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| August 1, 1974
INTRODUCTION TO THE GEIERAL RECORDS SCHEDULES

General Records Schedules are issued by the Administrator of the General Services Administration

to provide disnosition standards for records cosmon to several or all Federal agencles (Lb U.S.C.
3303a}. The records covered by the Ceneral Records Schedules include those pertaining to civilian
versonnel, fiscal, accounting, and procurecent ratters. and other caz—on functions. Agencien may
destrov records based on the dispoaal authorizations in theae achedules without further concurrence
fror the National Archives end Records fervice (1;SA), excent that rost records created prior to
January 1, 1921. nust first be offered to NARE for possible perranent retention. General Records
Schedules 3. 16, and 17 have other delimiting dates and should te consulted specifically.

Retention Periods:

Some items in this schedule have no authorized disposition. This does not mean that records so
described are percanent, although they ray be. 1Tt rerely signifies that the specific series of

= records listed. while cormon to cany agencies, do not share a corz=on retention period. Agencies
are reouired to recormend a retention veriod for these records on a Standard Fore 115 "Request for
Authority to Diopose of Records', based on an examination of the administrative. legal, and fiscal
values of the records.

Records Trensfers:

General Records Schedules also recormend time periods for file cut-off, and transfer of non-current
records of Federal records centers. If transfer costs exceed the expense of retaining the records
in agency svace, hovever, the records should not be sent to the recordo center. This is often the
case vith records raving short retention periods, such as described in the General Pecords Schedules.
Procedures for transfer of recorde to Federal records ceoters are included in FPVR 101-11.%10-2.
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FPMR 101-11.L
August 1, 19T

GENERAL RECOPDS SCHEDULE 1

Civilian Personnel Records .

Afency civilian personnel records relate to the auvervieion over and ranagecent of Federal Civilian
Paployees. This Schedule covers the disvosition of all official personnel folders of clvilimn
emvloyees and all other record relating to civilian personnel, vherever located in the agency.
Specificelly excluded sre progran records of the U. S. Civil Service Commission, Federal Health
Progreans Service, the Office of Workers' Compenmation Programs. Any records crested prior to
January 1, 1921, rust first bYe offered to the National Arcéives for possible permmnent retention
before these disposal instructions oxy be applied.

The rost irportant tvoes of records, the Official Personnel Folders, and Service Record Carda. are

raintained according to the U.eS. Civil Service Cormission’'s Federal Personnel Manual Surplement
293-31, which vrescribes a system of recordkeening for Federal versonnel offices.
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December 15, 1967

ITEM
NO.

DESCRIPTION OF RECORIS

1.

Personnel foldera excluding

(a) folders or groups of folders
selected by the National Archiveo;
(b) folders covering periods of
edploynent terminated prior to
Jaguary 1, 1921; and (c) papera
on the left or the so-called
"temporary"” side of the folder,
which are authorized for dispoeal
by General Records Schedule 1,
iten 10. :

Service Record Card (Standard
Fora 7 or its equivalent)
except those of the Post Office.

a. Cards for employees separated
or transferred on or before
Deccober 31, 1947.

b. Cards for employees ceparated
or transferred on or after
January 1, 1948,

Correspondence and subject files
relating to the administration
and operation of perconnel
fuonctions, excluding those at
agency staff planniog levele.

corregpondence, lectters, snd
telegrans offering appoint-
nents to potential employeee.

Certificate files, consisting
of:

a. Requesto for certificates
of eligibles.

b. Certificates of eligiblas.

Frployee record cerds used for
informational purposes outside
personnel offices {such as

SP T-B).

RAECOMMENDED
METROD OF FILING

Alphabetically by
name .

In accordance with
Federal Percoanel
Vonual Supplement

293-31.

In accordance with
Federal Pecrsonnel.
Mapual Supplepent
293-31,

By subJect or
agency filing
systen; start a
new file every
3 years.

Alphabeticaolly by
name.

File request and
certificates by
certificate number.

File requests and
certificates by
certificate gunber,

In accordance with
Federal Personnel
Mamual Supplement
293-31.

AUT'HORIZED DISPOSITION

(a) See Chapter 293, Subdchapter
2, Federel Persoonel Manusl for
instructions relating to folders
of employcee transferred to
another agenocy. (b) Transfer
folders of ceperated ezployees
to inactive file on separation
in accordance vith the Federal
Personnel Manual, transfnr
folder to NPRC, (CPR), 5. louis,
Mieeouri, 30 daya afi:r separa-
tion. Dispose 75 years after
birth of employee or 60 years
after date of earliest document
in the folder if date of birth
oannot be ascertained, provided
eaployce has been separated or
ratired for at least 5 years.

Transfer to WNPRC, (CPR), St,
Louic, Missouri.

Dispoce 3 years after year of
employee's scpuration or traosfer
to another egency.

Dicpone 3 yeers sfter file is
closed or 3 years after date of
document {f filing arrengement
differc from that suggested
hereian.

{a) If appointmcat ic accepted;
destroy irmediately.

(v) If appointment 16 decliped:
(1) Return to Civil Service
Camission vith reply and appli-
cation, if nane vas received
from certificate of cligibles;
(2) File incide application, if
offered as a recult of applica-
tion for tecporary or excepted
appointrent and dispose of in
accordance vith provieions in
item 15; (3) All othere; dispcse
{cmediately.

Dispose 2 years after date of
certificates.

Dispose 2 years after date of
certificates.

Dispose or transfer to another
agency or bureeu or on separatio
of employee.

- SUPERSEDED
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ITEM

DESCRIPI'ION OF RECORDS

NO.
@

10.

1l.

13.

1.

15.

Position descriptioos.

Enployee interviewv records.

Duplicate cace files Of
performance rating boards
of reviev, copies of which
have been forvarded to the
Civil Service Caxpission.

All copies of correspondence
and forms maintaincd aa
temporary records on the
left side of the Official
Personnel Folder in Bccor-
dance vith the Feder2l
Personnel Manual, Chapter
293, and Supplement 293-31.

Position idemtitication
strips, used in service
control file (such as
Standard Form 7) to provide
cummary data oo each posi-
tion occupied.

Incentive awvards case files.

Reports pertaining to the
incentive awards program.

toti fications of personnel
action, exclusive of those

in Official Pergomnet Folders.

a. Chronological file copieeo,
including fnce ghectas.

b. All other copies-

Applicetione for employment
end related papers, excluding
{a) records relating to
appointcents and requiring
Senatorial confirmation, aad
{b) epplications resulticg in
appointoent filed in the
Officiel Personnel Fclder
(covered in item 1 of this
schedule).

RECQMMENTIED
METHOD OF FILING

Io accordance with
Federal Personnel
Manunl Supplepent
293-31.

Alphabetically by
nane.

Alphnbetically by
neme; start a new
file every year.

Cn left side of foider,
chronologically.

In accordance with
Federal Personnel
Manual Suppleaent
293-31.

Alphabetically by
name; start a nev
file every 2 years.

Chronologically.

In accordsnce with
Federal Persomncl
Mamnual Supplement
293-31.

Alphabetically; stert
a oew file every year.

In sccordance vith
inepection requiremcnts
of the Civil Service
Carmission as steted in
the Federal Personnel
Masusl.

-3-

SUPERSEDED

FPMR 101-11.4
December 15, 1967

AUTHORIZED DISPOSITIOXN

(a) Dispose of one copy S yeare
after position 1o abolished or
description is superseded;

(b) diepose of other copies vhea
poaition is abolished or descrip-
tion is superseded.

Place 1in inactive file oo transfer
or separation of emZployee asnd
start a nev iopactive file every

6 monthe; dispose of inactive file
6 monthe after it is closed. If
fillag arrengement differs fron
that suggested herein, dlepose of
records 6 montho after tranofer

or eepsrstiond of excployee.

Digpose 1 year after closing file;
if f1liog errengement differs
frao that suggested herein, dis-
pooe of records 1 year after
coopletion of case..

Dispose on trensfer to another
ageocy {except in a transfer of
fuactions), separation of the
czployee, or vhen 1 year old,
vhichever 1s earlier.

Dlspose when pocition is canceled
or nev 6trip i{s prepared.

After closing case transfer to
inactive cloced file and dispose
2 yeare after closinog.

Dispose after 3 ycars.

Diopoee after 2 years.

Dispose after 1 year.

Dispose upon receipt of Civil
Service Camission report of
inspection or vhen 2 years old,
vhichever 1s earlier, providing
the requireocents of Chapter 333,
Section A-i of the Federal
Persounel Manual are observed.




17.

18.

19.

SUPERSEDED

DESCRIPTION OF RECORDS

Statistical reports in the
overating personnel office

and subordinate wnits relating
to personnel.

Corresvondence and forms in
operating personnel offices

relating to individual cmployees

not raintained in Official
Personnel Folders and not
provided for elsevhere in this
scheduls.

a. Corresvondence and forms
relating to nending
versonnel actions

b. Retention regieters
(including card files
and related navers) fron
which reduction-in-force
actions.

c. PReteotton registers
(including card files
and related pavers} from
which no reduction-in-force
nctions rave been taken.

d. All other correspondence
forms .

Covies of docurent dunlicated

in Officisl Personnel Folders

and not orovided for e .sevhere
in this schedule.

Individual health record cards.

SUPERSEDED

METHOD OF FILIWNG

AUTHORIZED pDISPOSITIOGN

By report and
chronologically
thereunder.

Not anvlicable.

In accordance with
Chapter 351, Adoendix
A of the Federal
Personnel Manual.

In accordance with
Chaoter 351, Anvendix
A of the Federal
Personnel ¥Yanusl.

Alvhabetically by
nare: start a nev
file everv 6 ronths.

Alphabetically by
nare: start a new
file everv 6 ronths.

File vithin year
slphabetically by
na=e. Set up nev
file every year and
bring cards forvard
from previous yenrs
to it vhen individual
concerned is treated,

Dispose 2 years after date
of report.

Diopose vhen action is
completed.

Dispose after 2 years.

Di spose vhen superseded.

Dispose 6 months after file
18 closed or 6 ronths after
date of docurent if riling
arrangerent differes frao
that supreated herein.

Dispose 6 months after file
ie closed or 6 months after
date of docurent if {iling
errangerent differs fron
that supgested herein.

All cards perteaining to an
individual are to be
dieposed of 6 vears sfter
date of last entry on the
card pertaining to hinm.




SUPERSEDED

I FECOMAFNDED

no...  DESCRIPTION OF RECORDS MFTHOD OF FILING AUTHORIZED DISPOSITION

20. logas or reginters of visits
to dispensariea, first aid
roo=s . and health units.

BE. Where infornotion is Curonologically. Dispose 3 ronths after last
su="arized on statistical date on lor or register.
reoorts.

b. Where informstion is not Chronologically. Dispose 2 years after last

summarized' elsevhere. date on log or register.

21. Health record cene files, cor-~ Alvhabetically by Disnose 6 vears after date
prising forms, correapondence. naze. Set up nev of last parers in the file.
and related navers docu=zenting file each year o&nd
eplovee redicel history, bring forvard fro=
except pre-erployrent ohysical vrevious vears files
exaninetions., Health Quelifi- related to an in-
cation Placerent Records, dis- dividual vhen that
ability retirerent exarinations individugl i{s treated.
vhich become a part of the 3
Official Personnel Folders
(Standard Form 66) woon
separation. but which ray te
maintained separately from the
folder nrior to separation (see
Chanter 293, Subchapter 3. of
Federal Personnel Manual).

22. Copies of statistical su=raries Dv renort and chrono- Dispose 2 years after date
.and reports relating to exnloyee logically thereunder. of sur=mAary or report.
health retained by reoorting
unit, and related vapers.

23. Certificates of performance Comfor~ of agency

rating.

SUPERSEDED
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ITEe - RECOMMETDED

no, DESCRIPTION OF RECORDE VET1I0D OF FILING AUTBORIZED DISPOSITION

2k, Records relating to individual Alphabetically by Dispose 3 years after
ecployee operation of Covernrent- name of employee. geparation of employee or
owned vehiclee, 1including driver Transfer of inactive 3 years after reacission of
tests, authorization to use, Chronological file authorizetion to operate
safe driving averds, and related upon separation of Govermment-owned vehicle,
corresoondence. e=dloyee or udon re- whichever is the earlier.

scission of authori-
zation to operate
Governrent-ovned

vehicle.

25. Staterents of employrent and Alphabeticallv by Disnose 2 years after
financiel interests, and nare. enployee leaves a position
reloted pavers. in which a statecent 1is

required, or tvo years

after the ecployee leaves

the agency, whichever is

earlier. 2

26. Records created in receiot According to Agency
and orocessing of comoleints of Practice.
discrirnination by emvloyvees or .
apnlicants for emnloytent vith
Federal Civil Eervice.

a. 0fficial Fqual Prolovment

Ooportunity Case Files, as

described by S CFR 713.222:
1) Vhen case is resolved Dinpose}yem‘s afterffinal
vithin agencv of origin: adJustrent . FR4R OH-98 -
?) when case is resolved The official case file is
by U. S. Civil fervice retained by USCSC according
Corission; to their records control

schedule.

b. All otrer cories of EFO

cormlaint case files or 2 Dienose 1 year after final

duvlicates of documents wer- adjustment.

taining to case files which

are included in files retained

under Ites 26ia) above:

c. All background docusents Dispose 3 years after rinal

vertaining to the case but not adjustment -

included {n case files.retained

under Item 26{a) above;

6
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GEXTERAL RECORDS SCHEDULE 2

FPYR 101-11.L
Awmust 1, 197k

Pavrolling and Pav Administration Records

Payrolling and rav ad=inistration recorlis vertain to disbursements to civil employees of the
Governrent for personal services. This ochedule apvlies to the pay records that are cormon to all
agencies. but it excludes (a) retirement records (Form 2806 or equivalent) that are raintained
during emlovee duty and then transferred to the Bureau of Retirerent, Insurance, arnd Occupational
Healtk of the Civil Ffervice Cormission: (b) filen ohysicallv transcitted to the General Accountint:
Office or maintained in arency space for audit under scction 117(b) of the Budr=t snd Accountins
Procedures Act of 1950: (c) records relating toftax withholding, savings bonds, or fidelity bonds.
or other records held by the approoriate units of the Treasury Departrment responsible for the
rclated Governzent-vide programs: (d) or to Office of Maonagenment and Budget files reflecting
agency pereonnel needs and problerns. Fvaluation and disvosition of these grouns of records must
be nrovided for senarately. Any record created drior to January 1, 1921 nust first be offered to
the National Archives, before avplving these disnosal instructions.

Pavers required by the Cormtroller General to be raintained for site audit or to be physically
transferred to the Generel Accounting Office for centralized audit are seprents of accountable
officer's accounts. In no event nayv disposal be rmadc of records pertaining to accounts, claims or
depands involving the Governtent of the United States which have not been settled or adJusted by
the General) Accounting Office unless the arency concerned has vritten aporoval o? the Co=ptroller
General, as reouired by 82 Stat. 1301 (kL U.S.C. 3309). ‘‘ost Federal civilian pay accounts are
‘orevared end raintrined in accordance vith Title 6.--Pay, leave, and Allovances and incorporated in
the GCAO Manual for Guidence of Federal agencies. :

In the payvrolling oroecess different tyvoes of records are accumulated. In nany cases the records
vill be a machine readable forr:. as the nayrollins nrocess has been alroet universally converted
to electronic data nrocessing througliout the Federal fovernment. LUnder Title 6 of the GAO !anual
thete records are normally site-audited on a sarple basis by GAO representatives vho exenine
prirmerily the eernings record card, navroll change slivs that are vrevsred to docurent changee in
norral pay. certification sheets containing the sifnatures of the certifving officer, checkliste
prepared in lieu of the rore formal vayrolls by Department of the Treasury or locsl disbursing
nersonnel. source personnel documents such as dasic time and attendence remorts. and cooies cf
oersonnel action farz=s docurenting changes in pav. In addition, nay refisters and other
accountin(: devices are =2intained to cleck and balance the accownts.

All pavroll systens require.the maintenance of n leave card, to vhich information is nosted frorm
rore detailed records keot by tirme and attendence clerks located throughout an ajgiency. Tvo basic
forms or variations of them are used by most agencles: (a) Standard Form 1137. which shows leave
taken by an erployee over a two-vear period: and (b) Standard Form 1130, vhich is a combination
tire and attendance and leave record deeianated to be nmaintained in agencies in vhick the tire-
keeping Nunction is decentralized. One Standard Form 1130 is raintained for each eaployee each
oay period, end the current leave status fisure 1s accurulated fror pay veriod to pey period.

Other records incidental to the payrolline process are withholdink tax and savings bond records,
reports eade to Treasury Departeent units and the Civil Service Coroission on incoze tax and
retirerent trensactions, and other records not pertaining to individuals, but rather to the
general adriniatration of the nayrolling office and the neyrolling function.
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ITEM
NO.

SUPERSEDED

DESCRIPTION CF RECNRDS

Individual eamning and -
service cards {such as
Standard Form 1127 or its
equivalent).

Correspondence files maintained
by operating units reaponsible
for payroll prcparation and
processing, pertaining to
adninietration and operation

of the units.

Time and attendance reporta.

8. Copiea used in payroll
preparation and procesaing.
(Where reports are used for
both tire and attendance
and leave posting purposes,
the diapoaal provision
for item 9 applies).

b. All others.

Individual authorization card
and record payroll sllotoents
(such as Standard Form 1192).

4, Where record of bond
deductiona is mainteined
on earning record card.

b. Where record of bond
deductions 1is not
caintained elsevhere.

Iasuing agents' copiea of
bond regiatration stubs,

SUPERSEDED

RE.COMMFNDED
METHOD OF FILING

Alphabetically by
name of employee;
start a nev {ile

Conform to agency
practice.

Standard Form 1130
or its equivalent
for each employee
per pay period; one
copy of Standard

Forms 1135 and 1136,

chronologically.

By pay period with
other pay records,

Alphabetically by
nare of erployee.

Alphabetically by
naoe of employee.

8y year and bond
nunber thereunder.

AUTHORIZED DISPOSITION

Transfer to National
Personnel Records Center
(NPRC) St. Louis, MO.

(a) 1f in personnel folder
or in individual pay
folder filed adjacent to
paraonnel folder, dispose
wvith the personnel folder
(gee CPS 1, Itenm l); (b)
If not in or filed
adjacent to personnel
folder, dispose 56 vears
after date of 1ns: 'ntry
on card.

Dispore after 2 years.

Dianocse after audit by
General Accounting
Office or after ) years
vhichever ie earlier.

Dispoae 6 months after
end of pay period.

Diapose vhen superaeded
by new card or on trans-
fer or separation of
employee. whichever ias
earlier.

Diapose 3 years after
close of file. (Remove
to inactive file when
auperseded or upon
tranafer or separation.)

Diapose after 2 vears.



.

ITEM

NO. .

6.

DESCRIPTION OP RECORDS

Receipts for and transmittals

of U.£S. Savings Bonds and
checks.

Reports of deposits and
purchases of bonds, and
related papers.

Application for leave and
supporting papers.

a. Applicacion for lcave taken

irmediately prior to
separation.

b. All others.

Leave record cards, eain-.
talned independently of
pay and eaming records
(including Standard Form
1130 when used as a

leave record.)

a. Pay or fiscal copy.

(1) Final individual
card showing
accurulated lecave
on scparation.

SUPERSERED

METROD OF FILING

By month and alpha~
betically thereunder.

By ronth.

Alphabetically by
name; atart a ncv
file every year.

Alphabetically
by narme; starc a
nev file every vear.

Alphabetically by
pay year.

SUPERSEDED

AUTHORIZED DISPOSITION

Dispose 3 gmomths after
date of receiot.

Dispose after 3 veara.

Attach to leave record
card (see itemn 9). (a)
1f 1n personnel folder
or in individual pay
folder f{led adiacenc

to personnel folder,
dispose either 10 years
after date of last entry
on card or with the
personnel folder (see
GRS 1, item 1) (b) If
not in or filed adjacent
to pereonnel foldar,
dispose 10 years after
date of last entry on
card.

Dispose 1 year after

file is closed or 1 year
after date of application
if flling arraneement
differs from that sug-
gested hercin.

Tranafer to National
Personnel Fecords Center,
(NPRC) St. Louis, MO.
after audit by General
Accounting Nffice or after
3 years vhichever is
earlier. @PRC will
destroy when 10 years old.



SUPERSEDED

ITEM RECOMMENDED 2
NO. DESCRIPTION OF RECNRDS METROD OF PILING AUTINRIZED DISPOSI1TION
9. (2) All other pay or Alphabetically by Dispose when 3 years old.
fiscal copies. name; start a new L
file every 2 vears
if S,F. 1137 or its
equivalent is used, and
every pay period if
S.F. 1130 usecd.

b, Other copiea. Conform to asrency Dispose 3 conths after the

practice. end of the period covered.
10. Records of leave data

(such as Standard Porm

1150) prepared except as

noted in the Federal

Personnel Manual, 293-A-3.

a. Plle original of See GRS 1, {teno 1. o

Standard Form 1150 on
right sidesof Official
Personnel Folder.

b. Agency Copy Alphabetically by Dispose of after 3 vears. ;
name; start a new
file every year.

11. Notifications of personnel

action, exclusive of thoac

in Official Peraonnel Folders.

a. Pay or fiscol copy. Bv pay perlod Dispose after audit of
vith other pav related pay records by
records. the General Accounting

Office or after 3 vears
vhichever 1s earlier.

b. Chronological file In accordance with Dispose after 2 years,

copiea, includingr fact Civil Service, Federal
sheets. Personnel “snual,
Swmplerent 293-31.
c. All other copiles. Alphabetically; start Dispose after 1 year.
a new file every year.
12. Copics of budget authorizations By organization. Diapose when superaeded.
to operating units that control
personnel ceilings and peraoanel
actions. !
13. Hemorandun copies of payrolls,

check 1lists, and related
certification sheets (such
as Standard Porms 1013,
1128, or equivalents).

a. Security coples of Chronologically by Dlepose when Federal
docunents prepared or pay period. Records Center receives
used for disbursecent second subsequent payroll
by Treasury disburaing or check 1ist covering
offices, and related same payroll unit.
papers.

4
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ITEM

NO.

13.

14.

15.

16.

SUPERSEDED

DESCRIPTION OF RECORDS

RECHMMEN DED
METHOD OF FILING

b. All other copies.

(1) Where eaming record
card 1s waintained.

(2) Where earning record
card is not maintained.

Payroll eontrol registers
(auch as Standard Form 1125).

Pavroll change slipa exclusive
of those in Official Personnel
Folders (such as Standard

Porn 1126).

a. Copy used in General
Accountiny; Office audit.

b. Copy used by disburaing
officer in preparing
checks.

c. All other cnples.

Memorandun copies of filecnl
achedules involved in payroll
nrocesasing.

a. Copy used in General

Accountinp Office
audit,

b. All other copiles.

5

By pay period
vith other pay
recorda.

By pay period
with other pay
records.

By pav period
vith other pay
recordasf

By pay period
with other pay
recordla.

8y pay period,
thereunder
alphabetically by
nane.

By pay period
thereunder
alphabetically by
namt,

By pay period w!th
other pay records.

Varies with agency
practice.

SUPERSEDED

AUTHORIZED DISPOSITION

Diaspose after audit by
the General Accounting
Office or after 3 ycars
vhichever 18 earlier.

(Tranafer to National
Peraonnel Records Center,
St. Louis,fM0, vhen

) years old.)

Dispose after audit by
the General Accounting
Office or after 3 years \
whichever is earlier.

Dispose after audit of
related pay records by
the General Accounting
Office or after 3 years
whichever 13 earlier.

Dispose after preparation
of check.

Dispose 1 month after
end of pay periad.

NDiepose after audit by
Gencral Aceountinf Office
or after 3 yeara vhich-
ever 18 earlier.

Dinrpose 1 wonth after end
of payv pertod.



1TEM

NO.

17.

18,

19,

20.

21.

22.

23.

24,

SUPERSEDED

DESCRIPTION OF RECNRDS

METROD OF FILING

AUTHORIZED DJSPNSITION

Aduinistrative reports and data
relating to payrolling operstions
and pay administration.

8. Reports end data used
for vorkloed snd personncl -
nanegenent purposes.

b. All other reports
‘and date.

¥ithholding tex cxemption
certificates (such as Treasury
Departrent Form W-4).

Returns on inconms texes (such
as Treasury Deperteent Form
w-2).

Reports of withheld Federal
texce and relested papers
(including records relating
to incore and social
security taxes).

Retirenent reports and registers.

Reports of insurence deductions
amd related papers including
copies of vouchers and
schedules of payoent.

Levy and gernishment records,
including officiel notice of
levy or gernishment, change
slips, workpspers snd corresp-
ondence relating to cherge
sgainst retirement funds or
attachoent of salary for payrent
of back incooe tex or for other
debts of Federol etwloyees.

Wege survey files consisting
of wege survey repores and
data, working papers and
related correspondence con-
cerning area wagea naid for
each exzployment clees
(excluding suthorized wage
schedules and wage survey
recapitulstion work sheetsa).

SUPERSEDED

Conform to sfency
practice.

Couform to agency
practice.
Alphsbeticelly by

name

By return and chrono-
logically thereunder.

Conform to erency
practice.

Chronologicelly,

Conform to sgency
practice.

Conform to spency
practice,

Cooforn to agency
practice.

Dispose after 2 vears.

Dispose after 3 years.

Dispose 3j years after
cerd 18 superseded or
obsolete,

Dispose after 3 years.

Dispose efter 3 vears.

Dispose sfter 3 vears.

Dispose after 3 yesrs.

Dispose efter 3 yesrs.

Dispose after cotpletion.
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Rrocurement end Suonly Fecords

Agency procurerent and sucoly records document the acouisition of roods end non-nersonal services.
controllins the volu=me of stock on hand. renorting procwrenent needs. and related supsly natters
which are nart of daily procure=erit operations. The basic trocurerent filea reflect a considerable
ranpe of procedure, fron sirmle srall nurchase to cormliceted nrine contractor and subcontractor
overetions.

Any records created porior to 1895 ruat first he offered to the ’lirtional Archivea for possible
verrancnt retention »efore acnlvineg the disvosal instructions. Frecuently conies of nrocurercent
naners becore intesrol ovsrts of other files in the agency. such as project filea of various t¥ves
or feneral sublect files nertalning to ororra: operations: such copies are not covered by this
schedule because ther cannot te considered and evaluated separetelvy from the files of whichh they
are a »art.

T™is schedule does not anoly to records held bv the General Accounting Office or to those of the
General Cervices Adrinistration reflectins Government-wide procurercnt resoonsibilities. It
annlies. however., to records of other agencies to vhich the Administrator of General Services has
rede delerations of authority. Torr.ally originale of papera reauired by the Cocptroller General
to be raintained for site audit. or to be pxysically transferred to the General Accounting Office
for centralized audit. technicallv constitute serments of accountable officers' accounts. These
original naoers are therefore excluded fror coverage in this schedule for the reasons set forth
in Schedule 6.

In no event ray disvosal be rmade of records nerteining to accounts, clairs or derands involving
the Govern=ent of the United States which heve not vet been settled or adjJusted by the General
Accounting Office without written avproval of the Comotroller General, as reauired bty Lb U.s.C.
3300. ’

Records documenting nrocurerent and sunnly in the sgencies are largelv standardized by various
regulations of the Corotroller General and the Adninistrator of Genersl Fervices. The olisicsl
arrangenent of the transaction files themselves differs in the verious agencies., hoveser. In all
agencies the official contract files, for exasmple, contain a min{mm core of specified docurentes.
but there are also other documents that varv in accordance wit® vhat the individusl agency deezs
to be best for itssowm overating opurmoses.

The key nrocurerent file ip the transaction case file containing the forrzl contract or inforral
nurchase order or lense instrumnents and all related pavers. The docurents flowing into the
trensaction file differ in detail, but they irclude, in addition to the vurchase docu=entz.
gvec{fications, bids, schedules of delimery, initiatinr requestions, invoices, sn? correspondence.
Other cooies of these documents. made for exvediting and other adninistrative purvoses. are
scattered throushout the insnection. cshionine, exvediting, enru other units of the arfency procure-
rent orranizntion.

Other files related to the oprocurezent Aand su»oly function include reoorts used for suonly manage-
rent purposes tv the agency creatins the records as well as the staff agency involved with
Covernment-wide prorrans, locsl reauisition and stocY. inventors files, and other minor suvoly
vaners.

SUPERSEDED



Of o opecielized character in the p:r!?!renent rBdSare ihe tiEe vapers docu=enting the

accuisition of rea)l promerty (by purchase., condernation, donation, exchange. or othervise). These
papers are recuired tv the Government as long as the propert¥Y rermains in Government hands or if it
has been sold or released conditionally or vith recavture clauses. Wien properties are disposed
of by quitclaim deednf, this fact should be confirred orior to the dispoaal of the title papers,
since the title evidence night be necded by the Government to defend the title in the event the
oroperties vere disposed of Yy deeds containing ¢'eneral or special varranties.

Tt should also be ascertained tkat the title evidence relates only to the oroperties vhich vere
sold by the Governzent. In nany instances, lands acquired by the Governtent are disposed of in
different sized parcels, and if the Governrent retains the title to sny portion the title evidence
should be retained.

This schedule doeg rot apply to Interior Departcent records relating to the public do=ain or to the:-
title opinion files of the Departrent of Justice.

ITEM RECOMMEXND=D

0. _ DESCRIP'TION OF RECORDS VETEOD OF FILING AUTHORIZFD DISPOSITICH

1. Procurecent files (as Conform to agency practice. Disposal not authorized
descrited in iten 4 below) by this schedule.

involving transactions of
325.000 or more and docu-
rtenting the initiation and
developrent of transactions
that deviate fron established
hrecedents vith resvect to
#eneral egency procurerents

Qr to rajor procurerent pro-
prams (other than those covered
W {te= 13).

2. Title papers documenting the
&cquisition of real proverty
(by purchase, condermation,
donntionf exchange. or
sthervise).

&. All records for oroverty Conforn to agency practice: Disvose 10 yvears after

acquired other than transfer vavers relating to unconditional pale or
abstract or certificate proverty unconditionally release bty the Covern-~
of title. sold or released ty the cent of conditions,
. Governrient to separete file restrictions, mortgages
upon sale or release. or other liens.
2

SUPERSEDED



SUPERSEDED
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CERERAL AECOADS SCHEDULE 3

RECOMMENDED
DESCRIPT'ION OF RECORDS METHOD CF FILDG AUTHQRIZED DISPOSTTICN
c. Abstract or certificate of . Conforo to agency Transfer to purchaser after
title. practice. unconditional sale or release
by the Coverument of conditioans,
restrictioas, zortgages, or
other liena.
Correspondence files of procure- Conforn to egency Diepose sfter 2 years.
cent operating unite pertaining practice.
to their {nternal operation and
adainistration that are oot
covered elesevhere in this schbedule.
Contract, requisitioa, purchaase
order, lesse, snd bond and surety
recorda, including correspondeance
and related papers pertainiog to
avard, adminietration, receipt,
Inspection, and paynent (other
then those covered in items 1,
2, and 13.)
a. Procurement or purchase
organization copy, aad
related papers. ,«;(ﬂ?t
(1) Traneactionegof more By contract or lesse Dispose & years after [inal
than f$2, 700" M eynbol and cunmber there- paynent. {Place in inactive
;o/ooO""J und;r; by purchase order ﬁlef;m fioal pa‘y:;enkt.; trans-
fapy o . ﬂ A number. fer scal year block to
s Federal Recc};rde Center sfter
th) ¢~ 2 yeare.)
Arbashmg -
(2) 'I‘mncnctlona%» By contract eyabol and Diepose 3 years after fiaal
or less ¢ A nurber theceunder; by peysent. (Close file at the
? v purchase order muzber. end Of each fiscal year,

W retain j yeares, and dispoee,
W except that files on whica
D . actions are pending vwill be
div P / brought forwvard to the next
‘flscal year's files for
diaposal therewith.)

b. Obligstion copy. By appropriate mmb-er in Dispoae vhen funds are
suspense file for posting. obligated.
c. Coples of contracts, ' As appropriaste. Diepose upon termination or
reqguisitions, purchase orders, crmpletion.

lcases, and otner papers vhich
are duplicates of papers defined
{n {ten La, used by cagpunent
elemente of a procurexment office
for adminietrative purposes.

-3-
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SUPERSEDED

GERERAL RECORIB SCHEDVIE 3

RECOMMENDED
OESCRIPTION OF REDARIB . METHOD OF FII.IND AUTBORTZED DISPOSITION
Files of ceparta on supply ecequire=s
ments and racurexent matters sud-
mitted far supply amgement gurposes
(other than those inrorparated in
case files ar other filee of a
gensral nature), exclueive of
OCrpartmont of Defemae Reporte reflecte
ing procuremsnt under excmptiens
authorized under Section 201(s) of
the Federal Property and Adminis-
trative Servicee Act of 1949
(40 U.8.C. W1), o
a. Copies received from other units By repart apd chromo- Dispose after 2 years.’
for internal purpoees ar for logically thereunder.
tranzxission to etaff agencies. :
b. Copiee in othsr reporting unites, By report and chrooo- Diepose after 1 year.
snd related vork papers. logically thereunder,
Bid files.
a. Succeseful bids. One copy of each bid Diepose in accardance with
vith ggocuresent file provision for item L.
(1ten ).
b. Unsueceasful bids. One copy of each bid Diepose in accordance vith
vith procurement file provision fror item b.
(1tensl).
c. Lists aor cards of acceptabdble . Al.phabetically by etock Dispose vhen pev list or card
bidders. iten or by camp of bidder. is made.
Records relating to requisitions
on the Public Printer, and all
eupparting pepers.
a. Printing pcocoemwnt unit copy ' By requisition aumber, Dispose U years after cample-
of requisition, invoice, epecifi- tion or cancellation of
cations,and related papers. requisition. 5

b. Accounting copy of requisitiosn, Attach to related vouchers. Dispoee 4 years after period
Goverm=ent Prioting Office in- covered by related account.
voice, trenefer of fumds voucher,
and ceceiving repart.

Requisitions for nonpersonal By requisition mmber. Diepose after 1 year.

eervicee, such as duplicatiog, .
laundry, binding, and other services

(excluding recards associsted vith

accountadble officers’ sccounts

(Bechsdule b)).

SUPERSEDED



ITEM
Q..

a..

10.

11.

x2.

13.

SUPERSEDED

DESCRIPTION OF RECORDS

Requicitions for supplies and
ecuipzent fronm current
inveatory.

a. Stocksoom coDy.

b. All other covies.

Inventory files.

a. Inventory lists,

b. Inventory carde.

e Repoyt of survey files
and Other papers used as
evidence for adjustment of
inventory records., not
othesVise covered in the
General Records Schedules.

Telephone staterents and toll
slive,

Contractors’ nayrolls
(construction montracts)
suboiitted in accordance vith
Labor Devartrent regulations,
vith related certificstions,
anti-kickvack affidavits. and
other relgted pavers.

Tax exermtion certificates,
and related vavers.

'SUPERSEDED

HZTHOD OF FILING

ilurerically by re-
oculeition nucder.

Numerically ty re-
cuisition number.

Hurerically by stock
number or aloha-
betically bv iter,
as apurooriate.

lw=erically br etock
nu=ber of aloha-
beticallv vy iten,
ag aporoPriate.

Conforn to agency

- vractice.

Attached to related
vouchers.

Bv contract: there-

under chronoloricallyv.

vonforn to agency
practice.

AUTHORIZED DISPOSITION

Dispose 2 years sfter con-
nletion or cancellation of re-
quisition.

Disnose after 6 monthsa

Disvose 2 yvears from date of
1ist.

Dispose 2 years o fter dia-
continuance of iter or 2
vears after stock balance
is transferred to nev card
or recorded under a new
classification, or 2 years
after ecuiorent is re=oved
“ron agency control.

Disoaose 2 vears after date of
survey action or date of
oosting medium.

Disnose 3 vears after period
covered by related account.

Disvose 3 yvears after date of
corpletion of contract unlees
contract verformwance is sub-
Ject of enforcezent action on
such date.

Disnose 3 years after period
covered by releted sccount.
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These records nertain to the sales by agencies of real and personal propsrty surplus to the needs
of the GCovernnent. The act creating the Ceneral Serviceas Adninistration transferred the functions
of the former War Agsets Adninistration relating to oroperty disposition to'the new agency. This
ochedule is not applicable to trensection or nolicy files created by the Ceneral Services
Administration and nredeceasor egencies, to records in the Cemartment of the Interior relating to
the vublic dornin. end to records relatins; to oversess prorerty under the Devartment of State
control. Any surplus property transaction files dated prior to the establishrent of the forrer
Procursment Diviaion of the Devartrent of ‘Treasury in 1933 rust first be offered to the National
Archives for vosaible penanent retention before amplying these disnosal instructions.

In no event ©A’ disvosal be rade of records oertaining to accowmts. clairs, or demands involving
the Govern=ent of the United Ftates vhiclh :ave not been settled or adjusted by the General
Accounting Office without written avproval of the Cooptroller Ceneral. as required by LL U.S.C.
330¢9.

Three forms are nrescribed for use by any agency selling surplus nersonal proverty under GSA
' regulations:

a. Standard Formn 11L, Sale of Gosernment Property, Invitation. and Bid, and Acceptance.
Related napera that are eaintained by the egencies, usuallv in case fashion, consist of
corresnondence, bids, and other notices of sale, invoices, and salea Blipa.

b. Standard Morms 120, Report of Excess Personal Prorerty and 121, Quarterly Report of
Utilization and Disvosel of Excess and Surolus Personal Property. Form 120 reports perscnal
vroderty vhich is excess to the agency renorting to the regional Ceneral Services Adnini-
stration offices, vhich initiate screening action. The quarterly revorts are submitted to
the Office of Personal Proverty, Utilization and D'isvosal Service, General Services Admini-
stretion, wvhich consolidated the data.

ITE! RECOMMEIIDED

NO.__ ETHOD OF PILING AUTIORIZED DISPOSITION

1. Case files on seles of survlus Transaction files in Disposal not authorized dy
personal sroverty (as described slnhabeticel order by this schedule,
in iten 6 below) involving name of nurchaser.

trangactions of $25,000 or —ore,

end docurmenting the initiation

end develonrent of transactions

that deviate fron egstablished
precedents vith resnect to general
agency disnossl or to major disposal

progrars.
2. Case files on disposal of survlus Alphabeticallv by Disposal not authorized by
real and related personal proverty. location or b control thia ochedule. (Transfer to
nu=ber. as Pederal Records Center 3 yesrs
avoronriate. after close of file.d
. Reports of excess real Proverty. Conform to agency Disposal not authorized by
oroctice. this schedule.

| SUPERSEDED
b



o SUPERSEDED

HO. DESCRIPTIOR OF RECORDS "F'I'HOD OF FILING AUTI'ORIZED DISPOSITION
L, Correspondence filea raintained Confor= to agency Dispose after 2 vears.
by overating wunits resovonsible practice.
for nroverty dinvosal, vertaining

to their operation and admini-
gtration, not otherviese provided

for.

5. Renorto of excees personal Chronologically by Dicpose after 3 vears.
nroovertv. | resorting un_it..

6. Case filec oo salea of aurolue

personal prorertya cormorlising
invitations, bids, accentances,
liete of nateriale, evidence of
sales, and related corresnondence
(other than those covered in items

1 and 2). - -
o fom A5 2541
a. Trepnsactiomef more than ™*ansaction filea in Disvose € years after final
~he—aner, I*)ODT’ alphabetical order by pavrent. (Place in inactive
nare of purchaser. file on finel vayTent and
transfer to Federel Records
”ﬂfl‘l j" ”7'/ Center 2 years thereafter.)
b. 'I‘ransactions,'or &é"&ﬂe Trensaction files in Dienoee 3 years sfter final
less. alphabetical order by ©psvrent. (Close file at the
nase of purchaser. end of each fiscal year,
retain 3 years, mnd dispose
except thet files on vhich
sctions are perding vwill be
hrought to the next fiscal
vear's files for dieposal
therevwith.d
7. Records necesssr)/ or convenient Conform to agency Tranafer to ncv custodian upon
for the uee of real pronerty esold, Ddractice, ¢otpletion of sale, trade, or
donated, or traded to non-Federsl donstion sroceedings, or
ownerehip., including, if accentance of purchase —oney ‘
pertinent as determined v the rortgage.

releasing agencys asite r-avs and

surveye, rlot plans, architect'e

sketcheg, vorking, diagrane.

vrelininary dravings. blueorintsg

master tracings, utility outlet

nlans, ec uio=ent location olans,
specificstions, conatruction

progrecs vhotographs. inspection

revorts. building and equiprent

managerent and maintenance records,
sllovance lists as well as duplicate

coples of title papers,

provided: (a} that the records can

be segregated vithout ham to other
documents of enduring velue. (b) that no
responeibility attaches to the Covernrent
becsuse of disagreement betwveen the trens-
ferred docurente and the physicsl condition
of the property at the tine of conveyvance,
and (c) that if the vroperty is released for
hietoricael use or nurmoee the user asgrees to
retain the= and return the= to the Federal
Covernrment i{rmediastely upon the discontinu-
ance of its uge for hietorical purposes.

SUPERSEDED
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GENERAL RECORDS SCHEDULE S

Budget Preparation, Presentation, and Appvortionment Records

Budget and avvortionment records include the various files accu=ulated in an agency in the course
of formulating its pudget for submiesion to the Office of Manegenent and Budget and to the Congress:
In defending its reouests for funds before both hodies: and after enactment of an asprooriation
b1ll. in ensuring that the Tunds are used in such a vav as to suffice for the approdriate period

of time. The funds are mede available to the agency bv the OMB, usually in guarterly vortions,

and the agencies must indicate and Justlfy regularly to the Bureau their nrovosed rate of expendi-
ture. After tle funds have been pade available to the agency, its owvn controls over the funda are
in its exvendizure accountin® records {Schedule 7} and detailed inforration relative to expendi-
tures is contpined in the accountable officers' account (Schedule 6).

7his schedule avplies to records of budget brevaration, presentation and apvortionaent in all
agencien, except that it does not annly to records of the OB and the Treasury Departrent
reflecting, the Governrent-vide budret responsibilities of those agencies. Records created prior
to January l, 1921 cust be offered to the Mational Archives before apoliing the disposal instruc-
tions.

Agency budret records are norrallv created atfall levels of agency organization. They shovwf.
provosals from all onerating levels aa vell as the bureau-vide and agencv-vide coordinating work
done by forrmallv organized budfet offices. Therefore the records consist of detailed vork papere
and budgetary statements developed by ningle overatinsg units, the more significant budgetfstate-
rents and related oapers representinf consolidated subrissions vrevared at the bureau or eguivalent
level and forvsrded to the agency budcet officer, and the records nt the highest level vertaining
to the budget submission for the ent{re mgency. ¢

The nature of the budpet vpresentation itself {s standardized by the Office of Managenent and

Budgetf, vhich prescribes forcat and procedures for all Federel agencies. Hovever. the internal
renorts end vaners vhich auonort the budfet anil are used in its oreparation vary fron eagency to
avency. The budgetfsubriesion, a record copy of which 18 ususlly designat#d by the egency, i3 a
duplicate of the set of pacers submitted to the OVB. These include su=ary statezents of
anorooriations and expenditures. statebents of contract authorizations, end statements of receipts
as vell as narrative sym=ary’ statecent vhich highlight the principal features of the agency reaquests
and irmediatelv related suonorting docu~ents. The narrative presents the policies and the progrars
of the agency vhiich the budCetary requests are to support. In addition to the swmaries, the
subrission includes schedules of obligations apd staterents vertaining to each type of anpropria-
tion and fund under which the individuel sgency oneratea. Pinally. OVB recuires additional
suvporting data vertaining to oblects of exnenditure, durticular agency progra=s, and figures

based o~ the cost of variovs t¥ne of service ooerations, such as personnel and payrolling activities.

SUPERSEDED
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GERERAL HECORDS SCHEDULE 5

DESCRIPTIOA OF RECORDS

RECORDS OF CONTINUING VALUE:

Correspondence files of forrally
organized budget offices shoving
agency policy and procedures
governing budget administration.
and reflecting policy decision
affecting expenditures for
GgTOCY progTrars.

File copies of bndget estirates
prepared or consolidated in
forrally organized budget offices
at the bureau (or equivalent) or -
kigher organizaticnal levels,
cozprising ap>ropriation

language sheeta, narrat.ive state-
ments, and related schedules and
data. '

RBCORDS OP TEMPORARY VALUE:

Correspondence files of budget
offices not otherwvise ¢covered in
this schedule.

Work papers, cost statements, and
rough data accimulated in prepara-
tion of eannual] budget estimmtes,
including duplicates of papers
included in file cories of budget
estirates (described in iten 2).

Periodic report on the status of

appropriation accounts and
svportionmenta.

a. BEnd of fiecal year report.

b. All other reporte.

Apporticurent and reapportionoent

schedules, prapoaing quarterly obliga-

tions under each authori:zed
appropriation.

RECOMMENDED
METHOD OF FILING

Conforn to agency practice.

Chronologically.

Conform to agency
practice.

Conform to agency
nractice.

By report and
chronologically
thereunder,

By report and
chronologically

thereunder.

Chronmlogically.

2

SUPERSEDED

AUTHORIZED LISPOSITION

Dispoeal not authorized
by this achedule.

Disposal pot authorized
by this schedule. (Trans-
fer to Federal Records
Center 3 years after the
cloge of the fiscel year

.covered by the budget.)

Dispose after 2 years.

Dispose 1 year after
close of fiscsl year
covered by budget.

Diepose 5 years after
close of fiscal year
involved,

Dispose 3 years arter
close of fiscal year
involved.

Dispose 2 years after
close of fiscal year
involved.
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Accountable Officers’' Accounts

This general schedule covers the nmermorandum copies of all accountable officers’'s returns and related
records. It does not apply to records vhich are under the cognizance of the General Accounting
ofrice, as descrided belov. Nor does the schedule apply to the copies of thd achedulee and related
pavers held ty the Chief Diebureing Officer, from wvhich he makea payeent, Any recordes created prior
to January 1, 1921 aust be offered to the National Archives before applying theee dispoeal
inatructiocs.

Accountabdble officersf accounts include record copies of all records conterned with the accounting
for, availsbility, and status of pudblic funds. There are several types of “accountadble officersf"
such as: (r) the collecting officer, vho receives conieas owved to tha Federal Government mnd
ensures that it is credited to the proper account; (b) the disbursing officer wbo i{s responaible
for providing docu=entation to the Cenersl Accounting Office as he accox=plishes the actual pey-
cent of pPublic noniee to proper Federal creditors; and (c) the certif'ying officer, vhose eigna-
ture on & aumary atteste to the authenticity of vouchers listed on the schedule.

Disburserenta for nost civilian Governnent agencies, are made by the Chief Diebursing Officer of
the Treasury, vho heads the Division of Disburae=ent wvithin the Buremu of Accounts, Treasury
Department. The Division vas created by Executive Order 6166 of June 10, 1933. Since July 19h9,
digburaerents have been cade for most agencies on the basis of certified schedules, with the
detailed vouchers transferred to the General Accounting Office fram the agency or held in agency
space if eite audit was involved. This procedure wag extended end confirrmed by General Accounting
0frice General Regulations Mlo. 115, issued January 29, 1952, which prormlgated a etandard fornm
voucher end schedule of paynents (Standard Forms 1166 and 1167} for use by all agencies effective
July 1, 1952, and foreally elininated the transfer of vouchers of the Chief Disbursing Officer-.

Thia records schedule does not apply to records held for on-site audit by the General Accounting
Office. Under on-eite audit, vouchers, contracts, schedules, statements of transactione and
accountability and other related supporting docunmentas are retained in agency space for the General
Accounting Office auditors. Section 5 of the Poat Office Department Financial Control Act of 1950
and Section 117(b) of the Budget and Accounting Procedures Act of 1950 (vhenever the Comptroller
Ceneral deternines that audit shall be conducted at the site} require agenciee to retain these
records, vhich are under General Accounting Office cognizance. Section T(m) of Genaral Accounting
Office Ganeral Regulations No. 115 gives genmeral authority to the agencies, i{f the records are no
longer required for administrative purposes and aubject to the vritten approval of the Camptroller
Ceneralg to transfer records auditad at the site to Federal Records Centers after two years.
Because the records heretofore transferred to the General Accounting Office are retained in the
agency and available, severa) agencies have elininated the creation of zemorandum copiea.

Records relating to the availability, collection, and custody of fimds include (1) the appropriation
varrants, (2) other documenta which deposit fimds into tbe Treasury, and (3) documents which
provide accountable officers with status reports on funds in their custody, such as the proofs of
depoaitory account and statepents of funds to their credit. Agency copies of these depoait and
status documenta are go intipately related to the accounte of these officers that they are included
in this schedule. 7The copies received by the Fiscal Service of the T'remsury Department are not
covered by this schedule and are providad for in oeparate schedules.

SUPERSEDED



ITEM
RO.

OESCRIPTION OF RECORDS

N

SUPERSEDED

GERERAL RECORDS SCHEDUWE 6

RECOMMENDED
METBOD OF FILIRG

RECGRDS OF TEMPORARY VALUE:

Accountable officers' returnat,
comprising zemorandum copies of

atatements of transaction
accountability, all suppo

Chronologicelly by
payaent period.

s and

rtiang k

vouchers, schedulea, docusents,

and related papers not ot
provided for in thias eche
(exclusive of freight rec
covered by Schedule 9, an

hervise
dule
ords

d

payroll records covered by

Schedule 2).

Genersl Accounting Office

Chronologicslly.

notices of exception (formal or
inforral) and related correspon-

dence.

Copies of certificates of settle-
nent of accounts of accountable

officers, statements of d
and related papers.

a. Certificates covering
account settle=ents,

ifferences,

Case file or schedule
in chronologicsl order.

closed
supple-

nental settlenenta, and fina)

balance settlenents.

b. Certificates covering
periodic settlernents.

Records relating to the s

Case file or schedule
in chronologicel order.

vail- Chronologically.

sbility, collectiom, custody and

deposit of fundat includi

ng

sppropristion varranta {(other

than records covered by i

tem 1).

Administrative correspondence,

reports and date relating
voucher preparstiont, sdmi
trative audit. and other

accounting and disbursing
operations.

a. Files used for vorkload
and personnel aoanasgement

purposes.

b. All other filea.

to
nis-

Conform to agency
filing aysten.

Conform to agency
filing systen.

SUPERSEDED

AUTRORIZED DISPOSITION

Dicpose 3 years after
period covered by the
account.

Dispose 1 year after
exception is reported as
cleared by the GCenersl
Accounting Office.

Dispose 2 years after
date of settlexment.
providing certificate is
cleared.

Dispose vhen subsequent
certificate of settlement
is received.

Dlspose 3 yeare after
date of docunent.

Diapose after 3 years.




SUEERSERED

ITEM RECOMMERDED
§O. DESCRIPTI Of OF RECORDS METROD OF PILING AUTHORIZED DISPOSITION
6. Feders) personnel surety
bond filea.
a. O0fficial copies of the ° Conformn to agency
bond and attached powers practice.
of attorueya
(1} Bonde purchaeed Dispose 15 years after
prior to Jenuary 1, bdond becormes inactive.
1956,
(2) ponda purchased after Dispose 15 years after
December 31, 1955. end of bond premiun
. period.
®. Other bond filem, including Conform to agency Dispose vhen band becuarmes
otter fopies of bonds and practice. inactive or end of bond
related papers. . prexiun pericd.
d '
3

SUPERSEDED



SUPERSEDED

GVITERAL RECORDS SCHEDULE 7

Expenditure Accounting Records

FPMR 101-1lak
August 1, 197k

Expepditure accounting records are the ledgers and related docusents pmaintained by all Federal
agencies to fhov in swrmary fashion bov their funds, appropriated and noo-appropriated, are spent
after slloitent by the OMB, and the sources and nature of emy receibts. The key records are the
general ledger accounts, vhich canetitute, as a unit, the heart of the agency accounting systen.
These ledgers summaArize the financial status and financial transactions of the agency, shoving the
current stéitus of funds available for expenditure, the acounts due and collected for the account of
the Governrent, accu=ulated expenditures and liabilities, and the valuee of stock. equipment. and
other propérty in agency custody. They are controls that serve not only as central fiscal records,
but also as a prifAry source of data for top rmanagement concerned with agency solvency, vith
expenditures and vith progran cosets.

The feneral ledgers are subdivided into arbitrarily. created account titles, vhich are based on
prograns , Projects, coets, and funde. Supporting tbem are a group of subsidiary ledgers and papers
rurther detailing the inforrmation in the general ledgers or serving as posting cedia to the ledgers
themselves. To the extent that they reflect appropriation expendituress the general ledgers are
supported Y¥ allotment ledgereq vhich et &l) times show the current unobligated balance of funds
allotted for specific agency purposes and thereby provide a safeguard against over expenditure by
overating officials. The allotnent ledgers are peneral controlda over exvenditures, and they in
twn su=mrize and are supported by rore detailed controls that normmlly take the form of prolect
or Job orders vhich authorize exact and specific expenditure.

The sources of data that are posted to the ledger files are somevhat diverseq but they fall into
tvo general groups:

a. Copies ©of various obligation or expenditure documents, such 88 vouchera and schedules, vhich
flov through tte ledger unit for posting.

b. Journal vouchers and eimilar internal control documents created to authorize and convey
entries to the general ledger. 2

Ae the centralized fiscel record, the general ledgers ultirstely su—marize stores, plant and cost
accounting data, vhich are treated in a separate schedule, but these are only several aespects of
the total ledger accounts. Consequentlvq the ledgers are the eource for the data included in the
basic apportionment reports to the OMB, and the Treaswy Departwment, and over-all reports of
agency fiscal coudition which may be required by the General Accounting Officer(Schedules 6 and B).
The adequacy for audit purposes of the general ledger accounts 18 normally considered by General
Accounting Office auditors to be indicative of the suitability of the agency'e entire accounting
systen and the reliability of its financial data.

This echedule does not apply to such records mmintained on a Governreent-vide basis by the Treasury
Department and the OMB, or to thoee formerly mmintained by the General Accounting Office. Any
records crested prior to January 1, 1921 oust be offered to the National Archivee before applying
theee disposal instructions.

In no event £AY disposal be cade of records pertaining to mccounts, claims, or dezands involving
tbe Goverument of the United States which have not been settled or adjusted by the General
Accounting Office without vritten approval of the Comptroller Genersl, as required by Section % of
the Records Disposal Act of July 7, 19L3, as amended (kL U.S.C.- 372).

SUPERSEDED



ITEM
No.

SLEERSEDED

DESCRIPTICK OF RECORDS

RECORDS OF TEVPURARY VAIUE:

Correspondence files mainteined by
operating units responeible for
expenditure accounting, pertaining
to their intermal operations and
administration.

Ceneral accounts ledgerst showing
debit and credit entries, &nd
reflecting expenditurea in
su==ary.

Allotrent records, shoving
status of obligations and
allotments under each
authorized appropriation.

Records umes as posting and
control rmediae, subeidiery to

.the general and allotment ledgers,

and not othervise provided for in
this schedule.

a. Original records.

b. Coples.

SUPERSEDED

RECOMMETDED
METROD OF FILING

Conforn to agency
practice.

One set of accounts by
each established
account covering asset
and liability.

One set of allotrcent
records by established
allotment.

One set of each coumtrol..

One set of each control.

AUTRORIZED DISPOSITICN

Dispose after 2 years.

Dispose 10 years after
close of fiscal year
involved.

Dispose 10 years after
clome of fiscel yeear
involved.

Dispose after 3 years.

Dispose after 2 years.




SUPERSEDED

FPMR 101-11.4
: (12-9-72)

GENERAL RECORDS SCHEDULE 9

Travel and Transportation Records

Thia schedule covers records pertaining to the movement of goods and persons under Government
orders. The record keeping involved in the moverments centers around bills of lading, transportation
requests, vouchers, and associated records, including those prescribed by Title S of the General
Account Ing Offlce Pollcy and Procedures Manual. Coples of some records used to support payments
become part of the accountable officers’ accounts, or are accounting posting medla. Thelr
disposition nay be covered by General Records Schedule 6, Item 1; Genernl Records Schedule 7,

Item 4§ or items 1 and 3 of this schedule.

a. Movement of goods. The key record is the bill of lading, of which there are coples for
consignnrs, canslgnees, and the carriers themgelves. The pnpers relnted to and normally €iled with
the bill of lading i{tself are varied and often voluminous. These may consist of shortage and
denmurrage reports, Invoicesf and other descriptive data which document the transaction. Included
are records relacing to the shipuent of household effects, authorized by law and
regulations for milltary personnel and for civilian employees of the Government. Agencies shipplng
cercalrs valuables under the Government Losses Lln Shipment Act, which {nsures against loss, retaln
copies of schedules of materlal shipped, papers relating to claimg which may ensue, and other
pertinent documents.

All records for the years prlor to 1959 should be deetroyed. Records for the years 195% and
later oare retained in accordance with the provlslons of 49 U.S.C. 304q, 49 U.S.C. 1006a, and
other applicable laws.

b. Movemeac of persons. The movement of persons 1a documented essentlally by copies of
travel orders, autharizing trave!l and subsequent payment, and standard form vouchers showlng
payment for offlclal travel. The primary coples of the travel orders are the adoinistratlve copy
maintained by the transporcatlon unit controlling the issuance of travel orders, and copies used
for encumbrance of funds.

ITFEM RECOMMEMDED
NO. DESCRIPTION OF RECORDS METNOD OF FILING AUTHORIZED DISPOSITION
1. Freight records, cgnsistlng of

cxport certificates, transit
certificates, demurrage cnr
record booksf, shipplng docu-
ments perctinent to freight
clasgsification, memorandum
copies of government or cormer-
cial bllls of lading, shorcafe
and demurrage reports, and all
supporting docum¢nte, and
including files relating to the
shiprmient of household cffecte.

n. Issuing office memorandum Conform to agency Dispose after 3 years

coples. practlce. (Transfer to appropriate
Federal Recordas Center 1f
volume warrants.)

b. All other copfes. Conform to agency Dispose after 1 year.
practice.
c. Bills of lading registers. Tn nuperical scquence. Dispose 3 years alter final

entry on register.

SUPERSEDED




. SUPERSEDED

FPMR 101-11.4

(12-9-72)
GENERAL RECORDS SCHEDULE 9
ITEM RECOMMENDED
NO. DESCRIPTION OF RECORDS MET11I0D OF FILING AUTHORIZED DISPOSITION
2. Freight records, relating to the Chronologically in Dispose after 3 years.
adulinistration of Government case Fashion. .

Losses In Shlipment Acct, consisc-
ing of schedules of valuables
shipped and related papers and
reports.

3. Passenger transportation records,
consisting of memorandum copies
of vouchers (Standard Form 1171a),
memorandun copies of transporta-
tion requests (Standard Form 116%a),
travel authorizations, transporta-
tlon request registers, and all
supporclng papers.

o. Issuing office memorandum | With relaced account. Dispose 3 years after
copy. . perlod covered by related
account.

b. Obligation copy, if dlfferent In approprinte fashion Dispose when funde are

from copy 1in 3a. for posting. obligated.

c. Unused ticket redemption Conform to agency Dispoae when administrative

forms. practice. nceds have been satisified.
4, Passenger transportation records

pertaining to reimbursements to

indIviduals, consisting of copies

of travel orders, per dlem

vouchers, transportation requests,

hotel reservations and all support-

ing papers relating to official 8
travel of officers, employees,

dependents, or others authorized to

travel by law (exclusive of records

covered by Item J).

a. Travel administrative unit In folders arranged Dispose after } years.
copies. g alphabetically by name

of enployee; break flle

every 2 years.

b. Obligation copiles. In approprlate fashlon Dispose when [unds arc
for posting. obligated.

5. Records pertalning to travel and
transportation not otherwise
covered in this schedule.

a. Correspondence, forms, and Conform to agency Dispose after 2 yecars.
related papers pertaoining to practice.

agency travel and transporta-

tion functions.

b. Accountability records. Conform to agency Dispose 1 year after all

practice. entries on the records are
cleared.

SUPERSEDED



SUPERSEDED
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GENFRAL RECORDS SCREDULE 8

Stores, Plant and Cost Accounting Records

Specialized stores, plant, and cost accounting records are naintained by moat agencies, particularly
those vith extensive plant end stock inventories. These records vhich esstentially reflect the net
monetary vorth of an agency and its assets, ere periodically reconciled vith the supply data
reflected in stock inventory records, but they are not procurement papers. Any records created
prior to January 1, 1921, must be offered to the Hational Archives before applying these disposal
instructions.

a. Stores Accounting. These records are paintained to provide personal accountability for tbe
receipt and custody of naterials and to provide information es to the nonetary worth of such
paterisls. Custody ie established by acco=plished copies of materiel rovemnent. documents, and
stores accounting information data are normally reviewed and consolidated by means of records and
returns submitted to agency headquarters, vhere the information {s used for procurement planning,
budget, and other managerent purposes. These records do not include papers reflecting the
physical movements of material to and frum storage points, although they cay be involved in posting.
S\==Ary data on plant value is also available in pertinent general ledger accounts.

b. Plant Accounting. These records consist primerily of cards recording the principal
characteristics of each itern of physical plent and equipment., including real property. They
constitute primarily a type of inventory control, but i{in addition are a principal source of data on
the capital investment in pltynical plant (as distinguished fram maintenance or operating costs) and
other items not norzally represented in a stores or stock inventory system. Su=ary data on plant
value is also available in pertinent general ledger accounts.

c. 'Cost Accounting. These records are designed to accumulate and shov data on the costs of

~ agency operation, the direct. and indirect costs of production. adniniatration, and the perforcance
of progran functione of the agency. The data, vhich are normally accunulated by neans of cost

reports and statistice accunulated by operating personnel, are iltimately posted to the accounts
in the agency general ledgers concernmed vith operating and progranm costs. Material costs inforza-
tion is collected by posting requisitions for material or procurenent documents to intermediate
records, and labor cost inforcation is obtained by charging tire expended on individual Jobs and
projects assigned control nic=bers for cost control purposes. Cost data are utilized in
evalusting econouy of agency operation and in preparing budget estircates.

ITEM RECOMMENDED
. METROD_OF FILING AUTHORIZED DISPOSITION

RECORDS OF COYTINUING VALUE:

1. Plant account cards and ledgers Conform to agency Disposal not authorized by
pertaining to structures. practice. this schedule.

RECORDS OF TFMPORARY VALUE:

2. Correspandence files of units Conform to agency - Diepose after 2 yearsa.
responsible for plant, cost and practice.
stores accounting operations.

SUPERSEDED



ITEM
HO.

sk ReREDED

DESCRIPIION. OF RECORDS
Invoices or equivalent papere
used for stores aceounting
purvoses.

Stores accounting returms’
and reports.

Work pspere used in
accutvlating stores account-
ing deta.

Plant account cards and ledgers,
other than those described {n
iten 1.

Copies of cost sccounting
reporte.

a. Coples in unite receising
Teporta.

b. Copies in reporting uniteg
and related work papers.

Ledgers, forms, and machine
records used to accumvuvlate date
for use in cost reports.

a. Iedgers end forms.

b. Machine records.

(1) Detail cards.

(2) Suary cards.

(3) Tabulationa.

RECOMMENDED
METHOD OF FILIKNG

Conforn to egency
practice.

Conform to agency
practice.

Conform to agency
practice.

By plant iten number
or numerically by -
plant account.

Conforn to agency
practice.

Conforn to agency
practice.

Conform to agency
practice.

Conform to agency
practice.

Conforn to agency
pruactice.

Conforn to agency
practice.

AUTHORIZED DISPOSITION

Dispose after 3 years.

Dispose after 3 years.

Dieposee after 2 years.

Dispoae 3 Years after
iten ies vithdravn froo

plant account.

Diepose

Diepose

Dispose

Diepose

Diepose

Dispose

SUPERSEDED

after

after

after

after

after

after

3 years.

3 years.

3 years.

6 months.

6 wonths.

1l year.




SUPERSEDED

GENERAL RECORDS SCHEDULE 10

FPMR 101-11.L
August 1, 19Tk

Motor Vehicle Maintenance end Operation Records

Thege records pertain to the nanagement, ratintenance, and operation of motor vehicles used by
agencies.

Personal Property Manage=ent Regulation No. 24 preacribves policies and procedures. Standerd Fornm
Mo- 82, vhich is an annual motor vehicle report required by the Fe.leral Supply Service, Ceneral
Services Adninistration, 15 the only standardized record. Certain cost and inventory comtrol
£oTTs have been developed, but they are not randatory. This schedule covers agency records
pertaining to the daily use and operation of the vehicles.

In generals records pert.aining to rotor vehicles reflect a threefold responsibility: {a)} the
accwmulation of cost and operating data for internal accounting and cenagcrment purposes and for
reports submitted to the Federal Supply Service {Standard Form No. 82, Annual Motor Vehicle
Report): (b) the maintenance of the vehicles themselves: and {c) orotecting the interest of the
Coverneent in accident claims agaimnt it.a The records tberselves consist of chauffeur service
logs and reports, vehicle repair and caintenance check-off sheets, cost ledgers and clair:s
correspondence and forres.

ITEM RECOMMFNUED

NO.._ DESCRIPTION OF RFCORDS MFETI0D OF FILING AUTHCRIZED DISPOSITION
RECORDS OF TEMPORARY VALUE:

1. Correspondence {n the cverating Conforrm to mgency m.spoae after 2 years.
unit responsible for ceintenance practice.
ard operation of rotor vehicles
not othervise covered in this
schedule.

2. Motor vehicle operating and main-
tenance records.

a. Operating records, By chauffeur or car Dispoce ofter 3 ronths.
nunber as appropriate.
b. Maintenance records. By car nu=ber. Dispose after 1 year.

3. Motor vehicle ledger and vork By subject. Diopose 3 years after die-
sheets pvroviding coet and continuance of ledger or
eXpenge data. date of work sheet.

b, Reports on motor vehicles {other By report and chrono- Dispose 3 yeare after date
than accident, operating and logically thereunder. of report.
eeintenance reporto).

sS. Records relating to ootor In case fashion. Dispose & years after cose
vehicle accidents, maintained by is closed.
transportation offices.

6. Vehicle release files. By vehicle number. Dispose U years after

SUPERSEDED

vehicle
custody.

leaves agency



SUPERSEDED .. ...

August 1, 197k

GENERAL RPCORDS SCHEDUIE 11

This aschedule provide for the disposel of all copies, vherever located in an agency, of recorde
relsting to the space and maintenance, except as indicated belov. Recorde documenting these
functiona pertain to the acquisition, sllocation, utilization, and release of apace and include
related correspondence and reports subnitted to the General Services Administration {or equivalent
agency vith sinilar Governpent-vide responsibilities) as directed by lav and by regulation (60
Stat. 257 and GSA Rea) Property Management Regulation No. 3); correspondence and forme relating to
the corpilation of directory service listings; identification credentisls and related accountable
records: requests for building and equipnent services; and correspondence files reflecting the
activities of the unit responsible for handling space and related matters within the sgaency.

This scbedule does not cover (a) coples of these records that are an integral part of accountable
officer's accounto (Schedule 6); (b) records of procurement and supply (Schedule 3); (¢) records
vhich reflect Government-vide programs (ouch as the records held by the Public Buildings Service
of the General Services Administration). Any records created prior to the establishment of the
Public Building Adninietration in 1939 must be offered to the Kational Archives before applying
these disposal instructions.

ITEM RECOMMERDED
NO. DESCRTPTION OF RECORDS METROD OF FILING AUTHORIZED DISPOSITIOR

RECORDS OF TEMPORARY VAILIE:

1. Correspondence files of the unit Conform to agency Dispose 2 years after file
responsible for space and eain- practice; start a is closed or 2 years after
tenance =atters, pertaining to ite new file every 2 years. date of document if breaks
owvn sdninistration and oneration, in the file differ from
end related papers. . that suggested hereln.

2. Records relating to the allocation,

utilization and release of space
under agency control, and related
papers to Ceneral Servicea Admini-

atration,

a. Building plan files and related Conform to agency Diepoase 2 years after
sgency records utilized in practice. teruination of assignment,
space planning, sssignment and or vhen lease cancelled,
ad justzent. or vhen plans are superseded

or obsolete.

b. Corresvondence with and reports
to steff agencies relating to
agency space holdings and

requirements.

(1) Agency reports to General Conform to agency Dispose 2 years after date
Services Adninistration practice. of report (in accordance
regarding space occupied with item 1).

in "Metrovolitan Washing-
ton" and "Outside the
"District of Columbia,"
and related papers.

(2) Ccopies in subordinate Conform to agency Dispose 1 year after date

revorting units and practice. of report.
related vork papers.

SUPERSEDED



SURERSERED

DESCRIPTIOR OF RECORDS

Correspondence, forms and
other records relating to
the caopilation of directory
aervice listinge.

Identification credentials and
related papers.

a. Identification credentiala
) including carda, badges,

parking permitsq photographsg

agency pernmits to operate

motor vehic)~e, and proverty,

dining roo= and visitors
passes, and other identifi-
cation credentiala.

b. Receipts, indices, lietings
and accountadble records.

Requesta for building and
equiprent raintenance servicea,
excluding fiscel copies.

RECQMMERDED
METHOD OF FILING

Conform to agency
practice.

Chranologically by date
of returnm of credentials
to 1ssuing office.

Conforn to agency
practice.

Ru=erically by control
or requisition number.

SUPERSEDED

AUT'RCRIZED DISPOSITIOYN

Dispose 2 montha after
i{ssuance of listing.

Dispose of credentials 3
monthe after return to
issuing office.

Dispoee after all listed
credentiale are accounted
for.

Dispoae 3 pontha after
vork performed or
requiaition cancelled.




SUPERSEDED

FPMR 101-11.4
August 1, 1974

GE2{ERAL RECORDS SCHEDULE 12

Cor=municatione Records

The principal records docunenting communication functions include messenger service data, vire and

vireless service control and operational records; sumary of long diatance telephome reportss
postal recordsgq consisting of poat office forms and eupporting papers; rmil cantrol records and
supporting and related papers; and &gency coples of penalty mail reports to the Poat Office
Departecent formerly required by statute.

Thia schedule covere the records described belov, vherever located in an agency but it doea not
cover recorde vhich reflect Government.wvide prograrss euch a3 records held by the Postal Service
and the Automated Data Telecomrunicationa Service of General Services Administratian, rather than

adoinistrative managezent functions.
to the National Archives before applying these dispoeal instructions.

Any records created prior to January 1, 1921,zust be offered

ITEM RECOMMERDED .

HO.  DESCRIPTION OF RECORDS METROD OF FILING AUTHORIZED DISPOSITION
RECORDSaOF TEMPOARARY VALUE:

1. Messenger service records including Conform to egency Dispose after 2 nontha.
deily logsa @8asignment records and nunractice.
inatruction, dispatch records,
delivery receipts, route schedulee
and related and sirilar records.

2. Correspondénce and report files Conform to agency Dispose 2 years after file
of the unit responaible for the practice; start a nev ia closed or 2 years after

: commmication function, perteining file every 2 years. date of docu=ent if break
to its ovn adxinietration and in file differa from that,
operation, &nd related papers. suggested herein.

3. Wire and vireless service control

and operational records.

a. Machine copies of incuaing and
outgoing Dessages, nessage
registers, operator's and
equipnent service logsa perfor-
rance reports, daily load
reports, and related and
airilar records.

b. Telesutograph and telescribers
tespes.

e. Original cories of outgolng
peseages retained by vire
and wireless service.

Conforn to agency
practice.

Not applicable.

Diapose after 6 nonths.

Diapose after vessage is
diepatched.

{1) Authorizestion copy not Chronologically. Dispose after 2 years.
duplicated elsevhere showing
tixe of dispatch.

{2) Authorization copy Chronologically. Dispose after 6 months.

duplicated elsevhere and
shoving tine of dispatch.

SUPERSEDED



ITEM

SUPERSEDED

GCENFRAL RECORDS SCHEDULE 12

DESCRIPTION OF RECORDS

Su—=ariees of long distance
telephane reporte used to
indicate authorized use of
telephone service as vell as
to audit expenoce voucher.

Postsl records coneisting of Post
Office forms aad supporting papers,
exclusive of recorde held by the
United States Postsl Service.

8-

Records of received or
dispatched registered nail
pouches.

Application for postal
registration and certificate of
declared value of matter sudject
to postal surcharge.

Receipt for incoming registered
and jnsured mail.

Recorde of incaming and out-
going registered and ineured
mall.

Return receipte for registered,
ineured, and special delivery
cail.

Report of loss, rifling, delay,
vrong delivery, or other
improper treetment of nail
matter.

Statenent of Resading of
Metered Regieters.

Mail control records and supporting
and related papers.

Records of receipt and
routing of inconing and
outgoing mail other then
(1) those 1lieted in item
S, and (2) records used as
indesss to correspondence
files.

Statistical reports of
poetage used on outgoing
rail (air aail, special
delivery, registered,
foreign and parcel post ovsr
b pounds}.

RECOMMER IED
METROD OF PILIRG

By organizational wnit
and chronologically
thereunder.

Chronologically.

Chronologically.

Chronologically.

Chronologically.

Chronologically.

Chronologically.

Chronologically.

Alpbabetically by
na= and chrooolog- .
ically thereunder.

Chronologically.

SUPERSEDED

AUTHORIZFD DISPOSITIOR

Dispose

after close of

fiecal year in vhich

audited.

Disposee

Diepose

Diepose

Diespose

Dispooe

Dispose

Diepose

Dispose

Dispose

after 1 year.

after 1 year.

after 1 yeer.

after 1 year.

after 1 year.

after 1 year.

after 1 year,

after 1 year.

after 6 monthe.



ITEM

HO._

SUPERSEDED

GFNERAL RECORDS SCHEDULE 12

DESCRIPTION OF RECORDS

c. Raquisition for stamps
{exclusive of copies used
as supporting docurments
to payrent vouchers).

4. Production reports of mejl
tandled and vork perforeed.
vith cocpilations derived
therefron.

e. Fecords in agency mail unite
of renittances (check, cash,
atarps and roney orders) and
other valuable enclosures
recel ved through agency's
mmil wnit in incoming mmil.

f. Records of and receipts for
=ail and packages received
through the Officiel Mail
and Messenger Service.

Orficlal penslty =ail revorts
forrerly required by statute,
and all related papers.

SUPERSEDED

RE.COMMVRDED
METEOD OF *ILING

Chronologically.

Chronologically.

Chronologically.

Cfironologically.

Chronologically.

AUTRORIZED DISPOSITION

Dispose after € months.

Dispose after } year.

Diepose after 1 year.

Dispose after 6 months.

Dispose after 2 years.



SUPERSEDED

GENERAL RECORDS SCHREDULE 13

Printin Bindin

Duplication

FPMR 101-11.k
August 1, 197k

and Distribution Records

Thie scbedule provides for the retention or disposal of all copies, vherever located in the agen
of records that relate to printipg, binding, duolicating, and distribution, except as indicated in

the several itens.

The principal records documenting these fimetions are:

(a) Records

pertaining to requests for service, control, production and distribution of individuml Jobs or
projects: this raterial normally consists of requisitions requesting service and registers or
similar media utilized to control the receipt of the requisitions, and to record the production,
distribution and cost analysies vithin the operating units; and (b) Correspondence and report
files reflecting the activities of the unit responsible for handling the printing, binding,

duplication and distribution ecatters vithin the sgency.

Any records created prior to January 1,

1921,cust be offered to the Rational Archives before applying these disposal instructions.

This schedules does not cover (a) records retained by agencies for on-the-site audit by the
Ceneral Accounting Office: (b) agency memorandum copies which are part of the accountable officers’
accounts (Schedule 6); and (c) records vhich reflect agency programs (such as those of the
Governpent Printing Office and the Bureau of Engraving and Printing) rather thas administrative
onanageoent functions.

I™
RO.

DESCRIP'T10N OF RECORDS

RECORDS OF CONTIRUING VALUE:

Copy, in duplicating or
distribution unit, of each
publication. poster, chart,
directime, regulationg book-

leta speechy forw, press release,
and sinilar caterial. (Thie item
does not cover copies and related
progran material retained in
originating office.d

FECORDS OF TEMPORARY VALUE:

Correspondence files of the wnit
responsible for the printing,
binding, duplication and distri-
bution matterss pertaining to its
administration and operation, end
related papers.

Job or project records containing
all parers and date pertaining to
the planning and execution of
printing. binding, duplication.
and distribution Jobs.

a. Piles pertaining to the
acconplishment of the Jjob,
containing requisitions, bills,
sanples, wmanuscript clearances,
and related papers exclusive of
(1) requisitions on the Public

Printer and related recordsa end
(2) records relating to services

obtained outside the agency.
b. Files perteining to planning
and other technical matters.

RECOMMENDED
METHOD OF FILING

By series and there-
under chronologically
or by established num-
bering practice.

Conform to sgency
practice; start a nev
file every 2 years.

Bumerically by control
or requisition nu=nber.

By series and
chronologically.

SUPERSEDED

AUTHORIZED DISPOSITION

Disposal not authorized by
thie schedule. (Transfer
to Pederal Records Center
vhen S5 years old.d

Dispose 2 years after file
i8s closed or 2 yeare after
date of document if breask
in file differs froxm that
suggested herein.

Dispose 1 year after
cazpletion of Job.

Dispose after 3 years.



SUPERSEDED

REC OM{ENDED
WETHOD OF FILINO

Nunnrically by control
or requiaition mumbar.

Alphaboticelly by
nare within mailing
group,

Alphabaticelly by
nam,

Alphabeticelly by
nare within nailing

aroup,

Conform to agency
oraclice,

Conform to asgency
oractice,

Conform to agency
practice.

0SA Reg. 3
Appendiz B
(7-10-53)
ns
KO. DESCRIPIION OF RECORDS
L. Control registere psrtaining to
reQuisitions and work orders.
Se Malling lists and related material.

a., Correspondence, request forms and
other records relating .o changos in
pailing lists,

b, Card liste.

C. Plate or steancil mailing lists,

6. Reborts to Congress and related recards.

8. Agency reporta to Joint Coexittee
on Printing regarding operation of
Class A and B Plants and inventoriesa
of printing, binding, and related
equipoent in Class A ard B Plants or
in storage.

b. Copies in subordinate reporiing units
and related work papers,

7. Records relating to internal managoment
ang operation of the unit,
Itea 1.

dacumnta of this type.

AUTHRIZED DISPOSITION

Dispose 1 year sfter close
of fiacal year in which
conplled or 1 year after
filling of register, which-
sver 13 applicebls.

Dispose after appropriate
revisian of mailing llat.
ar after 3 ponths, which-
ever is earlier,

Dispose of individual cards
when cancelled or revised.

Disposs of plates or etencils
when cancellad or reviesed,

Diapose after ) years,

Dieposs 1 year after dats
of report,

I Disposs after 2 years.

My sgenclea depend on their duplication ar distribution units to retaln record copiss of all

For that reason it 1s not pos3ible Lo authoriss by gemsral acheduls the disposal

in such unii,s of these copies bocause the documnts are of basic value in documsnting ths history amd

activities of the agency.

If agoncy procedures provide for retention of record copisa in the units

originating the docusent or elsewhare, other copies, including thoee in the printing or distribution
unit.e, may bo dispoeabla but, such determinations cust 6 made in the casa of each agency.

Itess 2 and Ts

its intetnal nanagement. and operations.

files at higher adninietrative lovels,
and have no other significant value,

These are routine filse reflecting the activities of the service operation group in
Policy documantstion is narmally available 4n
The records are held long enough to estiafy sdminisirative oseds

Item 3. Theso filee are ths technical, operational, production, and related papers pertaining to the
planning and exscution of the printing, binding, duplication and diatribution jobs. The requisitions on
tha Public Printer and records relsting to eervices obtainsd outsids ths agency are not covered by thias

iten since they are provided for in Schedule ).

saitisfy adainistrative ard reference needs after completion of the job,

Iteass,

Iten S,

distributed are desired by the pereon to whom addressad,

The recards are retained for a sufficisnt period to

si, Thess reglsters are utilized in the operating units to control the receipt of requisitions end
#work orders to which production, distribution and cost analysis data are postad. Their purpass is served
when the activities to which they relata are completad,

Thess records atre utilized in the maintenance and adednistration of cafling liata. The Printing
and Binding regulation published by the Congressional Joint Cocmittee on Printing requires agencies that
maintain mailing 1ists to revise them at least, once a yoar by oaking inquiry as to whother the publicatiowms

snrvicea %o which thoy reolate have been performed,

Item 60

after the close of spocified periods,

The filss have little furthsr value when the

The Contressiom] Joint Committee an Printing rejuires that all heads of Departronts or Agencise
gerating "orinting nlants" submit reports on forrs fuwmished by the Committee, not later than 30 days

the neads of the agency.

Thess reports and relatad papers are held 10ng enowgh to satisly

SUPERSEDED
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CENERAL RECORDS SCHEDULE 1L

Inforeational Services Records

This schedule covers certain records pertaining to inforemation services performed by Covernment
agenclee in their day to day affairs and in their relations with the public. Except as otbervise
specified in individual items, it appliea to coples of tbese records vherever located in an agency.
Items 2 and 6, hovever, are suplicable only to filea maintained in formally designated inforea-
tional officea to vhich hae been aesigned responaibility for the operation of the inforrational
activities of the egency or a subdivision thereof.

Thege records coneiet of routine ipquiries. replies thereto, other correspondence in wvhich no
unusual adeinietrative decisions, policies, or efforts are involved, and sdministrative background
paterials for foreaml informmtional releases. Closely related records, such as certain records
relating to budget presentation mnd printing, duplicating, end distribution records, are covered
by other general records schedulea. Any records creeted prior to January 1, 1921,oust be offered
to the National Archives before applying these disposal instructione,.

ITEM RECOMMENDED
no. DESCRIPTION OF RECORDS ' MEHTOD OF FILING AUTRORIZED DISPOSITICN
345 Cazplete set of forral inforea- Conform to agency Disposal not authorized by
tional releases and publications, practice. Start e nev this schedule. (Trensfer
euch as press releasee, presg file every 2 years. to Federal FRecords Center
conference transcripts, official 4 years after close of
speeches, grephic progress file.)
presentstions, and indemes thereto. i
2. Sublect filee of formally designated Conform to agency Disposal not authorized by
informational offices, not covered practice. Start a new this schedule. (Transfer
eleevhere in this schedule. file every 2 yeare. to Federal Recorés Center
5 2 years after break {n
file.)
3. Request for information and copies Chronologlcally. - Dispose 3 months after
of replies thereto; invelving no tranamittal or reply.

administrative actions. no policy
decisions, and no special
coopilations or research and
requeste for and transmittals or
publications, photograpbe and other
informational literature.

4. Acknovledgnente and transeittals Chronologically. Dispose 3 monthe after
of inquiries and requests that have acknovledgnent and
been referred eleevhere for reply. referrel.

SUPERSEDED




sl ERRREPED

ITEM RECOMMENDED

RO. DESCRIPTIOR OF RECORDS MPTROD OF FILING

S. Daily preas service teletyve Chronologicslly.
nevs.

6. Informational services project By proJect:. Start a

case files maintained in formally nev file every year.
designated infore=ational offices.

T. Anonymous letters, letters of Chronologically.
caznendation, cozplaint, criticisn
and suggeation, and replies thereto,
excluding those on the baais of
vhich investigations vere made or
administratise action taken and those
incorporated in indisidual personnel

records.
8. Bibliogrephies, check lists, and Conform to agency
indexes of agency publications practice.

and relesses ,-except those used
as indexes to formal informational
relenses (see item 1).

SUPERSEDED

AUTHORIZFED DISPOSITION

Dispose after 3 ronths.

Dispose 1 year after close
of ffle or 1 year after
coopletion of project if
zethod of filing differs

from that suggested herein.

Dispose after 3 months.

Dispose vhen superseded or
obsolete.




SUPERSEDED
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flousing Records

The housing records covered by this schedule include files and data accumulated in the caintensnce
and management of FPederslly owned and operated housing fscilities within the continental United
Ststes for civilian exployees of the Pederal Coveenoent, nilitary personnel, and others eligible by
lav to reside in the projects. These facilities mAy consist of low cost quarters locsted either
vithin or adjacent to the confines of Federal {nstallations, or in a critical defense or other area.
This achedule includes housing records raintained by housing rmnagers and housing or quarters
offices, but does not cover tha headquarters or staff office files of the supervising agency, or
the files of the HUD, National Capital Housing Authority, the Departrcent of Health, Education, end
Welfare, or the Veterans Administration pertaining to program operations in planning and financing
housing facilities.

Maintenance records reflect repsir and generel upkeep of the housing proJect or units. Managezent
involves the assignment and rental of units, rent collection and other fiscal operations, and
over-all supervimion. Hovever, rental charges for ailitary personnel are normally represented by
checkages made against pay accounts. .

Certaln housing records are subject to the provisions of other Ceneral Records Schedules. Supply
and flscsl files are covered by Ceneral Records Schedules 3. and 6. Schedules 1, 2, 8, and 10 may
also be involved. Many records of agent caahiers serving as housing rental managers are similar to
those of other Pederal accountable officers and are disposable under Ceneral Records Schedule 6.

TTEM RECOMMENDED

NO. DESCRIPTIOR OF RECORDS METROD OF FILIRG AUTKORIZED DISPOSITICOR

Conforc to agency Dispose after 2 years.

practice.

1. Correspandence files pertaining to
the caintenance and canagenent of
housing projects. i

2. Maintenance and repair recorde for
indi{vidual units.

By housing uni+
classification
schere.

Dispose 3 fiscal years
folloving close of fiscal
year in vhich unit is
closed to tenancy or
leaves agency control.

a. Suz=ary card or ledger record.

By vork order or
requisition nu=ber.

Dispose 3 fiscal years
folloving close of fiscal
year in vhich vork is done.

b. Work orders, requistions, and
related pspere involved
repair and maintenance wvork.

3. Reports pertaining to housing By report and Dispose after 2 years.
panageeepnt, including expenditure, chronologically
survey, collection, and other thereunder.
statistical and narrative data.

L. Iease files, including copies of Alphabetically by Dispose 3 fiscel years

leases, renevals, ternination
notices, and related papers.

SUPERSEDED

nare of tenant.

following close of fiscal
yeor in vhich (a) lease
termination, lapse, or
cancellation occurs, or
(v) litigation is
concluded, vhichever is
later.



ITEM
no.

ot bebaoleran = D E D

OESCRIPTIOR OF RRCORDS

Aspipnment and vacancy card flles.

a. Individual tenant cards.

b. Individual housing wnit
cards.

T™urnirshing inventory files,
pertaining to itezs included
in furnished units.

Apolication files (other than
coples in lease files).

a. Re)ected application files.

b. All otkrerse

RECOMMENDED
METROD OP PILING

Alphabetically by
nace of tenant.

By housing unit
claesification
nunbering scheme.

By housing unit
classification
achere,

Alphabetically by

nace of applicant.

Alphabetically by
nace of applicant.

AUTHORIZED DISPOSTTION

Dispose when tenant vacates
unit.

Dispose 3 fiscal years
after close of fiscel year
in vhich unit is closed to
tenancy or leaves agency
control.

Dispose 3 fiscal years
after close of fiscal year
in vhich {nventory 1is
superseded.

Dispose 1 year fram date of
re Jection.

Dispose after 2 yearss

SUPERSEDED
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Adeinistrative Management Records

This schedule provides for the retention or disposal of certain records relating to administrative
nanage=ent activities in Federal agencies. Theae activities involve the direction and cantrol of
those staff and mnagement irprovement programs not under line personnel directing and controlling
substantive operations and progrems.f They exclude records of operating personnel, budget, account-
ing. and printing functiona, vhich are covered by other General Records Schedules, but include
records of related specialized procedursl and canagenent staffs. Included within the scope of the
schedule are the most frequently found files vhich are created in the course of organizational
planning, develop=ent and aimplification of procedures, records managepent activities, and adnini-
etration of =anagerent irprovement prograrms. Ceneral Records Schedule 1 (1tems 12 and 13) provide
for the disposition of case files on individuala involved in incentive avard and similar types of
ranagenent ioprovenment prograczs. Any records created prior to January 1, 1939,rcust be offered to
the National Archives before applying thene disposal instructions.

The organizational locations and titles of adninistrative managezment units vary froa agency to
agency. They cay be scattered at numeroua levels or locations, or may be centralized. For the
purposes of this schedule the nozenclature standards aet forth by the Senate Co=iittee on Goverurent
Operatione in Senate Report lo. 245, 80th Congress, lat seaaion, are folloved: the firet organiza-
tional level vithin mn agency is the bureau level, subordinate cacponents are succemssively division,
branch, section, and unit.

This schedule is based on thefpresu=ption that canagement activities are carried on by a specialized
person or unit vith at least division-vide and usually bureau-vide or sgency-wide responsibilities
or by a group of such persons or unite in an agency, although its provisions are applicable to
exactly comparable records of agsncies vithout such formal assign=eats of reeponsibility. Meny
ainilar or co=parable records created at lover organizational levels or in field offices very so
greatly in cootent, veslue, and arrangenent that they are not covered by tbie schedule.

Because of the nature of the activities docu=ented bty administrative manage=ent records, a
relatively large proportion of them are of continuing velue. Files pertaining to a pansgement
brograd in a vell defined area, auch aa reports canage=ent, consist prieartly of detsiled case files
on each form or report and for a limited period of tiise are of adniniatrative importance. Files of
progra=s covering broader and nore diverse fields, such as organizati¢ynal planning studies,
normlly consiat lsrgely of project files, which ars establiahed for each separate problem assigned
for investigation: the resulting cese file is usually of cantinuing velue in docusenting the
history of hov the agency conducted its business. In either event there is a residue of epPheneral '
raterials. These ray include working papers that do not have a direct bearing on the transaction,
preliminary or intermediate drafts of documents and prelininary vork sheets that do not represent
significant basic ateps in the preparation of final drafts, letters or nermoranda of transnittal

and acknowledgenent, routing slipa, and extra copies of docuzents.

ITEM RECOMMETDED

NO. DESCRIPTION OF RECORXS METROD OP FILIRC AUTHORIZED DISPOSITION

P Copy of each intermal directive Conform to agency Disposal not authorized
issued by or for the heed of the practice. by this schedule. Tranaffer
agency or of eny bureau or diviseion to inactive file vhen

thereof, together vith aupporting superseded or obsolete.
cage file, if any. .

SUPERSEDED



RO.

DESCRIPTION OF RECORDS

3.

10.

Copy of each pesaphlet, report,
leaflet, graphic presentation, or
other published or processed
docurzent. and of the last manu-
script report {if not published
or proceased) on management
proJjects, together wvith eupport-
ing papers docusenting project
inceptiong scove, procedure, and
accorplishizents {but excluding
vo:;k papers as described in item
10).

Records disuceition files,
including descriptive
inventories, disposal
authorizations, schedules for
the retirement of recorde, and
correspondence or memoranda
relating to revisions.

Forms files containing data
showving the inception and
scope of the form, the progran
or administrative purposes
served by the form, and the
related procedures instituted,
revised, superseded, or
canceled,

Coples of canageaent improve-
ment reports, subtnitted to the
Office of Managez=ent and"
Budget.

Statistical reports of records
holdings.

Project control filea, showving
assignzenta, progress, aand
campletion of protects.

Reports control files: cese
files on reports meintained
for each report created,
canceled, or superseded.

Forms files other than those
contained in files described in
iten L of this schedule, and
related indexes.

ProjJect vorking papers including
background materials studies,
analyses, notes, rough drafts,
interin reportss and related
papers pertaining to canagement
projects, exclusive of docurents
covered by {tems 1, 2, 3, h, and 8.

RECOMVERDED
METHOD OF FILING

Conforn to agency
practice. Start a

nev file every S years.

Conform to sgency
practice.

Conform to agency
practice.

Chropnologically.

Chronologically.

By project control
nunmber.

Nu=erically by control
nunber or appropriate
coding systen.

Conforem to agency
practice.

By proJlect.

AUTRORIZED DISPOSITION

Dispoeal not authorized by
this Bchedule. Transfer
to imactive file vhen
superseded or odsolete.

Diapocal not authorized by
thie schedule. Tranefer
to inactive file vhen
superaeded or ocheolete.

Disposal not authorized by
this schedule.

Dispoeal not authorized by

_thie schedule.

Dispose after 3 years

Dispose 1 year after year
in vhich project is closed.

Dispose 2 years after
report is discontinued.

Dispose vhen related form
i{e diecontinued, super-
eeded, or canceled.

Dispoge 6 —onths after
fina) action on project.
report or 3 years after
caspletion of report 1if
no final action teken,

SUPERSEDED
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Thie echedule covers cartographic, photograxrmetric, and related records that have been created,

ueed. or located in agencies of the Federal Goverument. Any recorde created prior to January 1,
1860.frust be offered to the Rational Archives before applying these diaposal inatructions.

Apong the cartographic records are rapa and such variant forms of graphic presentation as cbarte
(hydrographic, nautica), weather, aeronautical, end the like)f, cartograns, globes, and relief
vodela, vhich have been prepared or used in connection with the official activities of the United
Statea Covernpent. The naps and charts are liated in various stages of co—pleticn froc the
planetable or ainilar draving to the final publication. The word "publication” ae used in this
achedule reans reproduction by printing, photographic, and other zethode in zultiple copies,
vhether for limited or general distribution.

The photograz=etric recorde {nclude the aerial filn and other photographic zateriale used in
capping. The related textusl records are those vhiich form an integral part of the rcap-uaking
activitiea of agencies and include field esurvey notee; prolect, ravp-history. and similar files;
controle and cooputatione; end finding aidse.

Cartographic records of coontinuing legal, administrative, and research value are of tvo principal
kinde: (1) those created or checked in the field on the baeis of surveys and observations or
fraa photogrametric sources; and (2) one copy of each edition or variant of each published map.

The firet group ie retained as the prieary source material fror: vhich the published rcaps are taken
and vhich often contains more infarmation than is included i{in the publications. The publiehed ecape
are retained as the sun of the eap-making accorpliehpents of the agency as vell as for admini-
stretive . legal, and research use.

The records created in the intercediate etages of map-making, betveen the original survey records
and the final capa, are for thke most part temporary recsrds and can be dieposed of in aecordance
vith proviaiona of this schedule. !

There is not a eufficifntly etandardized terminology to permit the use of universally accepted
titles for the various records created in the map-making process. For that reason additional

deecriptions of the recorde covered by each item are included in the appraissl section of the

schedule. ’

CARTOCRAPHIC RECORDS
The cartographic records listed belov include the moat significant oneas created in the rap-naking
agencies of the Federal Governnment. The items are listed approxizately in the order in vhich the

records are created during the map-ceking process regardless of vhether the caps are based on
field vork or office coapilation.

SUPERSEDED



SUPERSEDED
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The final published or finlehed composite mamuscript éapa created by each agency are gemerally of
enduring valus ss sre the original drawvinga aod related records bassed on precise obeervetione snd measure-

panta,

mps have been cozpleted or published,

ITEN
RO,

1-

3.

9'

10.

DESCRIPTIOR OF RECORDS

Planetable and einilar field cade drewvirnga
and related materlale.

Stsreophotograz—stric dravings and roleted
pateriala,

Field completion boarda of the stereo.
canpiled mnuacript,

Fleld completion board or blueline and
aimilar prints other than thoase derived
froon stereophotogrammetric arigin,

Overlay and similar drawings prepared in the
field on the bagia of fleld swrveye,

a, Those only partially duplicated in
resultant oap.

b, Those cozfFletaly duplicsted in reasultant
c=ap,

Overlay and sinilar drawings prepared in the
office on the basis of ocompilstionm.

a, Those ocaly partially duplicated in
resul tant map,

b, Those ca=pletely duplicated in
resultant map.

Mamuscript office coxpilations, derived frmm
other thap field surveys and stereophotogren-
metric aourcea, that have not been publighed.

Compoaite camseript offioe canpilations
derived from field suwrvey and similarEdGuroes
and only partially roproduced in publiahed
maps,

Mamuacript office compilations, derived fram
other than fleld survey and atereophotogram-ESC
oetric souroea, that are not unique because
they havs been published.

Color aeparation boards or manuscripts for
reproduotion and related materials,

Records created during the intermediate mep-meking steps are for the moat part jlepoesable after ths

AUTHGR IZED DISPOSITI(RM

Disporal not authorized b t>1s schedule,
(Trensfer to Federal Recordes Center in amual
blocks 1 year after puplioation or cazpletion
of resultant map,)

Disposal not authorized by this schedule,
(Tranafer to Federal Records Center in annual
blooka 1 year after publication or corpleticm
of recultant mep.)

Dispose 1 year after publication or cospletion
of the resultant map, provided they are not re-
quired for any future revisien, (If required
far future revinions, transfer to Federal
Records Center 1 year after publication of
resultant map, pending uee in reviaions.)

.Diapoeal not authorized by this schedule.

(Tranafer to Federal Records Center in aanual
bleoks 1 year after publication or canpletion
of rocultant map.)

Disposal not authorized by this achedule.
(Tranafer to Federal Records Center in snnual
blocks 1 year after publiaation or completion
of resultant map.)

Diapoae 1 year after publication ar coxpletion
of the resultant map,

Disposal not authorized by thia schedule,
(Trenofer to Federal Recorda Center in anmual
blocks 1 year after publication or completiom
of reaultant oap.)

Dispose 1 year after publication ar capletion
of resultant mp,

Diapoeal not authorized by this schedule.
(Transfer to Federal Recorda Center in aanuml
blocks 1 yeer after canrilation ia completed,)

Diapoeal not suthorired by this schedule,
(Transfer to Federel Records Center in annual
b]ncl;n 1 yevar after publication of resultant
mp,

Diapoee 1 yesr after publication of ths
reaul tant map,

Dispose 1 year after publication of the reeult-
ant map, provided thoy are not required for
future revisions, (If required for future re-
visions, tranefar to Federal Recorde Centar 1
yeoar after pubucation of resultant map, pexi-
ing use ino reﬁsiom.

SUPERSEDED




ITEM
NO

11,

12,

13,

15.

16,

17.

18,

SUPERSEDED

GENBRL RECARDS SCHEDULE 17

DESCRIPTION OGP RECCRDS
Map reproduction oedia,

Color pulls end the llke,

Map carreotion filea,

Proof copies of maps and related papers,

Mono—eolar positive prints of caxpasite
panuscript drewings prepared far issuauce
as prelinisary editiom,

Copy of eaob publisbed (mrinted or other-
vise repraduced) map and wvariant thereof,
including atleses and partfolica,

Globes and models.

Grephic indexed.

GSA Reg, 3
Appendix B
(1c=i=5k)

AUTHORTZED DISPOSITION

Dispose 1 year after publicetion of the result-
ant map, provided they ars not required for
future revisions, (If required for future
revisions, transfer to Federal Records Center
1 year sftar publication of rasultant mp,
pending uss in revisions.)

Dispose 1 year aiter publicetion of the result-
ant map, provided they are not required for
future revisions, (If required for future
revialons, transfer to Fedorsl Records Center
1 year after publicetion of resultant emp,
pending use in revisions,)

Dispose 1 year after publicetion of the resnlt-
ent map, provided retention is not required for
lagal purposes. (If retention required for
legal purposes, tranafer to Federsl Records
Centar 1 year after publicetion of resultant
map, pending expiretion of legal requirement,)

Dispose 1 year after publicetion of tha result-
ant mp.

Dispose efter publicetion of the resultant mp,

Disposal not suthorized by this schedule.
(Trensfar to the Netionasl Archives i{n snnual
blocka at the close of the fiscal year im which
publisbed, )

Disposal not authorized by t}is schedule,
(Transfer to Federal Records Center or the
lational Archives 1 year after preparstion.)

Dispose vhen records to which they relate are
disposed of.

PROTQCRANCETRIC RECARDS

Photogrammtrio records are being used to an incressing extent by map-caking and map-using sgencies,

particularly by agencies responsible for mepping extensive areas, Mucb of tha aerisl photography required
by the agenciea 18 done far tbem by private orgenizaticna under eontrect. The negative film 18 supplied
to the agency which can then make ss many prints aas it needs, The merisl film 1is of enduring value es the
primry souroe of iaforuwstion on phyeiosl snd cultursl landscapes, The film contains tha most complete
and scourste infermtion availsble not only for legsl end administrative requiremsents btut slso for

researoh,

Since most aodearn aerisl film 1s an a safety acetate bese, provision is made in this schedule for ite
retiremsnt toEECPederal Reeards Center, It should be noted, however, that nitro-cellulose fila narewally
vill net be sooepted by the Katiouval Archives or Federel Recards Centers oving to the speciel handling
it requires.

ITEX

KO, DESCRIPTION 0P RECOROS AUTHQRIZED DISPOSITION

19. Verticel snd oblique negative eerisl films. Disposal not suthorized by this schedule,
(Trensfer to Federal Records Center when super-
seded by more recent £11m.BSC

20, Photo index sheets, flight line indexes, and Dispoasl not sutharized by this achedule,

eimilar finding aide (negatives end prints), (Trensfer to Federal Records Center when

racords to vhich they relate are transferred,)
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PESCRIFTION OF RECARDS

Reocord sat of serial mosaics and similar
prints covering selected aress,

Recard set of ocntact serial photagraphio
prints,

Preoise film negatives of stereophotogram-
petrio mamuscript dravings,

Diapositives,
Precise film negativea of maps other than

the stereopbotogrametric oamuscript used
for field caxmpletion,

AUTMORIZED DISPOS ITJOR

Disposal not autharized by this schedule,
(Transfer to Federal Rececrds Center vhen no
longer needed in cwrrent treanssctione,)

Dispoesl not authorized by thie schedule,
(Transfer to Federal Records Center vhen no
longer needed in current transaotioma,)

Dispose 1 ymar sfter publication ef the result-
ant map,

Dispose 1 yesr after publication of the result-
ant map.

Dispose 1 year after publication of the result-
ant map or area on that map,

RELATED RECORDS

In order to have 8 complete and accurate account of mapping plens end programs 8s well as of the
production, flov, and distribution of maps, certain cloeely related textual records lave been developed.

Administrative and housekeeping records pertaining to map-msking offices are provided for elesvhere
in General Records Schedules, which reguire the retention of record seta of publications, organizational
and functional charts, directives, regulations, speeches, press relsagses, and similar materials.

TTEM

RO,

26.

27.

28,

0.

3l

Item 1.

DESCRIPTION OF RECCRDS

Project, map history, or similer files,

a, Docudents outlining the precjects.

b, Minor administrative papers summrised
in a. above,

Research and reference files,

Primary controle s;xd cosputatione,

a, Those developed by the agency or
obtained from non-Federal agencies,

b. Those obtaiced fron other Federel
agoncies,

Supplemental controls end computations.

Fleld survey notes,

Finding aide to oartographic and related
reocords.

AUTHORIZED DISPOSITION

Disposal not authorized by this scheduleESC
(Tranafer to Federal Recorde Center 1 year after
publication of map or completion of project,)

Diapose 1 year after publication of mmp or
completion of project,

Dispose vhen obsolete or superseded or upon
publication of releted map, vhicbever 1s lester.

Dispossl not authorized by this schedule,
(Transfer to Federsl Records Center 1 yesar
after publication or oampletion of resultant
map,)

Dispose 1 year after publication or completion
of resultant mp,

Dispose vhen superseded ar when resultant eap
is publiahed vhichever is socner,

‘lbiapoaal pot authorized by this schedule,

{Transfer to Pedersl Rescords Centsr 1 yesr
efter publication or oa=pletian of resultant
mp.)

Dispose when records to vhich they relate are
disposed of.

A planetable field draving generally is a mapuseript map covering a prescribed area snd drawvm on

a specially prepared paper board (somstimes metal-mounted), This map is first prepsred in the field,
usually in pencil, from local observations and precise mensurations, Llater it my be finalised in ink,

b~
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It tskes its nams from the planetable on which it ie made. Thia manuscript draving has continuing wvalus
beceuce it portrays the landecape as the topographer eav it at s given date and because it includes
unique dota,

A canuscript sketch and sinmilar map draving derived from field obaservations and not made sooarding to
the plagatable mapping technique hos enduring walue alao if it {s uniqus and records terrain i{nfarmation
in relation to an official suwrvey, Mape euch as these hava ofian been made in comnection withESCfield
reconnaiesancefS@ traverse survey, or as a general sketoh of an area in which geodetic snd aimilar con-
trols have not been used. Thoy were standard products of field mapping prior to the introduction of the
planetable and simtlar precise mapping techniques,

Iten 2. These dravings are preparsd in oepping offices fram aerial photographs (generally dispositive) in
accordance vilh & precise pattern of controla and have record value equ.ivalent to that of the planetable
dreving, This process of making manuscript maps is genorally referred to as stereoscopic mapping and has
to a large extent superseded planetable mapping, especially of rough terrain, The drawings have continu-
ing value because they contain unique data.

Itan j, These sre blueline, brovaline, and other photocopies of the stereophotogrammetric dravings listed
in item 2. The photocopy, or field board as 1t 1s frequently called, ia sent to the field for coapletion
and, if necessary, correction. These annotsted photocopies are not needed longer than one year after
piblication of the resultant maps (wvhich duplicate them) unless they are required for future revisions of
the mapas.

Item 4, It 12 e general practice of oap-making sgencies in resurveying an aren to prepare bluellne photo-
copias to pracise acele of exiasting acceptable mape of the region. The coples are asent to the fiold for
either completion or correotion sccording to specific requirements. If additional data ar changes are
added to these copies they becamo of enduring value since they represent the results of field obsorvatione
and ere unigwe,

Iteas 5 and 6. The overlay sheets and ainilar dravings are prepared i{n the field or in a map-making office
on tracing paper or cloth ar on acetate sheets lald ovcr a base mp, Selected information is placed on
these transpsrencies. The drevings together vith the base maps fram which thoy were nade are of enduring
value becauss they oontain unique information if the information has not been reproduced on the final
publiehed map,

Iten 7. These IBnuscript caps, generally on paper, vellua, tracing cloth, acetate, or vinylite, are com-
piled in map-making offices or drafting roams from one or several other meps end related sources, Each
oap—t6 8 cozposite, usually in black and vhite, including on one base all of the rejuired information.
Thess maps oey be sntirely in ink or pencil or they may include information added to the map base by
stickup, Zipat.one, or similar adhesive msans, Maps such aa this, which ere prepared for specific purposes
end have not been published, ars uniqus and nay have enduring wvalue. Because it is difficult to appraise
such records as a unit, they should be transferred to the Federal Recorda Center, pending special {ndivid-
ual appreisal,

Item 8, These manusoript mps, gsnerslly on paper aend often mounted on matal such aa aluminum, are pre-
pared from f$eld survey dravinge and other acurces, They are composite manuscript maps vhich are repro-
duoed in vhole ar in pert as published maps. Qften the composite mamuscript map includes mors informa-
tion than is finally eeleoted for reproduation in the publiahed mep and acooidingly becomes a unique
reoord and mey bava enduring walus. The maps mey be in ink, pencil, or ocolor.

Item 9. These maps are the eams as those deacribed in item 7 except that they hava been published. They
oan, therefore, be disposad of one year after publiostion. Some agencies rotain these manuscripts in
order to add changes for new editicns of the published map. If an agency vishes to do this, it should
diaposs of sach mamuacript vhen it 18 no longer needed.

Iten 10. These color seferation baardsfS@cmetimes referred to as "mstal-mounts" because the paper often

ia secured to a oetal (usually slumigum) sheei, are blueline or aimilar plates of composite manusecript
paps, There i3 a esparate color board for each colar required on the final map, Prom each of these a
glase plate ¢r similar negative copy to mrecise regiatry ia made for the ultimate purpose of deriving a
metal ar similay press plate for each separate colar to be printed on the published map. The practice in
scoe agenciss 18 to retain the color aeparetion boards fipdefinitely for suhsequent editions of the publisb-
ed pap, (nlesa this f{e neceasary, ths boards can be disposed of one year sfter publication of the rele-
vant map.

Item 11, Many processes are used in the preparation of modern published maps, Among the materials used

are glass plata negatives, film negatives, and the like; lithographic (stone) engravinga; press plates of
various kindsj copper engrevingsj wood cute; line cuta; sinc engravings; and othera,
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Although these are considered as namrecord items they are noted here because they usually are retain-
ed in a map-oakdng agency for & cansidarasble periocd of time, cocugying a lerge amcunt of space and requir-
ing speclal equipment for storage. Except in rare instances these media, once the mmp has been published,
raY be unused for a decade or more, A plan should be devaloped for the dispoesl or salvago of such of
these items as are not absolutely sasential for future publication. In most. instances, retention of the
color separstion bosrds should make unmnecessary the retention ofEdte so-~called reproduction mdia,

Iton 12, Thbeae ars reprodustions of each of the individual press plates for each color or run and are to
the precise scale of reproduction of the final published mmp, Norwmmlly these are not needed longer than
one year after publication, In mooe instances, agencies retain thase printed copies on paper either im
place of or in addition to press plates. Normlly these coples are leas stable and useful than the color
separation boards, the glass plete and eim!lar photographic negatives, and the press plates, althaugh
they require lass apace and are easier to bandle,

Iten 1. These gonerally are published (printed) coples af =aps frepared in the agency that have been
annotated vitb apecified kinds of informtion. The annotations on these of{ioe copies genereslly represent
corrections of the extant edition of the published map made prior to the issuing of a now edition. These
maps are referred to as map correction copies, aid proofs, correction copias, and the 1liko. After publiea-
tion of the corrected map they are not needed for longer than one year except in rare instances wvhere thae
may be legal need to give the origins of revisions.

Iten 14, Normlly one or more special press runs (or hand fulls) are required before final publication
of each mmp. Such proof oopies often bear annotations by the editors {ndicating final changes to be made
in 1line, color, or composition. The records cease to have wvalue aoon after the final published tmp has
beon accepted.

[

Item 15. Theae are cono-color (usually blue) prints of the cozpleted aomposite manuscript drawing. These
Frints ere advance oopies of the final publiehed map end are cmde available in axmll nuc<beras aa a rrellp-
inary edition, They have only tampwrary record value,

Iton 16. Among the most important cartographic records of an agency are its puhlished maps and sim{lar
foras of graphic mpresentetion. A record set of these iteas, which may be printed, photoprocesscd, or
othervise raproducod, 1s of enduring value. They represent the mep-making accomplishmeats of the agancy
and they contain the eignificamt cartographic informzation assembled or developed by the agency. One copy
of each published mp, atlas, portfolio, and photomap, including escb edition and variagt, and of all
related indexsa (in map or other forw) are to be preservod permanently,

Item 17, Globes and terruin models are prepSred and used often to show selected, highly specialized
informmtion. Tbey are, like the final manuscript or published maps, of emduring walua.

Itam 18. Graphic indexes generally take the form of a base pap or eay be on tranaparenciss or overlays
accanpanying a bese map of an area which is covered by several mapa or sets of maps. The indexss indicate
ir color, line, or by other means the caverage of each map. They ehould be retained as leng as the maps
to vhicb they refer are retainsd as they are finding eids which expedite use of the maps, Other graphic
indexes are liated in item 20.

Item 19. This 1o the negative film made by or for an agancy and accepted as aatisfactory for use in the
preparation of a map, The film normmlly is "flown" in accordance with a carafully developed and controlled
plan and each roll must be identified by letter and number so that it 1s possible to determine precisely
vhat. portion of the earth's surface is represented, The line of flight and the area covered by each is
caorrelated with a photo-ipdex or aimilar finding aid. Normally the fllm on a epool ie housed within a
properly labelled metal container (cylirder) approrimstely six inches in diameter and aboul twalve inches
long., The aerial photographic film is equivalent in valus to records created oo the basis of field

surveys,

Item 20, Theee records take aeveral different forwms, though besically they sre graphic indexes to each
roll of negative filn. The standard foro 1s a photo-fndex sheet, The index aheeta, together with over-
lays showing the line sand number of flights, descriptive lists, and catalogs of the film described in
iten 19 are needed as loug as the filn 1s needed,

Item 21, Frequently photo prints sre assembled, matched, and than reproduced as units covering a aspecific
area, Such mosaics, prepared in connection with particular projects or activities, may have enduring
walue, Prints in addition to those in the record set can be disposed of vheu no longer necded,

Ites 22. The contact prints made fron the aerial filn are used in atereoscopic mapping, the preparation
of ooseics, and plotting supplemental control,. as vell as for general terrein informtion, A record set
of thesa prints can serve as insurunce aga‘nsat film loss or dammge, OCthar copies can be dispoaed of vhaen
no longer nesded., Provision for retention of a record set of these prints does not. mean that an agency
should make up a aet for this purpose, Only a record aet of the prints awvailable after ooupletiomn of the
mapping project 1s neceesary,
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Iten 23, Thaze are fila negatives of the atereophotogrem=mtrio dravinge (item 2) made uswmally ca a larga
aosle, Blueline, trownline, and similar oolar rrints and ozalid copies are made fran these preciee film
negatives for use in fiald coupletion activitiee of the egeney, S3ince these are merely oopiea of the re-
tained dravinga they ean be diaposed of ehartly after publicatica of the maps.

Jter 24, Theae are poeitive photographic prints on a tranapsrent medium, usually gless, that hsve been
fretmred fram aerisl film. They are used in a plotting inatrument or projeotar in frepering a map or
sterecphotogrammstrio draving, Thoy are disposable as vorking papsra after publication of the maps,

Jten 25, Theae are, like the negativas in iten 23, wade meorely in order to prepare prints, They ocan be
disposed of ae vorking papers after publication of the maps,

iten 26. Theae files wbich wary fron agency to agoncy are retained because they give in marrative and
graphic foro a histary of the csrtographic acoomplighments of the agencies, They contaln documents shov-
ing proposals and cutlines of mpping projeots plannad; authorizstions snd oontracts; periodio reports,
oamoraoda, and correspondence on progrese made; lists of eources and place namme used; proceduree follaowed
in drafting, filning, and editing, and distributicn; over-all cost atatements; final ca=pletion reparts,
projeot histories, or papers explaining diecontimusnoe, change, or extensicn of projecte; and, vhere
neceassry, attaochments in the foru of photographe, dravings, maps, plans, and charta,

The minar adminiatrative papers, aseembled in conneotion with projecta but not nsceasary to an sde-
quats history-of them, oan be disposed of shortly after campletion of tbe projects, Suoh papers include
daily progrees and work reports, vorking papsro, and records of persomnel assignments and travel, and
aimilar materials,

H;ﬂ 27, Thees are filee maintained in various forms by offices and individual aartographere an mapping
general and on specialized probloms connected vith the preparstion of specific mapa, They conatitute
the background material which is helpful for reference. They contain copies of publiostions and of
reocords retained eleewvhere and rough vorking notes, Included are publicationsgS®ibliographies; copies or
excerpts of correspondence, reports, control data, lists of sources and place namwe, and related
materiale; photographs, slestches, maps, plane, and chart.s§5S8nd similar and related materiale, \hile of
oonalderable velue to the cartographer in the preparation of s mmp they need not be reteined past the
period of their uaefulness to the individual or the offioe. The records listed eleevbere in this acbedule,
vhich are to be retained, document eufficiantly the cartographic accanplishments of the agenciea,

The maps included in theae files, if considered rare or veluable items, oan be offered wvhen no lorger
nssded by the agency to the Map Division of the Iibrary of Congress, All informetion and flles on place
nsma (i,e. geogrephic nanes) vhen no longer needed cen be offared to the United Ststes Bosrd am
Geograpbic Ramme,

Jtem 28, In the making of a map to precise specifications one or mare controle are camsidered esaential
to accuracy. Thees controle are usually obtained from observationa and censurations in the field snd in-
clude trapeit traverse, trianguletion, leveling, end altimetry recorde and field and offioce camputatioms,
The obaervations snd similar ceontrol date obtained in the field are usually in field notebooks, (ffice
oa=putations are usually typed, proceased, or printed liata.

Por the United States and certain other areae the primmry controle ars developed and made aveilable
by the U, S. Coast and Geodetic Survey, For other aress oontrols and cazputations may have been developed
by other Qovernzmnte, other agenciee of thia Government, ar non-Govern=ent socuroces,

Controle and measurezents premred by the agency itself are of continulng value aa the accuracy of
the resultant capa is dependent upon tbam. Thoes obtained fran other agencies of this Goverumont nesed not
be kept after they hava eerved their purpose because they will be held by the creating offices, Those
obtained fram other sources will need to be kept in order to insure their avsilability,

Item 29, Theee include field derived observations that gesnerally are of aonly tezporary value becauae in
most instances the observation is obtained from sighting on non-permanent objects that are subjeot to
change. In most instances the marksr, if placed, cannot be controlled,

Etoo 30. A principal produot of nearly all field surveys snd obaervetions 1s the written reoord usually in
e form of a pocket-eize notebook, These field survey notes may be a running account of obeervable mtae-
rial—and cwltural features of the terrein; a description of subsurface conditiona as to water resourcea,
geology, mineral resouroces, and the like based on a series of readings or nmeasurements in the field; or a
log or jourmal account oloeely related to and often an integrsl pert of a specific mapping activity vheth-
or it i1s on land or on vater, Such records generally are of contimuiug value because they describe the
ares ap it wma observed by the aurvayor in the field,

Ites 31, Pinding aids are toole vhioh expedite the use of cartographic and related records. Thay need to
be kept as long as the reoords to whicb they relate, Wherever pcossible they should be filed wvith or near
the relsted records, The folloving are, in addition to the gresphic indexes liated in items 18 and 20, the
kinds of findirg aids gonorally foumd in agencies: card indexes} descriptive 1ists, shelf lists, snd the
Uke) regieters and eimilar bound and loose leaf voliumms containing liete and desoriptions of csrtographio
reoards; and publiabed ostalogs, calendara, guldes, and liets,

iy
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Security and Protective Services Records

Security and protéctive services records include the various files created by agencies to control
and protect security classified information: to protect Government facilities from unauthorized
entry, sabotsge, fT loss; to insure the adequacy of protective measures at privately-owvned plants
given security cognizance by the Government; to determine loyalty and fitness of individuals
ezployed by, or sceking employment from the Government; and to develop and implement plane for the
protection of life and property under emergency conditions. Included are files of offices having
Government-vide of agency-wide responeibilites for security and protective services programs,

Al80 included are filee of security unitsg guard forces, and sther organizational elexents
documenting the control of claseified informtion, access o facilities, and.like catters.

This achedule authorizes for disposal records documenting administrative actions relating to the
above functions. Records docu=enting Government-wide or agency-wide security and protective
services planning and prograrming, reflecting beasic over-all policies and determinations (Item 1),
are not authorized for disposal by this achedule. Variations among egencies in methods of
implepenting statytory requirements for security and protective services result in dissimilerities
in vrogren docunentation. The application of standard techniques of filing and disposition to
such records throigh the oedia of a General Records Schedule ia therefore impractical. Any records
created prior to Januery 1, 1921 must be offered to the Nationel Archives before applying these

dispoaal instructjons.

Security and Protective Services Program Records

Records accurmulated by orgenizational elepents having Governrent-wide or agency-vide responsibili-
ties for adoinistration of security and protective services progra=s. They relate to classified
information accounting and control, facilities security and protective services, personnel
security clearenc¢n and ecergency planning.

ITEM RECOMMENTED

RO. . DESCRIPTION OF RECORDS ISTPOD OF FILING AUTHORIZFD DISPOSITICN

1. Manuals, directives, plans, Conforn to agency Disposal not authorized by
reports, snd correspondence practice. this schedule. Close file
reflecting policies and every 2 years. Transfer
procedures developed {n the closed file to Pederal
adninietrstion and direction Records Center after 2
of gecurity and protective years.

services progra=s.

Classified Inforeation Accounting and Control Records

Records accu=ulating fraa measures taken by agencies to protect classified information from un-
authorized disclosure in accordance vith Executive Order 10501a other Executive orders, or
statutory or regulatory requirezents.

2. Correspondence files pertainine Conforn to agency Dispose after 2 yeers.
to the adzinistration of security practice.
clansirication, control and
accounting for classified docuzents,
not covered in Iten 1, or elsewhere
in this schedule.

3. Classified document receipts, Chronologically.
relating to the receipt and issue
of clsesified docuzents.

L, Classified docu=ent destruction Chronologically. Diepose after 2 years.
certificates relating to the
destruct.ion of classified
docu=ents,
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ITEM RELTPSOMFENIIED
M0. OESCRIPTION OP RECORDS KETHOD OF FILING AUTBARIZED DISPOSITION
5. Classiried docur=mt ioveatary files, Granolagically.

consisting of furms, ledgere, or
registers used to snov identity,
igteroal routing, and rimal die-
poeitica mmde of classified docu-
pents, but excloaive of classified
dooumeot receipts and destyuction
certificates and docu=entes relat-
iog to Top Secret material covered
elaevhere in this achedule.

Top Secret docurent accounting and
cantrol filee.

8. Regloters maintained st cantrol
paints to indicate eccount-
ability over Top Secret docu-
oents, reflecting the receipt,
dispatch, or deatructiom of
theEAdzxats.

b. Farus accaxpanying documents to

ineuwre comtiming caotrol, showve

igg oares of pergons handling
the docurmnts, intre-office
routing, and canpareble data.

Access requeat files commisting
of requests and eutharizatioas
for inmividusls to have acceas tou
clasaified files,

Claseified documeat container
security files coasieting of forms
ar 1ists used to record eafs and
midlock cadbimntions, oanes of
individuals knowiog combimatiaps,
and cagmrabdble data used to camtrol
accees imto classified document
coutaigers.

Canform to agency
prectice.

With related docuent.

By organizatioasl ele-
pedt and chromologically
thereunder,

Dispose 5 years after doczernts
sbova on forma are dovograded,
trenaferred, ar destroyed,

Dispose vhen related docurent
1sEAOVIETRdsd, transferreq,
ar deetroyed.

Dispose 2 years after authori-
tation expires.

Dispose vhen euperesded by a
uesv forw or list, or upoo
turo-1a of coatainers.

F_u_c_lllj’._l_ee Security end frotective Services Records

Records relating to measures taken for the grotectiom of Covermuent-ovard facilitiee and privately

operated facilitios given security cognizance by the Covermenat frua umautharized emtry, sabotage, or

loss.

9.

Carrespundsnce files relating to
admaistration and operatian of
the facilities security and pro-

- tective serviceeEffugrums, not

covered bty Item 1 or eloevherelln
this echedule,

Reprrts of svoye and inspections
of Covermmeat-ovned facilitiee

inforemtian and facili-
ties ngninst gabotage and L
unmrthards ed pegtry.

explosion, and accidents, and to
safcguard

Chronologically.

2=

Diespose after 2 years.

Disposs after 3 years, or
upan discaotiauance of
facility, vhichever is acocoer.
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Repxxrts of surveys ard inspectioas
of privately ovned facilities
assigned security cogniiance by
Goverxent agencies, and related

papers,

Inveetigative files accumlating
fran iovestigntians of fires,
explosions, and accidents, canaiat-
ing of cetained copies of reparts
and related papers vhen the
arigiml reparts are submxitted far
revicv and f1il10g in other agencies
or arganizatianal elements and
Teparte and related papers concern~
ing ococwrremxes of such a minor
matwre that they ars settled locally
vithout referral to othar orgamizo-
tianal elem=uts.

Proparty pass filee, authariring re-
moval of prymerty or emterials,

Files relatiQg to guard assign-
wents and atrength,

a. Ledger recarda.

b. Requests, ammlyses, reparts,
change.notices, and othar
papers relating to post aseign-
ments and etrength requirermnts,

Files relating to exercise of )
police functioas.

a. . ledger recards of arrest,
carg ticksted, and cut-
side police comtrects.

%, Reports, statemcats of
vitocsses, waruing notices,
and other cage papers relat-
ing to arrests, cammitments,
and traffic violationa,

¢. Rcporte on contact of outeide
police with building
occupaota.

F1lea relating to accamtability
for personal pruperty lost or
stolen,

a. [edger files.

b. Reports, loss statcmnts,
receipta and other papers
relating to lost and found
articles.

RECQMMENDED
METHOD OF FILIRC

By facility eand
chranologically
thareumisr

Canfarn to ageicy
practice.

Alptmbetically by
oans of individual.

By crgaaitatiamal
undt.

By arganireticoal
undt.

By organizaticnal
unit.

By arganizational
untt.

By arganizatianal
und t.

By arganizatiomal
undt. .

By argamigatianal
mit.

GSA Reg. 3
Appandix
(8-10-60)

AUTHIORIZFD DISPOSITIQN

Dispoee after h yemrs, or
vhen gecurity cogmizance 1s
terminated, vhichever 1s
scarer.

Dispose after 2 yeare.

Dispose 3 wxths after expira-
tion ar revocstion.

Dispose ] years after fimal
entry.

Diepose after 2 yeara,

Disposs 3 years after final
eatry.

DiepoBe after 2 years.

Dispoee after 1 yemr.

Dispose 3 year’l after fieal
extry,

Dispoae after 1 year.
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TTEM
.

SUPERSEDED

GE!ZERAL RECORDS SCHEIRULE 1M

DESCRIPTION OF RECORES

.17.

148,

19.

21.

Files relating to accountability
for kcys 1esued.

Regietere or logs uoed to record
mnes of outside contractors, ser-
vice persomnel, visitors, exployees
adnitted to sreas, ant reparts on
aytambiles and passengers.

Files relating to periodic guard
forca facility checks.

Data ocbeets, door elip cu=mrieo,
check sheets, and guard reports
an seamty violatioas (except
copice 1n files or ageocy
secwrity offices covered by

Iten 25 of this echedule),

Reparte of routine after-hours
security checks vhich either do
oot reflect security violations,
or for vhich the informaticn cobn~
tained therein is docrrented in
the files defined in Item 25 of
this schedule.

Guard aervice control files.

d.

Cantrol center ey or code
recards, cmergency call cards,
and tuailding record and employee
identificstion cardes.

Round reports, service reports
on iotecruptions and testes, and
punch clock dial sheets.

Autamtic aachine patrol charts
and registers of patrol and
alarn eervices.

Arms dictributian sheets, charge
recordo, and receipts.

Guard 1ogs and registers pot covered
elsevhere in this schedile.

b.

Central guard office paster
logs.

Individual guard poat loge of
occurrences entered in amster

logs.

RECOMMEJIDED

METHOD OF FILIIG

By organizatiomal
unit.

By organizational
ud t.

By ordanizational
untt.

By arganizaticml
unit.

Conforn to agency
practice.

By organizational
uad t.

By arganizational
undt.

By arganizatiamal
uxlt.

By organizatiooal
unit.

AUTHORIZED DISPOSITION

For areas uader caximm
security, dispooe 3 years
atter turn~1n of key. For
other areas, diopose 6 nonths
after turo-in of key.

For areas under maximum
security, dispose 5 years
after rinal entry or 5 years
after date of document, as
agpropriste; for other areas,

. dispose 2 years aiter final

entry or 2 yesrs after date of
docunent, as appropriate.

Dispose afer 1 yesr.

Dispuse after 1 conth.

Dispose vhea superseded or
obeolete.

Dispose after 1 year.

Dispose after 1 year.

Dispoee 3 aooths sfter return
of arms.

Dispose 2 years after fimml
entry.

Dispose 1 year after fina}
entry.

SUPERSEDED
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Peraamel Security Clearance Recurds

Executive ardera, or sta®\tary or regulatory requirerrmte.

TTEM
RO.

DESCRIPTIOR OF RECCGRIE

&l

23.

2k,

2s.

Carrespondence files relating to
adoinistration and operation of the
persamns] security dlrurance progrun,
not covered by Item 1 or elsevhere—
in this echedule.

Persamnel eecurity clearance case
files coptaiming a record of in-
vestigationa of pereomnel employed
by ar eeeking ewmployaent frum the
Covermment;ur vhose relatiaaahip
oth=rvive—vwith the Goverunent
coquiree a security clearams, but
exolusive of copies of investigative
repartes and related papers furnished
to ageacies by the Civil Service
Camxiesion for vhich maiotemance and
digposition instructions are provided
in Chapter 1.2 of the Federal
Persoonel Mamal.

Peracnnel security clearunce status
files aaigtained in sec\urity units
to ahov the security clearame
status of individuals, either in the
faro of 11ete or rvstere, or as
individunl case files cantaiming
copies of documents camtained in
case files described in Item 23
above.

Security violation filee, canaist-
108 of case files relating to in-
vestigations of alleged security
violationa, tut exclnmive of files
canceruing felomiee and papers
placed in official persamsl
folders.

Security violation files, oonsist-
ing of case filee relating to in-
vastigatians of alleged security
violations of a sufficiently eerious
nature to be classed as felamiee.

RECOMMERDED
METBOD OF FILIIG

Confarn to agency
practice.

By case amber, or
alphabetically by
mpee of individual.

Lists or rosters,
chrooologieally; case

files, alphabrtically
by aare of related
individual,

Canfore to agency
muactice,

Canfarm to agency
grectice.

Eoargency Plaom ng Recards '

GSA Reg. 3
B

(8-10-60)

Recards acamulating frao investigatioas of persamne)l canducted under Execiutive Order 10450, other

AUTBORIZED DISPOSITION

DMspose after 2 years.

20 4
Diopose )€ years after date 5—5
of laet action. Tranafer to
Federal Records Ceuter 9 yeara
after date of last action.

Dlapose of lists or rosters
Gen supereeded or obsolrts;

* dispose of case files wpom

tranefer or esparation of
related individual.

Diepose 2 yeers after coxple-
tian of fimal carrective or
dieciplioary actian

Diopoaal wot aumtharized by
thie echedule, Transfer to
federul Recards Cemter S5 yeara
after date of last actiaom.

Recards accumulating froum the formulation and implementation of plans {guch as evacumtion plana) for
protection of 1ife and pruperty during emergency conditioms,

27.

Carrespandsxe files relating to
adninistration and operation of the
enrTgency plaming progrew;, not
covered by Iten—1arvimrvhere in
thie achedules.

Conform to agency
Practice.

SUPERSEDED

Dispose after 2 years.



ITEM
NO.

DESCRIPTION OF RECORDS

28.

29.

30.

3.

Case files accuwrnulated by offices
responsible for preparation and
isauance of plans and directives,
consieting of a record copy of
each plan or directive isesued,
vith related background papers.

Copies of plans and directives,
other than thooe maintained in

case files described in Item 28
above.

Agency reporte of operations testsy

consisting of consolidated or
cooprehensive reports reflecting
agency-vide results of tests
conducted under emergency plans.

Operations tests files consiet-
ing of papers accunmulating from
teates conducted under emergency
plans, such as instructioms to
pembers participating in test,
staffing assignrenta, neasages,
teats by cor—unications and
facilities, and retained coples
of reporta.

RECOMMENDED
METHOD OF FILING

Conform to agency
practice.

Conform to agency
practice.

Conforn to agency

practice.

Chronologically.

6

AUTHORIZED DISPOSITION

Disposal not authorized by
this achedule. Transfer to
inactive file vhen super-
seded or obsolete.

Dispoese vhen superseded or
obsolete.

Disposal not authorized by
this schedule.

Diapose after 1 years.

SUPERSEDED
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FPMR 101-11.L
August 1, 197L

Research and Development Recorde

These are records created by agencies in the conduct of technical and scientific research and
development for the purpose of developing new concepts, teclmiques, and equipment, and materials,
or improving or modifying those already in existence. The records relate to such phases of
research and development aa the establishrent of require=ents and prelininary characteristics,
experimentation, design, engineering, modification, testing, and acceptance. They accwmlate at
various ageney organizational levels, such as offices responsible for program direction, laborea-
tories, proving grounde, and ersenals. Any records created prior to January 1, 192, must be
offered to the Rational Archiven before applying these disposal instructions.

Scientific data accumulating during the conduct of a specific projectsare generally recorded in
laboratory notebooks, and later swmarized in technical reports. While the technicel reports will
norrcally chov the progreg¢sive and final results of the research effort, they do not alvayas shov
hov these results vere achieveds or vhen a theory, device, or process vas first conceived or
reduced to practice. The laboratory notebooka and other subsnidiary scientific papers record the
nethods and procedures uged daily by the scientist in research performance, end poseseee potential
reference value for futuye scientific research, as vell as for the establishment of patent or
inventionarights.

Research and development for so=e agencies is accorplished both by contracting for the services

of private cormmercial or research organizations and by scientific personnel employed by the agency.
When the former procedure¢ 18 used, the contractor i1s required to furnish the results of research
to the agency in the form of technical reports, experircental data, or compareble medim. All
records furnished by the contractor pursuant to terms of the contract becooe the property of the
Government and the provisions of this schedule ere applicable thereto.

Work on a eajJor research and developrment project or system rmay be assigned to various organi-
zational elements of an sgency. These vork assigirents may be designeted as 'sub-projects," '"tasks,'
or "nhases." They are ge¢nerally identified with the rajor project or system through the agency
project mrbering or classification system. The term "prolect'" as used in this schedule includes
any related scb-projects, taske, or phases. It is desirable that these related records be consoli-
dated {nto a single project file prior to tranafer w0 a Fedsra} Records Center. Hovever, on
projects of long duration, vhere volume or other factors preclude the retention of records until
cormletion of the entire prolect, records relating to individual esub-projlects, tasks, or phases

cay be transferred to Federal Records Centers in the ssme manner as for prolect case files defined
under Item 3 of this achedule.

ITEM RECOMMENDED

RO. DESCRIPTION OF RECORDS METHOD O)F PILING AUTRCRIZED DISPOSITIOR

1 Program files coneisting of Conform to agency Disposal not authorized by
prograa docu=ents, schedules, practice. this schedule. Close file
and correspondence raintained every 3 years. Transfer
by offices responseible for . closed file to Federal
execution, reviev, and analysis Records Center aftar 2
of egency research and develop- years.

rent programe, and relating to
the general planning and super-
vieion of the prograns.

2. Technical cozmittee and board files
coneisting of (1) agendas, diractives,
minutes of meetings, and reporte
covering general orerations of the
camittee or board, and (2) papers re-
lating to the establisheent, revision,
or ternination of individual projects.

a. Official rile of the comittee Conform to agency Disposal not authorized by
or doard maintained by the practice. tbis schedule. Close file
Secretevy, Chalirman, or other ever'y 3 years. Transfer
designee. 2 closed file to Pederal

Records Center aftaer 2
years.
1

SUPERSEDED
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ITEM RECOMMERDED
KO, DESCRIPTION OF RECORDS METBOD OF FILING
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b. Copies of camiittee or board
files distrivuted to mambere.

Canform to agency
gractice.

Project casse files maintained at
the laboratory or cazparable
level, reflecting a camplete
history of each project from
initistSon througd reeearch,
develomem, design, ead testing,
to campletion. They iaclnde
(vhen crested by agency pereonnel
or received from contraotors)
pProowrement filcs, consisting of
a copy of each comtract or agree-
Bent for research services with
related noodifications, changes, or
addepdus; project autharization
docuente; project cards; techmical
characterietics; test and trial
results; drevings, specifications,
and phatogrephs considered to be
eesential to doc=ent design,
modificetions, and eagiorering
development; technical and prugrees
reports; wotice of campletian ar
cancellation; reference to the
locetian of protdtype mpdels,
films, or other items too bulky
far inclusion in these files; and
correspandetace influencing the
course of action taken om a
project.

By project amber or
title, as appropriate.

papers in cese file

Ay be subdivided by
types, €.§., procure-
ment filee, authoriza-
tion documents, reports,
and dravinga and
specificationn.

ILiote, card imiexes, or other
oedia reflacting in a campre~ESC
bensive cammer jndividual proJjecte
admioietered by an ageney.

Confara to ageacy
gractice.

Canform to agency
practice.

Source data files, punch cerds,
electrouic tape, or cagmrable
media ueed to collect and assemble
data of a prelimipary or inmter-
ordiate character generated fram
such processes as experimexnts or
observations of a routine, repeti-
tive nature, and used for reference
ip arriving at determmtioan in
the conduct of recearch mrojects.

ladoratary aoteboaks cantalmog
technical and scientific data

accumlating froo the conduct of
research and dsvelopoent.

a. Uotedoake cartaiming data
determined by coopeteat
scientific ar techmical
pereamne] either to be dupli-
cated in techmicul reparts ar
elgevhare in [roject case files,
ar to be of such a coutire ar x
Cregzentary mture that their
Twtetion vould not add
elgmi ficaoctly to the project file.

By project ar book
amder, as sppropriate.

-2

#hen the volume wvarrants,

AUTRORIZED DISPOSITIOR

Diepooe when cuperseded or
obsolete or upon termina-
tion of mezbership vhich-
ever 16 earlier.

Disposal not authorized

by this schedule. Transfer
to inactive file upon
receipt of completion or
terminatian notice; breesk
ioactive file every 2 years,
and transfer to Federsl
Records Ceuter after 3 years.

Disposal not autharized by
this schedule. Transfer to
Fedsral Records Cexnter to
the extest practicadle vith
related project files.

Dispoee vhen determined by
caxpetent agency research
persannel that the files
bave served sll reeearch

garposes.

T
'

Dispose 6 a:uun,'/after
eampletion or tcrenmation
of the related project
ar projeita./
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DESCRIPTION OF RECORDS

9-

10.

11.

b. QOther noteboaka.

Technical rcpart files, con-
sistiog of an official file
copy of each technical repart
or ugpublighed aamiscript of
reprt prepared 1ia camnection
vith a prolect, article re-
printa, terminal aarratives,
ctatiot.ical and graphic co=pila-
tions, eurmrizationo, and
analyses.

Druving and specification files,
coasicting of an official file
copy of each draviog and speci-
fication zhoving fioal design

By project Icrr boak

mmber, as agpopriate.

By project mmber ar
title, and theceumier
by mmber ar date of
repart.

By dravibg or speci-
fication mmber, ar
iten nxxaclature, as
appropriate.

and technical charecteristics of
items developed.

Correspandeace filee of a general
administrative or bousekeeping
oature, (exclusive of papers conm-
tataing aclemxtific or techuical
data) mintained by offices other
than those referred to in Item 1.

Canforo to sgency
practice.

ProjJect cantrol files, coasisting
of coples of documents coctained
in project case files, prelimaary
atetches, dravinge, epecificatians,
and photagraphs detcrmiacd by
caxpetent scientific and technical
pereamnrl, oot to be of sufficient
value far incarparation in prolect
case files, and carrespomisnce comm
cerning euch admioistrative mattere
as travel, conferences, consultatians,
and trangmttal of docuncnts.

By project ausber or

Somary grogrege reparts submitted
by laborataries or other project
officcs to showv the initiation and
degree of ca=pletion of prolects,
and cansolidated reporta prepared
therefran.

a. Copies of ceparts eetaimd by
reparting of fices.

ala

SUPERSEDED

title, as apmvopriate.

CSA Reg. 3
Appetdix B
(b-10-¢0)

AUTHORIZED DISPOSTTION

Dispoeal not eutharized
by this achedule. Trans-
fer to inactive file upaa
campletion or termination;
break inactive file every
2 years and tranefer to
Federml Recorde Center
aftere3Cyecare.

Disposal not autharized by
this echedule. Tranafer
closed file to Federal
Recards Ceater after

5 years.

Dispoeal not muthorized by
thia. schedule. Trensfer

to imnctive file vhen super-
eseded ar obsolete; breek
ipactive file at ead of
each year; transfer to
Federal Records Cemter afe

ter 1 year.
Dispose after 2 ycare.

DispOse Upon complet.ion

or cancellation of prolect,
or earlier, as they serve
their purypose.

Dispoae 1 year after
cotpletion ar caocella-
tion of related pUjects.
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RECOMMERDED
. . DESCRIPTIOR OF RECGRDS METHOD OF FILING AUTHORIZED DISFOSBITION

°%

b. Peeder Teparts used for caxpila- Canform to agency Dispose upon sulxxissiaon
tion of conaoclidated reparte, practice. of coasolidated repart.
excoept as imiicated in ¢ belov.

¢. Comnsolidated reports, cansist- Caaform to agency Disposal not autborized
iog of an official fils copy of practice. by this schedule.
each consolidated ccpart and
any feeder reparta used for
@greparatian thereof comtalming
techmical ar scieptific data
not fully documented in the
consolidated repartes.

12. Investigative flles pertainigg to
explaration of the feasidility of
unsolicited groposals far projects
received fram individumle.

a. Proposals resultiug in With related Same as for ItenESC
suthor{zed projects. project fifes.

b. ReJected propocsls. Canform to agency Dispose 5 years after
practice. capletion of investigation.

13. Prcwrereat files, consisting of See Item L, Ceneral See Item 4, Gepneral Records
farma]l costraocts or agreemente Recorde Schedule 3. Schedule 3.
wvith univereities, camercial
coucerns, and individmles for re-
search and development vark, and
related papers, but exclusive of
technical or scientific data
furnished to the GovVerument pursu-
anot to the terms of the coatracts
or agreerents and
copies of contractual documents
filed {n project cace files defined
in Itenm 3 of this echedule.

1k, Techaical reference files, consist- Canfaru to agency Dispore vhen sUperseded
ing of copies of techaieal eeparts, praetice. or obsolete.
specificationn, dravisgs, amd other
technical and ecieatific dasa re-
ceived frun Covermment 8gencies,
camxercial cancerns, or other
sowrces, ueed as a reference source
i{p the performance of the research
and developent functian, dbut exclu-
eive of official file copies of these
documents.

Item 1. 'Theee are papers created and accumilated in offices of praogram directore or camparsble
offices reflecting staff administration of the rescarch and developent function, vhich due to their
evidential and other valuee are retainsd as pertacent recurds.

Item 2. Moot agencies baving reeearch and develoment pcugrens have eetablighed caxmttees or boards
o ehudy technical problems relating to euch matters as sutharization of projects, scheduling and .
phasing operations, and the iutermal cocrdimtion and cogtrol of the reeearch and developmept EIrugran.
They also generally anigtain liaieon vwith other goverament agencies and non-govermestal recearcn and
drvelopment activities rar the purpose of exchangang ideas and cancepts and adwmiaistering imer-
agency projects. In addition, tecanical ar scientif'ic peresomnel may becane armbers of caxxittees
spansared oy auler agenciee or camercial cancerns. Insofar as their records reflect tae orficial
position of the agency on proolems diecussed, they eay oe considered as orficial recorda of the agency,

SUPERSEDED
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Records acaumlated by boards and comxittees are cansidered to have retemtioo velucs canparable to
thooe stated for Item 1 above. Copdes dietributed to canuittee armbers are for their rcference uce
and con he disposed of vhen no langer ueeful to them,

Iten 3. Case files Daintained at the laboratory or camparsble level reflecting a histary of the
activity commexted vith e apecific project. They cantain the basic ¢echnical and scientific data

during the cource of the pro’'ect. The retention value of these files for future research
studiee 18 cogotingem upon euch factore as the field of research igvolved, the importance of the
specific project iavolved, and the nature of findings and coaclucions reached, It is recognized
that cectain proscct files will havs little future sclentific ar other reeearch utility. However,
the files as a general class cantein sufficient scientific data not duplicated elsevhere to varraat
cantimed preservatian. Exact stamiards for selectian of thoee case filee vhich do not varrast
contimied preservation camot logically be disesffMaxted CAroygd the media of a general records
echednle. This can best be accaaplished by each mgency in the development of ite records control
schedule. :

Item L. Raremlly, agencies maintain ligts of curremt [ojects for eadministrative purposes, In other
iagtancee, card files may be maintained reflecting brief oynopsee of research prolects. Tbege or
caparable files may be of cunsidermble use to future researchers in determining the exiatence of
data in specific fields of research, and in detecmiaiag the scope of an agency's participatioo in
recearch functians.

Iten 5. Certain research pro'ects require the caxfurt of long-range expericemtal and observatianal
vork, vith frequent recocdings of resulting data. Aleso, data may be collected from many points by
means of questiammires and recurring reporto. 'The data 1s often maintained an punch carde,
electronic tape, ar caparable aedia. Tt serves a basic research puwrpose in arriving at comnclusione
and determimtions during the course of a project. Often the data 1s collated and publighed in a
comiensed but caprehensive pammer in technical remts ar pexphlets. In mich cases, it may be
deterained by ecientific persomiel that the soxrce material fras vhich the data is extracted, same-
tines constituting a large volume of papers, mmy be disposed of as hmving no further research
valuee. Also, in ths absence of candensed versioms of the data, sclentific persomnel cay determine
that the scurce data adds little of iapurtance to the informmtion camtaincd in other papere cevained
compection vith e project, and zAy approve ite dispoaal vhen it has served irmxediate r"esearch

N
JIpoBes.
™~

Iters 6.~ These noteboaks are calntained by research perpvoanel as a trans of recording and retaimng
data pecesmary for reference during the course of a prolect. Since they are aaintained ocn an
individiml basis and each research specialist recards the data he considers neceegary for referemre,
the notebooks vary as. to content and campleteness of informaticn. Certain of the boaks comtatn
ootes of a (TagIEIrAry nsture, ar wotes that will be difficult ar impogeible to iaoterprst except

by the gpecialiet who vrote them.' ~In other inftances, the boaks comtain besic scleatific data
ehovn in cufficlent detail that, 1f aot doourruted {n technical reporte or other candensed form,
are needed far continued research purposes. Notebooks castaiming data essential 1n establishiog
patent ar inovenmtion rights are retalned.

Iten 7. ‘'These ceparts document in eumxmary forw the findiogs and canclusions reacbed relative to
epecific prolects, As such, they clarify and supplexent the infaroation costained in laboratory
poteboaks and other source data. Since they fresent a condensed and concipe GUIXMry accoumting of
accampliebed prolects, a camplete set of the reparts of each agency 1o retaioed perunnently,

Iten 8. revioge and specifications are useful adjumcts to the files defimd {n Items 3, 6, and 7
of this schednls. The dravings shov in visual form the mechanical and other physical chararteristice
of the itens developed, anxd the specifications explain these characteristics in detail. They are
epacutial for praduction and servicing of the itemm developed, and for modification, redesign, or
contimuing rescarch oo the items or related items.

Item 9. These files are caintained at the laboratory or cazparable level, and at offices havirg

eubardimte respansibility for adeinistratian of the reaearcn and develoment pgrograa. Tney do
not darument baaic oiesicms or functions, and cerve cily a tepurary admioistrative purpose.

| SUPERSEDED
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Item 10. These files are genernlly maiptained as a of xeeping adminiotrative persomnel in-
farmed 0o the status and progress of projects. The egoermtial infarmatian comtained in these files
1s duplicated in the actus)l project case flles crintalined at e opersting level and ta tecAnical

eaxnittee and board filea. They eerve only & temprurary purpose during the life of the pro.ject.

CSA Reg, 3
App=xxiix B
(8-10-60)

Item 11. Coneoclidated agency sumxmry progrese ccparts have coktioauing evidentlal value, eince they
ahov 1B eumm=ry raehica dov the agency accaxpliahed the research and develomment fuictian, poblenms
encourtered in accomplishing varicus proJjects, and cammradle inforwation. Since the coneolidated

reports coutain basic data reflected in operating unit reports, thete latter reparts are suthorized
for disposal after they have served admimistrative purposes.

Iten 12. Unsolicited mroposals sulxmitted to agencies by individuals are generally foumd to de
umacceptable for extencive research inveotigation. When s froposal ie accepted for formml research,
the reculting files arc caxparadble to thosc created in the comduct of otber reeearch projects, end
are subject to the same diopositian. Rejected proposals are maintainecd only for the period required
for imvestigation and to ansver eny inquiries that sayPR@ise thereafter.

Iten 13. These filee reflcct the narmal Buyer-seller relatianship as do other grocurersnt files,
and are therefore subject to the same dispoeitiam.

Item 1. The investigative and exploretory nature of the reeearch ond development functioo requireg
that scicutific and profecoionsl pereomnel be informed of current conctpte, ideae, and principles

in this fleld. Voluminous files of reference materials sre often caiatained by research and develop-
ment offices to accamplish that objective. Techmical reparts and other reference documrents generally
are superseded ar the informstianal content becanes obsolete after a period of time. To insure that
current and autheptic sclentific data 1s fioxediately avallable, guperscded and pobsolete material
chould be periodically wvithdrawvn for disposal.

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

Introduction

This schedule covers machine readable records, related documentation re-
quired for their servicing, and files related to the automatic data proces-
sing (ADP) procurcment, operations, and management functions.

The decision table format, rather than the columnar format, is used for two
rcasons: 1) footnote requirements arc greatly reduced with this format as
compared to the columnar format of the first 19 schedules, and 2) the
number of times a given file of logical records has becen processed is often
more important than the name assigned to it. For example, in an update
system, the last created version of an interim master file becomes a final
master file after the sponsor declares it error frece. The only differcnce
between it and its predecessors is the version number. There may be many
versions of a given file created during the course of a processing cycle.
Failurc to promptly return unneeded tapes to the inventory will lead to ex-
cessive requirements for tape. For this reason it is imperative that the
creator of machine readable records assign file retentinn times at the out-
set--that is to say, at the time of the original system design effort.

The principal machine readable and supporting records common to morc than
one agency have been divided into four categories. These classes of records
correspond roughly to the typical organizational and functional structure
found in most ADP installations and their parent organizations.

Data aut¢mation planning and opecrational records (part 1) are normally
those created during the life cycle of individual computer installations.
They deal with planning for, managing, procuring, selecting, utilizing, and
accounting for the physical facility investment of the ADP installation and
supporting activities.

Documentation required for servicing machine rcadable records (part II) is
defined as the organized series of descriptive documents required to intti-
ate, develop, operate, and maintain specific applications of ADP systems.
These include project documentation, *system specifications, test data and
procedurcs, file and user documentation, and the various installation pro-
ccdures agnd standards used.in daily operations.

Erasable media (part [1l) covers all devices which storc machine readable
records in an erasablec mode. At present, only magnetic media are commonly
used for such purposes. llowever, future technological developments may pro-
vide the same characteristics (nonvolatility and easy rcusability) now
found on magnetic tape.
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Since magnetic rccords may be destroyed by overwriting, a variecty of pro-
tective devices and techniques have been developed over the yecars to pre-
clude inadvertant crasure of records. The carliest technique, still in
usc, consists of a mechanical interlock device known as a ''write protcc-
tion ring," inserted or left out of a rcel of tape. With the later de-
velopment of computer-manufacturer-supplied ''operating systems,' an addi-
tional safeguard was inserted into the software. It consists of writing
file identification and expiration dates on a label record at the begin-
ning of cach rcel of tape. Other magnetic media, such as disks, depend
almost solely on such software devices.

Nonerasable media (part IV) covers such media as punched cards and paper
tape. Most ADP installations use media other than magnetic for a variety
of roles and functionspy but for the most part they arc temporary. However,'
punched cards arc sometimes used as documentsp such as checksp savings
bonds, and requisition forms. In such cases, the functional rectention
period, developed in other records schedules, widl apply.

Procedural analysis of data processing systems (part V) is a guide for

archivists, rccords.otficers, and auditors in determining secondary uses
for data files. Unlike paper, computers crcate morc working copies, which
should be erased promptly. But the sccondary value, such as furnishing
data for audit trails and statistical analysis must be recognized when ap-
praising machine readable records. Many systems, in becoming more automa-
ted upon procurement of newer ADP equipment, drop certain manual controls.
Since many systems are dynamic, they change duec to corresponding changes
in legislation and other factors. Thus, nonoperational programs may have
to be kept for site-audit records.
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Iart [. Data Automation Planning and Operational Records
Covering documentation relating Lo cbjectives, concepts, policies,
and plans providing everall aspects of data automation clata nceds
and systems design of managensent supporting systems and operational
subporting systems, including cquipizent selection and statistics.
File ]

designation

Consisting of

thich are

Then

1 | Planning

master plan, (casibidity

graphic, narrative,

disposal not authorized

docunrents studies with associaled and tahular informa- hy this schedule
charts and «iagramsg and tion rcelating to the
supporting datn that re- present and/or planned
flect on the characteris- ADP composition and
tics of the data auto- requircenents of the
mation activity diata automat ion

! activity
2§ Program development of plansg rnaintained al policy disposal not authorized
rmanagement’ | policy, anc procedures deternination level by this schedule.

governing the conversion
to clectrical machine
operations und the super-
vision, controla coordina-
tion, and opcration of the
mechanization program

5| llardware
scleclion

agency requirements,
specifications for hardvare,
software, and support
capabilities of vendors

of vomplcete installations
or of major peripheral
cquipment

sclection criteria
for procnrements in
the establishiment or
modi fication of an
ADP installation

dispose of 2 yeawrs after
specific configuration
of equiprent is
discontinued.

4| Standardi-
zation

data elenents and. codes,
standardization rcquests,
anc. justification for all
data systems

promulgated Federal
or national (excepl
record copics at
National lwrcou of
Standards)

cispose of when super-
suded or ohsolete.

other standards; cag.a
developed hy agency

disposal not authorized
by this schedule.

|
|

0| Utilization| forms or cards that used for daily dispose of after 3
and cquipment operators ranagement of years,
maintenance| complcte relative to operations
machine use, nonuse,
or maintcnance
7 daily detail cards, dispese of ufter 90 days
intermediate summary
decks, relatcec magnetic
filesg and nachine ’
listings
|
8 nonthly summary of cost ! card dechks, magnetic dispose of after 3
. . . ! .
and utilization reports | tape files, and years.
: machinc listings
!
al Acconnt- docurients concerning the ’ original rccords disposc of 2 ycears nfter
ability manigement of ALPE ; maintained at data- the date cquipnient is
cquipment processing installation | «liscontinucd.
10 requircments for cards, disposc of after 1 ycar.

paper and magnetic tape
recls, and isvsntory of
ADPL supplicsa
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Fide
designation Consisting of which are Then
11 contractor's invoices for rental dispose of after 3 ycars
and other charges incurred for
usc of ADPL
12| Magnetic lihrary transaction rccords cards dechs and magnetdc | dispose of when the
tape tape filcs fourth update cycle is
library crecuted.
control
records
4.
3] machine listings disposc of alter 00 Jitys
14 transact ion slips dispose of alter 90 days
or when no longer necded -
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PART 1
NOTES:

Item 13. Machine listings of library transactions arc often produced daily.
Quite often the transaction listings provide audit trails of the last re-
cording made on a specific reel and may be useful in retrieving a lost file
or in determining how a file may have becen inadvertently scratched. Ac-
cordingly, some installations keep some copics of these listings for as long
as I yecar.

[tem 14. Transaction slips for military-classified or other sensitive

records have longer retention periodsm These retention periods are gener-
ally specified as a matter of agency policy or regulation. '
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Part 1I!'. Documentation Required for Servicing Machine fteadable Records
Documentation covering the organized scries of descriptive documents relating
1o all aspects of system development and operation. Thesc include system
planning documents, ADP systems specifis,ations, application grograr: manuals,
systems operating instructions, and various management aids.
File s
designation Consastsng of Which arc Then
1 | Specific data documents containing defi-| at departmental level disposal not authorized
systems planning| nition of the system in- |hecadauarters by this schedule,
recorids ¢luding the system rceview after 5 ycarss
objectives, request for
the sysiem, authoriting
dircctives, source datias B
detailed studies re-
flecting advantages and
disadvantages of alter-
2 nate solutions, cquipment | supplementary files dispose ofsh ycars

requirenents, tangible
benefits, output re-
quirements, anc. scheiule
for corpletion

at ADP unit tevel

after final action.

systen test specifica-

record in terms of

the rclative position
nanc, length, and type
of cach data clement

in a field (run layout)
cxplanation of the
coding system and a
cross refercence code
nanual of cver) code used
togrether with 2zl their
values

the related magnetic
tape data is not
authorized for blianking

3 | Systen test an approved system dispose of | ycar afier
documentation t.ions, tes! runs, discontinuance of the
machine listings of syvstenm.
test data, and test
resulds L .
4 a disapproved dispose of 1 ycar after
proposcd system final action.
S |[Systems clesign documents containing for systems for disposc of al tiiae fina
specilisalions operating procedurcs which related magnutic tape records
for implementlation magnetic tapc data produced by system have
of a specific data is auttorized for been hlanked.
system, including bl anking
policies, instructionss
details of computer
technique, Jogic S —
charts, and input/
output docuncnt
flow data .
6 for systems for which retain with the related
lhe related magnetic magnelrc tape,
tape data is nol
authorized for blunking
7 | Files(s) narrative description {or systems for which disposce of at time
specifications of the source and func- the related maguetic tape|final magnetic tape
tional characteris- data is authorrzed for records produced by
tics of the file(s), blanking system have been
a definition of the blanhked.
8 content of cach for systcms for which retnin with the related

rnagnctic tape.
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retention of related
magnetic tape dartn

File dcsignation Consisting of Which are Then
9 | Input
specifications detailed description of for systems for which the disnose of at time
each transaction that related magnetic tape final nagnetic
generated somc activity data is authorized fo: “.gv v-.-uvds pro-
in the systcm in the form |blanking Juceu by system
they appear at the time have been
they cater the computer scratched.
systenn; identification
title, recording media,
purposc, frequency, volume,
and source; detailed de-
scription of the contents
of each input to the basic
record file and a graphic
. illustration of cach
[ Q for systems for which rctain with the ref
i the related magnetic lated nagnetic.
tape data is not tape.
1 aughogizedsforghdanding - - W - N - R
([ |Output dectailed descriptions a listing of thec outputs disposc of on ter-
(report fomms) of products of the by sequence, name, media, mination of system
specifications syster that arc to be purposc, frequency, by cither obsoles-
used outside the computer |volumc and distribution; cence, update, or
center a dctailed record de- discontinuance.
scription® and snmples of
output in the fom of lay-
outs or copics, keyed to
names and numbers in the
output listings
L2 | Application documents reflecting a description of input, dispose of on ter-
program m:nual the latest information files, and outputla source mination of systenm
for a general descrip- and object code listings by cither obsoles-
tion of the function, and flow diagrams showing cence, update, or
use, and methodology the logic of the program; discontinuance.
of the program description of program out-
put messages; and ceding in
formation, test plan,
program test, and operating
inst&uct ions
(3 | User guides information used in handhooks, guides to data retain with systems
training or explain- availability, and proce- specification.
ing overmll spstem dircg forsquerying (iles
4 | System operating
proccdures uscr oriented instruc- for systems for which the dispose of at the
tions: 1) to prepare reclated magnetic tape " | " time magnetic tope
input data, 2) for duta is authorized for rcels are
control and interpre- disposition scratched
tation of output
reportsg and 3) for
processing werk on - - -
the computer
L5 for systems that require retain wish file

(systems) specifi-
cations.
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Part II. Documentation Required for Servicing Machine Readable Records

file designtt ion Consisting of which are Then
16| Report printed final rcport containing | for systems which retain one copy
the statistical tabulation and require relention of the printed
an analysis of the findings of of related magnctic | report with re-
a study or survey including a tape «lata lated file speci-
narratdve description of fications,
mcethodology employed

8
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Part [Il. Yrasable Mcdia
The term crasable media refers to tape (analog, digital), drums, disks,
disk packs, data cells, and other devices that store data in an erasable
mode. The term "dispose of™ in colfem 4 is synonomous with the terms
“scriitch,” erase,” and '"hlank.'
- B 1 — - i
File designation Consisténg of | wWhich arc Then

I'|Scratch tape terporary Mmagnetic tape usced by| new tape or tape not hvailable for inm-
{blfink tapc)} the console operators ar tape | included in a tape mediate usc or
handlers to facilitate gencral| library control or rcusc.
computer runs such as sort and| fisles whose reten-
merge runs tion dates have
cxpired
|
2 [Test tapc magnetic tapc uscd in testing L used by programmer f(or hispose of after
a proposed syslem individual run test- bystem has been
ing and not undcr laccepted or discon-
library control t inued, whichever is
lsooncr .
3 system dchugging test  retain until re-
data lated progran is
hiscontinucd.
1 [ Systen acceptance test
data
S |Program tape tapes (disk packs) contain- updated lispose of afler
or disk pack ing scquencce of instructions khird update cycle.
rcquired to accomplish the
5 processing of data or solving
a problem
06 the last update of tlikpose of aflter
specific EDP application| ageney has cx-
used in a terminated hausted its use of
system the tape.

7 rcguired in audit trail | disposc of 1n ac-
cordance with func-
tional guidclfnes
provided by GA®.

8 |Raw data input magnetic tapes containing used for updating with | disposc of first
data abstracted from source cxisting program and generation daca
documents or othcr media required 1o support uponh successful
and entered into the system reconstruction of corpletion of
for the first time master lile | fourth processing

machine pass.

9 ““nol required Lo support | disposc of alter

: reconstruction of raw data is pro--
master file and/or cessed into final
uscd as input for a onc-| data and proved
time study or survey satisfuctory.

10 officinlly designated disposc of in ac-

to replace or serve as
the hasie source data
in licu of the "hard
copy' or other input
source document

cordance with in-
structions applfi-
cable to the '"hard
copy' or ather
files documenting
the same process,
transaction, or

i casc.

SUPERSEDED



Part I1I1.

SUPERSEDED

Crasable Media

FPMR 101-11.4
April 28, 1972

File designation

Consisting of

which are

Then

Working tapc
(input/output)

magnctic tape containing
output or control within or
from one run to a subsequent
run that manipulates, sorts
and/or moves data through
the systems; includes chechk-
point. cdit, correction,
reject list, unmatched data

usedd in an updated
systen

disposc of after
subscquent magnetic
tapes that contain
the accepted detail
data have been
crcated and proved
satisfactory.

valid fide of items used
with a master data tape
input fide for creation
of master data tapc output
file

action after all out-
standing items arc
liquidated from
current status tapes

12 eliminating error, and rcrun |used in a one-tine disposc of after
tapes study or survey master data tape has
been proved to
he satisfactory,
13|valid transaction| magnetic tapes containing partially valid trans- disposc of after

third update cycle.

19

program master
file

of prior master file with
valid transaction data to
crcate a new master {ile
(initial data includecs
excerpts fron forms placed
in casc files)

federally supported
loan and grant programs

14 valid transaction dispose of after
i after cumulative third update cycle.
final master tape
is prepared and
dctermined to be success-
ful, and there is no
necessity for statis-
tical analysis
15 usced in additional disposal not author-
statistical analysis ized by this
schedulce.
16| Information magnetic media contain- a cuwnulative index to disposec of aflcr
retricval ing data crcated by the scientific and tech- third update cycle.
system master merging of prior master nical publications,
reference file wilh valid trans- and bibliographic and
act ion data o creat’c Q other nonrecord material
new master file (includ-
ing Lhe sccurity copy Sl
17 tape of data on disk an index to record disposal not author-
pocks) material such as cor- Hzed by this schedule
respondence, legal
hearings and decisions
patents and tracdcmarhs,
and rccord copy of pub-
licaticns
18| Federal loan magnetic rmedia containing cumulative data of Ffunds | disposc of after
and grant data created hy the merging made available through third update cycle.

noncumulative periodic
file of status of
Federal loan and grant
aclivity

disposa! not author-
ized by this
schedule.

10
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Part IIl. Erasable Mcdia
File
designation Consisting of Which are Then
20|"Housckeeping| magnetic media con- not required for GAG site audit disposc of in
systems"” taining data for such accordance with
master data "housekeeping systens' instructions
filg as fiscal account- applicahle to
ability, supply mon- the hard copy or
agement, and payroll other files doc-
administration umenting the
same process,
transaction, or
casc.

21 required for GAO site audit dispose of in
accordance with
functional guidet{
lines provided
by GAO.

22|Ecoromic magnetic media con- cunulative data such as status of banks |dispose of

statistics taining data crecated }and insurance institutions; production, [efter third
paster file by the merging of consumption, and monetary status of update eycle
prior master file with|industry and agriculture; value of
valid transaction forecign commerce and other economic in-
data to create o0 new |dicators such as construction of houses
naster file and buildings; motor, ruid, and air
travel® communications, including broad-
castling, tclephone, and telegraph
23 noncumulative data uscd to prepare disposal not
reports covering a limited period of authorized by
time this schedule.
24 noncumulative recurring periodic surveys ldisposal not
including wholesale and consumer price [authorized by
indexes, annual industry, housing this schedule.
vacancy, and other cconomic indicators

25 noncumulative cconomic census taken disposal not

during 5-ycar intervals authorized by
this schedule.

26 [Social magnetic media con- cumulatlive social and demographic data

statistics taining data crecated |concerning births, deaths, and marriages;dispose of after
master file by the merging of income taxes paid; social security third update
prior master file with|accounts; employment informarion; law cycle.
valid transaction data|enforcement, crime and civil disturbance,
- to create a new and other social indicators
master file
27 noncumulative data used to prepare Hisposal not

reports covering a limited period of
time

huthorized by
this schedule.

11
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File designation

Consisting of

Which are

Then ‘

28 noncwnulat ive recurring disposal not authory
periodic surveys including ized by this
current population statis- schedule.
tics, annual industry,
housing vacancy, votcr
participation, and statis-
tics of income sample

29 noncunulative demographic disposal wther
censuses ized by * 13

_ o o schedule.
30 |Natural resources| continuously updated cunulacive data on charac- dispose of after

master filc

"magnetic media con-

taining data crcatecd
by the merging of prior
master file with valid
transaction data to

teristics, usc, and owner-
ship of natural resources
such as land, water,
minerals, and timber

third update cycle.

create a new master file
31 noncunulative data used to disposal not author-
preparc reports covering ized by this
a limited period of time schedule.
32 [Longitudinal. magnetic tape contain- a1 series of observations disposal not author+

studies master
data file

ing <atd recorded over
time from one or more
sources

relating to individual
units (persons, places,
things)

ized by this
schedule.

33

34

35

37

Scientific
laca files

magnetic media source
duta recordings reccived
from c¢xperimental sensor
instrunents for scien-
tific mcasurcments such
as outer space orhiting
snacecraft®s oceanograp-
hic and geophysical
phenomena, and medical
research (including
analog tape)

converted to raw data
digital magnetic tape
media

dispose of after
meaningful data
has been analyzed.

not converted or converted
pnly in part to raw data
Higital magnetic tapc media

disposc of aflter de-
tcrmination has becn
made that the data
will not be conver-
ted to raw data
digital magnetic
tiapc media.

magnetic nedia containing|

data created either f(rom
analog magnctic tape or
recorded directly on mag-
netic digital tapc for
scientif i< measurcments
of astronomic, outer
space, and occanographic
phenomena; air and water
quality; and medical

held in nationinl data

centers

disposal not author-
t:zed by this schiedulq

not duplicated in
national data centers

disposal not author-
izedbythis schedulel

duplicated in national
daita centers

rcsciarch measurenents

SUPE

dispose of after de-
termination is made
that data is not re-
quired outside the
data centers.
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designatian

Consistingsof

Which are

Then

38

not calibrated or validated

dispose of after
subsequent magnetic
tapes containing
the accepted dota
have been created
and proved
satisfactory.

39

Surtiary <lata
file

mignetic tape containing
uggregatcs of individual
ohservations from valid
transaction or master
data filcs that are
disaggregatces of
published data

substantially unpublished,
such @s tapes containing
data that are disclosurc
free

disposal not auth-
origed by this
schedule.

40

Publscation
tape

41

Print tiape

magnetic tape containing
source output data ex-
triacted from the system
(without destroying the
source tapes)

reproduced and disscminated
as a publication or used for
reproducing a printed
publication

record copy not
authorized for
disposal by this
schedule.

used for producing required
printouts of tahulatians,
ledgerss tables, registers,
and reports

clispose of after
output has heen
released and
apnroved.

42

43

Re-formated
data file

magnctic tape containing
essentially duplicate
data from the master
data file' but which is
crcated for use with
other computer hardware
systems

created for the specific
purposc of infomation
interchange

dispose of as pro-
vided for master
data tape,

of specific application
for agency computer
hardware systems

cispose of when de-
terrnination is made
that such fonnat is
unnccessary.

44

Sample and
subsample
data files

nagnetic tape contain-
ing individual observa-
tions selected from a
larger census or survey
file such as stratified
or purc random sample
files with or without
weighting factors

disclosure frece or uscful

in statistical analysis

or policy formulation

models and simulation studics

disposal not auth-
orized by this
scheclule.

45

46

Sccurity
backup [iste

magnetsc tape thac is
identicnl in format to
master tape rctained as
security in case master
tnpe is darrwaged or inad-
vertently crascd

updated

dispose of afrer
third upclate cycle.

a onc-time study or survey

dispose of or retain
in accordance with
staadards for
scratching of cor-
respondence master
file.

a7

Other agency
files

magnetic tiape created
by other agencies

not altered substantially
by the recceiving agency

cispose of when no
longer needed.

13
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PART TIII
NOTES:

Items 3 and 4. This type of data is differentiated from simple debugging
test data in that the data sct is used to excrcise all possible data
system options within the complete set of programs. System debuggine test
data mecans data used to debug individual programs or groups of prc s
prior to final acceptance testing. It must be retained until the related
program is discontinued.

Acceptance test data may also be a contractually defined specification or

item in software systems being procured and it or a listing of it may have
to be kept with the contract file. For details in this case, sec General

Records Schedule 3, item 4.

In other cases, particularly in systems where accounting for funds is in-
volved, it may be required that the files be kept until a particular ver-
sion of a system has been audited and approved by the General Accounting
Office. Retention periods in this case will be in accordance with the spe-
cific functional file in one of the other general records schedules. This
mecans that specific acceptance test data sets might have to be kept for

the life of the particular version of a software system or until all
records produced under that system have been disposed of.

Item 7. Just as the acceptance test data may nced to be kept beyond its
useful life for auditing purposes, programs which processed that data may
also he kept for audit purposes beyond the operational life of the partic-
ular system. Disk packs are relatively expensive for long-term storage
and there is usually a backup copy of the system on magnetic tape. In
these cases, the tape copy of the program together with all relevant docu-
mentation may be used in licu of the disk pack version. Either source or
object versions of the system may be used for this purpose.

JItems 16, 18, 22, 26, and 30. 'Cumulative date" implies no earlier data is
deleted in the present pass.

14
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readable media.
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File designation

Consisting of

which arc

1 |ADP progran
card f(iles

punched cards containing
common languuge source
program data (source
deck)

processed with a processor
or utility program to
produce a machine-coded
object program

dispose of indivi-
dual carls when re-
placed by new ones,
dispose of progran
dech. aftcr program
has bcen renoved
from system.

Sec note in part
111, item 4.

machinc-punched cards
containing coded machine
language instructions
arranged in proper
sequence (object deck)

1

read into computer
rmemory beforc running
i1 program to cause the
computer to perform
data-processing
functions

disposc of after
successful con-
pletion of a pro-
gram revision or
after related
program has been
removed (rom
system. Sec note,
part [l1, item 7.

prepunched utility or
processor program card
decks

used to update instal-
lation systems softyare

dispose of afier
rcccipt and suc-
cessful use of new
cards from the
manufacturer or
programmer, or 1
year after discon-
tinuance of pro-
gram or system.

job strcam (job stack,
job control) card decks

used to activate
progran-proccssing
modules performing

a data-processing job

<disposc of indtividu
al cards or sets of
cards when replaced
hy new cards and
when necessary
changes (if any)
have heen made to
appropriate data-
proccessing manual .

15
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| [lﬁlc designation

Consisting of

Which are

Then

w

ADP program
control cards

[}

punched cards containing

data for program control

gencrated by the producer
or uscr

run or cycle

pertinent to a specific

(lisposce of individual
cards or sctsof cards
when replaced by new
cards and when neces-
sary changes (if any)
have ®been made to
appropriate data-
processing manual.

for repetitive usc and
updated either by ADP
or user

disposc of individual
cards after replace-
ment by new cards;
destroy control deck
1 ycar after program
has been removed from
system, or after
system has been dis-
continucd.

7| ADP source
data cards
(or papur
tape as
applicable)

punched cards or paper

tiape containing data
a#bistracted from source
documents and used for
conversion to magnctic tape
or processing on (EAM)
clectric accounting

nachine cquipment

created afeer

Jaonuary 1, 1970

rctained by ANP
operational clements
as bachup 10 magnetic
tape or disk

disposc of when re-
lated maognetic file
has been proven to be
satislactory and has
grandfather backup.

[AM output listings
and rcports

disposc of after 180

days if used in pro-

cessing without being
converted 1o magnetic
tape.

on magnelic lape

disposc of after veri-
fication ol data on
related magnetic tape.

10

punched cards that
contain original entry
data with lilm or
written inscrts

sourcc documents

disposc of in accor-
dance with instruc-

tions applicable to

the hard copy or other
files docunmenting Lhe
same process, trans-

action, or casc.
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PART 1V
NOTES:

Items Snand 6. These items refer to parameter cards associated with the
execution of various options of operational programs. These include date
cardsp periodic (monthly or quarterly) options executed only occasionally,
and queries to information retrieval systemsn They do not include card
decks for generalized interpreter systems used with computer simulation
software packages such as SIMSCRIPT, GPSS, DYNAMO, and similar sy'stems.
These decks have the status of program source decks. Similarly, all except
report generation decks in file management systems arc considered to be
source program decks and should be retained or destroyed in accordance with
the criteria of items 5-7 of part IlI.
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Part V. Procedural Analysis of Data Processing Systems--Guidelinecs for
Appraising Files and Data Sets for Permancnt Retention

1. Introduction

This section is a guide to ADP systems analysts, records officers, and
archivists for determining the nature of data files (also called data sets)
generated by computers. Factors that influence the selection of specific
data files for permamcnt retention in machine readable form (chiefly on
magnetic tape) are indicated and explained here.

In examining a variety of documentation files for different ADP systems,
substantial differences were found in the use of technical terms among
agencics, and in some cases, within agencies. These differences are being
resolved by several vocabulary standardization groups, among them Federal
Information Processing (FIP) task group Snand its successors and the
American National Standards Institute (ANSI) X.3.5 committee on vocabulary.
However, the definitions in the vocabulary have not been standardized to
the cxtent that flow chart symbols have been in ANSI Standard X3.12-1968,
Flowchart Symbols and Their Usage in Information Processing.

Accordingly, better guidance for appraising data and documentation files can
usually be achieved by studying the high-level system flow charts in addi-
tion to the narrative description found in the system documentation files.
The system files arc cnumerated and described in part Il of the schedule.
This section has been written based on the fact that virtually all ADP

systems arc composed of a small number of basic procedure types connected .
in sequences that can be called modules. The text and charts in the follow-

ing sections arc organized around this concept. Almost all existing ADP

systems can be analyzed into portions or groupings of thesec charts.

2. The Elements of Data-Processing Systems

Data processing systems are composed of four basic classesn hardware, soft-
ware, pcoplewarc, and data files. The hardware consists of the central
processing unit and all of its peripheral devices and rccording media. The
software consists of the machine instructions that direct the hardware to
perform the processing. Peoplcware is listed in parts I and 1l and consists
of specifications, hard copy documentation, and user manuals for all per-
sonnel involved in running a system. The data files themselves are listed
and described in part III. Appraisal criteria for them will constitute the
bulk of sections 3 and 4, below.

. ®
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2.1 Hardwarce

Computer hardware and recording media arc still undergoing reclatively rapid
cvolution, and this presents a prohlem in finding cquipment that can suc-
cessfully rcad somec older machine rcadable files. Files to be rctained per-
mancntly may have to be recopicd periodically onto newer media or totally
converted in format and most other physical characteristics. Since costs
for this type of work are declining, this situation prescents no unduc bur-
den to the holder of this «lata. In gencralg the property valuc and conver-
sion costs of machine rcadable reccords are less than onc-tenth of 1 percent
of the data collection and cditing costs of the informmation rccorded on it.
Upon consultation, the Office of the National Archives, National Archives
and Records Scrvice, will rccommend procedures and techniques necded for
the physical prescrvation of the record content beyond the life of the
rccording medium.

2.2 Software /

This is divided into two main types, systems and appidcation softwarec.
System softwarc is furnished by the computer manufacturer and is designed .
primarily to manage the available resources of the computer complex in an
cfficient manncr. The computer complex consists of the central processor
and its attached peripheral devices, such as card rcaders, magnetic tape
drives, high spced printers, and other cquipment. In general, this type of
softwarc is not rclated to any specific file or record maintained in an in-
stallation. Tt is, thercfore, of no permanent valuc cxcept to the history
of the development of computer scicnce. Sclected portions of systems soft-
warc specifications arc useful for rcading files produced on onc computer
with another cquipment configuration. |llowever, this information may be
documented in less than one page and does not requirc cxtensive documenta-
tion. Subclasses of system softwarc include utility, operating system,
sorts, merge, and compiler software.

An cxccption is application softwarc written in onc of the standardized
machine independent programming languages. COBOL, FORTRAN, and PL-1 are
the three most widely used of such languages. In most cases, application
softwarc written in these languages may be considered for retention with
the reclated files. towever, only a small portion of the total softwarc
written for an application nced be retained permanently. For cxample, a
file that has hecen closed off and covers a specific period of time will not
be updated. Therefore, the update softwarc is unlikely to be cver required
again and is disposable.
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If the file is a large complex data base designed to service many in-
quiries, retention of the query software may be warranted. However, much
good query software is commercially available to handle the problems of
fide inquiry. Therefore, retention of this software is less important than
retention of user documentation described in section 2.3 below.

The final class of software that may have permanent value is that used in
computer simulation work. There are several software systems that have
been used in policy formulation and evaluation work for high-level manage-
ment in agencies. The three best known such software systems are SIM-
SCRIPT,DYNAMO, and GPSS (General Purpose Systems Simulator). Like COBOL
and FORTRAN, these systems arc avaidable for most computers on the market.
It is also likely that they will continue to be available for the foresee-
able future. What is important to save in such applications arc the source
program decks. The policy alternatives and much of the information on a
project is contained in these decks and they often constitute records of
intrinsic historical value. Economic and financial projection models and
war ghme software arc typical examples.

2.3 Peoglewarc

A wide variety of hard copy documentation is produced in data processing
systems. Peopleware is that documentation required by the personnel in-
volved in the design, development, operation and maintenance of ADPn
systems. The files are listed in parts I and II of this schedule. Of
interest in this section are primarily those files required for the direct
servicing of fides declared pennanentn

The basic concept to grasp in data processing is that the record consti- ‘
tutes a representation of an event and not the event itself. As such, the
representation or record may have been recorded by a sensor (as in scien-

tific measurement) or may have been transcribed and encoded from some

other document or document group as in all transaction reporting. In

cither case, a rescarcher needs to know what kind of transformations oc-

curred between the actual event and its representation on magnetic tape.

This knowledge is in the documentation described in part II of this

schedule.

For example, most housekeeping systems usually encode events using elabor-
ate code tables rather than narrative fields on the record. A payroll
system may have dozens of deduction codec possibilities as well as an equal
number of pay plans. Typical codes would represent bond deductions, local
tax rates for States and municipalities, bond and charity deductions, over-
time and premium shift differential rates, etc. In scientific work, in-
strument readings represent observations of physical phenomena and other
occurrences.

Each time a transaction is encoded or instrument reading is made, there is
a possibility of an error or distortion ‘taking place in the process. The
errors may be simple random occurrences such as digit transposition by key-
punch operators or transcribers, or systematic because of some bias in

the recording instrument or observer. In general, the scientist attempts

" e @
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to calibrate his instruments and adjusts instrument readings for other
known factors, and the systems accountant devises consistency checks,
batch totals, and clerical training programs to assure ''accurate' record-
ing of his data.

Permanent records of this class include the file and input specifica-
tions (items 7-10 of part II) along with the final version of the re-
lated tape file. They tel! a future user of the probable quality and
coverage of the file and, for those with much encoding such as account-
ing files, the mecaning of all of the descriptive data fields along with
the bias and judgement that went into transcribing a record of an event
into a coded element. Some portions of system-operating procedures and
user guides (inems 13-15 of part 11} are also useful for later reference
work., These records arc essential for determining how the related data
files were usced for operations and research- and must be retained even if
the rclated software is disposed.

3. Data-Processing Systems Flow Charts and Their Use in File Appraisal

Data records in ADP systems are processed both manually and mechanically
before finally residing in a file as a correct record. This section
presents typical systems charts found in the high-level documentation of
most such applications. These charts should be used by an appraiser for
determining which files among many are most useful for permanent retention.

Data processing systems arc categorized by two sets of terms. One break-
down is between continuing and one-time systems; the second is between
real-time and batch-processing systcms. Real-time systems handle one tran-
saction at a time and complete the function of posting and validation
before going on to the next transaction. These operations occur at the
time the actual real world event occurs or at the latest, soon afterward.
Batch-processing systems perform onc stage of processing {or a group (or
batch) of transactions. These operations occur after the real world event
took place. The delays may range from hours in some cases to months in
others.

continuing systems arc thosc which uarc run periodically with a repetition ’
rate ranging from a.few hours to a year. Most housekecping systems arc of
this type. The most. familiar applications arc for payrolls, inventory
contro!, and financial management. Although the file contents are contin-
ually changing, such systems have high continuity from one period to the
next and arc well documented for auditing and operational purposcs. One-
time systems dre less well documented than continuing systemsn ‘There is
usually pressure to deliver the results in the form of reports within a
time constraint. Many undocumented ad hoc decisions are made during the
course of these projects to meet project deadlines, which result in files
containing data errors that may not reflect the contents of published
results. Surveys, simulation projects, and censuses fall into this cate-

gory.
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various combinations of thesc attributes arec found in ADP systems. Real-
time systems arc usced in continuous housckeeping systems, the most notable
being military command and control and airline reservation applications.
Batch processing is used for both one-timé and continuous systems and con-
stitutes the bulk of existing data-processing applicationsn

The files in all types of.systems arc incrcasingiy being put on mass

storage devices such as disks rather than tape. However, even in recal-

time systems, backup and recovery procedures dictate that magnetic tape
copies of the file be created. These arc usually called cither "file dumps'
or ''safe-data dumps.'" They arc also crcated for running off summary rcports
since total file scanning of disk files is inefficient. These files can be
appraiscd in the same manner as tape resident files.

3.1 Input and Updatec Subsystem Phascs

These two phases are common to all data-processing systems that involvo
fildec maintcnance. Two typical flow charts arec shown and labelled 'Genera-
lized Input {pdate.” They show the processing steps taken to record, con-
vert, check, edit, and post a record to a file for later usc.

3.1.1 Source Data Conversion Phase

Data can be converted to machine rcadable form by several methods. ¥or-
merly, data were transcribed from source documents onto transcript sheets.
They were keypunched, converted to magnetic tape, and then processed. More
recent methods cither record machine readable data onto source documents
(turnaround docwnents) or accept input directly into computers through key-
board-driven terminals (source data automation)n

The data control function is closcly interwoven with the mechanical conver-
sion process. Onc part of data control consists of keeping count of the
documents in cach batch to be processed and control! the totals of one or
morec quantity fields. [xamples would be dollar totals and counts of checks
or invoices. The other part of data control is the manual editing of source
documents. Such editing consists of checking codes and resolving errors.

The typical sequence is shown on the chart centitled "Generalized Input
Update [."" A manual-handling phasc is followed by a media conversion step.
The machine rcadable transaction is further validated by a series of com-
puter runs. [rrors may be introduced and detected during cach stage of the
process. Carrecction procedures depend on the stage at which the error is
detected, the type of error, and the conversion hardware used. For example,
in keypunch-oricented systems, verification is used to minimize conversion
errors whilc the computer passes arc uscd to catch logical and transcrip-
tion errors. Somec systems combine error detection and correction processes
by attaching the conversion cquipment to a computer.
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However many steps and cycles occur in the process, the end product is
usually called a raw data tape. Other names used are unsorted transac-
tions, partially edited transactions, sorted preliminary update file, and
the like. '

Raw data tapes arc seldom of any permanent value since they contain erro-
neous and duplicate records. A possible exception in.the case of real-time
systems where the tape may be named "logging file' in such applications as
message switching or production control systems. Usually such tapes.are
kept for a short period of time as backup to recreate a real-time file.

The sole other usage is for system test data or some simple transaction
counting for real-time system work load studies.

3.1.2 Edit Phase-Sorts and Validity Checks

Many tapes with records of temporary value arc produced at this stage.
Another .common designation for these tapes is work tapes. This phase or
module processes transaction files against various editing and validation
criteria. These criteria may be found in a computer program, such as a
table of valid transaction codes, or in a subsidiary master file, such as

- valid account numbers or a name and address file. Other common checks per-
formed here are for numeric characters in quantity fields, transaction
batch totals, transaction counts, and consistency checks.

The output of such a phase is a file of partially validated transactions.
Two methods are used in handling errors at this time. [n one invalid tran-
saction items arc listed-on a printer along with the error indicators for
immediate correction on a batch basis. [n other systems, erroneous records
are coded to indicate the presence of certain errors, but are not deleted
from the transaction file. Instead, they are kept in the transaction file
for still further checks in the update program itself. This gives a con-
solidated error listing at one time for a given batch of transactions. The
most common additional tests performed on the data would be tests against
the master file key itself. Examples are transactions that attempt to de-
lete a nonexistent record or insert a.duplicate record into a file; others
may be quantities that are checked for ''reasonableness."

3.1.3 Update Master File or Data Base Phase

The edit phase's output is the updating run's input. This is shown in
"Generalized Input Update I1." If the file contains only one application,
such as accounts payable or recccivahle, it is normally called a ''master
file." [If it contains data from a series of applications, or summary data
from a variety of sourcespy then it is a ''data base." Under certain circum-
stances, an individual transaction and status report is the direct concern
of an organization's top management. Examples are status reports for an
important research and development project, construction job, or loan--all
of which might have enduring value. :
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‘There arc several types of master files. In some systems, they include
only currently active records. Purged master file records are periodi-
cally transferred to dormant account (history) files. Personnel and pay-
roll files are typical, with the purge generally occurring at year's end.
Many other files are cumulative and continue to grow in size depending
upon the application. As in the case of paper records, frequency of use
is the major criterion when deciding the length of time "detailed trans-
actions” will remain on the master file.

In the casc of periodically updated files, where transactions are deletcod,
purged records are often merged into historical files. These files &
valuable. However, they may lack data found on the master reccord filc.
Therefore, both the merged periodic transaction file and the master file
should be rctained. Items 13-15 of part III denote the types of trans-
action files created. Items 16-32 of part III furnish disposimion critcria
for master files.

Master fides are seldom updated for a given period in a single update pass'
Some errors cannot be detected until the actual posting attempt is made.
This creates a series of '"interim' master files. The only valid file
would be the onc from which the periodic output was run. Usually, process-
ing deadlines dctemnine which version is 'valid." Interim master files are
usually retained for short pcriods as backup tapes for the final master
file. (Sce items 44 and 45 of part I11.) This retention plan is called
the 'grandfather system." 1In appraising master files for permanent reten-
tion, it is prefcrable to rctain the "as of" date from the official files.
While this is usually possible, therc are many cycle-billing systems in
which the master file is never completely purged of detail transactions--
thus never complete. In such cases, it may be preferable to retain ex-
tracts of the master file made for reporting purposes and audit trails
rather than the master file itsclf. Items 39-43 of part [IIl describe al-
ternative selections to master record tapes. '

3.2 Report Generation Phase

This scction describes the files, processing, and software uscd to produce
output from ADP systemsm The chart labeled '""Report Generation Phase' shows
the usual processing sequence in such modules from the machine rcadable
record to the final printed report or listing. Since mass, random-access
storage is increasingly used, the chart shows tape and disk filcs used in-
terchangeably, although in practice one or the other medium will predomin-
ate.

As indicated previously, unless its usefulness or transferability to future
computing systems is assured, it is unnecessary to retain output-oriented

software. This evaluation should be ad hoc.

3.2.1 Report Data Extract and Format Phase

1f the printed report and the master file are in identical scquence, the
data seiection, tabulation, and printing phase may occur in one program.
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This is characteristic of billing, payroll, and most housckccping 3ystems.
However, often it is necessary to print the report in a sequence diffcrent
from that of the master file. The usc of a sort will rescquence the selec-
ted records as desired, creating a serics of intermediate work files be-
tween the master file and the printed output. The flowchart labeled
'""Report Generation Phase' shows both tapes and disk files in thec process-
ing sequence.

Newer computers and opcrating systems seldom produce work tapes exccpt for
the largest multireel files. The intermediate files reside on disk as
transicnt files within the "job stream.t (Sec item 4, part IV.) The input
file, the job control deck, and the final printed output only are visible
to the uninformed. Thus, seldom is there need to retain intcrmediate

files because they can always be recreated from the master file.

In onc case, cxtract files are useful and should be rctained. Files that
contain ''statistical samples' of the entire body of data often have long-
term value when the mcthodology is documented. These sample files, along
with appropriate weighting factors and stripped of identifying information
disclosing individual persons or cstablishments arc immcdiately relcasable
for public research.

The next problem is to determine which of several work files to retain. In
generaln this depends upon the degrec of decoding stub descriptors required
to interprct the file. tlcavily encoded files with little or no narrative
description are suitable provided that the stub descriptor files and tables
required for human reading and interpretation are of rcasonable length.
When the code is a Federal Information Processing Standard, the length of
the code tablc is unimportant. An cxample is the table of State and county
codes of the United States with morc than 3,000 entries. Tables of less
than 200 cntries developed for individual agencies or one-timc studies may
be reasonably lcft cncoded as they can be decoded by simple computer pro-
grams. Tor large code tables stub descriptions are preferable for long-
term preservation. '

3.22 Onc or More Sorting Runs

Extract files are often in the wrong scquence for producing reports or
required tabulations. In fact, the same file may be sorted into as many

as 10 different sequences for different types of analysis and tabulation.
The criteria for rctention of sorted work tapes arc the same as for cxtract
tapes described above. The output of this phase is a sorted work tape or
file ready for tabulation, summarization, and editing.

This type of filc on tape is often a useful research file, particularly if
there has been-some editing and if interpreting has been performed. In
gencral, continuing administrative systems have relatively few processing
steps betwecn the first extract run and the final output pass. This is

di fferent from onc-timc reports as described in section 4 below.
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3.2.3 Tabulation Run

The inputs to the tabulation run are the sorted work files, and usually
with a stub descriptor file. The stub. descriptor file ts invariably

used when a very large list of codes must be displayed in plain text. If
it is on magnetic tape, onc or more sorting runs are typically required of
the extract tape in order to apply the descriptors. If on disk, most of
this decoding can be performed during the tabulation run. When files are
considered for retention, the information necessary to decide such data
clements must be retained. This may either be a hard copy document as de-
scribed in section 2.3 above or a machine readable file.

The final output of a tabulation run may consist of either summary data
files or a print tape (items 39 and 41 of part 111). Summary data files
may also serve as publication tapes (item 40 of part 1I11) when they arc
reproduced and disseminated to the public and/or Federal agencics.
Summary data files are occasionally used as input for published and
widely disseminated printed reports.

Many installations do not use print tapes when they produce a computer
listing or report. Instead, the data are temporarily transcribed on
disks until the printed report is complete. However, tapes can be
created upon specific request if there is a known demand and further use
for the same information in machine readable form. This procedure is
often followed by producers of general proposal statistics.

When a tape file may be classified under more than one of these three
.categorics, disposal is not authorized by this schedule.

4. One-Time Surveys and Report Generation Svstems

The sequence of operations in one-time surveys, censuses, and tabula-
tions is shown in the following two charts. When the flow process
charts are compared to the:typical continuous file maintenance system,
the similarities are evident. The basic difference between continuously
running systems and one-time jobs is the much higher amount of manual
cditing and encoding required. Unless the job is a very large effort
with many thousands of obscrvations, the forms used allow somewhat more
variability in field entries than accounting type documents. Since line
respondents to these surveys rarely have an opportunity to correct the
imputs, much more manual editing and encoding is required to correct
(clean up) a file prior to its use in tabulations.

As the second sheet shows, there is a file buildup process which occurs
with no changes occurring to individual records after they have entered
the fil2. Where a multiplicity of systems and sources feed the file,
the individual records arec usually of variable length to minimize
storage requirements.

Documentatioa for such systems contains complex record formats but in-
cludes few of the claboratc codes found .in administrative systems.
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When these files are retained, it is important to identify the original
sources of infonnation, the instructions to respondents for filling out
the forms, together with sample forms, and the dircctions given to the
response form cditors for proper interpretation and secondary usage of
these files. Most such files are described in part 11 of this schedule.

5. Adjustments in Onc-Time Jobs

A variety of additions, changes, and deletions can occur in either indivi-

dual or groups of entries within a file at any stage of processing. They

can occur for a variety of reasons and lead to magnctic tapc files of

different accessibility and validity. If the files are to be rctained per-

manently, it is important to document the corrections and adjustments.

This record of changes constitutes the equivalent of the accountantis audit -
trail for evaluating the accuracy of a financial file.

If a payroll record contains an error, the originating office usually hears .
about it in short order, particularly when an employee is short changed

In sample surveys, rcspondents seldom correct reporting and transcription

errors unless elaborate procedures have been established for a review of

the machine-prepared record. This corrcction and review process almost

always occurs in accounting systems, while cost usually precludes this

process in most one-time jobs.

Thereforec, such files of recorded obscrvations contain a variety of errors

which in sunmary tabulations are nonscnse cntries. For cxample, male

widows may appear in a tabulation. Such errors arise from a number of

causes. Correction of the tabulations can be made at any step in the .
process between the final survey file and the printed report. The accom-

panying flow chart shows thec points in the procedurc where this is usually

made. '

If the crror is thought to be a random event, the illogical counts are gen-
erally distributed to all other possible categories and deletcd from the
tabulation array. This would lead to a discrepancy betwcen the published
tablc and the final master file. The illogical records would remain in the
file uncorrected.

Systematic final edited master errors also occur frequently in encoding
and processing. In thesc cases, the summary file may be corrected by
moving the entirc nonscnse count to the correct location in the table.
These errors can also be corrected in the final master file using the
computer.

Another common adjustment operation occurs when a tabulation discloses in-
dividual confidential information. Confidcntiality is protected in one of
three ways: 1) by deleting the entry on the summary file and combining
with enough other tabular entrics to eliminate individual disclosure, 2)
by correcting the print tape, and 3) by corrccting only the printed
report. In the first mcthod the summary file is releasable to the public.
In the second, thc summary filec is not releasable to the public, but the

print file is.
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