccountantn1 s aud i t  
tra i l  for evaluating the accuracy of a financia l  fi l e .  

I f  a payro l l  record contains an error, the originat i ng office usua l l y  hears 
about i t  in short order, part i cu l arly  when an employee is short changed.
In sample surveys , responden ts seldom correct report ing and transcription 
errors unless e l aborate procedures have been estab l i shed for a review of 
the machine-prepared record. Thi s  correction and review process almost 
always occurs in accounting systems , whi l e cost usua l l y  precl udes this 
process in most one-time jobs . 

Therefore, such fi l es of recorded observations contain a variety of errors 
whi ch in summary tabulations are nonsense entr i es . For examp l e ,  ma l e  
w idows may appear in a t abulation.  Such errors arise from a number of 
causes .  Correction o f  the tabu l ations can be made at any step i n  the 
process between the final  survey f i l e  and the printed report . The accom­ •
panying flow chart shows the points i n  the procedure where this  i s  usua l l y  
made. 

I f  the error i s  thought to be a random event , the i l log i c a l  counts are gen­
era l l y  d istributed to a l l  other possib l e  categories and de l eted from the 
t abu lat ion array. This would lead to a d iscrepancy between the pub l i shed 
tab l e  and the final master f i l e .  The i l l og i c a l  records would remain in the 
f i l e  uncorrected. 

Systemati c  final  edited master errors a lso occur frequently i n  encoding
and processing . I n  these cases , the summary f i l e  may be corrected by
moving the ent i re nonsense count to the correct locat ion in the , t ab l e .  
These errors can a l so b e  corrected i n  the final master fi l e  using the 
computer. 

Another common adj ustment operation occurs when a tabu l at i on disc loses in­
dividual confidenti a l  infonnati on .  Confidentia l i ty i s  protected in one of 
three ways : 1 )  by delet ing the entry on the summary fi l e  and comb i ning 
w i th enough other tabular entries to e l iminate individual d isc losure , 2) 
by correcting the print tape , and 3) by corre�ting on l y  the printed 
report .  I n  the first method the summary fi le i s  releasab l e  to the pub l i c .  
I n  the second, the summary f i l e  is  not· releasab l e  to the pub l i c ,  but the 
print f i l e  i s .  
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I 

I Originnl  f i l e  s t i nl l  
contains errors i f  on l y  
this f i l e  is  corrected.  

• 
2 Extract fi l e  s t i l l  contains 

errorsn. 
3 Disclosure of i ndividuals 

can be deleted in this 
fi l e .  

F IRST 
EXTRACT 

SORT I NG & 
TABULAT ION 
PROGRAMS 

CORRECT 
SELECTED 
ENTRIES 
ONLY 

CORRECT 
LOW 
LEVEL 
SUMS 

Correct hard FINAL 
copy only .TABULAT iotJ 

AND EDIT 4 

MANUAL
Final REV I EW 
Print 
F i l e  
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