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AVAILABILITY NOTICE

Availability of Referonce Materials Cited in NRC Publications

Most documents cited in NRC publications will be available from one of te following
sources:

1. The NRC Public Document Room, 2120 L Street, NW., Lower Level, Washington, DC
20555

L The Superintendent of Documents, U S. Government Printing Office, P.O. Box 37002, |
Washington, DC 20013-7082

3. Tlio National Technical information Service, Springfield VA 22161

Although the listing that follows represents the majority of documents cited in NRC publica-
tions, it is not intended to be exhaustive.

Referenced documents available for inspection and copying for a fee from the NRC Public
Document Room include NRC correspondence and internal NRC memoranda; NRC bulletins,
circulars, information noticos, inspection and investigation notices; licenseo event reports;
vendor reports and correspondence: Commission oapers; and applicant and licensee docu.
monts and correspondence.

The following documents in the NUREG series are available for purchasa from the GPO Sales
Program formal NRC stati and contractor reports, NRC-sponsored conference proceed-
ings, intomational agreement reports, grant publications, and NRC booklets and brocnutes.
Also available are regulatory guides, NRC regulations in the Code of Federal Regulations,
and Nuclear Regulatory Commission Issuances.

Documents availabl6 from the National Technical Information Service include NUREG sories
reports and technical reports prepared by other Federal agencies and reports prepared by
the Atomic Energy Commission, forerunner agency to the Nuclear Regulatory Commission.

Documents available from public and special technical libranes includo all open hterature
items, such as books, journal articles, and transactions. Federal Register notices, Federal
and State legisbtion, and congressional reports can usuahy be obtained from these
libraries.

I

Documents such as theses, dissertations, foreign reports and translations, and non-NRC
conference proceedings are available for purchase from the organization sponsoring the
publication cited.

Single copies of NRC draft reports are available free, to the extent of supply, upor; written
request to the Office of Administration Distribution and Mail Services Section, U.S. Nuclear
Regulatory Commission. Washington, DC 20555,

Copies of industry codes and standards used in a substantive manner in the NRC regulatory
process are maintained at the NRC Library, 7920 Norfolk Avenue, Bethesda, Maryland, for'
use by the public. Codes and standards are usually copyrighted and may be purchased
from the originating organization or, if they are American National Standards, from the
American National Standards Institute,1430 Broadway, New Nork, NY 10018.
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INTRODUCTION TO THE NRC COMPREHENSIVE RECORDS
DISPOSITION SCHEDULE

The NRC Comprehensive Records Disposition Schedule (CRDS) provides the authorized
disposition for all NRC records. Each record schedule has been approved by the
appropriate NRC officials, and the General Accounting Office, when appropriate, ,

and is authorized by the Archivist of the United States. Application of the
disposition schedules is mandatory and is in accord with the National Archives
and Records Administration's regulations provided in 36 CFR Part 1228, "Disposi-
tion of Federal Records" and statutory requirements set forth in Title 44 U.S.-
Code, "Public Printing and Documents." NRC's implementing policies are contained
in NRC Management Directive 3.53, " Maintenance-and Disposition of NRC Officiel
Files and Records."

The CRDS is comprised of NRC Schedules (NRCS) 1 and 2 that apply -to NRC's unique
administrative and programmatic records, and General Records Schedules (GRS)
1-23 that apply to administrative records that are common to most agencies.
NRCS 1 applies to records common to all or most NRC offices, NRCS 2 applies to
the records unique to each NRC office ; Records that do not have an applicable
disposition schedule must be retained until disposition authority is obtained.
Procedures for establishing new schedules or reviting the retention period for

-

existing schedules ree provided in NRC Management Directive 3.53.

Official records are retained in a network of official file stations that are ,

managed by File Custodians. Each official file station Juss a " Files Maintenance-
( and Dispos'ition Plan" (NRC Form 306) that correlates .the record schedule'with

each record collection retained at the file location. Records Liaisnn Officers
etain a collection of these plans to ensure availability to staff.

Procedures for the retirement or disposal of NRC records are: issued from the
Information and Records Management-Branch, Division of Information Support Ser-

-

vices Office of Information Resources Management. Comments:or3 questions
regarding the Comprehensive Records Disposition Schedule or its application may-
be directed to the Chief, Information and Records Management Branch.

.
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NRC SCHEDULE 1

RECORDS COMMON TO MOST OFFICES

PART 1. ADMINISTRATIVE FILES COMMON TO MOST OFFICES

NAPA
ITEM APFROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

1. Employee Travel Files
_

Correspondence, requests, travel Cut off at close-of NC1-431-81-5
authorizations and orders, fiscal year. Destroy Item 1.1.6
itineraries, travel vouchers when 1 year old,
and similar papers pertaining to
employee travel exclusive of
records maintained in the Office
of the Controller.

2. Office General Personnel
Files

Documents that relate to the cut off at close of NC1-431-81-5
day-to-day administration of fiscal year. Destroy item 1.1.7
personnel in individual offices, when 2 years old.
Included are papers that relate

\ to attendance and overtime,
notices of holidays and hours
worked, notices and lists of

persons to attend training ses-
sions, papers concerning parti-
cipation in employee and com-
munity affairs;--campaigns,
drives; and comparable or
related papers arranged as
appropriate.

3. Office Organization Reference
Files

Documents relating to the or- Destroy when superseded, NC1-431-81-5
ganization and function of an obsolete, or no longer Item 1.1.4
office. Included are copies of needed for reference,
organization and functional
charts and statements; documents
relating to office staffing;
documents concerning functicnal
assignments and changes. Also
included are documents reflect-
ing minor changes in the office

p organization or functional

Q -assignments which are made by
the office chief.

1.1.1

'

- _ . - _ - _ - _ .
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RECORDS COMMON TO MOST OFFICES i

NARA 4

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

4. Policy and Precedent
Reference Files

Copies of documents estab- Destroy when organiza- NC1-431-81-5 $

lishing policy or precedents tional unit is discon- Item 1.1.12
pertinent to future and con- tinued nr when documents >

tinuing actions. Normally, become obsolete or are
policy and precedent files are no longer are no longer
maintained at operating levels needed for operating or-

levels and consist of extra reference purposes.
copies of operating procedures,
statements of policy or proce-
dure, examples of typical cases,
and other documents duplicated
in official files. Original
or cfficial record copies will
NOT be placed in this file. This
file consists of non-t-ecord
copies maintained only for
convenience of reference.

6

5, Reading or Chronological
cv _ Files

_

Extra copies of correspondence Cut off at close of fis- NC1-431-81-5
prepared and maintained by the cal year. Destroy when Item 1.1.11
originating office, used solely. 1 year old or when refer-
as a reading or reference file ence value has been
for the convenience of exhausted, whichever is
personnel, sooner.

Exceptigl

Applicable to the Com-
missioners' chronological
file of outgoing cor-
respondence comprised
of letters signed by the
Commissioners. See NRC

^

Schedule 2, Part 6,
Item 1.

6. Reference Publication Files

Copies of NRC internal and/ Destroy _when superseded, NCl-431-81-5
or external directives, and obsolete, or no longer item 1.1.14

1.1.2

_ _ _ _ _ _ _ _ _ _ _ _ _
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O NRC SCHEDULE-1

RECORDS COMMON TO MOST OFFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION.

publications issued by needed for reference
other Government agencies purposes.
and non-governmental
crganizations maintained
for reference within an
office.

7. _ Reimbursable Agreements
and Contract Files

includes all-contractual and See General ' Records Sched- NC1-431-81-5
reimbursable agreement files ble 3, Item 3 'for autho- Item 1.1=.9
(under Memorandum of Under- rized disposition,
standing - 00E/NRC) pertaining
to work done fcr NRC by any
outside source.

8. Staff Working File

Reference -files maintained Destruy at the same time NCl-431-01-5
for convenience by individ- the related subject file Item 1.1.13
ual staff members.- Includes is destroyed, or earliers

copies-of _ docket materf ul and if no longer needed for
other records maintained in reference purposes,
official NRC files.

9. Technical Reference Files

Copies of documents retained Review annually and Nonrecord '
'

strictly for reference and destroy material of no (GRS-23-6
informational purposes and further reference value.- Oct.1982)which are not part of the

.

official files. Iaclude copies
of reports, studies, special
compilations of data, cirawings,
periodicals, books clippings,-
extra-(nonrecord) centes of
" policy and precedent" files,
brochures, catalogs, vendor
price lists, and-publications
prepared internally and exter-
nslly. Note: -Reference mate--
rials relevant to pennanent
records accessioned by or
scheduled to be accessioned by
the National Archives should be
offered to NARA.

1.1.3

- _ _ - - _ _ - _ - _ _ _ - -
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NRC SCHEDULE 1 '

RECORDS COMMON TO MOST OFFICES
.,

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION _ CITATION-

y

10. Vu-graphs

Vu-graphs maintained in any Destroy when no longer NCl-431-81-4
"M' office, needed. Item 2.c

11. Weekly Status Reports

files consist of internal Oestroy when one year NCl-431-81-5
narrative reports containing old. Item 1.1.8
items of interest on program
activities submitted by NRC
offices weekly to the
Commission.

.

~

O
-

<

, <

O
1.1.4

_ - _ _ - _ - _ _ _ _ _ - _ _ _ _ _
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NRC SCHEDULE 1-

RECORDS COMMON TO MOST OFFICES

PART 2. PROGRAMRATIC FILES COMMON TO MOST OFFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF R_ECORDS AUTHORIZED DISPOSITION CITATION

1. Committee and Confefegce Records
' a. Records relating to NC1-431-81-5

establishment, organi:0- Item 1.5.30
tion, membership and
policy.

(1) Interagency and Pernanent. Offer to NARA
international 10 years after NRC involve-
committees. aent terminates.

(2) Internal committees. Destroy 2 years afte~
tenn! nation of comm e.

b. Records created by
ommittees.

'
- (1) Agenda, minutes,

final reports, and
related records
documenting
accomplishments.

(a)- Records created Permanent. -Offer to-NARA
when NRC is the YO years after NRC involve-
sponsor agency, ment terminates.

(b) All other Destroy when 3 years.olo or
copies, when no longer needed-for

reference.
'

(2) All other . Destroy when 3 years old -

committee records.. or when no longer needed
-for reference.

2. General Program C'orrespondence.
Files (Subject Files)

Letters,~ memoranda, messages, NC1-431-81-5
studies, reports, forms, and Item 1.2.15'

.Other data documenting and/or
implementing plans, policies,

O- -procedures, accomplishments,
opinions, and' decisions

1.2.1-

. .

. . .

_ _ _- J
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EC0_R__DSCOMMONTOMOSTOFFICES

HARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

pertaining to N''C program and
staf f activitit. .

a. Program Correspon#nce Permanent. Cut off at
TTles~T{~0G'' office level _ close'OT fiscal year.
or above. These files Hold 2 years and retire
Ecument policymaking to WNRC. Offer to NARA
decisions or significant when 20 years old. 1

NRC program management
func tions. They are
accumulated by the Advisory
Committee or Rea; or Safe-
guards (ACRS), the Secretary
of the Coninission Office
Directors reporting to the j
Commission, and those
reporting to tie Office of
the Executive Director for
Operations and are filed '

in either large ,entral
'

collections or in decen-
tralized locatiors.
Excluded is that program,

correspondence which docu-
ments routine transactions
and covered by item 2.c.
below,

b. Program Correspondeme Cut off at close of
TOU maintained at the fiscal year. Hold 2 years
ifivision level and belcw and retire to FARC/WNRC as'

W NRC Headquarters _ appropriate. Destroy 10
Officesj nd in Regional years after cutoff.
Dffices

c. Routine Program Correspon- Destroy when two years
ifence Files maintained a_t old or sooner if purpose

~

all organizational levels, has been served.
Files documenti;g program
transactions of a routine
or recurring nature, the
record content of which is
summarized or duplicated in
Item 2.a. or b. above.

1.2.2

-
- - - - - - - - - _ _ - - _ - _ _ _ _ _
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NRC SCHEDULE 1

REC 0hD5_ COMMON TO MOST OFFICES

NARA "

1 TEM
APPROVED

NO. DESuilPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

3. Regula te"rv,jlistory Files for -
Proposet ai:d final Rulemakings

Case files decumenting proposed
and final rulemakings. Con-
tents include interoffh:e enr-
respondence, all source docu-
ments relied upon in preparing
proposed and final rules, public
comments. CRGR minutes and
recommendations. ACRS comments.

-Commission papers, transcripts.
indexes, and Federal Register+

Notices,

a. Official case files Permanent, Transfer to NC1-431-85-1'ocated in originating RHA 2 years after.issu- Item 1
offices of NRC. ance. Offer to NARA in

O -5-year blocks when 20
years old,

b. Indexes to official case Permanent. Offer to NARA
files maintained by the TE-5-year-blocks when
Regulatory Publications 20 years old.
Branch. Division of Freedom
of .information and Publi-
cations Services.

,

O
1.2.3

. -

.
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

FART 1. RECORDS OF fHE OFFICE OF ADMINISTRATION

The Office of Administration (ADM) is responsible for providing centralized
administrative services in the areas of procurement, property management, facil-
ities support, transportation, rulemaking support, Freedom of Information Act
requests, publications services, local public document rooms, and security.

The following record schedules were developed for records unique to ADM.
Reference NRC Schedule 1 " Records Conrnon To Most Offices", and the General
Records Schedules 1 through 23 for other applicable schedules. Applicable sche-
dules have been identified on the " Files Maintenance and Disposition Plans"
retained by the office Records Lietsm Officer.

-

NARA
ITEM

_ APPROVED
NO. DESCRIP110N OF RECORDS AUTH032fDDISPOSITION CITATION

.

1. Administrative Budget Contro_1
1ABC)

Tus system is a budget and Retain until it has been NCi-431-81-2
funds control and management determined by a competent item 13.l.1

4

O information system for items of NRC Official that data
concern for the Offi_ce of are no longer needed;
Administration. erase and reuse tape,

etc.

2. Central Personnel Clearance
Tndex (CPCI)

~

This batch-mode system maintains Retain until it has_been NC1-431-81-2
data and information on the determined by a. competent item 12.J.2security clearance status of NRC Official that data
NRC and NRC contractor person- are no longer needed;
nel. This system will be. _ erase and. reuse tape,
replaced by a redesigned and etc.
upgre.ded online system.

3. Classified Document Control
~

System (CDCs)-

The system maintains data and Retain until it bas been NC1-431-81-2'
information for the review of determined by a competent- Item 12.J.4-
document classification for NRC- Official that data
the determination of declas- are no longer needed;
sification or continued clas- _ erase and reuse tape,
sification of national security etc.
information and material accord-O ing to established criteria.

,

4

2.1,1

1--_----__
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NRC SCHEDULE 2

RECORDS OF NRC OFFICES

NARA
11EM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

4. _ Contracts System

The system maintains data and Retain until it has been NC1-431-81-2
information on contract pre- determined by a competent item 13.1.2
award, post-award and stetus, NRC Official that data
such as: action requested, are no longer needed;
date RTP issued, estimated cost, erase and reuse tape,
dollar value, award date, expi- etc.
ration date, contract type
number, contractor name, con-
tract title and program of fice
contact.

5. Directive Case files

Internal directives issued at
the Commission level, main-
tained in the Office of
Administration,

a. Record copy documenting Permanent. Offer to NARA NC1-431-81-5
important aspects of the when ITiyears old, item 1.5.31
development of the issuance.,

b. Working papers and Destroy 6 months after,
background material, directive is issued.

.

c. Other c.opies of directives. Destroy when superseded.
'

6.
TA_ug Testing Program Files
Or

lso reference cchedules under
GRS1-36)

a. Policies and Procedures for
Adm_inistering Drug Testing
Frogram

Documentation generated or Permanent. Offer to NARA N1-431-88-4
received and maintained by when 10 years old in 5 Item 1
the Division of Security year bloch,
that is representative of-
the formulation and imple-
mentation of the agency's
Drug Testing Program.

2.1.2

- -_ - _ _ _ _ - _ _ _ _ ___ _ _ _ _ _ _ _ - - _
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NRC SCHEDULE 2

. RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED

-NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

Official records-include
background authority for
programi e.g., E.O. 12564
and related legislation,=NRC
Drug Testing Plan, communi-
cations with HHS, including
ap)roval of NRC plan, and
ot1er supporting information
that-pertains to the devel-
opment and implementation of
the: NRC Drug Testing Program,

b. Random Selection of
Employees for Testing-

Records generated or N1-431-88-4
received by the Headquar- Item 2
ters Assistant Drug Program

O, Coordinator (HQ ADPC) that
cfficially document NRC's
procedures for selecting
employees for drug testing.
Records generated or:
received by the HQ ADPC
that officially-document
coordination with collection
contractors and other NRC-

-

staff regarding the notifi
cation and scheduling of

-employees selected to be
~ tested.

(1) Official, annotated,
dated, signed " Random
Test 8ists" or other

3' documentation that
represent the employ-
ees. consultants or
applicants slated fer-
drug testing, documen-
tation related to their '

selection, communica-
tions with' collection
contractors, supervi -
sors, Regional ADPCs,
site coordinators, etc.

2.1.3

__ __ __ - __
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NRC SCilEDULE 2

. RECORDS OF NR_C 0FFICEF-
,

NARA
ITEM APPROVED

'
NO. DESCRIPTION OF RECORDS Aulil0R17ED DISPOSITION L1 TAT 10N

regartling the schedul-
ing of employees for
testing, collection
contractor actual sche-
dules for testing, and -

similar documentation
that pertains to the
notification and sche-
duling of employees
selected for drug
testing.

(a) Rctords on tests Destroy when individual
yielding negative terminates employment or
results for consultant relationship
employees, con- with NRC.

I sultants and for
applicants who
enter on duty
with NRC.

'

(b) Records on tests Destroy two months after
yielding negative determination that appli-
results for appli- cant will not enter on
cants who do not duty,
enter on duty with
NRC.

(c) Records on tests Destroy following
yielding positive a dmiriis tre tive/ judicial
results for disposition and/or appeal
employees and rights of tested party cr
consultants, when the individual ter-

minates employment or,

consultant relationship
with the NRC, whichever

' is longer.

(d) Records on tests Destroy following
yielding positive administrative / judicial
results for appli- disposition and/or appeal
cants who do not rights of tested party or
enter on duty with after six months, which-
NRC. ever is longer.

.

2.1.4

''

__ _ _ _ _ - _ _ _ _ - - _
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NRC SCHEDULE 2

REC 0"' 0F NRC_0FFICES,

NARA
11EM APPROVED

NL DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

(2) Copies of scheduling Review documentation for
documentation received duplication. Consolidate
from collection non-duplicative material
contractor upon ter- with official files main-
mina tion - of. contract. tained by Headquarters

Assistant Drug Program
Coordinator (HQ ADPC) and
destroy dup 11cative mate-
rial inmediately.

(3) Documents and selection Transmit to Headquarters
lists used by Regional ADPC inmediately af ter
ADPC's and Site Coor- the collection of speci-
dinators, mens is completed,

c. , Drug Testing Program

(1) All records generated Permanent. Offer to NARA N1-431-88-4

O received and maintained when'10 years old in 5 Item 3
by the Headquarters year blocks.
ADPC that docun.cnt the
actual procedures and
process employed in
administering drug
testing, including data
necessary to ,pnsure
proper chain of custody-
procedures and account-
ability controls.

(2) Copies of documentation Review documentation for
received from the Medi- -duplication. Consolidate
cal Review Officer- non-duplicative material
(MRO)andcollection- with official files main --
Contractor u.pon. tained by Headquarters
termination of -ADPC.and destroy;oupli-
contract. cative material

immediat'ely.

.d. Drug Testing-Results

(1) All-records generated, . N1-431-88-4<

received and maintained item 4
by the Headquarters0 -ADPC that support the
results of each .indi-
vidual's' drug-testing,

,-

2;1.5-

_ _ _ i _ _ _ _ _ _ _ _ _ __ _ _ _
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NRC SCHEDULE 2
i

RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISP 0SITION CITATION

reports of individual
drug testing results,
notification of results
to employees / employing
personnel offices,
notification of rea-
sonable suspicion, post
accident and followup
testing and related
documentation that per-
tains to drug testing
results and the dis-
position thereof.

(a) Records on tests Destroy when individual
yieldi.19 negative terminates employment or
results for consultant relationship
employees, con- with NRC.
sultants and for
applicants who
enter on duty
with NRC.

(b) Records on tests Destroy two months after
yielding negative determination that appli-
results for appli- cant will not enter on
cants who do not duty,
enter on duty with
NRC,

(c) Records on tests Destroy following
yielding positive administrative / judicial
results for disposition and/or appeal
employees and rights of tested party or
consultants. when the individual ter-

minates employment or
consultant relationship
with the NRC,5hichever
is longer.

(d) Records on tests Destroy followi1g
yielding positive administrative / judicial
results for appli- disposition and/or appeal
cants who do not rights of tested party or
enter on duty with after six months, which-
NRC. ever is longer.

2.1.6
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

(2) All records from the Review documentation for
MRO used to support duplication. Consolidate
MRO's determination non-duplicative material
that-individuals test with official files main-
results are accurate._ tained by Headquarters '

Documentation inclur'es ADPC and destroy duplica-
evaluation of medical tive material immediately.
reports, results of
interviews,-written
statements, information
regarding-the use of
prescription or non-
prescri ation drugs,
type su) stance used in
the past, frequency of
use, and related
documentation.

(3) Copies of documentation Review documentation for
received from the MRO,- duplication. Consolidate
the Collection Con- non duplicative material
tractor, and the Labo- with official' files main-
ratory-Testing Contrac- tained by Headquarters
tor upon termination of ADPC and destroy dupli-
contract, cative material

immediately.-

(4) Statistical reports and Destroy when 5 years old.
other summary data
which NRC may collect
and develop in order to
comply.with annual
reporting requirenents
to Congress on NRC drug-

-

testing activities.

e. Disciplinary Action.

(1) Documentation gen- Destroy 4 years ~ after GRS-1. Item
. . _ _ _ - . - _ . erated,~_ received and case as closed.. .30.b..

maintained by the.
supervisor to support-
disciplinary action

O taken against an
Q employee because of1

illegal use of drugs _,

2.1.7
- _ _ _ _ _ - . _ _ - - _ _ _ _ _ _ _ _ _ . _ = _ _ _ _ _ _ __ ___ _ _ _ _ _ _ .
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NRC SCHEDULE 2

RECORDS OF NRC OFFICES

NARA
ITEM APPROVED
HO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

verified positive
urinalysis findings,
possession of illegal
drugs on duty / agency
property, drug traf-
ficking, failure to
comply with procedures
during collection of
specimen for drug test-
ing, failure to provide
specimen, tampering
with specimen, and

.

similar actions.

7. Grants' Files
IKlso reference GRS 3-14. " Grant
Administrative files.")

a. Case files of contracts, Destroy 6 years and NCl-431-81-5
reports, studies, agree- three months after case item 1.5.33
ments, correspondence, and is closed.
other records - lating
to receipt, award, and
monitoring of grants.

b. Reports, books, studies, or _P_e rma n e n t . Offer to NARA
any other final grant pro- when 10 years old,
duct and related records
accumulated in the Division
of Contracts and Property
Management.

8. Graphic Arts Files

a. Original artwork line and Destroy when no longer NC1-431-81-4*
half-tone r.egatives, and needed for publication item 2
other camera-ready copy pre- or reprinting,
pared for brochures, posters
and other NRC publications -

by the Division of Freedom
of Information and Publica-
tions Services, Office of

Administration.

O
2.1.8

. _ _ _ _
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RECORDS OF NRC 0FFICES

NARA

ITEM APPROVED
NO. DESCRIPTION OF 1;90RDS AUTHORIZED DISPOSITION CITATION

9. Holding Action System (HAS)

This system maintains locator Retain until it has been NC1 431-81-2
information on all documents it; determined by a competent item 13.1.9
the printing and distribution NRC Official that data are
cycle. no longer needed; erase and

reuse tape, etc.

10. -Organizational Records - - - -

-a. Official organization
charts, telephone books
and related records which
document the organization
and functions of the agency.

(1) Record copy maintained ' Permanent. Offer to NARA NC1-431-81-5
by the Office of when 10 years old. 1 m 1.5.35
Administration.

(2) All other copies. Destroy when superseced
or obsolete.-

11. Property and Supply System (PASS)

The Property and Supply System Retain until it has been NC1-431-81-2
maintains records of all NRC

_
determined by a competent Item.13.1.4

actions concerning property and NRC Official that dataa

supplies examples such as: pro- are no longer needed;
perty and supply transactions, erase and reuse tape, etc.
maintenance transactions, ware-
house inventory, consumable
usage, stockage reorder points.
NRC item identification catalog,
abnormal maintenance incident
rates, fiscal data for contract
renewal and suspense items over-
due return from vendor.

12. Security Policy Files

Manuals directives, plans, Permanent. Offer to NARA NC1-431-81-5
reports, and-correspondence when 10 years-old. Item 1.5.37

-O reflecting policies-and proce -
(/ 'dures developed by Division of

Security, Office of Administra-
tion in the administration and.

-2.1.9:
-
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NRC SCliEDULE 2 |

RECORDS OF NRC OfflCES

NARA i

ITEM APPROVED |
N0. DESCRIP'll0N OF RECORDS AUTHORIZED DISPOSITION CITATION !

direction of security and 1

protective services programs. !

13. Security Vin 1ations
IfM~enieT)~ N H { ~

me files relat'ng to inves- Permanent. Offer to NARA NC1-431-81-5
ugations of alleged security when 10 years old. Item 1.5,38

violations of exceptional his-
torical and evidential value.
Ma'itained by Division of Secu-
ri.y. Of fice of Administration.

14. Still Photography Files

a. Portraits of NRC Chairman
and Commissioners, maintained
by the Printing, Audiovisual,
and Mail Services Branch.
Office of Administration,
and photographs of reactor
sites and noteworthy NRC-
related activities.
Arranged by name or subject.

(1) The original negative Permanent. Break file NCl-431-81-4
and captioned print or every five years. Offer item 1.a
contact sheet, and to NARA five years after
inter-negative, if one file break,

exists.

(2) Duplicate prints main- Destroy when no longer
tained in any NRC needed
office,

b. 35mm color slides of reactor
sites, maintained by Print-
ing, Audiovisual, and Mail
Services Branch, Office of
Administration, arranged by
reactor name.

(1) The original trans- Permanent. Break file NC1-431-81-4
parency and one dupli- every five years. Offer Item 1.b
cate, if one exists, to NARA five years after

file break.

| 2.1.10

|
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. Dr$CRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

(2) Duplicate copies main- Destroy when no longer
tained by any NRC needed,
office.

c. Portraits of NRC officials Destroy when no longer
below the Commissioner needad.
Level, and photographs of
routine activities such as
awards, retirements, and
administrative functions,
maintained by the Printing,
Audiuvisuul, and Mail Ser-

/vices Branch, Office of
Administration.

15. Systems Security Records,

'' ""'" "'""' " '"''

CD Requests and authorization Destroy 2 years after NCl-431-81-5%

for individuals to have authorization expires. Item 1.5.39,

access to communication
security (COMSEC)
information.

b. Document and Material
Transfer Records

COMSEC document and material Destroy 2 years after -NCl-431-81-5
transfer records, package corrpletion of transaction. Item 1.5.39
package receipts and COMSEC
material reports, SF-153,

c. Inventory of COMSEC
Documents and Material

(1) Periodic inventories of' Destroy.after the suc . NCl-431-81-5
COMSEC documents and ceeding. inventory is sub- Item 1.5.39
material'in cases where mitted and verified.. tno discrepancies exist.

(2) Periodic inventories of- . Destroy after the suc
.

COMSEC documents and. .ceeding inventory-is sub-

O material where dis- mitted and verified and
crepancies exist. all discrepancies

resolved.

2.1.11
=

_ _ _ ____ma_.w.aure a Mu----"'-' '--~
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RECORDS OF NRC OFFICES

NARA

ITEM APPROVED |

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

(3) Inventories conducted Destroy 1 year after con- I

on change or absence ducted and verified and
of COMSEC custodian, all discrepancies

resolved.

(4) Inventories conducted Destroy when all purposes
periodically or on have been served.
change or absence of
COMSEC custodian where
irregularities exist
or have existed.

d. Loss or Compromise of
Accountable CDMSEC
Documents or Raterial

Message reports, letter Destroy only after NCl-431-81-5
reports or other documents accountability estab- Item 1.5.39
relating to loss or compro- lished or evidence of
mise of decountable COMSEC compromise negated.
documents or material.

e. Docurrent and Material
Destruction

Key card disposition record, Destroy when 2 years old. NCl-431-31-5
key list disposition record Item 1.5.39
and other records of
destruction of accountable
COMSEC documents or material.

f. Reportable Telecom-
munications insecurities

: Reports of any deviation or Destroy 5 years after NCl-431-81-5
incident which could all action has been item 1.5.39
adversely affect the completed,
security of-a tele-
communication system.

g. Security Proposals for the
| Establlshment of Centers and

Use of Equipment

Security proposals for the Destroy 2 years after the NC1-431-81-5
establishment of secure center is deactivated, Itam 1.5.39

2.1.12
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_ RECORDS OF NRC OFFICES

NARA
ITEM APPROVED
@0 DESCRIPTION OF RECORDS AUTHORIZED DISP 0SITION . CITATIONu

communications centers, equipment has been
installation of equipment replaced or system is.
or systems. changed.

h. Equipment

List of equipment comprising Destroy when no longer .NC1-431-81-5
a secure telcommunications applicable. . Item 1.5.39
system (e.g., terminal
equipment, cryptographic
equipment and modems).

'

i. Floor Plans

Floor plans of secure Destroy when secure NC1-431-81-5 4
communications centers. communications centers item 1.5.39,

showing the location of have been relocated.
equipmer.t. the construction

O of walls, floors and ceil-
ings of the room (s) or
separate architectural
details such as doors. --

windows or ducts.

j. Installation Drawings

Installation drawings, e.g., Destroy when equipment.. NC1-431-81-5
writing diagrams corduct has been replaced, item 1.5.39plans for the secure tele-
communications equipment..

k. Standard Operating
Instructions

Standard operating Destroy when-secure- NC1-431-81-5
instructions for secure communications center is Item 1.5.39
communications centers, no longer operable.

1. Tempest and Acctatic
. Tests

Documents' relating to' Destroy after subsequent . NC1-431-81-5,

Tempest tests or tests con- tests have been conducted item 1.5.39

O ducted of secure communica-- and results approved.
tions centers.

.I

2.1.13.
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RECORDS OF NRC 0FFICES

NARA

ITEM APPROVED -

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

m. Audio Countermeasure
Inspection FTfess

Records of sweep requests Destroy af ter the suc- NC1-431-81-5
(NRC Fom 337) and swee ceeding inspection is item 1.5.39
reports (NRC Form 336) p conducted.
relating to the examina-
tion and inspection using
sophisticated elect:onic
equipment.

16. yideo Record (ng Files

a. NRC-sponsored 3/4-inch video _Pe manent . Offer master NC1-431-81-4
productions intended for and one dubbing to NARA ltem 3
public distribution. These when no longer in current
include educational programs distribution,

produced by Los Alamos
Scientific Laboratory and
distributed by the National
Audiovisual Center,

b. Off-the-air recordings of Erase and reuse when no
media coverage of NRC- longer needed.
related activities and
events, or appearances of
NRC of ficials.

c. Origina) 3/4-inch video Permanent. Break file
recordings of public meet- every five years. Offer
ings, speeches, conferences, master and one dubbing to
testimony of NRC officials NARA five years after file
before Congress and other break,

hearings made and maintained
by the Printing Audiovisual,
and Mail Services Branch.
Office of Administration.

d. Video productiuns purchased Destroy-and reuse when no
from outside sources for longer needed,
technical training of NRC

| staff and maintained in the
Printing Audiovisual, and

I Mail Services Branch, Office

of Administration.

1

2.1.14
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RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

e. Duplicate dubbings of any Erase and reuse when no
recording described in a, b, . longer needed.
c, or d above maintained by
any NRC office.-

_ _ _

@

@

'
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NRC SCHEDULE 2

RECORDS OF NRC OFFICES

PART 2. RECORDS OF THE ADVISORY COMMITTEE ON NUCLEAR WASTE

The Advisory Committee on Nuclear Waste (ACNW) shall report to and advise the
Nuclear kegulatory Commission (NRC) on all aspects of nuclear waste management,
as appropriate, within the purview of NRC's regulatory responsibilities. The
artmary emphasis will be on disposal but will also include other aspects such as
nandling, processing, transporting,-storing, and safeguarding nuclear wastes
including spent fuel, nuclear wastes mixed with other hazardous substances, and-
uranium mill tailings. In performing its work, the Committee will examine and
report on specific areas of concern referred to it by the Commission or desig-
nated representatives of the Commission. The Committee is authorized to under-
take other studies and activities on its own initiative, as appropriate, to
carry out its responsibilities.-

The following record schedules were developed for records unique to the ACNW.
Reference NRC Schedule 1, ' Records Common to Most Offices", and the General
Records Schedules 1 through 23 for other apolicable schedules. Applicable
schedules have been identified on the " Files Maintenance and Disposition Plans"
retained by the office Records Liaison Officer.

'
NARAO NO.

ITEM APPROVED
_ DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

1. Advisory Committee on Nuclear
haste (ACNW) Project Case Files

a. Official project case files Permanent. Cut off files' N1-431-88-1 -
containing records generated annually and retire to item 1
or received by ACNW that re- IRMB when 2 years old.
flect the committee's anal- Offer to NARA when 20
yses and recommendations on years'old..

specific activities relating
to the regulation and licen-
sing of high-level waste re-
positories and low-level
waste disposal facilities.
Such activities include
handling, processing, trans-
porting, storing and safe-
guarding nuclear waste,
including but not limited to
spent fuel, nuclear waste-
mixed with other hazardous-
substances, and uranium mill

--tailings.

O
2.2.1
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RECORDS Of NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION Of RECORDS AUTH0RIZED DISPOSITION CllATION

*
b. All other copies Destroy when 2 years old

or when no longer needed
for reference.

2. Consultants Reports

Reports prepared by advisory Pennanent. Cut off files N1-431-88-1
committee consultants specific annually and retire to Item 3
to studies /special projects that IRMB when 2 years old,
are maintained by ALNW and used Offer to NARA when 20
to aid the ACNW in making recom- years old.
mendations to the Conunission end
to aid the Commission in
decision-makings that pertain
to all aspects of nuclear waste.

3. Minutes of the Conanittee

files maintained by the Secre- Pe rr.a ne_n_t . Cut off files N1-431-88-1
tary of ACNW containing certi- annually ~and retire to item 4
fied minutes of the general and IRMB when 2 years old.
subcommittee meetings with Offer to NARA when 20
appropriate enclosures arranged years old,
chronologically,

4. Program Correspondence filess

a. Rece- generated or re- Permanent. Cut off files N1-431-88-1
cei ry ACNW in the con- annually and retire to item 2
duct business that are IRMB when 2 years old.
used as bases for advising Offer to NARA when 20
the Comission on all as- years old. (SeeNRC
pects of the nuclear waste Schedule 1-2.2.a)
management progra-* e.g.,
its direction and imple-
mentation, and resulting
documentation that reflects
Commission policy making
decisions.

.

b. All other copies Destroy when 2 years old
or no longer needed for
reference.

O
2.2.2
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NRC SCHEDULE 2

_ RECORD 3 0F NRC 0FFICES

NARA

ITEM ADPROVED i

: NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION
4

5. Waste Management Licensing
Files

a. Copies of Waste Management Maintain for life of N1-431-88-1 ;

Licensing files maintained conrnittee. Item 5 ,

by ACNW and used for its
review and analysis of waste
management issues and the
formulation of recommenda-
tions to the Commission on i

the licensing of waste man--
agement activities. These -

files reflect the issuance '

of construction permits and i

the licensing of the U.S. !,

Department of Energy to
receive and possess bypro-
duct, source, and special

O nuclear material at a geo- !
'logic repository and the.
'

;- licensing of companies,
institutions and facilities a
to receive, possess and dis-
pose of low-level radioac-
tive wastes containing.
byproduct, source and spe-
cial nuclear material at a ,

land disposal-facility pur-
suant to Parts 60 and 61,
Title 10. Code of Federal
Regulations. Documents
include applications, sito
characterizations, licenses,
license amendments. and
related documentation.: 1 The
official record copy is

retained in NRC's File ,

Center and is scheduled
- under NRCS 2-19.2 and
2-19,3.

'

b' . - All other copies. Destroy when 2-years old-
. or when no longer needed
for reference ~ -

.

2.2.3

.
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NRC SCHEDULE 2 i

RECORDS OF NRC OFFICES

PART 3. RECORDS OF THE ADVISORY COMMITTEE ON REACTOR SAFEGUARDS !
_

The Advisory Connittee on Reactor Safeguards (ACRS) reviews safety studies and
applications for construction permits and facility opersting licenses, and makes
reports thereon; advises the Connission with regard to hazards of proposed or
existing reactor facilities and the adequacy of proposed reactor safety stan-
dards; upon request of the Department of Energy (00E), reviews and advises with
regard to the hazards of DOE nuclear activities and facilities;-reviews any gen-
eric issues or other matters referred to it by the Connission for advice. On its !
own initiative may conduct reviews of specific generic matters or nuclear facil-
ity safety-related items. Conducts studies of reactor safety research, prepares,
and submits annually to the U.S. Congress a report containing the results of such
study, ;

The following record schedules were developed for records unique to the ACRS.
Reference NRC Schedule 1, " Records Common to Most Offices", and the General -

Records Schedules 1 through 23 for other applicable schedules, Applicable
schedules have been identified on the " Files Maintenance and Disposition Plans"
retained by the office Records Liaison Officer.

NARA

O NO.
ITEM APPROVED

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION- CITATION

1. ACRS Members Personnel Files

Records pertaining to the Retain for life of com- NC1-431-81-5
background of individual mem- mittee, then destroy- Item 3.2
bers of the Committee and con- immediately,
taining information on their
activities during their member-
ship with the Connittee.

2. Annual-Reports of the ACRS to
the U.S., Congress

Reports pertaining to ACRS eval-- NC1-431-81-5
uation of the effectiveness of Item 8
NRC effort in reactor safety

.

research issued as NUREG docu-
ments and retained permanently
in microfiche form (See NRCS 2
Part14, item 8.a.2),

a. -Paper copies of annua) Destroy when microfiche-
reports, copies have been deter-

O mined to be an adequate
substitute for original':

| records.

| -2.3.1
__

L
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

NARA

ITEli APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

b. Reference copies of Retain for life of
microfiche. Consni ttee .

3. Classified Defense Information
TTie

Reports, correspondence and Permanent. Offer to NARA NCl-431-81-5
other recordsds pertaining to when 20 years old. Item 11
000 reactors and to DOE produc-
tion facilities, arranged by
subject.

4. Committee Files on Regulation
MITeITnes

Correspondence, memoranda, and Penna nent. Offer to NARA NCl-431-81-5
reports pertaining to committee when 20 years old. Item 5
and public comments on the for-
mulation of all NRC regulations
relating to nuclear operating
standards, arranged numerically
by NRC Regulatory Guide number.

,

5. Consultant Personnel Files

Correspondence, reports, and Destroy 10 years after NCl-431-81-5
other records pertaining to the termination of centract. Item 6
qualifications and employment
of outside technicai advisors,

or consultants under contract
with ACRS.

6. General Program Correspondence Apply the applicable dis- NCl-431-81-5
Tfles position standards con- ltem 3.1

tained in NRCS #1, Part 2,
item 2 subject to the
record-keeping require-
ments imposed by the
Federal Advisory Conunit-
tee Act (PL-92-463).

7. Keyword Index (KWIC/KWOC)

The ACRS Keyword Index provides Retain until it has been NC1-431-81-23

a means to identify and physi- determined by a competent Item 13.K -

cally locate any document that NRC Official that data

2.3.2

l
1
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RECORDS OF NRC 0FFICES

'
NARA

ITEM APPROVED
NO. DESCRIPTION _0_F_ _ REC 0_RDS AUTHORIZED DISPOSITION CITATION

has been received or generated are no longer neededt
by the ACRS. In addition, the erase and reuse tape,
system can track any action etc.
required by an ACRS member,
staff, fellow, or consultant in

response to incoming documents.

8. Minutes of the Committee

a. Complete set of formal pemanent. Offer to NARA NC1-431-81-5
minutes of general and when 20 years old. Item 3.3
subcommittee meetings with
all attachments. Arranged
chronologically,

b. Silver master of microfiche Destroy when no longer -

minutes prepared (without needed.
all attachments and contain-O ing some deletions) for '

Public Document Room use.

c. Reference copies of Destroy when no longer
microfiche, needed.

9. Nuclear Power Plant Docket Files

Official records documenting li- Maintain for-life of NC1-431-81-5
censing of the construction and- Committee. Item 10
operation of comnercial nuclear
reactors for power generation i
pursuant to Parts 2, 20, 50, 100
and 140 of Title 10 Code of
Federal Regulations. Material
consists of individual applicant
case files. identified by as--
signed docket numbers, contain-
ing copies of all documents
received or-generated in the
review, evaluation, and authori-
zation_ stages of the licensing
process.. Sources of documents
included in case files are:
applicant utility org 11zation;

-NRC/ Regulatory Officer.;- Federal
( and State agencies; safety

boards and comittees,; private
organizations'and parties

- - - - . - - - - - 2.3.3 - -- -
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NRC SCHEDULE F

RECORDS OF NRC 0FFICES

NARA

ITEM APPROVED

NO. DESCRIPil0N OF RECORDS AUTHORIZED DISPOSITION CITATION

intervenors, and individuals
corinenting on licensing action!..

10. riuclear Reactor Project Files

Case files on individual nuclear Pe nna nent. Offer to NARA NC1-431-81-5
reactors including correspon- 10 years after termination Item 9
dence memoranda, studies, re- of license.
ports, and analyses pertaining
to nucicar safety-related mat-
ters. Arranged alphabetically
by name of reactor,

11. Reports of Consultants

Reports submitted by advisory
consultants, pertaining to
various aspects of nuclear
reactor safety.

a. Silver master and one diazo Permanent. Offer to NARA NC1-431-81-5
cooy for each formal report, when 207 ears old, item 7

b. Extra copies of reports in Destroy when no longer
paper or microfilm form. needed for reference.

12. Transcripts of ACRS Meetings

Transcripts of verbatim accounts
.

of all general and subcommittee
! meetings,

a. Paper copiec of transcripts. Destroy when microfiche NCl-431-81-5
copies have been deter- Item 4

.

mined to be an adequate|
substitute for original
records.

b. Silver master and diazo Permanent. Offer to NARA
l duplicate of microfiche when two years old,

copies of transcripts.

c. Reference copies of Destroy when no longer
mic rofic he, needed.

2.3.4
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RECORDS OF NRC 0FFICES

PART 4. RECORDS OF THE OFFICE FOR ANALYSIS AND EVALUATION OF OPERATIONAL DATA

The Office for Analysis and Evaluation of Operational Data (AE0D) is responsible
for asr 'N9 the proper analysis of operational data associated with all NRC-
licenst tivities and the feedback of such analyses to improve safety. This
office identifies key analyses to be conducted, taking into account such factors
as postulated accident sequences and data availability; selects appropriate ana-
lytical techniques and propose data gathering mechanisms for data not currently

-

availablet conducts systematic safety analyses and evaluations of operational-
data to seek trends that would forecast a potential problemi develops recommenda-
tions to resolve pioblems revealed by operational data analyses and evaluationst
provides analytical guidance to, accept technical input from, and coordinate-
efforts uf, operational data analysis groups in other NRC offices; reviews over-

_

all NRC and industry respense to assess implementation of recommended actions;
and serves as focc1 point for interaction with ACRS and industry groups involved
in operational data analysis and evaluation.

The following record schedules were developed for records unique to the AE00,-
Reference NRC Schedule 1. " Records Common to Most Offices" and the General
Records Schedules i through 23 for other applicable schedules. Applicable sched -
ulos have been identified on the " Files Maintenance and Disposition Plans"

O retained by the office Records Liaison Officer.

'NARA
ITEM APPROVED
NO. . DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

1. Abnormal Occurrence Case Files

All formal correspondence with Permanent. Cut off files NCI-431-87-1
detailed background documente- every 3 years transfer _to item 1
-tion relating to preparation of FRC. Offer to NARA.when
abnormal occurrence reports sub- 20 years old,
mitted quarterly to Congress.

2. ' Aerial Photography of Facilities

Aerial and oblique photography Permanent. Break file NC1-431-81-4'
of facilities maintained by the every 10 years and offer Item 1.d
Office of Analysis and Evalua- L to NARA 10 years after
tion of_ Operational Data in file break,
connection with emergency _
response. Prints and some

-negatives-are maintained in
NRC and remaining negatives
are maintained by contractor.
Photographs cover approximately-
70 sites and are' arranged alpha-

(. betically oy name of site.

~ = -- - - - - 2.4.1
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NRC SCHEDULE 2

RECORD 3 0F NRC OFFICE __S

iiARA
ITEM APPROVED

L DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

3. Audiocassettes for Technical
Training

>

Audiocassettes purchased from Erase and reuse when no NC1-431-81-4
outside sources 'or technical longer needed. item 4.a
training of NRC Staff.

4. Case Study Report Files

Copies of reports with all back- Penna nent . Offer to NC1-431-81-5
ground documentation providing fiARA when 20 years old. Item 4.1.2
detailed information on formal
evaluations of events with the
highest potential risk to the
public as identified by prior
screening of LERs by AE00 engi-
neers. Arranged numerically
by case study number.

5. Emergency Planning Files

a. Case files accumulated Permanent. Offer to NARA NCl-431-81-1
in the Office for Analysis E en 20 years old. Item 3.a
and Evaluation of Opera-
tional Data, consisting of
a record copy of each plan
or directive issued, when
related background papers.

b. Record set of NRC reports _Pe nna nent. Offer to NARA NC1-431-81-1
of operation tests accu- when 20 years olo. Item 3.b
mulated in the Office for
Analysis and Evaluation of
Operational Data, consisting
of consolidated or compre-
hensive reports reflecting
NRC-wide results of tests '

conducted under emergency
plans.

,

c. Copies of records Destroy when superseded NC1-431-81-1
pertaining to office or obsolete. Item 3.c
participation in emer-
gency planning exercises
and tests maintained in
the various offices
throughout NRC.

- 2.4.2 -
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NRC SCHEDULE 2
7

RECORDS OF NRC 0FFICES

NARA -

ITEM APPROVED
NO. DESCRIPTION OF_ RECORDS AUTHORIZED DISPOSITION CITATION

6. Emergency Planning Maps

Maps sre used in NRC's emergency
preparedness program,

a. Record set maps, developed Permanent. Offer to NARA NC1-431-81-3
'

from USGS 7.5 minute series when 10 years old. Item 1
topographical-maps depicting
a 10 mile radius of each
nuclear power plant,

b. Record set of maps of the Permanent. Offer to NARA
ingestion pathway emergency when 10 years old.
planning zone depicting a
50-mile radius of each
power plant. Hans are
developed froni '''S
1:250.000 scale ries
topograpt.ic maps.

c. Copies of_ maps described- Destroy _when superseded or
in a. and b. above, obsolete.

7. Operational Data and Information
Screening Files

files consist of document con-- Destroy when five years NC1-431-81-5
trol sheets describing AEOD's old or one year after Item 4.1.1
review of Licensee Event Reports completion of formal-case
(LERs) and other operational study, whichever occurs
data and information submitted first.

for final review.

8. Regulatory Information Tracking
System - AE00 (AE00-RITS)

This system consolidates / Retain until it has been NCl-431-81-2
integrates three automated sys- determined by a competent -Item 12.1.1
tems (TACS, MPS, and IRTS) which NRC Of fircial that data

. provide AE00 management with an are no_ longer _needed;
information source to assist.in erase and. reuse tape,-

planning, scheduling and bud- etc.
geting office resources.

2. 4. 3 -
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RECORDS OF NRC 0FFICES

NARA

ITEM APPROVED
t10. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

! 9. Telephone Recordings Alerting
the NRC Duty Officer

a. Telephone recording from NRC Permanent. Offer to NARA NCl-431-83-5
Licensees (Nuclear Power E en 5 years old or when Item 1
Plants) alerting the NRC no longer needed, both
duty officer of unusual multichannel original

dy occurrences or esents as tapes and re-recordings
; {' required by la (JR 50.72. done on standard 1/4-inch
$ j Recordings that result in audio tape, full-track,

significant change; in at 1-7/8 IPF or higher.'

regulatory activit es and Available transcripts
procedures and are the should accompany the
subject of Congressional recordings,
investigations or hearings,
or will be of great interest
to public.

b. Those recordings that have Retain for 3 years, erase
significant value but not and reuse tape,
the magnitude of 1 above.

c. Those recordings that are of Erase and reuse tape.
routine nature day-to-day,

10. Training Aids

s

a. One copy of each manual . Perwanent. Offer to NARA NC1-431-81-5
syllabus, textbook, and when 10 years old. Item 1.5.40
other training aid for man-
agement and technical sub-
jects developed by the Com- {mission and maintained by
the Organizational Develop-
ment and Training staff and
the AE0D Training officers,
both Headquarters and
Chattanooga, Tennessee,

b. Training aids from other Destroy when superseded
agencies or private or obsolete,

institutions.

O
2.4.4 I
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G
RECORDS OF NRC 0FFICES

PART 5.. RECORDS OF THE ATOMIC SAFETY AND LICENSING BOARD PANEL

The Atmic Safety and Licensing Board Panel (ASLBP) develops prom ares appli-
cable to activities of hearing boards and makes appropriate - o..endations to
the Commission relating to the conduct of heari%. . . . d hearing procedures for
the guidance of the boards. Atomic Safety ant' Licensing Board conducts such
hearings as the Commission may authorize or direct; make such intermediate or
final decisions as the Commission may authorize in proceedings to grant, suspend, ;

revoke, or amend licenses or authorizations; and perform such other regub'.ory i

functions as the Commission deems appropriate.

The following record schedules were developed for records unique to the ASLBP.
Reference NRC Schedule 1 " Records Common to Most Offices", and the General !

Records Schedules 1 through 23 for other applicable schedules. Applicable sched-
ules have been identified on the " Files Maintenance and Disposition Plans"
retained by the office Records Liaison Officer.

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

O
. Advisory Screening Committee1

Consultant Personnel Files

Correspondence, reports, and . Destroy ten years af ter NC1-431-81-5
other records pertaining to termination of contract. Item 2.2.6 ,*the qualifications and employ-
ment of outside-technical
advisors or consultants under
contract with-the Committees.

2. Memoranda to Panel Board Members

.1moranda of-an informational
nature on technical matters of
use to full-time and part-time
panel members, arranged numeri-
cally-by memorandum numbers
within fiscal years,

a. Legal ~ memos. Permanent. Offer to NARA NC1-431-81-S
when 20 years old. Item 2.2.2

b. Technical memos. Permanent. Offer to NARA
when 20 years old.

3. Minutes of Advisory Screening
_ Committees{

\ Minutes o^ each advisory Retain for life of NC1-431-81-5
screening committee and copies committee item 2.2.5

2.5.1

_ - - _ - _ _ _ - _ - _ _ _ _
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RECORDS OF NRC 0FFICES

NARA

ITEM APT?0VED

NO. DESCRIPTION OF RE'ORDS AUTHORIZED DISPOSITION CITATION

of other documents related to
the minutes.

4. Panel Board's Monthly Status
Report to Commissioners

Reports from the Chairman of the Destroy when 10 years old. NC1-341-81-5 .
Panel to the Commission suma- Cut off files an . ily. Item 2.2.3.

rizing the activities of the
Board.

5. Powar Reactor License Docket
Files of the ASLBP

Case files containing copies Cut off files upon cun- N1-431-89-3
of license applications, staf f pletion of ASLBP action. Item 1
papers, letters of intc.venors, Retire inactive files in
letters from the Board, I&E annual blocks. Destroy
Reports, Commissioners' reports, inactive files when 4
and other docket-related years old,
documentation.

6. Transcripts of ASLbP Hearings
"

Verbatim transcripts of the Destroy when no longer NCl-431-81-5
formal ASLBP hearings. These needed for reference, item 2.2.4
transcripts are filed in the
Commission's Official Decisional
Docket File (NRC Schedule 2,
Part 25, Item 4).

.s

@
'

2.5.2
,
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

PART 6. RECORDS OF THE OFFICF OF THE COMMISSION

The Commission is responsible for licensing and regulating nuclear facilities a"d
materials, and for conducting research in support of the licensing and regulatory
process, as mandated by the Atomic Energy Act- of 1954, as amended, the Energy
Reorganization Act of 1974, as amended, and the Nuclear Nonproliferation Act of
1978; and in accordance-with the National Environmental- Policy Act of 1969,
as amended, and other applicable statutes. These responsibilities include pru-
tecting public health and safety, protecting the environment, protecting and
sdfeguarding materials and plants in the interest of national _ security, and
assuring conformity with antitrust laws. Agency _ functions are performed through:
standards-setting and rulemaking; technical reviews and studies; conduct _of pub-
lic hearings; issuance of authorizations, permits and licenses, inspection,
investigation and enforcement; evaluation of operating experience,-and research. y
The Commissicn is composed of five members, appointed by the President and cun-
firmed by the Senate.-_one of whom is designated by the President as Chairman.
The Chairman 1s the principal executive; officer and the offi~ial-spokesman of the
Comission.

The following record schedules were developed for records unique to the Commis-
sion. Reference NRC Schedule 1, " Records Common:to Most Offices", and the Gen-
eral-Records Schedules 1 through 23 for other applicable schedules. Applicable
schedules have been identified on the " Files Maintenance and Disposition Plans"5

r'tained by the office Records _ Liaison Officer.
,

NARA
ITEM APPROVED-

-NO. DESCRIPTION OF RECORDS AUTHORIZE 0 DISPOSITION.- CITATION

1. Commissioners' Chronological
Files<

Copies of all outgoing Permanent; Offer to NARA _NC1-431-81-5'
correspondence and reportt when 10 years old.- Item 2.1.1
prepared by the individual
commissioners, arranged
chronologically.

,

y

2.6.1.

, .. . .. .
.
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

PART 7. RECORDS OF THE OFFICE OF COMMISSION APPELLATE ADJUDICATION

The Office of Commission Appellate Adjudication is responsible for monitoring
cases pending before the licensing boards, providing the Commission with analyses
of appellate- adjudicatory matters with'available options for Commission consid-
eration, and drafting the formal appellate adjudicatory decisions, once the
Commission makes a decision.

Reference NRC Schedule 1, " Records Common to Most Offices", and the General
Records Schedules 1 through 23 for other applicable schedules. Applicable schsd-
ules are identified on the " Files Maintenance and Disposition Plans" retained by-
the office Records Liaison Officer.

.

[~

s

4

I

-2.7.1
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NRC SCHEDULE-2

RECORDS OF NRC 0FFICES f

*

PART 8. RECORDS OF THE OFFICE OF CONGRESSIONAL AFFAIRS
L

The Office of Congressional. Affairs (OCA) provides advice and assistance to the
| Chairman, Commission, and NRC staff on all NRC relations with Congress and viewt

of Congress toward NRC policies, plans and activities; maintains liaison with'

Congressional committees and members of Congress on-matters of interest to NRC;
serves as primary contact point for all NRC communications with Congress,
reviewing and concurring in all outgoing correspondence to members of Congress;
coordinates NRC internal activities with Congress; participates in planning and
developing NRC's legislative program; and monitors legislative proposals, bills
and hearings.

'The following record schedules were developed for records unique to OCA.
Reference NRC Schedule'1, " Records Common to Most Offices",.and the General
Records Schedules 1 through. 23 for other applicable schedules. Applicable-
schedules have been identified on the " Files Maintenance and Disposition Plans'!
retained by the office Records Liaison Officer.

x

NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORCS AUTHORIZED DISPOSITION CITATION

1. Congressional Correspondence i

Files

Correspondence with individual Cut off file every 2 NCl-431-81-5
congressmen, chairman of- con- years. Transfer to WNRC Item 2.5.14
gressional. committees, and their 2 years after-file break.

_

staff relating to the activities Destroy when'10 years old.I -

and-program of the agency.

2. Congressional Correspondence;

| System
L

This system maintains a compre- Retain until it has been NCl-431-81-2
hensive index and'a brief determined by.a competent Item 13.F.5
description of information NRC Official that data--
sent-to Congress in letters are no longer needed;
and questions and answers. erase and reuse tape, etc.
The. information is retrievable i

by subject category, date,
recipient, congressional
committee or author.

3. Legislative Files
.

Copies of proposed House and Destroy when legislation NC1-431-81-5
/ Senate bills relating to NRC is passed or when no - Item-2.5.16'

( operation and related longer needed,
-

correspondence.
L

|
' 2.8.1

|
_ ._ _ _.- _ , _ _. _ . .
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NRC SCHEDULE 2

RECORDS OF NRC 0FFiCES

NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

4. Senate and House Members
Profile Files

Files containing biographical Destroy when 5 years cid NCl-431-81-5'

information on members of or sooner if purpose hes item 2.5.15
the U.S. Congress. been served.

,

s

b

O

I

O
2,8.2""

,

,
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

PART 9. RECORDS OF THE OFFICE OF CONSOLIDATION

The Office of Consolidation identifies reorganization concepts for review by the
Planning Connittee' coordinates NRC interaction with GSA, its contractors and'
consultants and other Government agencies; reviert and approves planning docu-
ments developed by GSA.-the design architect, the interior space architect, the
construction company and subcontractors, and other vendors; coordinates and
directs activit'es of consultants and contractors to assure that NRC's require-
ments are satisfied; assures that critical milestones are identified and sche-
duled activities are accomplished as planned; provides overall coordination for
procurement of goods and services required for occupancy of new buildings,-over-
sees development of budgets and monitors commitments related to consolidation
costs; and coordinates all consolidation related activities including move
planning and implementation.

No schedules have been developed for material unique to this office. Reference
NRC Schedule 1, " Records Common To Most Offices," and the General Records Sche-
dules 1 thrcugh 23 for applicable schedules. Applicable schedules have been
identified on the " Files Maintenance and Disposition Plans" retained by the
office Records Liaison Officer,

a

2.9.1

_ _ _ _ _ - _ _ _ _ _ _ _



NRC SCHEDULE 2

(
P1 CORDS OF NRC 0FFICES

a

PART 10. RECORDS OF THE-0FFICE OF THE CONTROLLER

The Office of the Controller (0C) is responsible for preparation of the agency's
Five-Year Plan and Budget. This Office _is also responsible for all accounting
and financial systems management functions including payroll, travel, and license
fees,_ and provides agency support for employee' relocation services and' internal
centrol activities.

The following record schedule was developed for records unique to 00. Reference |

NRC Schedule 1, " Records Common to Most Offices", and the' General Records Sched-
ules 1 through 23 for other applicable _ schedules. Applicable schedules .have been
identified on the " Files MainteMnce and Disposition Plans" retained by the-

t office Records Liaison Officer.

1. AccountingSystem-(CAB)

This system maintains data and Retain until it has been . NCl-431-81-2
information regarding NRC's

- financial transactions such as: _
dettrmined by a competent Item 13 H.4
NRC Official that-data-are-

collections and disbursements,- no longer needed; erase
unexpended allotments, obliga- and-reuse tape, etc.
tions, payments, costs, appro-
priation and cash accounting
balance. Produces reports such
as: debits and credits, monthly
transactions,-trial balance and
license fee invoices. :

.2. Budget Files

a. Correspondence or subject Permanent. Offer to-NARA NC1-431-81-5
files in the Office of the - when 10 years old. : Item 1.5.29
Controller documenting Com-
mission policy =and proce-
dures governing budget'
administration, and reflec-
ting policy = decisions

-affecting expenditures
'for agency programs.

b. Copies of budget estimates Permanent. Offer to NARA
and justifications prepared when 10 years old,
and maintained by the Divi-
sion of Budget and Analysis,

-

' Office of the Controller.-
.Inc.luded are appropriation
language. sheets, narrative
statements, and related

schedules and data.g

2.10.1

. = - _ __-____-__a
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NRC SCHEDULE 2

RECORDS OF NRC OFFICES

NARA
ITEM APPROVED +,

NO. DESCRIPTION OF RECORDS AUTHOR 17.ED DISPOSITION CITATION

c. Working papers and Destroy 1 year after the
background materials close of the fiscal year
maintained at all covered by the budget.
organizational levels.

3. License Fee Branch Regorting
System (FEES),

The system maintains data and Retain until it has been NC1-431-81-2
information on inspections con- determined by a competent Item 13.C.2
ducted for safety / safeguards, NRC Official that data
materials, test, research or are no longer needed;
commercial reactors, and fuel erase and reuse tape,
facilities and is used to estab- etc.
lish a basis for determining
license fees.

4. Integrated Financial Management
Information System (IFMIS)

The system maintains data and Retain until it has been NC1-431-81-2
information integrating account- determined by a competent item 13.H.1
irg functions such as: general NRC Official that data
ledger, funds control, travel, are no longer needed;
accounts receivable, accounts erase and reuse tape, etc.

-payable, plant and capital
equipment, and appropriation
and funds.

S. Payroll System (PAY),

,

Time and attendance cards are Retain until it has been NCl-431-81-2
processed to determine leave determined by a competent item 13.H.3
status and deductions such as: NRC Offical that data are
health and life insurance, no longer needed; erase
credit union, Federal and State and reuse tape, etc.
taxes, bonds, pension, dependen-
cies (per W-4 form) and CFF con-
tributions. The system prepares
a check tape, prints bonds and

.

time and attendance slips.

O
2.10.2

P
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

'

PART 11. RECORDS OF THE OFFICE OF ENFORCfMENT

The Office of Enforcement _ develops policies and programs for enforcement of NRC
requirements; manages major enforcement actions, assesses effectiveness and
uniformity of Regional enforcement actions.

No schedules have been developed for material uniqu'e _ to -this office _ Reference
NRC Schedule 1, " Records Common to Most Offices", and the General Records Sched-
ules 1 through 23 for other applicable schedules. Applicable schedules have been
identified on the '' Files Maintenance and Disposition Plans" retained by the
office Records Liaison Officer.

O

O
2.11.1
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NRC SCHEDULE 2

RECORDS OF NRC OFFICES

PART 12. RECORDS _OF THE OFFICE OF THE EXECUTIVE DIRECTOR FOR OPERATIONS

The operational activities of NRC carried out by several program and staff
offices, are supervised and coordinated by the Executive Director for Operations
(E00). The ED0 is also responsible for implementation of Commission policy
directives pertaining to all program and staff offices reporting to him.

The following record schedule was developed for records unique to this office.
Reference NRC Schedule 1, " Records Common to Most Offices", and the General
Records Schedules 1 through 23 for other applicable schedules. Applicable sche-
dules have been identified on the " Files Maintenance and Disposition ?lans"
retained by the office Records Liaison Officer.

NARAITEM
APPROVED

N_0_._ DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

1. Work Itein Tracking System
(WITS-II)

The system, an upgrade of the Retain until it has been NCl-431-81-2

O current operating WITS, pro- determined by a competent Item 12.F.3vides a common data base for NRC Official that data
Comission action items which are no longer needed;
can be shared by all NRC erase and reuse tape, etc.offices.

.

|O
|

2.12.1

.

.
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NRC SCHEDULE 2
'

RECORDS OF NR' 0FFICES i

PART 13. RECORDS OF THE OFFICE OF THE GENERAL COUNSEL

The Office of the General Counsel (0GC) directs matters of law and legal policy,
providing opinions, advice and assistance to the agency with respect to all of
its activities; reviews and prepares appropriate draft Commission decisions _ on
decisions and rulings, public petitions' seeking-direct Commission action, and
rulemaking proceedings involving hearings; provides interpretation of laws,
regulations, and other-sources of authority, and the -legal form and content of

|
proposed official actions; prepares-or concurs in all contractual documents,
interagency agreements, delegations of authority, regulations, orders, licenses,
and other legal documents and prepares legal' interpretations thereof; reviews
and directs intellectual property work; represents and protects the interests of
the NRC in legal matters and in court proceedings, and in. relation to other'

government agencies, administrative bodies, Committees of Congress, foreign
governments and members of the public.

The following record schedules.were developed for records unique to OGC. - Refer-
ence NRC Schedule 1, " Records Common to Most Offices", and the General- Records
Schedules I through 23 for other applicable schedules.- Applicable schedules have
been identified on the " Files Maintenance and Disposition Plans" retained by the

- office Records- Liaison Officer.
!

NARA
V ITEM APPROVED

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION- CITATION
,

.

1. Commission Memorandum File

Copies of-memoranda to Com- -

missioners containing legal
opinions on a variety of sub-
jec ts. Memoranda are numbered-
sequentially within years.

- a. Record set consisting of Permanent. Transfer to NC1-431-81-5
|- one. copy of each memorandum. Wf.RC:when '10 years old. Item 2.4.12

Offer to NARA- when 20
years old.

b. Other copies. Des troy. when no longer
needed.-

L Legislatative Fily :

Case files of legislation pro- Permanent. Transfer'to - NC1-431-81-5
posed by MC consisting of pro- WNRC when 10 years old. ' Item 2.4.13
posals, staff comments,- internal .0ffer to NARA when 20
memos, correspondence with OMB, years-old.

i' - testimony, and draft _ bills.
Arranged-numerically by bill

.

2.13.1

.
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NRC SCHEDULE 2

RECORDS OF NnC 0FFICES

NAPA

ITEM APPROVED

NO . , DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

number or by subject if more
than one bill is involved.

3. Licensing Docket Formal Hearing
files
Case files maintained by the NCl-431-81-5
Offices of the General Counsel Item 1.3.19
on hearings before the Commis-
sion, Boards and Panels relating
to antitrust actions, and appli-
cations for construction permits
and operating licenses for indi'
vidual nuclear facilities.
Files consist of correspondence,
briefs, pleadings, hearing tran-
scripts, and related records on
cases and are used by OGC staff
in arguing cases.

a. Paper records. Destroy after verifica-
tion that microfiche
copies are adequate sub-
stitutes for original
records,

b. Silver master and one diazo Offer to MARA. If not
copy of miCNfiche, accepted by the National

Archives, maintain until

no longer needed by
agency,

c. Referen copies of Destroy when no longer
raicroficne. needed.

4. Litigation Case Files

Correspondence and copies of Permanent. Trans+er NCl-431-81-5
all papers filed in actions closed fTles to WNRC 7 Item 2.4.11
brought by or against the NRC. years after cases are
Arranged alphabetically by the closed. Offer to NAPA
name of the party involved in 20 years after cases
the suit. are closed.

O
2.13.2 '
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSIT10'l CITATION

5. Patent and Technical Data Files

a. Invention dockets containing Destroy 10 years after NC1-431-81-5
copy of invention disclosure file is closed. Iten 4.2.3
and pertinent correspondence,

b. Case files of U.S. patent
applications containing
record of invention disclo-
sure, record of invention,
draft of patent application
with inventor's notes, copy '

of patent application as "

filed in Patent Office, per-
tinent correspondence,
amendments, reports, and
references as follNs.

(1) Abandoned patent Destroy 10 years after
applications. application is abandoned.

(2) Issued patents. Destroy 25 years after
patent is issued,

c. Files on contracts, subcon- Destroy 10 years after
tracts, and purchase orders patent clearance,
containing miscellaneous
correspondence and related
papers pertaining to negoti-
ation of contract patent
provisions, inventions or
discoveries conceived under
contract, reports and papers
reviewed for patent clearance,
and patent clearance of

; terminated _ contracts.

d. License agreement and Destroy 25 years after,

assignment files containing issuance of patent.
license agreements.and
assignments in U.S. patents
and pertinent correspondence
regarding execution of
license agreecents and
royalty payments.

2.13.3
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

NARA

ITEM APPROVED
N0. DESCRIPTION OF RECORDS AUTHORIZED DISPOSli10N CITATION

e. Patent Agreement Forms, Destroy when 56 years old. NC1-431-81-5
" Agreement Covering Dis- Item 4.2.3
coveries, Inventions, and
Improvements," signed by'

all employees at time of
empicyment,

f. Docket files containing Destroy when 25 years old,
findings determinations, and
statements of reason, deci-
sions, backup material, and
correspondence with the
Patent Compensation Board,3

a U.S. Court of Appeals, and
U.S. Court of Claims.

g. Infringement files contain- Destroy when 30 pars
ing copies of patents which old.
have been or possibly might d,

be infringed; pertinent cor-
respondence regarding use of
patented process, device, or *

material; copies of purchase
orders and other backup
material; Court of Claims
petitions and actions.

h. Case files containing cor-
respondance with contractors
regarding U.S. patent appli-
cations referred for review
under sections 151 and 152
of the Atomic Energy Act.

(1) 151 "C" Reports and Destroy 25 years after
Applications, date of last action.

(2) 152 Applications. Destroy 10 years after
patent expires,

i. Ledgers and log record Destroy 10 years after
showing invention disclo- last entry,,

sures reported date, dis-
position, and U.S. of fice
actions.

'

2.13.4
|

.
'
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NRC SCHEDULE 2 j
RECORDS OF NRC 0FFICES

PART 14. RECORDS OF THE OFFICE OF INFORMATION RESOURCES MANAGEMENT

The Office of Information Resources Management (IRM) is responsible for central-
ized information resources in the areas of computer, telecommunications, and
information services including data administration, office automation, microcom-
puters, systems development, computer operations, nationwide telecommunications

-

equipment and services, the information technology support t.anter, graphics,
document control and management, records management and services, and the
library.

The following record schedules were developed for records unique to IRM. Refer-
ence NRC Schedule 1, " Records Common to Most Offices," and the General Records
Scheduies 1 through 23 for other applicable schedules. Applicable schedules have
been identified on the " Files Maintenance and Disposition Plans" retained by the
office Records Liaison Officer.

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED _DI5 POSITION CITATION

1. Automated Information Documentation
~

System (AIDS)

This system utilizes data sets -Retain until it has been NC1-431-81-2
which are created and maintained determined by a competent- Item 13,F.4

via WYLBUR to produce various NRC Official that data
printouts needed to document the. are no longer needed;-
programs, data files and data erase and reuse tape,
elements comprising a given etc.
system.

2. Forms Files _

a. 0ne record copy of each NRC Permanent. O'ffer to-NARA NCl-431-81-5
form created that is main- when 10-years 01d. Item 1.5.32
tained by IRMB wid. related
instructions.

b. Working papers, background ' Destroy when related form
materials, requisitions, .is= discontinued, super--
specifications, processing seded, or cancelled.
data, and control records
maintained at all organiza-
tional levels.

-3. Graphic Artc Files
|

' ( a. Original artwork line and Destroy when no longer NC1-431-81-4

(~) half-tone negatives, and needed for publication Item 2
other camera-ready copy pre- or reprinting.

2.14.1
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS, AUTHORIZED DISPOSITION CITATION

pared for brochures, posters
and other NRC publications
by the Office of Administra-
tion and the information
Technology Services Branch,
Office of Information
Resources Management,

b. Record set of posters dis- Permanent. Offer to NARA
tributed agency-wide or to Fen 10 years old.
the public and maintained
by the Office of Administra-
tion and the Information d
Technology Services Branch,
Office of Information
Resources Management.
Arranged chronologically,

c. Vu-graphs maintained in any Destroy when no longer
NRC office, needed.

4. Information Requirements Control
Automated System (IRCAS)

The system, as an inform & tion Retain until it has been NCl-431-81-2
locator, is used to plan ar.d determined by a competent Item 13.1.13
control NRC information collet- NRC Official that data
tion requirements. Information are no longer needed; ?

is controlled at the subject or erase and reuse tape,
title level which includes cost etc.
number of respondents, origina-
tor, prescribing authority,
staffhour burden, and whatever
other administrative information
is required.

5. Regulatory Information Track _i,nj
Systems - IRM (IRM-RITS)

IRM-RITS is an integration of Retain until it has been NC1-431-81-2
'

two computer systems (TACS, MPS) determined by a competent Item 12.F.H
which are updated weekly. Data NRC Official that data
within the system are retained are no longer needed;
by staff member, and technical / erase and reuse tape,
staff assignments. The system etc.
retains current and historical
data on project schedules and
staff resources.

2.14.2
.
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RECORDS OF NRC-0FFICES

NARA
W:d . APPROVED

a. Dr7" : .GN OF RECORDS AUTH0RIZED DISPOSITION CITATION

Mw System (MPS)

The system maintains a data base Retaih until it has been NC1-431-81-2
of manhours charged against pro- determined by a competent Item-13.F.1
jects and programs, providing NRC Official that data are
management with data for man- no longer needed; erase
power analysis, reallocation,- and reuse tape, etc.

planning, budget validation
and license-fee purposes.

7. Project Managament System (PMS)

The system will maintain data Retain until it has been NCl 431-81-2
and information to monitor and determined by a competent Item 12.J.1

,

interrelate OANDB efforts on NRC Official that data-
contracts, purchase orders, pro-- are no longer needed;
jects, tasks or subtasks, work erase and reuse tape,
orders and invoices. -etc.

| (/ 8. Publications

NUREGS, Pamphlets, reports,
leaflets, regulations, manuals
or the last manuse:ipt' copy if
not publishea, relating to NRC
matters,

,-

a. Record copy raintained in
the Information and Records
Management Branch,.' Office

-

of Information Resources
Management.

,

(1) Publication in paper- Permanent. Offer to NARA- NC1-431-81-5

| form only, when 10 years old. Item l'.5.36

|- - (2) Publication- in -Permanent.- Offer'to
! microform - silver NARA when 2 years old.

master and one diazo Dettroy paper-records,-

j'~ copy. when it has been deter-
mined that microformi

copies are adequate'sub-
stitutes for. original-
records.f'' ~

Work papers and background Destroy 6 months afterb.
materials. publication.

2.14.3|
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RECORDS OF NRC OFFICES

NARA

ITEM APPROVED

N0. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

c. Other copies. Destroy when no longer
needed.<

9 Records Retirement Lists

Copies of documents located in Retain in active files NCl-431-81-5
the IRMB created in retiring until all records listed item 1.1.1
files to Federal Archives and thereon have been de-

'
Records Centers or similar stroyed, maintain list
records storage areas. Included in headquarters for per-
are NRC Form 35, Standard Form manent reference.
135, or similar lists, and
related papers.

10. Statistical Information System
For Operating Reactors (SISOR)

The system maintains records of Retain until it has been NCl-431-81-2
monthly operating data for determined by a competent Item 11.E.1
each nuclear power plant in NRC Official that data are
commercial operation, no longer needed; erase

and reuse tape, etc.

11. Technical Assignment Control
System (TACS)

A computer data base containing Retain until it has been NC1-431-81-2
items of information identify determined by a competent Item 12.F.1
ing, describing, documenting, NRC Official that data
and accounting for the recording are no longer needed;
and status reporting of all non- erase and reuse tape,

'case related work in an office, etc.

TACS is a tool which allows for
the systematic control of the
total office work effort. (Both
case and non-case work).

12. Telephone Directory System (TEL)

System maintains assignment of Retain until it has been NC1-431-81-2
NRC telephone lines to users determined by a competent Item 13.1.3
(employees) and identity of NRC Official that data
retired phone lines and changes; are no longer needed;
ensures rapid certification and erase and reuse tape,
payment of all long distance etc.
toll charges.

2.14.4
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RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

13. Timesharing Accounts Management
System (TAMS)

This system provides detailed Retain until it has been NC1-431-81-2
cost data on computer timeshar- determined by a competent item 13.F.3
ing expenditures at NIH/DCRT. NRC Official that data-'

are no longer needed; :

erase and reuse tape,
etc.

O
E

o
)

2.14.5

__ . __ _ _ _____
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) NRC SCHEDULE 2

v'
RECORDS OF NRC 0FFICES

PART 15. RECORDS OF THE OFFICE OF THE INSPECTOR GENERAL

The Office of-the Inspector General (OIG) conducts investigations and inspections
to ascertain and verify the integrity of all NRC operations; investigates allega-
tions of NRC employee misconduct, equal employment opportunity and civil rights
complaints; develops policies and standards 9..erning the Commission's financial
and management audit program, and administers Commission's day-to-day audit
activities; serves as point of contact with the GA0 on matters affecting NRC's
financial and managemer,t audit function; makes such reports to the Commission as
necessary to keep the Commission fully informed on its financial management-
responsibilities, and on the results of investigations and inspections,: hears
individual employee concerns regarding NRC-operations and actisities;- refers
criminal matters to the Dept'. of Justice and maintains liaison with the Dept. of
Justice and other law enforcement agencies.

Reference General Records Schedule (GRS) 22 " Inspector General Records," #or-

schedules specific to the OIG. Also, reference NRC Schedule 1, " Records Common
to Most Offices", and the General Records Schedules I through 23 for other appli-
cable schedules. Applicable schedules have been identified on the " Files Main-
tenance and Disposition Plans" retained by the office Records Liaison Officer.

|

,

|
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

PART 16. RECORDS OF THE C.FICE OF INTERNATIONAL PROGRAMS

The Office of Internati Programs (0IP) formulates and recommends policies
concerning nuclear expoi u and imports, international safeguards, international
physical security, nonproliferation matters, and international cooperation and
assistance in nuclear safety and radiation protection. Plans, develops, and
implements programs to carry out policies established in these areas. Plans
develops, and manages international nuclear safety information exchange programs
and coordinates international research agreements. Obtains, evaluates, and uses
pertinent information from other NRC and U.S. Government offices in processing
nuclear export and import license applications.

OIP also establishes and maintains working relationships with individual
countries and international nuclear organizations, as.well as other involved U.S.
Government agencies. Assures that all international activities carried out by
the Commission and staff are well coordinated internally and Government-wide and
are consistent with NRC and U.S. policies.

The following record schedules were developed for records unique to 0IP.
Reference NRC Schedule 1, " Records Common to Most Offices", and the General
Records Schedules 1 through 23 for other applicable schedules. Applicable
schedules have been identified on the " Files Maintenance and Disposition Plans"
retained by the office Records Liaison Officer.

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION- CITATION

1. Country Files, Export / Import
and International Safeguards
Records

Files on individual foreign Permanent. Offer to NARA NC1-431-81-5
countries, including corre- when 20 years old. Item 4.5.13
spondence and other documents
pertaining to international'
safeguards in handling nuclear
materials, components and facil-
ities, analyses of physical
security, and agreements for
cooperation. Filed alphabeti-
cally by name of country,

b
U

2.16.1
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NC. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

i

2. Country Files, International
Arrangements

Case files containing corre- Permanent. Offer to NARA NC1-431-81-5
spondence studies, analyses, 10 years after file Item 4.5.14
and copies of formal bi-lateral becomes inactive.
arrangements documents pertain-
ing to NRC formal arrangements.
Program to exchange nuclear reg-
ulatory and safety information
and to cooperate on the develop-
ment of regulatory and safety
standards. Also included are
copies of research agreements
and related correspondence.

3. Export / Import License Docket NC1-431-81-5
File Item 1.3.21

Case files and related control
logs pertaining to the licensing
of companies and individuals
pursuant to 10 CFR Part 110 to
export or import nuclear mate-
rial and equipment and nuclear
components and facilities.
Included are license applica-
tions, a copy of the license,
and all other documentation

a pertaining to the licensing
process arranged numerically
by license number,

a. Official files maintained Permanent. Retire to
in the Office of Inter- WNRC when 10 years old.
national Programs. Offer to NARA 10 years

after license has
expired,

c-

b. Other copies throughout Destroy when no longer
NRC. needed.

O
2.16.2
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N NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISP 031 TION CITATION

4. Files of Department of State
Cablr' and Atomic International
Tordhi Wires

Copies of State Department Destroy when 1 year old. NCl-431-81-5
cables and AIF wires relating Cut off filcs ar.nually. Item 4.5.18
to nuclear regulations and
safeguards sent to NRC for
information.

5. Foreign Visitor Files

Correspondence, memoranda, NCl 431-81-5
reports, program curricula, Item 4.5.16
biographical data pertaining to
the visit to NRC of foreign
nationals for the purpose of
exchanging information on
nuclear safety and safeguards.

a. Files on incidental Destroy when 5 years old,
visitors. Cut off files annually. -

b. Files on visitors who have Destroy 10 years a_fter
long term (3 to 6 months or termination of assignment.-
longer) assignments working
with NRC.

6. Formal Arrangement and Agreement
Files

Signed:bi-lateral arrangement Pennanent. Cut off file NC1-431-81-5
documents and original research when arrangement expires. -Item 4.5.15
agreements with foreign govern- Offer to NARA 10 years
ments. Arranged- alphabetically after expiration of
by name of; foreign country, arrangement.

7. _ International Organization Files

Correspondence, memoranda, Permanent. Cut off file NC1-431-81-5.
-reports, and other records per- when NRC involvement with Item 4.5.17
taining to NRC involvement with orghnization _ terminates,
international organizations Offer to NARA 10 years

,

g regarding nuclear safeguards. later or sooner if purpose H
Arranged alphabetically by name has been served. !i

of organization. '

2.16.3
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

- NARA,

ITEM APPROVED
N0. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

8. _I;ternational Programs Export /
Im> ort License Tracking System
(I)ELTS)

The system maintains a central- Retain until it has been NCl-43) . -?
ized collection of data neces- determined by a competent Item li. 1

sary to track and monitor all NRC Official that data
applications for nuclear mate- are no longer needed,
rial for export to foreign coun- erase and reuse tape,
tries. U.S. import of nuclear etc.
material is also monitored.

O

O
2.16.4
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

PART 17. RECORDS OF THE OFFICE OF INVESTIGATIONS

The Office of Investigations (01) conducts investigations of licensees, appli-
cants contractors or vendors and all allegations of wrongdoing by inaividuals
other than NRC employees and NRC contractors; supervision and quality control of
all investigative functions; develops policy, pFocedures and quality control
standards for the conduc of O! investigations., ensures that all 01 investiga-
tors are properly trained; keeps abrer.st of inquiries and of NRC licensee, appli-
cant, contractor or vendor operations and ad. 'ses the Commission, the Executive
Director of Operations, and Administrators on the need of formal investigations:-

-

keeps the rest of the Agency informed of matters under investigation as they
affect sefety matters; advise and assist the Office of the Inspector General in
appropriate referrals to the Department of Justice.

The following record schedules were developed-for records unique to the 01.
Reference NRC Schedule 1 " Records Common to Most Offices", and the General ,

Records Schedules 1 through 23 for other applicable schedules. Applicable
schedules have been iden'.ified on the " Files Maintenance and Disposition Plans"
retained by the office Records Liaison Officer.

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS- AU1.JRIZED DISPOSITION CITATION

1. Allegation and Inquiry Files

Official-- case files-located at Hold closed allegation NCl-431-83-6'
NRC Headquarters documenting case files in office 2 Item 1
allegations of possible wrong-- years'then retire-to-
doing by licensees, applicants, WNRC. Destory 10 years
contractors or vendors. Con- after cases are closed,
tains statements, interviews,
summary reports, reports of
inquiry, recommendations and-
other related material.

2. Investigation Case Files

Case files documenting investi-
gations of licensees, appli-
cants, contractors or vendors

and any wrongdoing by indivi--
duals other tha, NRC employees-
and NRC contractors. Files
include statements, interviews,
support information relating to
the investigation, interim

IO
reports and the report of
investigation.

2.17.1

-----_ __ -
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

NARA

ITEM APPROVED

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

a. Official case files located Permanent. Hold in of- NC1-431-83-6
at Headquarters selected by fice for two years after item 2
NRC because they meet one closing. NRC will select
or more of the following cases for archival reten- ..

criteria: tion before retiririg rec- '

ords to WNRC, using cri-
(1) Received wide attention teria-listed above. The

from the news media; cases selected between
1984 and 1992 will be

(2) Was of significant offered to NARA in 2002
interest to Congress, and subsequent 10 year
the White House, or blocks will be offered at
NRC commissioners; 10 year intervals

thereafter.
(3) Was involved in

'

extensive litigation;

(4) Was involved in a major
policy discussion and/
or change in the Office
of Investigations or in
the Nuclear Regulatory
Commission as a whole;
and

(5) Prompted significant
changes in designs
or procedures by or
relating to the
nuclear industry,

b. Other official case files Hold in office 2 years
at NRC Headquarters. after closing then retire

to WNRC. Destroy 10 years
after cases are closed.

c. Regional office or Destroy 2 years after
investigators copy. the cases are closed.

Investigation Procedure Memos
(IPM'S)

OI official record set of formal Permanent. Offer a NC1-431-83-6
issuances maintained at NRC complete set to NARA in Item 3
Headquarters. 2002 and at ten year

intervals thereafter.

2.17.2

. . .-_ _ _ _ - _ - _ - - _ _ _



NRC SCHEDULE 2

RECORDS OF NRC_ OFFICES

pART 18 RECORDS OF THE OFFICE OF THE LICENSING SUPPORT SYSTEM ADMINISTRATOR
(OLSSA)

The OLSSA ensures that the Agency Licensing Support System (LSS) meets 10 CFR
Part i requirements related to the use of the LSS in the Conrnission's high-levele

waste licensing proceedings; nJvises 00E on the design, development and testing
of the LSS; provides for the operation ano maintenance of the LSS incicding the
entry of documentary material and access to the system by participant * nd the
public; maintains the integrity and security of the LSS databast' "v n...J pa rtic-
ipant compliance with applicable rules including DOE compliance with document
submission requirements in 10 CFR 2.1003.,

No schedules have-been developed for material unique to this office. Reference
NRC Schedule 1, " Records Common to Most Offices", and the General Records Sched-
ules 1 through 23_for pplicable schedules. Applicable schedules have been
identified on the " Files P.aintenance and Disposition Plans" retained by the
office f etords Liaison Officer.

O

h

1

O
.

1 18.1 1
2

2
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NRC SCHEDULE 2

RECORDS 0F NRC,0FriCES

PART 19. RECORDS OF THE OFFICE OF NUCLEAR 14ATERIAL SAFETY AND SAFEGUARDS (NMSS)

The records described in this schedule document NRC responsibility for ensuring
public health and safety, protection of the national security, and protection of
environmental values in the licensing ant. regulation of all facilities and mate-
rials licensed under the Atomic Energy Act of 1954, as amended, associated with
the processing, transport and handling of nuclear materials, including the review
and assessment of their safeguards against potential threats, thefts and sabotage.

The following record schedules were developed for records unique to-NMSS. Refer-
ence NRC Schedule 1, " Records Conrnon to Most Offices", and the General Records
Schedules-1 through 23 for other applicable schedules. Applicable schedules have
been identified on the " Files Maintenance and Dispcattion Plans" retained by the
office Records Liaison Officer.

NARA
ITEM APPROVED
NO. _ DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

1. Certificate of Compliance Files

Original of NRC Certificates of Retain current certifi- NCl-431-81-5
O, Compliance documenting approval cates in notebook. Item 4.6.20

of licensee transportation of Destroy when certificates
radioactive materials package are revised.
design under 10 CFR part 71.
These certificates are published
by NRC and a copy of all certif-
icates are filed in applicable
docket file.

2. Docket Files for the Disposal of
High-Level Radioactive Was_tes in
G_eologic Repositories

Case files documenting the 11- NCl-431-83-2
censing of the U.S. Department Item 1.

of Energy to receive and possess
source, special nuclear and by-
product material at a Geologic

,

Repository Operations Area pur-
suant to 10 CFR Part 60.
Included.are license applica-
tion, site characterization,
environmental report.--license.

. amendments and all other related
documentation,

a. Official case files located Permanent. Retire to WNRCV in the Office of Nuclear 10 years after expiration

2.19.1
_



NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

Material Safety & Safe- or termination of license,

guards. Offer to NARA in 5-year
blocks after license expi-
ration or termination.

b. All other copies. Destroy 1 year af ter ter-
mination or expiration of
license or sooner if no
longer needed for
reference.

3. Docket Files for the Land
Disposal of RadioactivTWastes

Case files documenting the li- NC1-431-83-3
'

censing of persons, companies, item I
institutions and facilities to
receive, possess and dispose of
low-level radioactive wastes
containing byproduct, source and
special nuclear material at a
land disposal facility. Records >

include application, environ-
mental report, license and
license amendments, and all
other related documentation.

4. Fuel Facilities, Transporta-
tion, Byproduct, Source, and

~

Special Nuclear Material bocket
Fi'le s

Case files documenting the Note: Destruction of NC1-431-81-5
licensing of persons, institu- Official Records sus- Item 1.3.22
tions, facilities or companies pended until resolutian
to use byproduct, source and of GA0 request to make
special nuclear material, and certain decommissioning
to transport nuclear material as records in this series
defined in 10 CFR Parts 30, 40, permanent.
50, 70, and 71. Included are
the application, license and
amendments, and all related
documentation. Excluded are
case files (under 10 CFR
Part 40) with license prefix
of "SUA'' which are covered by
schedule 2, Part 28, Item 1.

2.19.2
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NRC SCHEDULE 2

RECORDS OF NRC OFFICES;

NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

a. Official case files, except Retire to WNRC after
for those files covered by license is expired or

"b" below. Regional case terminated and receipt of
flie'. which include the- certification that pre-
Official Records for Inspec- nilses are free of contami-
tions; also reference NRC nation. Destroy 10 years
2-24.7, " Inspection & after date of certifica-
Enfoicement Case Files",_ tion, or Decommissioning '

items a and b.2, and use -Procedure.
the longest period
applicable.

b. Case files covering licensee- Transfer to Agreement
for which licensing juris-- States.
diction is transferred to-
the State under agreement.

covet.ng transfer of
function.O c. All copies in NMSS and Destroy when 1 ' year old
Regional Offices, or earlier if purpose has

been served.

5. Independent Saent fuel Storage
Installation 'ocket TilesJ

Case files documenting the N1-431-89-4
licensing to possess power reac. Item 1
tor spent fuel and other radio- '

active materials associated with
spent fuel storage, in-'an_Inde-
pendent Spent Fuel Storage
Installation.-(ISFSI)asdefined
in 10 CFR Part 72. Each license
issued is for a period of 20
years. Records consist of all'
requi-ed licensing documents
including _ license application,
license and amendments; all
required periodic reports; and
all other related documentation.-

a. Official _ISFSI Docket files Permanent. . Cut- off files

O corresponding to Nuclear upon termination of
Power Plant Docket files license. Retire files 'to
selected for perinanent IRMB tyear after cut

2.19.3
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NRC SCHEDULE 2

RECORDS OF NRC OFFICES

NARA
ITEM APPROVED
NO. DESCRIPT10N OF RECORDS AUTHORIZED _ DISPOSITION CITATION '

retention schedule 2-20.9.a. off. Transfer to the
National Archives 20
years after termination
of license,i

b. Official ISFSI Docket files Cut off files upon ter-
not selected for permanent mination of license,
retention. Ret!re files to IRMB 1

year after cut off.
Destroy 20 years after
termination of license.

c. All other copies in NMSS, Oestroy 1 year after
NRR and regional offices, license teminates or-

earlier if no longer
needed for reference
purposes.

6. International Safeguards Program
Office

,

ISP0 files copies af reports Permanent. Offer to NARA NCl-431-01-5
developed by U.S. contractors when 20 years old. Item 4.6.24
under the program for Technical
Assistance in IAEA Safeguards
(P0TAS). The ISP0 is a part of
the Brookhaver National Labora-
tory and is sponsible for
coordinating the coninents and
development process of the POTAS
reports. Also included in the
files are correspondence between
ISP0 and NRC, DOE and 00J and
NRC response to ISP0 requests
for connents on draft reports
and copies of final reports.

'

7. Licensee Hismanagement Files

Licensee reports and other files to be maintained by NC1-431-81-5
records relating to incidents licensee or State office item 1.4.26
of the mismanagement of radia- of radiological safety
tion administered to individuals for 75 years from date of
by licensees (primarily doctors report. If records are
or other medical facilities) deposited with NRC,

2.19.4
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RECORDS OF NRC OFFICES

NARA
ITEM APPROVED
NO, DESCRIPTION OF RECORDS AUTHORIZED DISP 0SITION CITATION

containing name of individuals destroy 75 years from date
and other data pertaining to the of report.
mismanagement.

8. NMSS Case Work System (CASE)

System provides management with Retain until it hes been NC1-431-81-2 '

a means to identify and track- determined by a competent item 1E.S.4
the status of all case work NRC Official that data ----

items relative to licensing are no longer needed;
nuclear fuel- facilities and erase and reuse tape,
materials. etc.

9. Nuclear Material Management and
Safeguards System (TMMSSJ

~

The NMMSS is a national nuclear Retain until it has been NC1-431-81-2
material accounting system. It determined by a competent' Item 11.B.2

O provides information needed to NRC Official- that data
track and regulate production, -are no longer neededt.
transfer, possession, use, erase and reuse tape,
import, and export of nuclear etc.
materials. The system maintains
information on the location and
quantities of special nuclear-
materials, SNM, in possession of
DOE and NRC licensees. The sys-
tem is operated by Union Carbide
Corp. at the Gaseous Diffusion
Plant in Oak Ridge, Tenn.

10. process Operator License Files
_

Case files documenting the li- NC1-431-81-5
censing of process operators in item 4.6.19-
reprocessing plants including
new.-and/or renewal applications,
medical certificates, licenses-
and amendments, examinations and
results, and related correspon-
denc.e. including denial
information.

O a. Latest applicat-ions and Destroy 4' years.after
related correspondence, . expiration or . termination

2.1%. 5 <
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NRC SCHECULE 2

RECORDSOFNRCOFFI,CE

NARA

liEM APPROVED

NO. DESCRIPTION OF RECORns, AUTHORIZED DISPOSITION CITATION

license, examinatf and of license or issuance of
results; all mediul cer- denial letter.
tificates and data; and all
ex3 miners reports.

b. Superseded applications and Destroy when 2 years old
related correspondence, or when superseded,
licenses, examinations and whichever is later.
results; denial letters.

11. Qualitr Assurance Files

(Originals of HRC 311 or its Destroy 5 years after NC1-431-81-5
equivalent documenting NRC termination of license. Item 4.6.21
determination that licensee
meets requirements of Sec. 71.51
of 10 CFR Part 71 (Quality
Assurance Program on Radioactive
Materitl Pack,ges). Record copy
is in Docket File.

=

12. Regulatory Information Tracking
System - NMSS (NMSS-RITS)

" NMSS-RITS is an integration of Retain until it has been NC1-431-81-2
five computer systems (NMSS case determined by a competent Item 12.B.3
work, TACS, MPS, BUDS and POPS) NRC Of ficial that data
which are updated weekly. Data are ao longer needed;
within the system are retained erase and reuse tape,
by staff member, licensee, and etc.
technical assignmentss The sys-
tem retains current and histori-
cal data on project schedules
and staff resources. .

13. Safety Evaluation Reports

NRC narrative reports and revi- Des'roy in accordance NC1-431-81-5
sions describing actions taken with the authorized dis- Item 4.6.22
by applicants and NRC, and indi- position for schedule
vidual aspects of radioactive 2-19.4.a. and b.
material package design under
the requirements of 10 CFR
Part 71.

2.19.6-
_ _
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NRC SCHEDULE 2

RECORDS OF NRC OFFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

14. Sealed Source and Device Review
Files _

Case files which document NRC Destroy in accordance NC1-431-81-5
review and approval of the de- with authorized disposi- Item 4.6.23 ;

sign of sealed t,ources and/or tion for schedule
devices containing licensed 2-19.4.a and b.
radioactive materials,. A cer-
tificate or registration for
sealed sources and/or devices is
ist,ued when the design is con-
sidered acceptable for licensing.
Included are copies of applica-
tions, Certificates of Registra-
tion, safety analysis summaries
and related correspondence.

15. Source and Special (SS) Material
Accountability System Files

a. SS Material Shipping Form Destroy when 3 fiscal NC1-431-91-5
Iiles consisting of DOE /HRC years old. Itern 4 6.25. c
forms DP-741 or equivalent,
used in the transfer of
source and special nuclear
raterials, or other specia'l
nuclear materials, or other
material controlled by the
SS Materials Accuuntability
System at'0ak Ridge National
Laboratory.

16. Transport Approval Package
Information System (TAPIS)

The system maintains data and Retain until it~has been NC1-431-81-2
information' regarding all . pack- determined by a competent item 11.B.1
ages approved.by NRC for use in NRC Official that data
the transportation of radio- are no longer needed;-
active materiel. Included are erase and reuse tape,
description of package.-approval etc.
particulars and all licensed-
users.

2.19.7
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NRC SCHEDULE 2

RECORDS OF NRC OFFICES

NARA
llEM APPROVED
NO. DESCRIPTION OF REC 0?95 AUTHORIZED DISPOSITION CITATION '

17. UMTRAP Project Licensing Case
Fjles

Project files docun.enting the NC1-431-89-1
concurrence and licensing item 1
activities for the Urahtum Mill
Tailings Remedial Action Pro-
gram (UMTRAP), pursuant to the
Uranium Mill Tailings Rcdiation
Contro'l Act of 1978,

a. Official project files Permanent. Cut off files
located in the NRC File in 19 F ind retire in 5
Center (Central files) and year M ocks thereafter.
Region IV, Uranium Recovery Retiie to WNRC 1 year
Field Office. after cutoff. Case files

are to remain in NRC cus-,

tody until licenses are
terminated, expired, or
75 years old, whichever
is earlier. Review
and offer terminated or
expired licenses andi material more than 75
years old to NARA at 20
year intervals beginning
year 2020.

b. All other copies. Destroy one year af ter
termination or expiration
of license or sooner if
no longer needed for
reference.

(Note: Transfer textual
finding aid to NARA at
the time of transfer of
official files corres-
ponding to finding aid).

O
2.19.82
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RECOMS OF NRC 0FFICES

PART 20. RECORD $ OF THE OFFICE OF NUCLEAR REACTOR REGULATION (NRR)

The records described in this schedule document the NRC-licensing functions
associated with construction and operation of nuclear reactors and with receipt,
possession, ownership, and use of special nuclear and byproduct material used
at reactor facilities; the review of applications and issue of licenses for reac-
tor facilities required to be licensed under the Atomic Energy Act of 1954, as
amended and the evaluation of health, safety, and environmental aspects of facil-
ities and the development of sites; regulations; the analysis of reactor design
concepts; the evaluation of methods of transporting nuclear materials and radio-
active wastes on reactor S Ors; and the monitoring and testing of operating reac-
tors, recommending upgrad1r.c of facilities and modification of regulations, as
appropriate.

The following record schedules were developed for records unique to NRR. Refer-
ence NRC Schedule 1 " Records Conrnon to Most Offices", and the General Records
Schedules 1 through 23 for other applicable schedules. Applicdble schedules have
been identified on the " Files Malntenance and Disposition Plans" retained by the
office Records Li31sor Officer.<

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

1. Antitrust Case Files

Files consist of copies of . Destroy 20 years after NC1-431-81-5licensee applications with license is approved. Item 4.7.26
antitrt.st information on appli- 3

car.t. correspondence with the
Office of the General Counsel
and Department of Justice relat-
ing to findings on the appli-
cant's financial background.

2. E-2 System _(IRMS)

Th. system produces manpower Retain until it has been NC1-431-81-2
computationhl tables (E-2) and determined by a competent item 13.C.4-budget estimate tables (E-3A, NRC Of ficial that data -
E-3. E-4). These tables reflect are no longer needed;
manpower requirements for- erase and reuse tape,
inspections of facilities by etc.
type, phase of construction or ,

operation and_ age.

3. Emergency Planning Files

a. Case files accumulated in Permanent. Offer to NARA NCl-431-81-1
the Office of Nuclear Reac- Gien 20 years old. Item 3.a

, tor Regulation, consisting

2.20.1
. - _

-
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NRC SCHEDULE 2 q

RECORDS OF NRC 0FFICES

NARA

ITEM APPROVED

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

of a record copy of each
plan or directive issued,
with related background
papers.

b. Record set of NRC reports of Permanent. Offer to NARA NC1-431-81-1
operation tests accumulated when 20 years 014. Item 3.b
in the Office of Nuclear
Reactor Regulation, consist-
ing of consolidated or com-
prehensive reports reflect-

*

ing NRC-wide results of
tests conducted under
emergency plans.

c. Copies of records pertain- Destroy when superseded NC1-431-81-1
ing to office participation of obsolete. Item 3.c
in emergency planning
exercises and tests main-
tained in the various
of fices throughout NRC.

4. Licensing Project Files

Applications for construction NC1-431-81-1
permits and/or licensing and Item 1
related records on withdrawn or
otherwise cancelled projects.

a. Files under 30 CFR Part 50. Destroy 20 years after
withdrawal or cancella-
tien,

b. Files under other applicable Destroy 2 year after with-
parts of 10 CFR. drawel or cancellation.

5. Morning Reports
'

Reports containing items of Destroy when 6 months NC1-431-81-5
interest distributed at both old, item 4.4.11

~

headquarters and Regional
offices, containing management
information of interest ;o

,

staff. Report is required by
NRC Inspection Manual.

2.20.2
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RECORDS OF NRC 0FFICES_

NARA
ITEM - APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED O!SPOSITION CITATION

6. Non-licensing Project Files

Pseports and corresponde.. e Destroy 20 years after NC1-431-81-1
relating-to specific DOE devel- completion of project. Item 2_ ,

opmental projects involving use-
of nuclear materials. -

7.- NRC Inspection Manual

Record copy of the NRC Inspec- Permanent. Offer to NARA NC1-431-81-5
tion Manual including all at periodic intervals item 4.4.8 >

changes thereto. __ hen superseded orw

obsolete.

8. NRC issuance Files

a. NRC official or record set . Permanent. Offer to NC1-431-81-5
of formal issuances prepared NARA when 20 years old, item 4.4.5O by NRR staff consisting of
NRC Circulars, Bulletins.

. .
and Information Notices,

b. Regional office copies and Destroy when no longer
other copies of issuances. needed.

9. Nuclear Power Plant Docket Files

Records documenting licensing of Note: Destruction of NC1-431-81-5-
the construction and_ operation Official Records sus- Item 1.3.20
of commercial nuclear reactors pended until resolution
for power generation pursuant to of GA0 request te make
Parts 2 20, 50, 100 and 140 of certain decommissioning
Title 10. Code of Federal Regu- records in this series.
lations. Material consists of pennanent.
individual applicant case-files,
identified by assigned docket
numbers, containing copie3 of
all documents received or gen-

-erated in the eview, evalua-
tion, and autnerizationistages
of the licensin,1 process. Each
-operating license issued is for -
a fixed time period specified-in

O the license document but in no
case exceeding 40. years.
Licenses may be renewed by NRC

'2.20;3

$
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RECORDS OF NRC OFFICES

NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

upon the expiration of the ini-
tially authorlzed operating
period,

a. Official docket files of Permanent. Offer to NARA
the Of fice of Nuclear Reac- 20 years after termination
ter Regulation, located in of license,

the Information and Records
Management Branch, deter-
mined by the NRC or the NARA
to have exceptional value 0

because of the highly sig-
nificant nature of their
contents or their unique-
ness. Included are files
that:

(1) Result in judicial deci-
r. ions or legislation
that affect the func-
tions and activities of
NRC, e.g. Enrico Fermi
No. 1 (Power Reactor
Demonstration Co.
Reactor).

(2) Result in significant
changes in regulatory
activities and proce-
dures, e.g., Brown's
Ferry.

(3) Ware the sebject of
Congressional investi-
gttion or were of great
public interest, e.g.,
TMI.

S. Other decket files of NRR Destroy 20 years after
except for that p..t of the termination of license,

files described in Item 9.c.
below.

c. Hearing aad intervention Destroy when 5 years old.
correspondence and informa-
tion; hearing transcripts of

2.20.4,

- - - _ _ - _ - _ _ - _ - _ _ _ _ - _
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, RECORDS OF NRC OFFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION = CITATION

boards and panels; inspec-
tion reports and related

-

correspondence; and any
other docua.entation dupli-
cated ia the permanent file
described in a. above and
NRC Schedule 2, Part 25,
Item 4 and NRC Schedule 2,
Part 24,-Item 7.a.

d. Duplicate docket files Destroy when 5 years old
located in the PDR, and or sooner if purpose has
Regional offices except for been served.
documentation described in
NRC Schedule 2. Part 24,
item 7.a.

O 10. Preliminary Notification of

Event or Unusual Occurrence
PNO, PNT Files

Copies of preliminary reports- Destroy when-4 years old. NC1-431-81-5
constituting early notice if any item 4.4.7
significant event of oossible
safety or public Interest. The
information contained in reports-
is as initially received by,

telephone or other informal
notification without verifica-
tion of evaluation.

11. Regulatory Effectiveness Reviews

Case files documenting the. eval-- N1-431-88-5
uations of the overall effec - Item 1
tiveness of regalations under
which a Nuclear Power Plant
operates. ' Included are team-
inspections comprising " Vital
Area Analyses," " Facility Sys-
tems Analysis Reports,'-internal
memoranda, Regulatory Effective--
ness. Review Reports, and 'relatai
correspondence,

t

--- 2.20.5 --
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
N0. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

a. Official records re'ained Cut off when all RER
in the NRC File Center. findings are closed (nor-

mally 1-5 years). Retire
to the Archival Facility
one year af ter cut off.
Destroy 10 years after
cut off.

b. Extra copies of records used Det 'roy when no longer
for working or reference. needed for reference

purposes.

12. Regulatory Informaticn Tracking
5ystem - hRR (NRh-RITS)

NRR-RITS is an integration of Retain until it has been NC1-451-81-2
four systems (NRR Licensing, determined by a competent Item 12.A.4
TACS, IRTS and MPS) which are NRC Official that data
updated weekly. Data within the are no longer needed;
system are retained by staff erase and reuse tape,
members, plant review, and tech- etc.
nical u signments. The system
retains current and historical
data on project schedulet and
staff resources.

13. Reports of Defects or hon-
Compliance (Part 21 Reports)

Numbered reports pertaining to Destroy two years after NC1-431-81-5
noncompliance of law and regu- matters reported have t .en Itt . 4.4.10
lations or defect made by a resolved.
director or responsible officer
of a firm constructing, owning,
operating or supplying the com-
ponents of any facility which is
licensed or regulated by law.
Reports are required by 10 CFR
Part 21.

14, , Safeguard Status Repcrts

Monthly computer printouts con- Destroy when superseded by NC1-431-81-5
taining an inventory of all new report. Item 4.4.9
nuclear material located in NRC
licensed facilities throughout'

2.20.6
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RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DEStalPTION OF RECORDS AUTil0R12ED DISPOSITICN CITATION

the United States. Reports are
derived from information fur-
nished by regional inspectors.

15. Seismic Qualification (SEISMIC)

The system maintains data and Retain until it has been NC1-431-81-2
information regarding seismic determined by a competent item 11.A.2
equipment qualifications for NRC NRC Official that data
staff review and evaluation. are no longer needed;

erase and reuse tape,
etc.

16. . Statistical and Enforcement
Text System (766_)

The systerr #t i, data and Retain until it has been NC1-431-81-2< ,

infonnatir r.q.ed ng inspec- determined by a competent item 13.C.1

O tion, inve> v ''4 n, inquiry NRC Official that data
activities i.wi ai,ociated are no longer needed;
enforcement actions. Textual erase and reuse tape,
information concern items of etc.
t oncompliance, licensee iden-
tified item, and deviation

identified during an inspectien
activity.

17. Steam Generators
'

'This system maintains a data Retain unt'il it has been NC1-431-81-2
base of engineering information determined by a competent- Item 11.A.3
regarding reactor power plant NRC Official that data
steam generator operating expe- are no longer needed;
rience. It is used to evaluatt erase and reuse tape,-
the_ qualitative.and quantitative. etc.
aspects of steam generator
operating experience.

18. yendor Topical L ports

Reports submitted ~as part-
,

of_ licensing requirements by
nuclear _. steam supply systems-
vendors containing information.

~

of use to utility companies as|

well as the Commission.
.

.

2.20.7

|
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RECORDS OF NRC OFFICES

NARA

ITEM APPROVED

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

a. Silver master and one diazo Offer to NARA when 20 NC1-431-81-5
copy of microfiche, years old. If the Item 1.1.10

National Archives
declines, destroy when
no longer needed.

b. paper copies of reports. Destroy when microfiche
copies are determined to ;

ce an adequate substitute
f or paper copies or when
no longar needed if
office does not have
access to microfiche
copies.

1

I

O

:

!

(

O
2.20.8
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NRC SCHEDULE 2

j RECORDS OF NRC 0FFICES

PART 21. RECORDS OF THE OFFICE OF NUCLEAR REGULATORY RESEARCH (HES)

The records on this schedule document the planning and implementation of the
programs of nuclear regulatory research which the Commission' deems necessary for
the performance of its licensing and related regulatory functions.

The following record schedules were developed for records unique to RES. Refer-
ence NRC Schedule 1 " Records Common to Most Offices", and the General Records
Schedules 1 through 23 for other applicable schedules. Applicable schedules have
been identified on the " Files Maintenance and Disposition Plans" retained by the
office Records Liaison Officer.

Note: The Research Records Schedule Items 2, 3, 5.-9, and 13 through 16 have
been rescinded per NARA Bulletin 88-2. Records created prior to September 30.-
1987 can be destroyed in accordance with the Existing schedules in effect at
that time. Subsequent records must be retained and destrcycd according to the
replacement schedules. New records schedules.are forthcoming.

NARA

ITEM APPROVED,

N0. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

1. Budget System, Reserrch

An automated budget, contract Retain until it_has been NCl-431-81-2
and financial plan system main- determined by-a competent Item 13.D.3
tains data and infonnation NRC Official that data >

regarding laboratory contract are no longer needed;
proposals, 189's, of the Office erase and reuse tape,
of Research;-cortrols, executes etc.
and records monthly cost perfor-
mance of approximately four hun-
dred P.30 tasks throughout the
budget and financial plan cycles.

2 Experiment and Test Files _

Experiment and -test recoi as fe NC1-431-81-5
research projects, as follows: Item 4.8.33

a. ' Record pH nt of edited still Permanent. Offer to NARA .

and motion picture film . when 20 years old.
resulting' from experiments
and tests,

b. Raw test data consisting of Destroy when 5 years old.
1

instrumentation material. '

such as film recor 'd'

| charts, graphs, taph , etc. .

4

____

2 01.1'
.
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! NRC SCHEDULE 2

RECORDS OF NRC 0FFICES
,

NARA
I ITEM APPROVEt)

i NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITAT!0A
J

j c. Plans and procedures far Destroy when 5 years o L.
conducting the experiment' -

or test.<

>

3. Field Test Files

Records that are accumulated at NC1-431-81-5
test sites and consists of vari- Item 4.8.29
ous types of motion picture
films, oscillograms, magnetic
tapes, etc., on wbdch are
recorded raw or unevaluated
data; and evaluation data

resulting from study of above
material, including memoranda,
graphs, tabulatio.., reports,
and related papers referred to
collectively as " Reduced Date."

a. Raw test data, consisting Destroy when 5 years old
of Mitchell camera film, or 1 year after completion
Askania phototheodolite of final evaluation report
film, and Fastex film; tra- of test project, whichever
jectory data oscillograms, comes first.
telemetry oscillograms,
and magnetic tapes,

b. Reduced data as described Destroy when no longer
above, needed.

4 Grants' Files

a. Case files of contracts. Destroy 6 yects and three NCl-431-81-5
reports, studies, agree- months aftet case is item 1.5.33.a-
ments, correspondence, and closed.
other records relating to'

receipt, award, and
monitoring of grants,

b. Reperts, botks, studies, or Permanent. Offer to NARA NCI-431-81-5
any other final grant pro- when 10 years old. Item 1.5.33.b
duct and related records.

O.

.

_2.21.2
_ |
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RECORDS OF NRC OFFICES

NARA
ITEM APpROVCD
NO. DESCRIPTION OF RECORDS AUTHOR 17ED DISPOSITION CITATION

,

c. linsuccessful grant applica- Destroy 3 years after GRS 3-13
tion files consisting of rejection or withdrawal,
applications, correspon-
dence, and other records
relating to unsuccessful
(rejectedorwithdrawn)
applications,

'd. Grant administrative files Destroy when 2 years old. GRS 3-14
consisting of correspondence
and/or subject files relat-
ing to routine operations
and daily activities in
administration of the grant
program.

5. LaboratoryNotebools_

Scientists' notebooks containing NC1-431-81-55

resulting from research work, as Item 4.8.34
follows:

a. Notebooks containina .tata Destroy-6 months after-
determined by competent, completion or termination
scientific-or' technical of the related project (s).
personnel either to be
duplicated in technical
reports or elsewhere in
project case files, or to

be of such a routine or
fragmentary nature that
their retention would~not

-add si]nificantly to the
project file exce)t those
desceibed in-(1)')elow.-

(1) Notebooks containing Destroy when 25 years old-
data essential in or 6 months after comple-
establishing patent or tion or termination cf

-invention rights, che related project (s)-
whichever is later,

b. All.other notebooks. . Permanent.= Offer to NARA

O - 10 years after completi_on
or termination of the
relatedproject(s).

2.21.3
- - - - - - -- - - .-- - -. - - - - - - -
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NRC SCHEDt" ?

RECORDS OF NRC 0FFICES |
l

NARA

ITEM APPROVED

NO. DESCRIPTION OF RECORDS AbTHORIZED DISPOSITION CITATION

6. National Standards Committee
Participation Yystem (SDCOM)

The system maintains a computer Retain until it has been NC1-431-81-2
file of NRC personnel involved determined by a competent item 13.E.1
in the development of nuclear NRC Official that data
standards. A Nuclerr Standards are no longer needed;
Directory is produced which erase and reuse tape
associates corporations, com- etc.
mittee members and particular
standards activities.

7 Nuclear Safety Research Review
Comitte Records (NSRRC)

a. Records of the NSRRC

Records of the NSRRC con- Cut off in 5 year blocks N1-431-90-3
sisting of agendas, minutes, and retire to the NRC Item 1
briefing materials, tran- Archival Facility /
scr4 1ts of full committee Washington National
and subcommittee meetings, Records Center. Offer ir.
reports describing comittee 5 year blocks to the
and subcommittee findings National Archives and
and recommendations, subject Records Administration
files consisting of internal when 20 years old,
memorandum, incoming and
outgoing correspondence,
special studies project
files or topics requested by
the Director of the Office
of Nuclear Regulatory
Research or the Commission,
and all other documents per-
taining to the functions,
policies, and program
responsibilities of the
committee.

b. General Administration Files

General administrative files Cut off at close of GRS 23-1
pertaining-to the routine fiscal year. Destroy
internal management or gen- when 2 years old or
eral administration of the sooner if purpose has
NSRRC such as budget, been served.

2.21.4
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RECORDS OF NRC 0FFICES ,

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

travel, )rocurement, etc.

rather t1an the function for
which the NSRRC exists.

8. Nuclear Safety Standards Program
Files

Records accumulated in connec- Destroy when 20 years NC1-431-81-5
tion with the development of old. hem 4.9.37
nuclear safety standards and
guides pertaining to the siting
of suitable location, design of
nuclear power plants, etc.
Included are draft standards and
guides, comments from staff
offices and the public and
related records. Standards are
formally published as NRC Regu-O lations NUREGS, Guides or Tech-
nical Specifications, which are
retained permanently in micro-
fiche form. See NRCS 2. Part
14, item 8.a.(2).

9. Original Tracings of Drawings, Penna nent. Offer to NARA NC1-431-81-5
Specifications, and Photographs in annual blocks when 20 Item 4.8.36
of Completed Product or Appartus years old.

10. Personnel-Monitoring Report
Files

Personnel monitoring reports and
related information consisting
of reports of individual moni-
toring from licensees required
under 10 CFR Part 20. Documents
consist of annual personnel
monitoring reports and periodic.
reports of overexposures ir,clud-
ing NRC Form 5, the information
from which is maintained on mag-
netic tapes accessed using the
Radiation Exposure Information

* ReportingSystem(REIRS)atOak
Ridge National Lab.

-2.21.5-
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RECORDS OF NRC 0FFICES

NARA \
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

a. Personnel monitoring reports Destroy 2 years after N1-431-89-6
and personnel overexposure data are input into the item 1.a
reports submitted by licens- REIRS.
ees, from which all data are
entered into REIRS.

b. Personnel monitoring reports Pertna nent. Rotire to N1-431-89-6
and personnel overexposure NRC/lRMB in 5 year item 1.b
reports that are not placed blocks. Transfer to the
in the REIRS or of which National Archives in 5
only selected data are year blocks when 20 years
entered into the REIRS. old.

c. Electronic records of per- Permanent. Transfer data N1-431-89-6
sonnel monitoring report copy immediately on mag- ! tem 1.c
data 1976-present (main- netic tape according to
tained at Oak Ridge National NARA technical require-
Laboratory). (Reference ments. Transfer revised
NRCS 2-21.12 "REIRS data copies tc the
System.") National Archives every

5 years,

d. REIRS system programming and Permanent. Transfer to N1-431-89-6
documentation, thelsational Archives on item 1.d

an ongoing basis in con-
junction with item 10c.

e. Computer printouts produced Destroy when superseded NC1-431-81-5
by any organizational level, or obsolete. Item 1.4.27(c)

11. Plcns and Systems Design
Descriptions,

Drawings and plans of 64 systems Permanent. Offer to NARA NC1-431-81-3
associated with the LOFT * reac- when 20 years old. Item 2
tor. Maintained by the research
contractor at the facility.

* Loss of fluid test.

-2.21.6 --
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NARA
ITEM APPROVED
''

DESCRIPTION OF RFCORDS AUTHORIZED DISPOSITION CITATION.

12. Radiation Exposure Information
System (REIRS)

The system maintains radiation Permanent. Transfer data N1-431-89-6
exposure data reported by NRC copy inanediately on mag- Item 1.c
licensee according to category netic tape according to
such as: commercial reactors. NARA technical require-
industrial radiographers, fuel ments. Transfer revised
fabricators and processors and data-: copies to the
commercial distributors of National Archives every 5
specified quantities of by- years. (Initial transfer
product material. Such data occurred 8/24/90.)
assist in the evaluation of the
effectiveness of NRC's regula-
tory program.

13. Rejected Research Project
Proposals

O Rejected proposals for research Destroy 2 years after !!Cl-431-81-5
projects consisting _of unsolic- rej" tion. Item 4.8.30
ited contract proposals from
individuals and organizations
which on evaluation by NRC were
determined to be unacceptable-
and aere subsequently rejected.

14. Research Background Files

Records which are background NCl-431-81-5-
papers and data which serve as -Item 4.8.35
backup to laboratory notebooks
and scientific and technical
reports.

a. Source data files, punch Destroy when the program
cards, magnetic tapes, com- manager determines that

'

puter printouts, recorder the records have_no prob-
charts, preliminary draw- able value,
ings, film, questionnaires,
surveys, etc., used to col-,

lect and assemble data of a
preliminary or-intermediate

O character generated from
such' processes as experi-
ments or observations of a
routine repetitive nature

2.21.7- -
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RECORDS OF NRC 0FFICES

NARA

ITEM APPROVED

N0. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITIO_N CITATION

and used for reference in
arriving at determinations
in the conduct of research
projects.

b. Summary data, and/or records Destroy when 7 years old,
reflecting significant find-
ings or containing scientific
data not duplicated elsewhere
which serve as backup for
notebook entries and/or
reports.

15. Research Program Files

Program files consisting of Permanent offer to NARA NC1-431-81-5
various documents, data, and when 20 years old. Jtem 4.8.31
correspondence accumulated by
divisions and offices respon-
sible for the formulation, plan-
nirg, direction, review, and
evaluation of research and

j development in assigned areas.

16. Research Project Case Files

Project Case Files reflecting NC1-431-81-5
the history of a project from item 4.8.32
initiation to completion,
including research, design, and
test results.

| Included are records such as:
project proposait review memo-
randa and comments; project
authorizations and directives;
copies of unpublished manu-
scripts, journal articles, and
conference papers; progress
reports; correspondence influ-
encing the direction of the pro-
ject; and lists of publications
and films resulting from the

| project.
|

2.21.8
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ITEM APPROVED
NO. DESCRIPTION OF RECORDS AllTHORIZED DIS _ POSITION CITATION

.

a. Case files deemed by the Permanent. Offer to
NRC, contractor, or the NARA T annual blocks

!National Archives and Rec- when 20 years old.
ords Administration to have'

'

exceptional value bacause
of the highly significant
nature of the research in-
volved or uniqueness of the
case file. Included'are
files that: ,

(1) Show development of
new and significant
techniques.

(2) Relate to new and sig-
'

,

nificant methodology
and materials.

\) (3) Were the subject of
^

Congressional investi-
gation or came under
intensive public
scrutiny.

|
(4) Result in judicial de-

| cisions or legislative
activities affecting'

the functions and
activities of the' NRC. ;

(5) Result in significant ,

changes in regulatory
activities and func-
tions of the NRC. '

b. All other case-files.

17. Scientific and Technical Reports
;

These are published and unpub- NC1-431-81-5
| lished scientific and-technical item 4'.8.28
| reports, as defined in NRC

Management Directive 3.8. ^s

.

- -2.21.9
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ITEM APPROVED

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITIO_N CITATION

a. Record copy officially
designated by the origina-
ting NRC office or
contractor.

(1) Published reports. See NCRS 2 Part 14
Item 8.a. for authorized
disposition.

(2) ilnpublished reports. Permanent. Offer to NARA
in annual blocks when
20 years old,

b. All other copies. Destroy when no longer
needed for reference.

18. Still Photographs Associated
TffTiT0TT

Still photo raphs of instru- Permanent. Break file NC1-431-81-4
ments, faci ities, procedures every five years. Offer item 1.e
and special Visits associated negative and print to
with the LOFT reactor. Prints NARA five years after
are maintained in the Office of file break.
Nuclear Regulatory Research,
Division of Accident Evaluation,

Experimental Programs Branch saa
negatives are maintained by the
research contractor arranged by
subjec t.

19. Video Recordings for Research
Projects

Experiment and Test records for
research projects, as follows:

a. Edited, educational motion Permanent. Offer origi- NC1-431-81-4
picture film or video- nal, intermediate copy Item 3.F'
recordings on the LOFT pro- and print or dubbing tol

| gram. Originals may be the National Arenives
! maintained by contractors when five years old.
l and prints or dubbings main-
| tained in the Office of
I Nuclear Regulatory Research,

2.21.10
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+

NARA
'

ITEM APPROVED
-

H0. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION i

t

Division of Acciccot Evalua. |

tion, Experimental h cgrams :
'

Branch.
s

b. Unedited documentary motion Destroy when no longer' |
picture film or video needed. !

recordings resulting from
LOFT experiments and tests. |

.

L
.

i

r

S :

!
t
6

4
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NRC SCHEDULE 2

*
RECORDS OF NRC 0FFICES

P* W ''' 0FFICE OF PERSONNEL

The Office of ' (0P) plans and implements NRC policies, programs and
services to prov < the effective organization, utilization and development*

of the agency's humai, esources.

Ite folicwing t cord schedules were developed for records unique to OP. Refer-
ence NRC S,.ru uk 1. " Records Common To Most Offices", and the Generai Records
schedules 1 through 23 for other a;;r icable schedules. Applicable schedules have
Men identified on t!.e " Files Maintenance and Dispositio,1 Plans" retained by the
cffico Re erds Licison Officer. ,

t

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED D15 POSITION CITATION

1. Audiocassettes re Technie l
iraining

Audiocassettes purchased f,om Erase and rouse when no NC1-431-81-4
outside sources for technical longer needed. Item 4
training of NRC Stcff.

U 2. Automater 'ersonnel Syster (,APS)

The Automated Personnel System Retain until it has been NC1-431-81-2
$ maintains records on NRC person- determined by a competent Item 13,I.6

nel regarding previous employ- NRC Official that data
ment, history of NRC employment are no longer needed;
and present status. Information crase and reuse tape,
and data regarding various e tc .
employee actions are input to
the system. These actions are:
accessions, transfers, termina-
tions; and/o* regular reports
such as: aotice of in-grade.

step, emplo3mient trer,ds, minor-
ity employment, skills and
levels, grades by sex er minor-
ity and anticipated retirement
levels.

*
3. Awards files

a. Records relating to Permanent. Offer to NARA NC1-431-81-5
$ meritorious and distin- when 10 years old. Item 1.5.28
$ guished service awards made

/7 at the Commission level and
( ) maintained by the Office of'~'

Personnel.

2.22.1
<
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NRC SCHEDULE 2
-

RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

b. Copies of records Destroy 2 years after
described in a. above awcrd is made,

e<clusive of those
filed in Official
Personnel Folders.

4. Health Records Files

Health case files on NRC Sec GRS 1, Item 21 for NC1-431-81-5
employees, exclusive of records authorized disposition Item 1.4.24
relating to unique occupational -

hazards of the atomic energy
program, covcred by the Person-
nel Expcsure Files schedule,
comprising forms and correspon- )

g dence an1 related papers docu-
menting nedical treatment.

5. Personnel Fxposure Files

Records accumi>1dted to measure
the degree of radiation exposure

.or individuals to external radi-
ution and internally deposited
isotopes.

a. Individual NRC personnel Destroy 75 years fium NC1-431-81-5
folders centaining data and the date of the creation Item 1.4.25
radiation exposure. of the record.

b. Film badge processing Destroy 75 years from date
reports. of report

6. Training Aids

a. One copy of each mantal, Pennanent. Offer to NARA NCl-431-81-5
syllabus, textbook, and when 1 G ears old. Item 1.5.40
other training aid for man-
agement and technical sub-
jects developed by the Com-
mission and maintained by
the Organizational Develop-
ment and Training staff

.

and the AE00 Training
officer;, both Headquarters
and Chattanooga, Tennessee.

1

2.22.2
|
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF niCORDS AUTHORIZED DISPOSITION CITATION

b. 1" dining aids from other Destroy when superseded
agencies or private or obsolete.
institutions.

I

O

O
.

2 22.3
,
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NRC SCHEDULE 2

RECORDS OF NRC OFFICES

PART-23. RECORDS OF THE OFFICE OF PUBLIC AFFAIRS

The Of fice of Public Affairs (0PA) develops policies, programs and procedures
for the Chairman's approval for informing the public of NRC activities. Pre-
pares, clears, and disseminates information to the public and the news media
concerning NRC policies, programs, and activities; keeps NRC management informed
on media coverage of activities of interest to the agency; plans, directs, and
coordinates the activities of public information staffs located at Regional
Offices; conducts a cooperative-program with schools and carries out assigned
activities in the area of consumer affairs.

The following record schedules were developed for records unique to OPA. #

Reference NRC Schedule 1, " Records Common to Most Offices", and the General
Records Schedules 1 through 23 for other applicable schedules. Applicable
schedules have been identified on the " Files Maintenance and Disposition Plans"
retained by the office Rocords Liaison Officer.

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATIO_N

1. Information Files

a. Complete set of formal Permanent. Offer to NARA NC1-431-81-5 ,

informational releases and Wen 10 years old, Item 1,5,34
!publications, press con-

ference transcripts,-offi-
cial speeches, and indexes
thereto maintained by the
Office of Public Affairs,

b. Copies of records ' Destroy when no longer
' described in a. above. needed,

O
2.23.1
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NRC SCHEDllLE 2

RECORDS OF NRC 0FFICES

PART 24. RECORDS OF THE REGIONAL OFFICES

The NRC Regional Offices execute established NRC policies and assigned programs
relating to inspection, enforcement, licensing, state agreements, state liaison
and emergency response within their Regional boundaries.

The following record schedules were developed for records unique to the Regions.
Referer t e hRC Schedule 1, " Records Commun to Most Offices", and the General
Re:ords Schedules 1 through 23 for other applicable schedules. Applicable sched-
ules have been identified on the " Files Maintenance and Disposition Flans"
retained by the office Records Liaison Officer.

NARA
ITEM- APPROVED
,NO . DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

,

1. Action Item Trac',ing System
(AITS)

The system tracks the status of Retain until it has been NC1-431-81-2
individual work assignments for determined by a competent Item 12.C.1
inspection and enforcement-and NRC Official thit data are
its principal organizational no longer needed; erase( components. and reuse tape, etc. '

4

2. Duplicate NPP-Docket Files

Duplicate copies of NRR's Destroy when 5 years old NC1-431-81-5
nuclear power plant docket files or sooner if purpose has ' Item 1.3.20.d
located in the regional offices been served.
except for documentation
described in NRC Schedule 2, "

Part 24 Item 7.a.

3. Emergency Planning Files

a.- Case files accumulated in Penn6nent. Offer to NARA NC1-431-81-1-
the Regional Offices, con- when 20 years old. Item 3.a
sisting of a record copy of
each plan or directive.
issued, and related back-
ground papers.

b. - Record set of NRC reports of Permanent. Offer to NARA NC1-431-81-1
operation tests accumulated when 20 years old.- Item 3 b^

in the Regional Offices,
consisting of consolidated
or comprehensive reports:e1 reflecting results of tests-f

Ad conducted under emergency
plans.

2.24.1

__ l
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NGC SCHEDULE 2

RECORDS OF NRC OFFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITAT10N'

c. Copies of r3 cords pertaining Destroy when superseded NC1-431-81-1
to office participation in or obsolete. Item 3.c
emergency planning exercises
and tests maintained in the
various offices throughout
NRC.

>

4. Fuel Facilities, Transportation,
Byproduct, Source, and Soecial
Ruclear Material Docket Files

c

Case files documenting the Note: Destruction of NCl-431-81-5,

licensing of persons, institu- Official Records sus- Item 1.3.22
tions, facilities or companies pended until resolutinn
to use byproduct, source and of GA0 request to make
special nuclear material, and certain decommissioning
to transport nuclear materia'. recoros in this series
as defined in 10 CFR Part's 30, permanent.
40, 50,-70, and 71. Included >

are the application, license
and amendments, and all related
documentation. Excluded are
case files (under 10 CFR Part
40) with license prefix of "SUA"
which are covered by schedule
2-28.1,

a. Official case files, except Retire to WNRC after-
for those files covered by license is expired or
"b" below. Regional case terminated and receipt of -

files which include the certification that pre-
Office Records for Inspec- mises are free of con-
tions; also reference NRCS tamination. Destroy 10
2-24.7, " Inspection & years after date of cer-
Enforcement Case Files", tification, or Decommis-
items a and b.2, and use sioning Procedure.

. the longst period
applicable.

b. Case files covering licensee Transfer to Agreement
for which licensing juris- States.
diction is transferred to
the State under agreement
covering transfer of

C function.

2.24.2
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NRC SCHEDULE 2

PECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION 0F RECORDS AUTHORIZED DISPOSITION CITATION

c. All copies in NMSS and Destroy when 1 year old
Regional Offices, or earlier if purpose has

been served. l

5. Health Records Files

Health case files on NRC See GRS 1, Item 21 for NC1-431-81-5
amployees, exclusive of records authorized disposition Item 1.0 24
relating to unique occupational
hazards of the atomic energy
program, covered by item 12 of
this schedule, comprising forms
and correspondence and related
papers documenting medical
treatment.

6. Information Files

a. Complete set of formal Pennanent. . 0ffer to NARA .NC1-431-81-5
~

g
informational releases and when 10 years old. Item 1.5.34
publications, press con-
ference transcripts, cffi-
cial speeches, and indexes
thereto maintained by the
Regional Offices.

b. Copies of records-described Destroy when no longer
in a. above, needed.

7. Inspection and Enforcement Case
Files

Files documenting the inspection Note: Destruction of NCl-431-81-5
activity and action relating to official. records sus- Item 4.4.6-
power reactors, byproduct, pended until resolution
source and special nuclear mate- of CAO request to make
rial licensees, including copy certain deconrnissioning
of license,' inspection and fol- records permanent.
lowup reports, inspectors'
notes, enforcement action docu-
ments, final- certification that

premises are-free of radiologi-
cal contamination, and related

-documentation.

\

2.24.3

I.a
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RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED,

NO. DESCRIPTION OF RECORDS AUTHORIZE 0 DISPOSITION CITATION

a. Official Case Files located Permanent. Offer to NARA
in Regional Office deter- 70 years after termination
mined by the NRC or the NARA of license,

to have exceptional value
' - use of the highly sig-

| . cant nature of theirt
'

ntents or their unique-
ness. Included are those
inspection files that relate
to the docket records to be
retained permanently identi-
fled in NRC Schedule (2,
Part 20, Item 9.a) i.e.,

those flies that:

(1) res'ilt in judicial de-
cisions or legislation
that affect the func-
tions and activities
of NRC;

(2) result in significant
changes in regult. tory
activities and proce-
dures; or

(3) were the subject of
Congressional investi-
gation or were of great
public interest.

b. Other case files in Regional Retire to WNRC after
Offices except those finai certification
described in (1) through Destroy 10 years after
(3) below, final certification.

(1) Inspection Case Files Destroy 3 years after
of licenses under NRC final certification,
jurisdiction which are
allowed to expire or
are terminated or4

superseded and not
covered by 7.b.(2)
below.

.

$

E.24.4
|
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RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED Dl_SPOSITION CITATION

'

(2) Unique or special cases Destroy 20 years after
and/or cases where final certification.
licensees are requ'.rti
to make extensive
decontamination efic. ts
as a result of the
clearance survey.

) (3) Case files of both Destroy 1 year after
Headquarters and Re- official file is--
gional offices, con- transferred,

sisting 'of material
remaining after files
are transferred to a
State under agreement

' covering transfer of
regulatory function,

c. Copias of case files located Destroy 1 year after final
in Headquarters Offices.- certification.

Id. All other copies in MR, Nonrecord. Destroy when 1
NNSS and Regional Offices, year old or earlier if no

longer needed.

8. Licensee Mismanagement Files

Licensee reports and other. Files to be maintained by NCl-431-81-5
records relating to incidents licensee or State office Item 1.4.26
of the mismanagement of radia- of radiciogical safety-
* ion administered to individuals for-7b years frem date of.

by licensees (primarily doctors- ' report._ If-records are

or other medical facilities)- -deposited with NRC,
containing name of iridividuals destroy 7S years from
and other data pertaining to the date of report. '

mismanagement.

9. Module Statu1 eport. SystemRe

The_ system maintains the status Retain until it has been NC1-431-81-2
of all modules required to be determined by a competent Item 12.C.4
inspected under various inspec-- NRC Official that data
tion programs. Information- are no longer needed;

g includes definition of inspec- erase and reuse' tape,
'"j tion progran being monitored,. etc.

facilities selected for review,.

2.24.5
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RECORDS OF NRC 0FFICES

NARA

ITEM APPROVED

NO. D_ESCRIPTION OF RECORDS AUTHORIZED DISPOSITION C_ITATION

modules with overdue inspec-
tions, inspection profile and a

* transaction listing of all
facilities includcd in the
review.

10. Nuclear Material Accountability
Worksheets

Worksheets maintained by re- Destroy when superseded NCl-431-8:-5
gional inspectors n accounting or no longer needed. Item 4.4.12
for nuclear materials located
at NRC licensed facilities.

0 tstanding Item Systems !OIS)11. 1

This system tracks all items Retain until it has been NC1-431-81-2
which require follow-up action determined by a competent Item 12.C.3
by Project and Specialist NRC Official that data
Inspectors. are no longer needed;

erase and reuse tape,
etc.

12. Persennel Expo.9re riles

Records accumulated to measure
the degree of radiation expo-
sure of individuals to externa'
radiation and internally
deposited isotopes.

a. Individual NRC personnd Destroy 75 years from NC1-431-81-5
folders containing data u J the date of the creation Item 1.4.25
radiation exposure, of the record,

b. Film badge processing Destroy 75 years from
reports. date of report.

13. Reactor Operator and Senior
O erator Docket FilesJ

Case files containing informa- Cutoff files upon latest N1-431-90-4
tion pertaining to 10 CFR Part license expiration / Item 1
55 applicants for a license, termination / revocation,
licensed operators and indivi- application denial or
duals who previously held licen- withdrawal, or issuance
ses. Documentation includes of denial letter. Retire

|
2.24.6 i

1
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RECORDS OF NRC OFFICES - -

NARA
ITEM APPROVE.0
h0. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

applications for a license, to FRC when 3 years old,
licenses, denial letters, and Destroy when 10 years
relcted licensing correspon- old,

dence, correspondence pertain-
ing to actions-taken against a
licensea, 10 CFR Part 50.74
.otifications,. certifications of

medical examinations and related
"

medical information, fitness for
duty information, exaraination
results and other docket
information.

O.

,

O
w/

2.24.7
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NRC SCHEDULE 2

RECORDS OF NRC OFFICES

PART 25. RECORDS OF THE OFFICE OF THE SECRETARY

The Office of the Secretary of the Commission (SECY) dh elo;,s policies and
procedures for the provision of complete secretariat services required for the
discharge of Commission business and implementation of Commission decisions. 'The
Secretary advises and assists; the Commission, offices reporting directly to the
Commission, and staff on the planning, scheduling, and conduct of Commission
business. The Assistant Secretary performs functions of the Federal Advisory
Committee Management Officer; maintains liaison with certain boards and adviscry ,

committees.

The following record schedules were det' loped for records unique to SECY.
Reference NRC Schedule 1, " Records Common to Most Offices", and the General
Records Schedules 1 through 23 for other applicable schedules. Applicable
schedules have been identified on the " Files Maintenance and-Disposition Plans" 4retained by the office Records Liaison Officer.

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION QTATION

1. Bibliographic Retrieval System
(- IBRS)
x

The systm provides access to Retain until it-has-been NCl 431-81-2
bibliographic data on NRC determined by a competent Item 13.J.2
records maintaincd in the NRC NRC Official that data
Public Document Room. are no longer needed;

erase and reuse tape,
etc.

2. Commission (SECY) Paper Files

Commission Pyers, generally re-
ferred to as SECv Papers, are
formal' documents prepared by NRC
staff offices, Ccmmission staff
offices, ACRS and Boards and
Panels as the principal instru-
ment by which the Commission
receives recommendatians for de- '

cision and inforr.ation on sig-
nificant triatters. S pies of all

- SECY papers are filed -subjec-
tively in the Secretariat sub-
ject file (NRC Schedule 1 Part
2, Item 2.a).

I

bG
|

2.25.1 )
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RCORDS OF NRC 0FFICES

NARA

ITEM APPROVED

N0. DESCRIPTION OF RECORDS Aom0RIZED DISPOSITION _ CITATION

a. Commission (Secy) Pa)er Permanent. Offer to NARA NC1-431-81-5
Comment Folders whic U re when 20 years old. Item 2.3.7
case files comprising the
official record of the Com-
missioners' voting and their
comments. Folders include a
copy of the Secy Paper, vote
sheets, t.nd related ccmments
and correspondence, arranged
numerically by Secy Paper
Number,

b. Other copies of Commission Destroy when no longer
(Secy) Papers, needed for reference.

3. Conaission Tracking System

The systen generates *epo>ts Retain until it has been NC1-431-81-2
which contain information on all determined ay a competent item 12.K.1
tasks assigned to staff oy Com- NRC Official thet data
mission action; the tasks are are no longer needed;
contained in SECY Staff Requira- erase and reuse tape,
ments Memorandums, SRMs. The etc.
reports list each task according
to action office, ED0/ Office,
OCM/0ffice, and status such as
complete, overdue or on
schedule.

4 Commission's Decisional License
Docket Files

The official license files of Pennanent. Offer to hARA NC1-431-81-5
the Commission maintained in the T years after expiratior. Item 1.3.16
Office of the Secretary con- or revocation of license,

taining copies of Licensing
Bot rd and Appeal Panel Orders
and transcripts of hearings,
exhibits consisting of copies of
pertinent staff documents, Com-
mission crders and decisions,
and filings by various parties
and related documentation in all
licensing proceedings. The
files are arranged numerically
by docket number.

2.25.2
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RECORDS,OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED-DISPOSITION CITATION

5. Duplicate NPP Docket Files of
The PDR

Duplicate Nuclear Power Plant Destroy when 5 years old NCl-431-81-5-
docket files located in the or sooner if purpose has Item 1.3.20.d
POR. been served.

6. Narrative Histories

Narrative histories-of the
Commission and its' work,
including oral history
projects,

a. Record copy maintained by Permanent. Offer to NARA NCi-431-81-5
the NRC Historian, when 10 years 21d. Item 1.5.35

b. All other copies. Destroy when superseded or
, obsolete.

7. Oral History Sound Recordings

Oral histocy sound reccrdings of Erase and rc.'se when nc NC1-431-8? 4
NRC officials maintained by the longer needed. Item 4.b
Chief Historian, Office of the

.

Secreta ry.

8. Rulemaking Docket Files- 4

Copies of rulemaking documents Destroy 5 years after-the NC1-431-81-5
sent to the Office of the completion (through adop- Item 2.3.10
Federal Register for publica - tion or withdrawal) or-

tion, and related correspondence rulemaking proceedings
and other documentation, noticed in the Federal

Register.

9. Stenographic Tapes of Cot.anission
Meetings

a. Tapes of open meetings. -Destroy when transcribed. NC1-431-81-5
Item 2.3.9

__
b. Tapes of closed meetings. Destroy when two years old

(~ or later when-a complete
t transcript =has been dis-'' closed, except that all

2.25.3
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NRC SCHEDULE 2
e

RECORDS OF NRC 0FFICES

NAP.A

ITEM APPROVED
NO. DESCRIPTION OF RECORDS _ AUTHORIZED DISPOSITION CITATION

tapes of TMI are to be
retained until disposal
has been authorized by
the Office of General
Counsel.

10. Transcripts of Connission
Meetings

Verbatim transcripts of open Pennane nt. Offer to NARA NC1-431-81-5
and closed meetings of the when 20 years old. Item 2.3.8
Commission, arranged chronolog-
ically by date cf meeting.

@

c

e

9
2 E5.4

1
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RECORDS OF NRC-0FFICES

PART 26. kECORDS OF THE OFFICE OF SMALL AND DISADVANTAGED BUSINESS UTILIZATION '

AND CIVIL RIGHTS

The Office of Small and Disadvantaged Business Utilization and Civil Rights
_,

(OSDBV/CR) develops and implements, in cooperation with the Director, Division of
Contracts and Property Management and Directors of other affected Offices, speci-
fic policies and procedures to carry out the functions and_ duties of Sections 8'

and 15 of the Small Business Act and Executive Order ILJ8, as they relate to the q
NRC. Provides focus for NRC efforts to assist small businesses, small businesses 4

owned by socially or economically disad'nntaged individuals, women-owned busi- i

nesses, and firms in labor surplus areas.

The following record schadule was developed-for records unique to the OSDBU/CR.
Reference NRC Schedule 1, " Records Common to Most Offices", and the Genera.1
Records Scheoules 1 through 23 for other applicable schedules. Applicable

t schedules have been identified on the " Files Maintenance and Disposition Plans"
retained by the office Records Liaison Officer.

NARA

NO. DESCRIPTION OF RECORDS . AUTHORIZED DISPOSITION _
APPROVEDITEM
CITATION

1. General Files
,

General correspondence, Cut off file annually. NC1-431-81-6
memoranda, reports, and other Destroy when 5 years old. Item 4.3.4
records pertaining to the imple-
mentation of the office's pro-
gram of assisting small and dis- -

advantaged businesses or
required by amendments to the
Small Business Act of 1958.

/-
{

2

2.26.1
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RECORDS OF NRC 0FFICES

PART 27. RECORDS OF THE OFFICE OF STATE BLGRAMS

The Office of State Prngrams (OSP) plans and directs NRC's program ef coopera-
Etion and liaison with States, local governments, interstate and Indian Tribe

organizations. Participates in formulation of policies involving NRC/ State
cooperation and liaison; develops and directs administrative and contrertual,
programs for coordinating and integrating Federal and State regulatory activi-
ties; maintains liaison between NRC and State, interstate, regional, Indian Tribe
and quasi governmental organizations on regulatory matters; monitors nuclear-
related State 1e'gislative activities; and directs regulatory activities of State
Liai..on Officers located in Regional Offices. Participates in policy matters
on State Public Utility Commissions (PUCs).

OSP also plans, implements, and manages the State Agreements program under the
provisions of Section 274 of the Atomic Energy of 1954, as amerded. Monitors-

the State Agreements _ program to_ evaluate its compatibility with-the NRC regula-
tory program and adequacy to protect the public health and safety. Provides and
coordinates training and technical assistance to the Agreement States. Recom-
mends and administers policy for the Agreements State prograr.s. Directs regu-
latory activities of State Agreement Officers located in Regional Offices.
Provides technicu apport and guidance to other NRC offices whose functional
responsibilitiu Nguire liaison with State Agreement operations. Reviews
Agreement State settrials licensing and inspection programs for technical
adequacy and cons.stency.

The following record schedules were developed for records unique to OSP.~
Reference _NRC Schedule 1, " Records Common to Most Offices", and the Genaral
Records Schedules 1 through 28 for other applicable schedules. Applicable
schedules have-been identified on the " Files Maintenance and Disposition Plans"
retained by the office Records Liaison Officer.

NARA-
ITEM
NO. DESCRIPTION OF RECORDS

- APPROVED
AUTHORIZED DISPOSITION CITATION

1. Agreement State Files-

a. Copies of State enabling Permanent.' ' Offer to -NC1-431-81-5
* legislation cooperative- NARA 5. years after any Item 4.10.38-

agreements between NRC and revocations or termina-
State government agencies, tion of agreement.
and Commission papers on-

the Agreements,

b. Review meeting reports and- Permanent. Offer to NARA
* correspondence with indi- when 5 years old.

vidual Agreement States.
'

v

2.27.1

"
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

NARA

ITEM APPROVED

N0. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

2. Health Training Files

Correspondence and reports per- Destroy when 3 ye:rs old NCl-431-81-5
taining to the presentation of or sooner if purpose has item 4.10.40
and attendance at individual been served.
NRC-sponsored training courses
for Agreement State personnel.
Courses pertain to radiation
control and radiological
response programs.

3. Information Report on State
Legislation

Summary report published bi-
monthly reflecting individual
States' legislation pertaining
to nuclear regulatory matters.

a. Reroro set of each report Permanent. Offer to NARA NC1-431-81-5
maintained by Office of in biannual blocks when Item 4.10.42
State Programs. 5 years old.

b. Other copies. Destroy when no longer
needed.

4. Non-Agreement State Files

Copies of State Acts pertaining Destroy when 10 years NC1-431-81-5
to nucle:r regulatory matters olo. Item 4.10.39
and related correspondence with
individual non-Agreement States.

5. State Legislation Files

Copies of proposed St te legis- Destroy when no longer NC1-431-81-5
lation relating to nuclear con- needed for reference. Item 4.10.41
trol and regulations obtained
for NRC by contractor. Infor-
mation is used in the prepara-
tion of the Information Report
on State Legisistion (Item 3
above).

,

O
2.27.2

i

. .
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RECORDS OF NRC 0FFICES

Part 28. RECORDS OF THE LRANIUM RECOVERY FIELD OFFICE

The Uranium Recovery Field Office (URF0) implements NRC policy regarding uranium
recovery facilities and remedial actions for inactive processing sites.

The following records schedules were developed for records unique to URFO.
Reference NRC ScFedule 1. " Records Common to Most Offices," and the General
Records Schedules 1 throuch 23 for other applicable schedules. Applicable
schedules have been identified on the " Files Maintenance and Disposition Plans"
retained by the uffice Records Liaisor; Officer.

NARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

1. High-Level, Low-level, and
Uranium Recovery Docket Files

Case Files documenting the Pe rmanent . Offer to NARA NC1-431-81-5
licensing of high-ievel, or low- when 10 years old. Item 1.3.23
level and uranium recovery oper-
ations including mills, solution

|
,-

I / 'l mining, and heat leaching of
\s_ / ion exchange facilities in non-

Agreement States as defined in
10 CFR 40 with license transfer
prefix of "SUA." Includes appli-
cations, licenses and amendments
and other related material. The
files are arranged by docket
number.

2. UMTRAP P,,roject Licensing Case
Files

Project files documenting the NCI-431-89-1
concurrence and licensing activ- Item 1
it'7 for the Uranium Mill Tail-
i- Femedial Action Program
(UMTRAP), pursuant to the Ura-
nium Mill Tailings Radiation
Control Act of 1978.

a. Official project files Permanent. Cut off files
located in the NRC File in 1995 and retire in 5
Center (Central Files) and year blocks thereafter.
Region IV, Uranium Recovery Retire to WNRC 1 year

.< ~x Field Office. af ter cutoff. Cese files
) are to remain in NRC cus-(

\' / tody until licenses are

2.28.1

,
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO, _ DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

~

terminated, expired, or
75 years old, whichever
is earlier. Review and
offer terminated or
expired licenses and
material more than 75
years old to NARA at 20
year intervals beginning
year 2020.

b. All other copies Destroy one year after
termin6ti :n or expiration -

of license or sooner if
no longer needed for
reference.

(NOTE: Transfer textual
finding aid to N/.RA at
the time of transfer of
official files corres-
ponding to finding aid.)

1

.

@

2.28.2

. .
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NRCS Subject Index
March 1992

(,) NRC RECORDS SCHEDULES (

SUBJECT INDEX

Schedule
Series Number

Abnormal Occurance Case Files 2-4.1

Accounting System (CAB) 2-10.1

Action Item Tracking System (AITS) 2-24.1

Administrative Budget Control System (ABC) 2-1.1

Administrative Files
Admininstrative Subject Files- . See GRS 23-1
Electronic Records, Admin. Master Files- See GRS 20-3
Files Common to Most 1-1
Employee Travel Files 1-1.1
Office General Personnel Files 1-1.2
Office Organization Reference 1-1.3
Policy and Precedent Reference Files 1-1.4
Reading or Chronological Files 1-1.5
Reference Publication Files 1-1.6
Reimbursable Agreements and Contract 1-1.7

Files
Staff Working Files 1-1.8
Technical Reference Files 1 - ?. 9
Vu-graphs 1-7.10
Weekly Status Reports 1-1.11

Advisory Committee on Nuclear Waste -2-2
Project Case Files

Advisory Screening Committee Consultant -2-5.1- -

'

Personnel Files

Aerial Photography of Facilities 2-4.2

Agreement State Files 2-27.1

Allegation and' Inquiry. Files 2-17.1

Annual Reports of the ACRS to the Congress 2-3.2

Antitrust Case Files 2-20.1

-Audiocassettes for Technical Training, AEOD -2-4.3

Audiocassettes for Technical Training, OP 2-22.1

Audiovisual Records

(O -1-

u. . . .. .
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NRCS Subject Index
March 1992

Sc:', 'dul e

Series Numuer

Aerial Photography of facilities 2-4.2
Audiocassettes for Technical Training, 2-4.3

AEOD
Audiocassettes for Technical Training, 2-22.1

OP
Graphic Arts Files, ADM 2-1.8
Grnphic Arts Files, IRM 2-24.3
On 1 History Sound Recordings 2-25.7
Still Photographs Associated with IDFT 2-21.18
Still Photography Files 2-1.14
Telephone Recordings Alerting the NRC 2-4.9

Duty Officer
Video Recording Files 2-1.16 j
Video Records for Research Projects 2-21.19
Vu-graphs 1-1.10

Autcmated Information Documentation System 2-14.1
(AIDS)

Automated Personnel System (APS) 2-22.2

Awards Files 2-22.3 -

ACRS Members Personnel Files 2-3.1

ADP Systems (See Offices and Electronic
Records)

Bibliographic Retrieval System 2-25.1

Budget Files 2-10.2
Administrative Budget Control System 2-1.1
Budget System 2-21.1
Budgtt Working Papers (Office) 2-10.2.c
Estimates and Justifications (OC) 2-10.2.b
Office Administrative Files See GBS 23-1
Program Correspondence (OC) 2-10.2.a

Cartographic Records, AEOD 2-4.6

Cartographic Records, Research 2-21.11

Case Study Report Files (AEOD) 2-4.4

Central Personnel Clearance Index (CPCI) 2-1.2

Certificate of Compliance Files 2-19.]

Chronological Files (Also See Reading Files) 1-1.5
Commissioners' Chronological Files 2-6.1
Reading Files (Nonrecord) 1-1.5

-2-

. . . . - . . . . . .
. . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ . _ _ _ _ _ _ _ _ . ___
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NRCS Subject Index
March 1992

Schedule
Series Number

Classified Defense Information Files 2-3.3

Classified Document Control System (CDCS) 2-3.3

Commission (SECY) Paper Files 2-25.2

f Commission Memorandum Files 2-13.1

Commission Tracking System 2-25.3

Commission's Decisiona) License Docket Files 2-25.4

Commissioners' Chronological Files 2-6.1

Committee and Conference Records 1-2.1

Committee Files on Regulation Guidelines 2-3.4

Congressional Correspondence Files 2-8.1

Congressional Correspondence System 2-8.2

Consultant Personnel Files 2-3.5

Consultants Reports 2-2.2

Contract Files (Also see GRS 3-3) 1+1.7
Contracts System 2-1.4
Grants Files, ADM 2-1.7
Grants Files, RES 2-21.4
Project Officer's V.ccking Files 1-1.8
Reimbursable Agreements and Contract 1-1.7

Files

Convenience Files, Staff 1-1.8

Country Files, Export / Import and 2-16.1
International Safeguards

C"untry Files, International Arrangements 2-16,2

COMSEC Records 2-1.15

. Directive Case Files 2-1.5

Docket Files
ASLBP's Power Reactor Files. 2-5.5
Commission's Decisional License Docket 2-25.4

Files
Disposal of Low-Level Waste 2-19.3

\_/ -3-
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NRCS Subject Index
March 1992

Schedule
Series Number

Disposal of High-Level Waste 2-19 3
Docket 50 (NRR) 2-20.9
Dockets 30, 40, 70, (NMSS) 2-19.4
Dockets 30, 40, 70, (Regions) 2-24.4
Duplicate Docket Files, PDR 2 25.5
Duplicate Docket Files, Regions 2-24.2
Export / Import Licenses 2-16.3
Independent S ent Fuel Storage 2-19.5
Licensing Pro ect Files 2-20.4
NRR's Technical Licensing Files 2-20.9
OGC's Formal Hearing Files 2-13.3
Rulemakings, Proposed & Final 1-2.3
Secretariat's Ad udicatory Dockets 2-25.43
Uranium Recovery 2-28.1

Drug Testing Program Files 2-1.6

E-2 System (IRMS) 2-20.2

Electronic Records (Also See GRS 20 and 23)Administrative Master Files See GRS 20-3
Automated Information Documentation 2-14.1

System (AIDS)
Electronic Records See GRS Index

Emergency Planning
NRC Electronic Record Systems See NRC Office
Emergency Planning Files, AEOD 2-4.5
Emergency Planning Files, NRR 2-20.3
Emergency Planning Filcs, Regions 2-24.3
Emergency Planning Maps 2-4.6

Employee Travel Files 1-1.1

Experiment and Test Files 2-21.2

Export / Import License P7cket Files - 2-16.3 '

Exposure Records, Radiation (OP) 2-22.5

Exposure Records, Radiation.(Regions) 2-24.12

Field Test Files 2-21.3

Files of Department of State Cables 2-16.4
and Atomic International Forum Wire

Finding Aids See GRS 23-9

Foreign Visitor Files 2-16.5

-4-
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NRCS Subject Index
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-k"/ Schedule
Series Number

Formal Arrangement and Agreement Files 2-16.6

Forms Development Case Files 2-14.2

Fuel Facilities, Transportation,-Byproduct, 2-19.4 & 2-24.4
Source, and Special Nuclear Matarial
Docket Files "

General Files (OSDBU/CR) 2-26.1

General Program Correspondence-Files 1-2.2

General Program Correspondenco Files (ACRS; 2-3.6

Grants Files, ADM 2-1.7-

Grants Files, RES- 2-21.4

Graphic Arts Files, ADM 2-1.8

Graphic Arto Files, IRM 2-14.3

Health Records
Employee Medical Folder GRS'l-21O Health Records Files, OP -2-22.4

=V Health Records Files, Regions 2-24.5
Health Training Filea 2-27.2-
Health Unit Records GRS 1-19 & 20

a
High-Level, Low-Level',-and Uranium Recovery 2-28.1-

Docket Files

Holding Action System (HAS) 2-1.9

' Independent Spent Fuel Storage Installation' 2-19~.'5
Docket Files

Indexes See GRS.23-9

Information Files, Regions; 2-24.6.

Information' Files,.OPA -2-23.1

Information Report on-State Legiclation -2-27.3-

Information Requirements Control- 2-14.4 I

-

Automated System (IRCAS)

Inspection and-Enforcement Records-

Inspection and Enforcement Case Files; 2-24.7,

Docket 50' 2-24.7
.

~V
-s-

f
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"

Schedule
i Series Number

Docket 30, 40, 70 2-24.4
Inspection Reports, Docket 50 2-24.7
Inspection Reports, Docket 30, 40, 70 2-24.4
NRC Inspection Manual 2-20.7
Regional Records 2-24

Integrated Financial Management . Info System 2-10.4

International Organization Files 2-16.7

International Program Records 2-16

International Programs Export / Import License 2-16.8
Tracking System (IPELTS)

International safeguards Program Office 2-19.6

Investigation Case Files 2-17.2

Investigation Procedure Memo (IPM) 2-17.3

Keyword Index (KWIC/KWOC) 2-3.7

Laboratory Notebooks 2-21.5

Legal and Legislative
Commission Memoranda File (OGC) 2-13.1
Info Report of State Legislation 2-27.3
Legal Memos 2-5.2
Legislative Files, OGC 2-13.2
Legislative Files, OCA 2-8.3
Litigation Case Files- 2-13.4
Patent Files 2-13.5
State Legislation Files 2-27.5

License Fee Reporting System (FEES) 2-10.3

Licensee Mismanagement Files, NMSS 2-19.7

Licensee Mismanagement Files, Regions 2-24.8

Licensing Records
Docket 30, 40, 70 2-24.4
Docket 40 (SUA) 2-20.2
Docket 50 (Adjudicatory) 2-25.4
Docket 50 / Technical Licensing) .2-20.9
High-Level Waste Repository 2-19.2
Independent Spent Fuel Storage 2-19.5
Licensing Docket Formal Hearing Files 2-13.3
Licensing Project Files (NPP) 2-20.4
Low-Level Waste 2-19.3 j

-6-
j
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NRCS Subject Index
March 1992

Schedule
Series Number

Material Licensing 2-24.4
Process Operator Licensing 2-19.10 -

Reactor Operator Licensing 2-24.13
Uranium Mills 2-28.2
UMTRAP Case Files 2-28.2

Litigation Case Files 2-13.4

Machine Readable Records (See Electronic See Offices
Record)

Manpower System (MPS) 2-14.6

Medical and Health Files, OP 2-22.4

Medical and Health Files, Regions 2-24.5

Memoranda to Panel Board Members 2-5.2

Minutes of the Committee, ACNW 2-2.3

Minutes of the Committee, ACRS 2-2.8

Minutes of Advisory Screening Committee 2-5.3

Module Status Report System 2-24.9

Morning Reports 2-20.5

Narrative Histories 2-25.6

National Standards Committee Participation 2-21.6
System (SDCOM)

Non-Agreement State Files: '2-27.4

,

Non-Licensing Project Files 2-20.6
|
| Nuclear Material

Certificatelof Compliance Files
. 2-19.1

Nuclear Material Accountability (NMSS) 2-19.15
' Nuclear Material Accountability 2-24.10

Worksheetsi
Nuclear Material Licensing. 2-24.4;

,

Nuclear Material Management and 2-19.9l

-Safeguards System (NMMSS)
Sealed Source and-Device Review Files -2-19.14;

| Shipping Casks J2-19.1-
Transportation, NMSS 2-1924-
Transportation, Regions. 2-24.4

i s
h-
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'

Schedule
Series Number

Nuclear Power Plants (Also Sec Docket Files)
Antitrust Case Files 2-20.1
Inspection Records 2-24.7
Nuclear Power Plant Docket Files, NRR 2-20.9
Nuclear Power Plant Docket Files, ACRS 2-3.9
Nuclear Reactor Project Files 2-3.10
Reactor Operator Licensing 2-24.13
Regulations Development 1-2.3

Nuclear Safety Research Review Committee 2-21.7

Huclear Safety Standards Program Files 2-21.8

NMSS Case Work System (CASE) 2-19.8

NRC Inspection Manual 2-20.7

NRC Issuance Files 2-20.8

office of Congressional Affairs 2-8

Office Administrative Files See GRS 23-7

office General Personnel Filec 1-1.2

Operational Data and Information Screening 2-4.7
Files

Oral History Sound Recordings 2-25.7

Organizational Records 2-1.10

Organizational Reference Files 1-1.3

Original Tracings of Drawings, 2-21.9
Specifications, and Photographs of
Completed Product or Apparatus

Outstanding Item System (OIS) 2-24.11

Panel Board's Monthly Status Report to 2-5.4
Commissioners

Patent and Technical Data Files 2-13.5

Payroll (PAY) 2-10.5

Personnel Records (Also See GRS 1)
Personnel Exposure Files, OP 2-22.5
Personnel Exposure Files, Regions 2-24.12
Personnel Files, Office General 1-1.2

-8-
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NRCS Subject Index
March 1992

L Schedule
Series Number

Personnel Monitoring Reports Files 2-21.10

Plans and Systems Design Descriptions 2-21.11 ,

iPolicy
Budget (OC) 2-10.2
Management Directive Files 2-1.5
Policy and Precedent Files, Reference 1-1.4
Policy Files of NRC Offices 1-2.2
Proposed and Final Rules 1-2.3
Security 2-1.12
Standards Development 2-21.8

Power Reactor Docket Files of the ASLBP 2-5.5

Preliminary Notification of Event or 2-20.10
Unusual Occurrence PNO, PNS Files

Press Releases, OPA 2-23.1

Press Releases, Regions 2-24.6

Process Operator License Files 2-19.10
,

Program Correspondence
,

L Congressional Correspondence Files 2-8.15

General Files of OSDBU/CR 2-26.1
' Program Correspondence Files, Mos- 1-2.2

Offices
Program Correspondence Files, ACRS 2-2.4
Program Management Files 1-2.2-
Program Management File.s, Renar r;P. 2-21.15
Reading Files, Nonrecuit 1-1.5
Technical Subject Files 1-2.2

Progral tic Files Common to Most Offices 1-2

Project Control System, NMSS

Project Management System (PMS) 2-14.7

Property and Supply System (PASS) 2-1.11

Publications 2-14.8
Publications, Record Copy - 1-14.8
Publications, Reference 1-1.6
Scientific and Technical Reports, RES 2-21.17
Vendor Topical Reports 2-20.18

Quality Assurance Files 2-19.11

k' -9-
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Schedule
Series Number

Radiation Exposure Information System (REIRS) 2-21.12

Reactor Operator and Senior Operator 2-24.13
Docket Files

Reading Files 1-1.5
Chronological Files, Nonrecord 1-1.5
Chronological Files, Official Records 1-2.2
Cowmissioners' Chronological Files 2-6.1

Records Of NRC Offices 2-1 thru 2-28
Administration 2-1
Advisory Committee on Nuclear Waste 2-2
Advisory Committee on Reactor Safeguards 2-3
Analysis and Evaluation of Operational 2-4

Data
Atomic Safety and Licensing Board Panel 2-5
Commission 2-6
Commission Appellate Adjudication 2-7
Congressional Affairs 2-8
Congressional Affairs 2-8
Consolidation 2-9
Controller 2-10
Enforcement 2-11
Executive Director for Operations 2-12
General Counsel 2-13
Information Resources Management 2-14
Inspector General 2-15
International Programs 2-16
Investigations 2-17
Licensing Support System Administrator 2-18
Nuclear Material Safety and Safeguards 2-19
Nuclear Reactor Regulation 2-20
Nuclear Regulatory Research 2-21
Personnel 2-22
Public Affairs 2-23
Regional Offices 2-24
Secretary 2-25
Small and Disadvantaged Business 2-26
Utilization and Civil Rights

State Programs 2-27
Uranium Recovery Field Office 2-28

Records Common to Most Offices 1

Records Retirement Lists 2-14.9

Reference Material
Organizational Reference Files 1-1.3
Policy and Precedent Files, Reference 1-1.4
Reading Files 1-1.5

O|-10-
|
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Schedule
Series Number

Reference Publications 1-1.6
Staff Working Files 1-1.8
Technical Reference 1-1.9

Regulatory Effectiveness Reviews 2-20.11

Regulatory History case Files for 1-2.3
Proposed and Final Ruleme. king

Regulatory Information Tracking System 2-20.12
(NRR-RITS)

Regulatory Information Tracking System 2-19.12
(NMSS-RITS)

Regulatory Information Tracking System 2-14.5
(IRM-RITS)

Regulatory Information Tracking-System 2-4.8
(AEOD-RITS)

Reimbursable Agreements and Contract-Files 1-1.7

Rejected Research Project-Proposals 2-21.13

s_s/ Reports of Consultants 2-3.11

Reports of Defects or Non-Compliance 2-20.13
(Part 21 Reports)

Research Background Files 2-21.14,.

Research Program Files 2-21.15

Research Project Case Files 2-21.16.

Routine Control Files See GRS-23 J

Rulemaking1 Case Files (NRC Offices) 1-2.3
I
l Rulemaking Docket Files (SECY) .2-25.8-

Safeguards (See Related Docket File)

Safeguards Status Reports 2-20.14

Safety Evaluation Reports 2-19.13

| Schedule of' Daily Activities .See'.GRS 23-5

Scientific-and Technical Reports; 2-21.17

O
-11-
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March 1992

Schedule
Series Number

Scaled Source and Device Review Files 2-19.14

Security (Also See GRS 18)
Central Personnel Clearance Index (CPCI) 2-1.2
Classified Document Control System (CDCS) 2-1.3
COMSEC Records 2-1.15
Drug Testing Program Files 2-1.6
Security Policy Files 2-1.12
Security Violations (Felonies) Files 2-1.13
Systems Secu; aty Records 2-1.15

Seismic Qualification (SIESMIC) 2-20.15

Senate and House Members Profile Files 2-8.4

Source and Special (SS) Nuclear 2-19.15
Accountability System Files

S p. 1hes, OPA 2-23.1

Speeches, Regions 2-24.6

Staff Working Files 1-1.8

Standards and Policy Development Records 2-21.8

Standards Development Files 2-21.8

State Legislation Files 2-27.5

State Program Records 2-27

Statistical and Enforcement Test System (766) 2-20.16

Statistical Information System for Operating 2-14.10
Reactors (SISOR)

Steam Generators 2-20.17

Stenographic Tapes of Commission Meetings 2-25.9

Still Photographs Associated With 2-21.18
LOFT

Still Photography Files 2-1.14

Subject Files
ACNW 2-3.4
ACRS 2-3.6
Administrative (See GRS 23-1)

-12-
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( Schedule
Series Number

OSDBU/CR 2-26.1 '

Programmatic 1-2.2
Research Program 2-21.15
Technical 1-2.2

Suspense Files See GRS 23-6

Systems Security Records 2-1.15

SECY Paper Comment Folders 2-25.2.a

SECY Papers 2-25.2

Technical Assignment Control System (TACS) 2-14.11

Technical Reference Files 1-1.9

Telephone Directory System (TEL) 2-14.12

Telephone Recordings Alerting the NRC Duty 2-4.9
Officer

Timesharing Accounts Management System (TAMS) 2-14.13
System (TAMS)

( Training (Also see GRS 1-29)
Office Administrative Training Files GRS-23-1
Health Training Files 2-27.2
Training Aids (AEOD) 2-4.10
Training Aids (OP) 2-22.6

Transcripts of ACRS Meetings 2-3.12

Trr 7 scripts of ASLBP Hearings 2-5.6

Transcripts.of Commission Meetings 2-25.10

Transitory Files See GRS 23-7-

Transportation Records
Transport Approval Package Information 2-19.16

System (TAPIS)

Nuclear. Material Packaging 2-19.1

NuclearLMateri~al Transport
. (Regions) 2-24.4Nuclear Material Transport

_ 2-19.4-

Travel Records (Also see GRS 6.1 and GRS 9) 1-1.1

UMTRAP Project-Licensing Case-Files 2-19.17
,

O. -13-
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O '|
Schedule

Series Number

UMTRAP Project Licensing Case Files 2-28.2

Vendor Topical Reports 2-20.18

Video Recording Files 2-1.16

Video Recordings for Research Projects 2-21.19

Vu-Graphs 1-1.10

Waste Management Licensing Files 2-2.5

Weekly Status Reports 1-1.11

Work Item Tracking System (WITS-II) 2-12.1

Working Files 1-1.8

O

-14-
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NRCS Conversion Table
March 1992

NRC' SCHEDULE CONVERSION TABLE
(IN ORDER OF FORMER ARRANGEMENT)

Former Current
Series Citation Citation Comments

Records Common to Most Offices I 1

Administrative Files Common to I-1 1-1
Most Offices

Programmatic Files Common to 1-2 New Item
Most Offices

Records Retirement Lists I-1.1 2-14.9

Suspense Files I-1,2 See GRS 23-6

Transitory Files 1-1.3 See GRS.23-7

Office Organization Reference .I-1.4 1-1.3
Files

Office Administrative Files I-1.5 See GRS 23-1-

Employee Travel Files I-1,6 1-1.1--

s%s/ Office General Personnel Files I-1.7 1-1.2

Weekly Status Reports I-1.8 1-1.11

Reimbursable Agreements and. I-1.9 1-1. 7 -
Contract Files

Vendor Topical Reports I-1.10 2-20.16L

Reading _or_ Chronological Files I-1.11- .1-1.5_

Policy and Precedent Reference I-1.12 1-1.4.
Files

Staff Working Files I-1.13 1-1.8

Reference Publication Files .I-1.14 -1-1,6

Schedule of : Daily- Activities I-1.15 SeefGRS'23-5

Routine Control Files- I-1.16 ;See GRS 23-8'

Technical-Reference Files I-1.17 1-1.9

Finding Aids I-1.18 See GRS 23-9

-1-
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Former Current
Series Citation Citation Comments

General Program Correspondence I-2.1 1-2.2
Files

Docket Files I-3 See NRC Office

Commissir.n's Decisional License I-3.1 2-25.4
Docket Files

i

Power Reactor Docket Files of I-3.2 2-5.5 ;

the ASLBP |

|
Power Reactor Docket Files of I-3.3 Deleted

the ASLAP

Licensing Docket Formal Hearing I-3 4 2-13.3
Files j

Nuclear Power Plant Docket I-3.5 2-20.9
Files

Duplicate _NPP Docket Files of 1-3.5.d 2-24.2
tha Regions

Duplicate NPP Docket Files of I-3.5.d 2-25.5
tue ?DR

Export / Import License Docket I-3.6 2-16.3
Files

Fuel Facilities, Transportation, I-3.7 2-19.4
Byproduct, Source, and Special 2-24.4
Nuclear Material Docket Files

High-Level, Low-Level, and I-3.8 2-28.1
Uranium Recovery Docket Files

Non-Licensing Project Files I-3.10 2-20.6

Emergency Planning Files, AEOD I-3.11 2-4.5

Emergency Planning Files, NRR I-3.11 2-20.3

Emergency Planning Files, I-3.11 2-24.3
Regions

Regulatory History Case Files I-3.12 1-2.3
for Proposed and Final
Rulemaking

Medical and Health Files I-4 See NRC Office

0
-2-
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NRCS Conversion Table
March 1992

'

Former Current
Series Citation Citation Comments

Licensing Project Files I-3.9 2-20.4

Health Records Files, OP I-4.1 2-22.4

Health Records Files, Regions I-4.1 2-24.5

Personnel Exposure Files, OP I-4.2 2-22.5-

Personnel Exposure. Files, I-4.2 2-24.12.
Regions

Licensee Mismanagement Files, I-4.3 2-19.7
NMSS

~,

Licensee Mismanagement Files, I-4.3 2-24.8
Regions

. Advisory Committee on Nuclear 2-2,1 New Item
Waste Project Case Files

Consultants Reports 2-2.2 New Item

Minutes of the Committee 2-2.3 New Item *

[ v\ Prcgram Correspondence Files 2-2.4 New Item
.

Waste Management Licensing. Files 2-2.5 New Item

Personnel Monitoring Reports I-4.4 2-21.10

Program Administration Files I-5 See-NRC Office

| Awards Files I- 5 .1- 2-22.3 ~

Budget Files I-5.2 2-10.2L

Committee and Conference Records I-5.3 1-2.1

Directive Case Files I-5.4 2-1.5

Forms Files I-5.5 2-14.2

Grants Files, ADM I-5.6 : 2 -1.' 7

L Grants Files, RES I-5.6 2-21.4.
|'

Information-Files,.OPA I-5.7 -2-23.1

Information Files (Press I-5.7 2-24.6,

L Releases-and Speeches),
Regions

O
I -3-
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NRCS Conversion Table
March 1992

Former Current
Series Citation Citat '.on Comments

Organizational Records I-5.8 2-1.10

Narrative Histories I-5.8.b 2-25.6

Publications I-5.9 2-14.8

Security Policy Files I-5.10 2-1.12

|Security Violations (Felonies) I-5.11 2-1.13
Files

I
Systems Security Records- I-5.12 2-1.15 l

Training Aids, AEOD I-5.13 2-4.10

Training Aids, OP I-5.13 2-22.6

Cartographic Records I-6 See NRC Cffice

Emergency Planning Maps I-6.1 2-4.6

Plans and Systems Design I-6.2 2-21.11
Descriptions

Machine Readable Records I-7 See NRC Office

Commission Tracking System I-7.1 2-25.3

Commission Staff Paper File I-7.2 Deleted
System (CSPFS)

Bibliographic Retrieval System I-7.3 2-25.1

Program Action Tracking System I-7.3.a Deleted-

Keyword Index (KWIC/KwoC) I-7.4 2-3.7

Material Surveillance (MATSURV) I-7.5 Deleted

Seismic Qualification (SIESMIC) I-7.6 2-20.15

bteam Generators I-7.7 2-20.17

Franklin Institute Licensing I-7.8 Deleted
Action Status

Regulatory Information Tracking I-7.9 2-20.12
System (NRR-RITS)

l

TMI Action Item Tracking System I-7.10 Deleted

-4-
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NRCS Conversion Table 1 h
-March 1992

+

Former Current ,

Series Citation Citation _ Comments

Construction Status Reporting I-7.11 Deleted
Systems

,

NRR Personnel / Training-System I-7.12 Deleted

Transport Approval Package I-7.13 2-19.16
Information System (TAPIS)

UMTRAP Project Licensing Case 2-19.17 New-Item
Files .

t

Nuclear Material Management and I-7.14 2-19.9
Safeguards System (NMMSS)

NMSS Budget System '(BUDS) I-7.15 LDeleted

Budget System, NMSS I-7,16 Deleted

Regulatory Information Tracking I-7.17 2-19.12
System (NMSS-RITS)

NMSS Case Work System (CASE) I-7.18 2-19.8

Material Licensing System I-7.19 Deleted

j Project Control System, NMSS I-7.20 Deleted

l
' Environmental Qualification I-7.21- Deleted

(ENQUAL)

Action Item Tracking System I-7.22 -- 2-24.1i

(AITS)'
I-7.23 Deleted.Program Support Management

_

System.(PSMS)-

Outstanding Item System (OIS)- I-7.24 2-24'.11

Incident Response Center Datal I-7.25 Deleted
System

Part 21 Data System I-7.26 Deleted

Vendor Selection System -I-7.27- Deleted

Module Status Report System 'I-7.28 2-24.9

Statistical and' Enforcement I-7.29' 2-20.16
Test-System _(766)

<

O- -5-
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NRCS Conversion Table
March 1992

Former Current
Series Citation Citation Comments

License Fee Reporting System I-7.30 2-10.3
(FEES)

Career Management Branch System, I-7.31 Deleted
I&E

E-2 System (IRMS) I-7.32 2-20.2

Headquarters / Regions Communica- I-7.33 Deleted
tions

) .nthly Management Report I-7.34 Deleted
System, I&E

Personnel System, Research I-7.35 Deleted

Travel System, Research I-7.36 Deleted

Budget System I-7.37 2-21.1

Research Request Log System I-7.38 Deleted

Research Results Transfer and I-7.39 Deleted
Organization Information
System

National Standards Committee I-7.40 2-21.6
Participation System (SCCOM)

Comments and Proposed Rule I-7.41 Deleted
Changes Published in the
Federal Register (CPRC)

IEEE Component Failure Rates I - 7 -. 4 2 Deleted
(IEEE)

Standards Project Control I-7.43 Deleted
System (SPCS)

Resource Allocation Systems For I-7.44 Deleted
Standards (RASS)

Standards Accountability I-7.45 Deleted
Management System (SAMS)

Technical Assignment Control I-7.46 2-14.11
System (TACS)

Work Item Tracking System I-7.47 2-12.1
(WITS-II)

O|-6- 1
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NRCS Conversion Table
March 1992

Former Current
Series Citation Citation Comments

Regulatory Information Tracking I-7.48 2-14.5
System (IRM-RITS)

Statistical Information System I-7.49 2-14.10
for Operating Reactors
(SISOR)

Radiation Exposure Information I-7.50 2-21.12'

System (REIRS)

Nuclear Plant Reliability Data I-7.51 Deleted
System (NPRDS)

Manpower System (MPS) I-7.52 2-14.6

ADP Contractor Cost Tracking I-7.53 Deleted
System (ACTS) .

Timesharing Accounts Management - I-7 . 5 4 - 2-14.13
System (TAMS)

Automated Information I-7.55 2-14.1
,

Documentation System (AIDS)

Congressional Correspondence I-7.56 2-8.2,

ss/ System

Project Management System (PMS) I-7.57 2-14.7

ADP/ Management Information -I-7.58 Deleted ii

System

Tape Library System I-7.59 Deleted

Integrated-Financial Management- =I-7.60- 2-10.4

| System (IFMIS)

TravelLAuthorization and - I-7.61- Deleted.
Voucher System - (TRAVEL)

Payroll (PAY) I-7.62 2-10.5

Accounting System'(CAB) II-7.63 2-10.1:

Budget Financial Analysis- I-7.64- Deleted
System (BFAS)

Staff Year Analysis System'(SAS). I-7.65- Deleted

Controller Budget Syste:a- (CBS) 1-7.66 ' Deleted
i

O
-7-
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NRCS Conversion Table
March 1992

Former Current
Series Citation Citation Comments

|

Licensing and Inspection I-7.67 Deleted
Planning Profile System
(LIPP)

Radiological Emergency Response I-7.68 Deleted
Plan (RERP)

,

Peacetime Radiological Emergency I-7.69 nel et od
Response Analysis Devise l

( PRERAD) l

|
State Legislation I-7.70 releted

'

State Agreements Tracking and I-7.71 Deleted
Updating System (Status)

International Programs Export / I-7.72 2-16.8
Import License Tracking
System (IPELTS) l

Licensee Event Reporting (LER) I-7.73 Deleted

Regulatory Information Tracking I-7.74 2-4.8
System (AEOD-RITS)

Coordination of Licensee Events I-7.75 Deleted
Analysis and Review (CLEAR)

Central Personnel Clearance I-7.76 2-1.2-
Index (CPCI)

Central Personnel Security I-7.77 Deleted
Clearance Index (CPSCI)

Classified Document Control I-7.78 2-1.3
| System (CDCS)
!

Administrative Budget Control I-7.79 2-1.1
System (ABC)

Contracts System I-7.80 _2-1.4

Telephone Directory System (TEL) I-7.81 2-14.12-

Property and Supply System I-7.82 2-1.11
(PASS)

Personnel (PARIS) I-7.83 Deleted

Serial Information Control I-7 84 Deleted
System (SICS)

O
-8-
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NRCS Conversion-Table
March =1992

\s Former Current
Series Citation Citation Comments

Information Requirements I-7.85 _2-14.4.
Control Automated System
(IRCAS)

Personnel Education and Training I-7.86 Deleted -.

Information System (PETIS)

DOE / RECON I-7.87 Deleted

Holding Action System (HAS) I-7.88 2-1.9

Machine Readable Cataloging I-7.89 Deleted
System (MARC)

Automated Personnel System I-7.90 2-22.2
(APS)

Audiovisual Records I-8 -See NRC-Office
Still Photography Files I-8.1 2-1.14

Aerial-Pnotography of I-S.1.d 2-4.2
Facilities

Still Photographs Associated 1-8.1.0 2-21.18
With-LOFT

Graphic Arts Files, ADM I-8.2 2-1.8

Graphic Arts Files, IRM I-8.2 2-14.3

View Graphs I-8.2.c- 1-1.10

Video Recording Files -I-8.3 -241 '.16 - '- - - -

Video Recordings for Research I-8.3.f' '2-21.19Projects =

Audiocassettes for Technical I-8.4.a 2-4.3-
. Training, AEOD

-Audiocassettes for-Technical .I-9.4.c 2-22.1-
Training,;OP

Oral History Sound Recordings -I-8.4 b 2-25.7
~

Telephone Recordings Alerting .I-8.4.c/e 2-4.9
the NRC Duty Officer

-Racords of NRC Offices II,III,1V 2 -Merged.

-9-
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NRCS Conversion Table
March 1992

:

L Former Current
Series Citation Citation Comments

Records of the Commission II 2-1 - 2-28
i

Records of the Office of the 11-1 26 Retitled
Commission

Commissioners' Chronological II-1.1 2-6.1
Files

Records of the Office of 2-7 New Item
Commission Appellate
Adjudication

i

Records of the Atomic Safety II-2 2-5 Retitled
'

and Licensing Board Panel'

Memoranda to Panel Board II-2.1 2-5.2
Members.

.

''

Panel Board's Monthly Status II-2.2 2-5.4
Report to Commissioners

Transcripts of ASLBP Hearings 7I-2.3 2-5.6
-

Minutes of Advisory Screening II-2.4 2-5.3
Committees'

Auvisory Screening Committee II-2.5 2-5.1
Consultant Personnel Files

Records of the Office of the II-3 2-25>

Secretary

Commission (SECY) Paper Files 11-3.1 2-25.2

Transcripts of Commission II-3.2 2-25.10 ,

Meetings

Stenographic Tapes of 11-3.3 2-25.9,

Commission Meetings ;

Rulemaking Docket Files II-3.4 2-25.8 -i

Records of the Office of the 11-4 2-13
General Counsel

i

Litigation Case Files II-4.1 2-13.4

Commission Memorandum Files IJ-4.2 3-13.1

| Legislative Files II-4.3 2-13.2
|

-10- <
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NRCS Conversion Table
March 1992

\ Former Current
Series -Citation Citation ' Comments

Office of Congressional Affairs II-5 2-8

Congressional Correspondence II-5.1 2-8.1
Files

Senate and House Members II-5.2- 2-8.4
Profile Files

Legislative Files II-5.3 2-8.3

Records of the Office of II-6 See OIG
Inspector and Auditor

Audit and Inspection Files II-6.1 See OIG

Investigation Files II-6.2 See OIG:

Records of the Office of the 2-15 New Item
Inspector General

Office of Policy Evaluation. II-7- -Deleted

Evaluation Background Files- II-7.1 Deleted

Records of the Office of II-8 2-17
Investigations

.

Allegation and Inquiry Files II-8.1 2-17.1

Investigation Case Files II-8.2 2-17.2

-Investigation Procedure Memo II-8.3 '2-17.3.

(IPM)

-Records of the Office of-the 2-18:- 'New Item-,

" Licensing ~ Support System
Administrator

Records of Advisory Committees IIIL See NRC Office-

Records of the Advisory :2-2 New Item.
Committee on Nuclear Naste

Records of the: Advisory' III.1 2'
i- Committee on Reactor

; Safeguards

General Program Correspondence .III-1,1- 2-3.6'
-Files

'

-11- -
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NRCS Convercion Table=

f March 1992

Former Current
j Series Citation Citation Comments

ACRS Members Personnel Files III-1.2 2 3.1;

Minutes of the Committee III-1.3 2-3.8
i
'

Transcripts of ACRS Meetings 111-1.4 2-3.12

Committee Files on Regulation III-1.5 2-3.4
Guidelines

: Consultant Personnel Files III-1.6 2-3.5

Reports of Consultants III-1.7 2-3.11

Annual Rcports of the ACRS to III-1.8 2-3.2
the U.S. Congress j

j Nuclear Reactor Project Files III-1.9 2-3.10 )
1

Nuclear Pcwer Plant Docket III-1.10 2-3.9 I
Files |

I
Classified Defense Information III-1.11 2-3.3 j,

Files

Records of Executive Operations IV See NRC Office |

Records of the Office of 2-1 New Item
Administration

Drug Testing Program Files 2-1.6 New Item
.

Records of the Office for IV-1 2-4
Analysis and Evaluation of,

Operational Data

Operational Data and Informa- IV-1.1 2-4.7
i tion Screening Files

Case Study Report Files IV-1.2 2-1.4

Abnormal Occurance Case Files IV-1.3 2-4.1 |

Records of the Office of 2-9 New Item
Consolidation |

Records of the Office of the 2-10 New Item |
Controller <

4

Records of the Office of 2-11 New Item
Enforcement j

l

9<I
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NRCS-Conversion Table
March 1992

\ Former Current
Series Citation Citation Comments

,

,

Records of the Office of the 2-12 New Item *
,

| - Executive Director for
"

Operations

Records of the office of the IV-2 See OGC
Executive Legal Director

Patent and Technical Data Files IV-2.1 2-13.5

Records of the Office of 2-14 New Item
Information Resources
Management

Records of the Office of Small IV-3 2-26
and Disadvantaged Business
Utilization-and Civil Rights

General Files IV-3.1 2-26.1

Inspection and Enforcement IV-4 See NRC Office
Records

NRC Issuance Files IV-4.1 2-20.8

O Inspection and Enforcement Case IV-4.2 2-24.7
-Files

Preliminary Notification of IV-4.3 2-20.10
Event or Unusual Occurrence
PNO, PNS-Files

NRC Inspection Manual IV-4.4- 2-20.7

Safeguards Status Reports IV-4.5 2-20.14
.

Reports of Defects or Non- IV-4.6 2-20.13
Compliance (Part 21 Raports)

Morning = Reports -IV-4.7 2-20.5

Nuclear Material Accountability IV-4.8 2-24.10
Worksheets

International Program Records IV-5 2-16

Country Files, Export / Import IV-5.1- 2-16.1
and International Safeguards-

. Country Files, International IV-5.2 2-16.2
|- Arrangements

-13-
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NRCS Conversion Table
March 1992

Former Current
Series Citation Citation Comments

Formal Arrangement and IV-5.3 2-16.6
Agreement Files

Foreign Visitor Files IV-5.4 2-16.5

International Organization IV-5.5 2-16.7
Files

Files of Department of State IV-5.6 2-16.4
Cables and Atomic Interna-
tional Forum Wires

Records of the Office of IV-6 2-19
Nuclear Material Safety and
Safeguards

Process Operator License Files IV-6.1 2-19.10

Certificate of Compliance Files IV-6.2 2-19.1

Quality Assurance Files IV-6.3 2-19.11

Safety Evaluation Reports IV-6.4 2-19.13

Scaled Source and Device Review IV-6.5 2-19.14
Files

International Safeguards IV-6.6 2-19.6
Program Office

Source and Special (SS) IV-6.7 2-19.15
Nuclear Accountability
System Files

Docket Files for the Disposal IV-6.8 2-19.2
of High-Level Radioactive
Wastes in Geologic
Repositories

Docket Files for Land Disposal IV-6.9 2-19.3
of Radioactive Wastes

Independent Spent Fuel Storage 2-19.5 New Item
Installation Docket Files

Records of the Office of I '.'- 7 2-20
Nuclear Reactor Regulation

Antitrust Case Files IV-7.1 2-20.1

-14-
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NRCS Conversion Table
March 1992

Former Current- .

Series Citation Citation Comments
' Reactor Operator and Senior JV-7.2 2-24.13
j Operator Docket Files

Regulatory Effectiveness 2-20.11 -New Item 1,

Reviews'

.

Records of the Office of IV-8 2-21
Nuclear Regulatory Research .

Scientific and Technical IV-8.1 2-21.17
.

Reports
~

Field Test Files IV-8.2 2-21.3

Rejected Research Project IV-8.3 2-21.13
Proposals

Research Program Files IV-8.4 2-21.15

Research Project Case Files IV-8,5 2-21.16 '

Experiment and Test Files IV-8.6 2-21.2

Laboratory Notebooks IV-8.7 2-21.5
*

Research Background Files IV-8.8 2-21.14.

Original Tracings of Drawings,. IV-8.9 2-21.9
Specifications, and Photo-
graphs of Completed Productt

|_ or Apparatus

-Nuclear. Safety Research Review 2-21.7 New Item
Committee Records

Records of the Office of 2-22 New Item
Personnel-

--Recordslof the-Regional Offices 2-24 New Item

Standards and Policy Develop- IV-9= See'RES
. ment Records

Nuclear Safety Standards. IV-9.1 2-21.8
i Program Files
1

State = Program Records IV-10- _2-27

Agreement State Files IV-10.11 2-27.11

-Non-Agreement State Files IV'10.2 2-27.4

-15- "
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NRCS Conversion Table-
March 1992

- Former Current
! Series Citation Citation Comments

Health Training Files IV-10.3 2-27.2

State Logislation Files IV-10.4 2-27.5

Information Report on State IV-10.5 2-27.3
Legislation

Records of the Uranium Recovery 2-28 New Item
Field Office

UMTRAP Project Licensing Case 2-28.2 New ' tem
Files

t

O

,
I

|

|

!

I

i
|
|

0
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National Archlt'es and |

RecordsAdtninistmtion
Washington, DC 20408

GENERAL RECORDS SCHEDULES TRANSMITTAL

No. 3 February 22, 1991

To: Heads of Federal Agencies

1. Purpose. This tranomittal conveys changes to the General
Records Schedules.

2. Backor_p.4Dd . The General Records Schedules (GRS) provide
mandatory disposition instructions for records common to several
Federal agencies. A complete set of the schedules was issued in
1988. The pages provided with this transmittal contain addi-
tions, revisions, and corrections to-several schedules and to the
Subject Index.

3. Erplanation-of changga.

a. G_qDeral Records Schedule 1. Item 30s was modified to
correct an editorial error, and a new item 36 has been added to
cover employee drug testing records.

| b. General Records Schedule _1 The cross-reference in the
disposition instructions for items Sa and Sb(2)(b) was correctedj

| to read "(see item 3 of this schedule)." ,

l c. General Records Schedgle 9. A new item 5 was added to-
| cover records relating to official passports,

d. g.gneral Records Schedulg!_12 The disposition for item
3b was corrected to read " Destroy when 2 years old."

e. General Rqcords Schedule 18. Item 22 was. modified to
specify that it applies to case files created under. Office of-
Personnel Management _ regulations only. A reference in the
introduction was updated,

f. General Records Schedule 21. Item 13 was changed'to
read " Duplicate prints and pre-print elements in excess of those
elements required for preservation _by.36 CFR 1228.184." .

| g.- General-Records ~ Schedule 22. Item-1 was changed to
exclude significant investigative case files and the introduction
was modified to reflect the change to item-1.

h. Subiect Index. The-index was modifiedLto correct an
editorial error and add the new items.g

(
s
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_ .

1

February 22, 1991 GRS Transmittal No. 3

4. Availability. Additional copics of this change are
available from the Records Administration Information Center
(NIA), Washington, DC 20408. Phone: 202-501-6025 or PTS 241-
6025.

5. Instruelinna.
Remove and insert
pages corresponding

new pages

a. 15 and 19 of GRS 1 15, 19, of GRS 1
and 21

b. 3 and 5 of GRS 3 3 and 5 of GRS 3

c. 3 of GRS 9 3 of GRS 9

d. 1 of GRS 12 1 of GRS 12

e. 7 of GRS 18 7 of GRS 18

f. 1 of GRS 21 1 of GRS 21

g. 1 of GRS 22 1 of GRS 22

h. 5-21 of Subject Index 5-21 of Subject Index

\-N''c
_. .; - ~_: x

DON W. WILSON
Archivist of the United States

Attachments
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Gl!N!!RAL RECOl(DS SCIIl!DUI.li3 TRANSMrlTAL
No. 2 og,,3,,3g,3,39.

TO: lloads of Federal Agenclos
'

1. Eurpgan. This transmittal convoys changes to the General
Records Schedules.

2. 11anhground. Last year the entiro set of General Records .

Schedulos was roissued. Since that time, several new items and
changes to 4xisting items havo been approved. In addition, a
number of typographical and editorial errors have been
identified. The pages provided with this transmittal conti the
now and changcd items as well as corrections.

3. Explanation of chansaa. In addition to typographical-
corrections throughout the General Records Schedulos, the
following changos are mado: ,

a. Introduction to the General Records Schedules. Non-
substantivo editorial revisions were mado,

g b. General nocords schedule _1
!

t i) An additional note has been added after item 1 to
clarify that all agencies do not send OPP's to the National
Personnel Records Contor.

(2) Item 7d was modified to provide separato disposition
instructions for position classification appeals case files and

-

certificates of classification issued by-OPM in order to ensure
that the eartificates are rocained for as long as they are in -

offort.

(3) The disposition instre 11on for item-lab was
corrected to road " Destroy when 6 - nths old."

(4) Item 19 was revised to incorporato all m-4 x.
rocords ^ hat are not part of the Employoo Medical Pilo,

c. @peral Records Selledulo 3. The cross-reference in the
dispositica instructions for items So-and 5b(2)(b) were_ corrected
to road "-(soo item 3 of this schedule)."

| d. General Reg _qrda lchedgl9_1 The form number in item.Ib
was corrected to road "SP 1113A."

/

_, , __ , _ , . . _ , - _ . . _ _ . - - , . - ___ _ .. , _ . , . . - - _ _ _ . _
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O
e. GQDRIRLE9ERIdF_|iCht(htiglD . 140nsubstantive edit.orial

revisions were made. I

l

f. GuneraLimcsIdF_ Scha@ls__14

(a) The cross-reference in the disposition instructions
for GRS 14, it ems 21a(2)(b) and 21a(3)(b) were corrected to read |

'' Item 22."

(b) A now item 36 covering records relating to erroneous
release of 14. formation was added,

g. Guner.aLEncordt Schadilln_J1 A new item 8c covering
records relating to committee management was added.

h. General R2CRIda_lCh0_ChdQ._13 The form number in item 25
was changed to read "SF 312," reflecting a change in the standard
form.

1. Ge.peral Records Schedule 2Q.

(1) The introduction to General Records Schedule 20 was
modified to highlight inclusion in the schedule of specified hard
copy or microform records, including printouts, that are
integrally related to the electronic records.

(2) Printouts were added to items la and Ic.

j. Garteral_RegnI11a_ Schedule 21 Item 13 was corrected to
road " Duplicate prints and pre-print elements not required for
preservation. "

k. General Records Schedule 23.

(1) The introduction to General Records Schedule 23 was
modified to clarify coverage of the schedule.

(2) Printouts were added to item 3.

1. Snhingt_Indqx_and_ Forms Index. The indexes woro modifled
to reflect the changes in the General Records Schedules,

m. CpAycraion Table. Typographical corrections were made.
This table will not be updated in the future.

4. AYallabS 113.. Additional copies of this change are available
from the Records Administration Information Center (!1IA),
Washington, DC 20408. Phone: 202-724-1471.

O
2
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5. Instructions.

Remove and insert i

pages corresponding
'

'now pagos
4

a. 1-2 of Introduction 1-2 of Introduction

b. 1-4, 7-18 of GRS 1 1-4, 7-19 of GRS 1
,

c. 3-4 of GRS 2 3-4 of GRS 2

d. 3 of GRS 9 3 of GRS 9

e. 1-2 of GRS 10 1-2 of GHS 20

f. 1-9 of GRS 14 1-10 of GRS 14
,

g. 3-6 of GRS 16 3-6 of GRS 16
.

;

h. 7-8 of GRS 18 7-8 of GRS 18

1. 1-6 of GRS 20 1-6' of GRS 20

j. 1-2 of GRS 21 1-2 of GRS'21 .

k. 1-5 of GRS 23 1-5 of GRS 23 !
!

1. 3-20 of-Subject Index 3-21 of Subject Index

i m. 3-8 of Forms Index 3-8 of Forms Index
,

| n. 3-6, 9-16,
-

3-6, 9-16
19-22 of Conversion 19-22 of conversion

Table Table ;,

. D_ N;~\cn.

\l
,

- i - ~_ na
"

DON W. WILSOll
Archivist of the United-States

Enclosures

:

..
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ReconisAdtninistmtion
'

Wuhington, DC 209#1

GENERAL RECORDS SCilEDULEs TRANSMMTAL
No. i ^ * St 20, 1988

TO: Heads of Federal Agencies

1. Purpose. This transmittal announces a revision of the
Genetal Records Schedules (GRS).

2. Background,

a. Over the past 2 years, the National Archives and Records
Administration has been reviewing and modifying the General
Records Schedules. Many of the changes were made in response to
agency suggestions. Several of the most significant changes or
additions have been announced through NARA bulletins (see
paragraph 6). Though many items remain unchanged from the
previous edition, sufficient changes were made to require that
the entire set of schedules be reicaued.

b. The GHS now cover only disposable records. Supplementary
information on scheduling records not covered by the GRS is found
in several NARA publications. Comprehensive guidance is provided
in the Disposition of Federal Records handbook, available from
the Federal Supply Service (stock number 7610-01-055-8704).
Specific guidance on scheduling nontextual records will be pro-
vided in three NARA instructional guides, " Managing Cartographic
and Architectural Records," " Managing Audiovisual Records," and
" Managing Electronic Records." An additional instructional
guide, " Managing the Records of Temporary Commissions," is also
being developed. These four publications will be issued in the
near future and their availability will be announced in a NARA
bulletin.

3. Explanation of changes.

a. Records previously scheduled as " permanent," " submit an
SF 115," and " submit an SF 258," have been deleted. Such records
must be scheduled individually by agencies that crente or. acquire
them. Potentially permanent records must be appraised by NARA.
Their inclusion in.the GRS proved to be misleading in some
instances, as some agencies assumed that all items scheduled as-
" submit an SF 115" or " submit an SF 258"'would automatically be

I permanent. Inclusion of permanent and potentially-permanent
items alst led some agencies to believe that the GPS could be-
used to caver unique program records.

(1) The 19 items previously scheduled as permanent will
have to be rescheduled by submission of an SF'115, unless NARA
has already approved their disposition'on an SF. 115.
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(a) In most casca the records should be proposed
for permanent retention, but NARA appraisal may find a few of
them disposable. For example, news releases at all levels of an
organization may not be permanent.

(b) In other cases, the GRS provided guidelines
rather than definitive descriptions of permanent series. For
example, the GHS scheduled a representative sample of globes,
terrain models, and raised relief maps as well as agency
histories and selected background materials as permanent. Agency
history files are particularly important for documenting an
agency's activities. It la very important for NARA to have a
complete description of the files in an agency's historian's
office in order to conduct an appraisal of all materials created
or collected by that office.

(2) The deletion of the items for which the disposition
was " submit an SF 115" or " submit an SF 258" will impose no
additional workload on agencien, as they had to be scheduled
separately under the superseded GRS.

(3) One disposable item, Telephone Summaries (previously
GRS 12, item 4), was deleted because it did not adequately cover
the records created under current procedures. NARA is working
with the General Services Administration (GSA) and the General
Accounting Office (GAO) to devolep a disposition standard for
current records. Pending resolution of this matter, agencies
that want to dispose of these records should sebmit an SF 115 to
NARA and request GAO concurrence.

(4) GRS 22, Design and Construction Drawings and Related
Records, has been deleted and its disposal authorities have been
added to GHS 17 (previously Cartographic, Remote Sensing Imagery,
and Related Records), now titled Cartographic, horial Photo-
graphic, Architectural, and Engineering Records.

(5) Most of the items that were deleted v'vered
nontextual records; i.e., audiovisual records, cartographic and
architectural records, and electronic records. The instructional
guides mentioned in subparagraph 2b will include criteria for
identifying potentially permanent records.

(6) GRS 19, Research and Development Records, has been
rescinded, as announced in NARA Bulle tin 88-2. Most items in GRS
19 were scheduled " submit an SF 115." In addition, the generic
descriptions of research records were difficult to properly apply
because they did not clearly match the actual arrangement and
content of most research and development records.

(7) GRS 24, Records of Temporary Commissions,
Comnittees, and Boards, has been deleted. GRS 24 covered the
recotds of temporary commissions and the like, not internal

2

Y w w - v
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agency committees. Almost all items were scheduled " submit an SF |
258." GRS 24 provided no unique disposal authority and will be i

replaced with an instructional guide, as mentioned in i

subparagraph 2b. |

b. Disposal authorities for electronic records are provided
in GRS 20, Electronic Records (previously titled Machine-Readable
Records), and GRS 23, Records Common to Most Offices Within
Agencies. GRS 20 covers common types of disposable records
created in central computer processing operations. GRS 23
authorities have been extended to cover many records created
through office automation applications.

c. Many other new items have been added to the GRS,
including the Employee Medical Folder, records created in
reviewing records for declassification under mandatory ' review ;

procedures, administrative claims and waivers of claims files,
! performance records for SES-employees, microform inspection logs

and reports, records documenting information resources management
triennial reviews and information collection budgets, files on
-certain types of notices printed in the Federal Register, and
records relating to membership in the National Defense Reserve i

system,

d. Because of the deletion of so many items and some of the
complete schedules, the GRS have been renumbered. A conversion-
chart listing each old and new item is appended to the GRS to
facilitato its use. ,

4. Availability. NARA has contacted agency records management
| officers to determine the number of_ copies needed by each agency
I and will provide those separately.- If additional-copics-(paper

or electronic) are required in the future, please contact the
.

Records Administration Information Center (NIA), Washington, DC
| 20408. Phones- 202-724-1471.

5. Instructions. Discard all previous issues of the GRS and
replace them wfth this new edition.

6.- GRS transmittal series. NARA has established the GRS-'

transmittal series to announce all changes to the GRS. The
.

|
transmittals will be sequentially numbered to facilitate updating
the GRS and to make it easier to determine if all changes have

,

been' received. Each-transmittal should-be filed in the front of'

| - the looseleaf GRS aft'er the instructions contained in the
j - transmittal have - been f ollowed - (e.g. , the' attached GRS-pages have

been interfiled or pen-and-ink changes have been~annitated on thei

appropriate pages- of ; the GRS) . NARA will- lj st the GRS

transmittals issued to date in the first NARA-Bulletin of each
- fiscal. year.

3-
,
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7. Cancellation. PPMR Bulletin B-124 with Supplements 1-4, and
NARA Bu fletins 87-6, 88-2, and 88-3 are canceled.

I

8. Additional Information. Agencies needing additional
information should contact the Records Appraisal and Disposition

i Division (NIR), Washington, DC 20408. Phone 202-724-1457.
s

D%i % x __ -

L' 7 N W . WILSON
Archivist of the United States
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TADLE OF CONTENTS

Introduction to the General Records Schedules

Schedule 1. Civilian Personnel Records

Schedule 2. Payrolling and Pay Administration Records

Schedule 3 Procurement. Supply, and Ornnt Records

Schedulo 4. Property Disposal Records ;

p Scheaule 5 Dudget Preparation. Presentation, and Apportionment Records

Schedule 6. Accountable Officers' Accounts Records

Schedule 7 Expenditure Accounting Hecords

Schedule 8. Stores. P1nnt, and Cost- Accounting Hecords

Schedule 9 Travel and Transportation Hecords

Schedule 10. Motor Vehiclo Maintenance and Operations Records

Schedule 11. Space and Maintenance Records

Schedule 12. Communications Records

Schedule 13 Printing Binding. Duplication, and Distribution Records

Schedule 14. Information Services Records

Schedule 15 Housing Records

Schedule 16. Administrative Management Records

Schedule 17. Cartographic, Aerial Photographic.-Architectural, and
Engineering Records

Schedule 18. Security and Protective Services Records

Schedule 19. Research and Development Records (RESCINDED)

Schedule 20. Electronic' Records

Schedule 21. . Audiovisual Records

Schedule 22. Inspector General Records

Schedule 23 - Records Common to Most Offices Within Agencies

I Subject Index

Forms Index
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!

I INTRODUCTION TO THE GENERAL RECORDS SCHEDt'LES j

General Records Schedules (GRS) are issued by the Archivist of the United States
to provide disposal authorization for records common to several or all agencies

'of the Federal Government. They in-lude records relating to civilian personnel,
fiscal accounting, procurement, communications, printing, and other common ;

functions: and certain nontextual records. These records comprise an estimated :

one-third of the total volume of recordo created by Federal agencies.

The GRS does not cover all records of an agency. It must be supplemented by
schedules for unique program records. Agencies should exercise particular care :

in applying the GR$ to subject or correspondence files that may include a mix of j

administrative and program records.. Usually, administrative subject flies have i

short retention periods, less than three years. Program subject flies may be
*

needed by the agency for ten years or more, and may have archival value as well.
Agencies shou d maintain administrative records separately from program records.
If administrative records are mixed with' program records and cannot be economi--
cally segregated, the entire file should be kept for the period of time approved I

for the program records. Similarly, if documents covered by these schedules are
part of a subject or case file which documents activities different from those
covered by the' schedules, they should be treated in the same manner as the fi;es
of which they are a part.

GRS items cover record copies. In some instances, more than one copy of a
document or file would be considered a record, if different offices use it to ,

perform different functions, When it is difficult to decide whether files are
record or nonrecord materials, the records officer should treat them as records.
Records officers may consult with the Natjonal Archives and Records Administra-
tion (NIR) to determine the record or nonrecord statvs of a particular file.

In 1978, use of the GRS was made legally mandatory. The disposal authorizations .

mustEbe used by a Federci agency to the greatest extent possible.- Because these
schedules are designed to cover records common to several agencies, the records
descriptione are general. Agency records officers may use the schedules either L

as an appendix to an agency printed schedule'or tailored to the agency's ovn
particular needs and incorporated into agenef schedules.-

i

The disposition instructions in the GRS.are to.be implemented without further 5,

i approval from NARA, with the exception that most records created before January
| 1. 1921, must first be offered to NARA for appraisal. If NARA rejects the-
| records, they may be destroyed immediately. GR$-3, 11, 16, and 21 have other
' delimiting dates. Agencies that convert records covered by the GRS to microform.

chould apply the GRS disposition standstda to the microform copies. and destroy
the paper copies after verification of the film, unless legal considerations
require longer retention of the paper (36 CFR 1230.10(b)). -No further authoriza-
tion from NARA_is required to implement these provisions. If an agency wishes-to-- >

apply a different_ retention period foi any! series of records included in the.GRS,
the recotds officer must submit an SF 115 providing justification for the

-

deviation ~. .

-

N The 'GR$ includes two indexes, an alphebetical Subject Index and an index of- 'ig

commonly used Standard and Optional Forms. The forms index includes.only the
forms most frequently used by the various government *gencies.

1

.-.2. . _ . ..,- __ , _ u. . , _;_._. ;,aa-

_ _ . _ ~ . _ _ _ _ _ , _ _ . _ . , _ _ . . - . .
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; As ptovided in CRS 20 Electronic hec n Jr , a.ra GkS 2 3, hecords Commun to Most |

I Offices Vithin Agencies. the disposal instructions for most records in the re- |
'

1 maining schedules are applicable to bath hard copy and electronic versions of the
secords deset bed. CRS 20 specifies certain exceptions to this authority. In
those cases, the elect ronic version of the !! h must be scheduled on an SF 115.

The previous edition of the GRS included items designated as * permanent,' and
3

o.hers for which the disposition instruction vas * Submit an SF 115" or " Submit
an SF 25s.* These it en have been deleted. GRS authorirations now provide only
disposal authority f or t emporary records, and agencies will new have to include,

'

all other records on SF 115s. Many of the items in pre /lous schedules 17, Ca rt o-
i graphic, Remot e Sensing 1magery, and h lat ed Recor ds, 21, Audiovisual Records,

and 22, Design and Construct. ion Drawings and Related Records, have been deleted.
'

GkS 17 and 22 are nov combined as GRS 17. Cartographic, Aetial Thotographic,
Architectural, and Engineering Records. !! ARA is preparing a series of pamphlets
that vill provide guidance on v heduling nontextual records that are not covered
by the CRS.

,

GRS 24 Temporary Commissions, Committces, and Boards Records, has been deleted
i and vill be replaced by a NARA handbook an the maintenance and disposition of i

i such records. GRS 19, Research and Development Records, has teen deleted because '

it did nat accurately reflect current recordkeeping practices 11 most a ge nc ie ri .,

Because of these changes, a conversion table has been apper'ded to this edition.
For more information on rcheduling unique program records, including potentially'

permanent records, see the Disposition of Federal Records Handbook, available
t hrough the Federal Supply Service (stack number 7610-01-055-8704).

;

Quotions of applicability of any URS item to agency records or dif f erences of
interpretation between the records officer and other agency personnel that cannot
be reconciled within the agency may be referred to the Director, Records
Appraisal and Disposition Division, NARA, from offices in the Vashington, DC
area, or the Director of the nearest Federal Records Cencer (FRO) from ofilces

! outside the Vs sn!rct on area.
t

I

Some records series covereu by the GR3 are eligible for retirement to an FRC.
Recorda should be retired from agency space to an FRC only if transfer costs do
not exced t he expense of retaining them in agency space. Records sent to FRCs
should have a cemaining retention of a* 1 east one year. It special circum-
stences, cuch as lack of f111ng equipment or space, make it imperative that
records be retired, exceptions can be made to this policy. These decisions ate

j made on an individual basis by the appropriate PRC Director. Procedures for
| transfer of records to FRCs are found in t'\RA regulations (36 CFR 1228,152).

|

| The GRS are lasued in a looseleaf format for ease of updating. They vill no
| longer be distributed under cover of NARA bulletins. NARA has cutablished a

special General Records Schedule transmittal format for disseminating thesei

schedules and subsequent additions and changes. The transmittal documents vill
be sequentially numbeted. In addition, the first NARA bulletin of each fiscal
year vill list +he current GRS transmittals in effect..

O
2
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. General Records Schedule 1 |

June 1988 ;
1

CENERAL RECORDS SCHEDULE 1

21yllian Perarnnel Records,

; Agency civilian personnel records relate to the supervision over and management
of Federal civilian employees. This schedule covers the disposition of.all
official personnel folders of civilian employees and other records relating to
civilian personnel, wherever located in the agency. .Specifically excluded are
program records of the Office of Personnel Management, the Bureau of Medical i

Services (PHS/HHS), the Office of Vorkers' Compensation Programs (DOL), and the. '

Equal Employment Opportunity Commission. Any records created prior to January 1,
1921. must be of fered to the National Archives and Records Administration for
appraisal before these disposition-instructions may be applied.

The most important tynes of records, the Official Personnel Folders, the Service
Record Cards, and the Employee Medical Folder, are maintained according to
Federal Personnel Manual Supplement 293-31, which prescribec a system of i

recordkaeping for-Federal personnel.

Vith the exceptions of electronic records created in central data processing
facilities described under items 1, 21, 22, and'?$f, all records described in
this schedule are authorized for disposal'in both hard copy and electronic forms,
under GRS 20. Electronic. Records, and GRS 23 Records Common to Most Offices

,

Vithin Agencies,
e

i

ITEH 1

| HQ2 DESCRIPTION OF RECORES AUTHORIZED DISPOSITIQB
*

l 1. Official Personnel Folders,
l
I

Records filed on_the right side of.i
,

( the0fficial Personnel Folder (OPF).
| (SeeGRS 1, item 10, for-temporary papers
L onthe left side of the OPF)..

'

'

I Folderscovering employment terminated- *

| after December 31, 1920,' excluding'those
- selected =by the-National-Archives and ,

RecordsAdministration for permanent
retention.

>

.a. Transferre d employees. See Federal Personnel Manual
.

'for instructions relating to
/''' folders of employees trans'.1

\ ferred to another agency.
.

1 .-

9
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i Transmit tal 210. 2 General Records Schedule 1

October 30, 1989

O
ITEM

IK't I.C.ChlPIlML_0EJICDfM MTH01011LEUfMlI1(14

1 b. Separated ernployees. Transf er f older t o 11at ional
| Personnel Records Center St.
I Louis, MO, 30 days after separ-

ation (see note 2). 11PRC vill
destroy 65 years after separ-
atic,n f rom Federal service.

1
i

[110TES : (1) OPFs covering periods of employment terminated prior to January 1.
1921, are not covered by this item. If an agency has such files, it s.hould

I contact the 11 ARA kecords Appraisal and Disposition Division to request appraisal
j of the files. If flARA rejects the records, the disposition for GR$ 1 Item Ib
! applies. (2) Certain agencies have been exempted by OPM irom retiring their
| OPFs to 11PRC. These agencies retain OPFs for the period specified in item Ib of
j this schedule and effect destruction after that period has elapsed. (3) Uster

files and data bases created in central data processing f acilities to supplement
,

j or replace the OPFs are not authorized for disposal under the GRS. Such iiles

| must be scheduled on an SF 115.]
| I

| 2. _Snv i c e Record Cards.
1

i Service Record Card (Standard Form 7 or
Iequivalent).

a. Cards for employees separated or Transfer to 11PRC (CPR) . St.j

| transferred on or before December Louis, MO. Destroy 60 years i

31 3947. after earliest personnel
action.

,

b. Cards for employees separated or Destroy 3 years after separa-

t ransferred on or af ter January 1, tion or t ransfer of employee.

1948.
!

3. E m onnel Correspondenpf Files.

Correspondence reports, and other Destroy when 3 years old.
,
'

records relating to the general admin-
istration and operation if personnel |

functions, but excluding records speci-
fically described elsewhete in this
schedule and records maintained at
agency staff planning levels.

I 4. Offers ofJpmployment Files.
I

Correspo,dence including letters and
telegrams offering appointments to

j potential employees,

a. Accepted offers. Destroy immediately.

2
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General Records Schedule 1
June 1986

L/
ITEM
IL kfifflRll?llJ1E lECAhM MIllDEUID DI5P0SI11011

b. Declined offers:

(1) When name is received f rota Return to OPM with reply and
certificate of eligibles, application.

(2) Temporary or excepted File with application (see item

appointment. 15 of this schedule).

(3) All others. Destroy irt; mediately.

5. Certificat e of Elig.ibles Files.

Copien obt ained f rom OPM of certificates Destr~y when 2 years old,
of eligibles with related requests,
forms, correspondence. and statement of
reasons for passing o sr a preference
eligible and selecting a nonpreference
eligible.

6. Emnlityee Record Cardi.
/}

Employee record cards used for infor- Destroy on separation or
mational purposes outside personnel transfer of employee.

offices (such as SF 7-B).

7. Position Classification Fileg.

a. Position Classification Standards
Files.

(1) Standardc and guidelines issued Destroy when superseded or
or reviewed by OPM and used to obsolete,

classify and evaluate positions
within the egency.

i
- (2) Correspondence and other
| records releting to the

| development of standards for
classification of positionsi

peculiar to the agency and OPM
approval or disapproval.

(a) Case flie. Destroy 5 years after position
is abolished or description is
superseded.

(b) Review File. Destroy when 2 years old.

3
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Transmittal No. 2 General Records Schedule 1
October 30, 1989

ITEM
th% PlELRlf,U0N OLfl@lpl A!11}LQE12ED D1$Pfl111Qi{

b. Position Descriptions.

Record copy of position descriptions Destroy 2 years after position
which include information on title, is abolished or description
series, grade, duties and responsi- superseded.
bilities, and relat.ed documents.

c. Survey Files.

(1) r!assification survey repotts Destroy when 3 years old or 2
on various positions prepared years after regular inspection,

by classification specialists, whichever is sooner,

including periodic reports.

(2) Inspection, audit and survey Destroy when obsolete or
files including correspondence, uaperseded.
reports, and other records
relating to inspections,
surveys, desk audits and
evaluations,

d. Appeals Files.

(1) Case files relating to classi- Destroy 3 years after case is
fication appeals. excluding OPH closed,

classification certificate.

(2) Certificates of classification Destroy after affected position
issued by OPM. is abolished or superseded.

8. laterview Records.

Correspondence, reports and other Destroy 6 months after transfer
records relating to interviews with or separation of employee.
employees.

9. Performance Ratine Bnard Case Files.

Copies of case files forwarded to OPM Destroy 1 year after case is
relating to performance rating board closed,

reviews.

10. I m 0Iny_ Individual Emnlovee Records _.

All copies of correspondence and forms Destroy upon separation or
, maintained on the left side of the transfer of employee or when 1

| Official Personnel Folder in accordance year old, whichever is sooner.
with Federal Personnel Manual, Chapter See item 23 of this scheduleI

293, and Supplement 292-31. EXCLUDING for disposition of temporary
performance-related records, performance-related records.

| 4
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General Records Schedule 1
June 1988

:

ITEM
EQi DESCRIPTION _OF RECORDS AUTHORIZED DISPOSITISH

11. Posit ion IdentificatiLn_St rips.

Strips such as SF 7D. used to provide Destroy when superseded or ;

summary data on each position occupied. obsolete.
~

12. Eenlovce Awards Files.
,

n. General awards records. EXCLUDING ,

those relating to departmental level
awards.

(1) Case flies including recommen- Destroy 2 years after approval
dations, approved nominations, or disapproval.
correspondence, reports and
related handbooks pertaining to ;

agency-sponsored cash and non-
cash awards such as incentive
awards, within-grade merit
increases, suggestions, and
outstanding performance.

(2) Correspondence pertaining to Destroy when 2 years old.
awards from other-Federal
agencies or non-Federal
organizations.

b. Length of service and_ sick leave
awards files.

Records including correspondence. Destroy when 1 year old.
reports, computations of service and

,

i sick leave, and list of awardees. >

!

c. Letters of commendation and
appreciation.

Copies of letters recognizing length -Destroy when 2 years-old.
; of service and retirement and

letters of appreciation and commen-
dation for performance. EXCLUDINGo

i ' copies filed in the OPF.'

d. Lists or indexes to agency award
nominations.

Lists of nominees'and winners and Destroy.when superseded or
indexes of nominations. obsolete.-

t O
(NOTE s- Records relating to departmental level awards must-be scheduled by-sub-
mitting an SF 115. Request for Records Disposition Authority. to NARA.).

5
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General Records Schedule 1
June 1988

ITEM
HL [LElGRIEIION OF P1 COP,DS AUTil0R11ED DISPOSITION

13. logrnt. lye Awards Procram Repm Lg.

Reports pertaining to the operation of Destroy when 3 years old.
the Incentive Awards Program.

14. Eglifications of Per.tennti Actiong.

Standard Form 50. documenting all indi-
vidual personnel actions such as employ-
ment, promotions, transfers, separation,
exclusive of the copy in the OPF.

Chronological file copies, including Destroy when 2 years old,a.
fact sheets, maintained in personnel
offices.

b. All other copies maintained in Destroy when 1 year old,
personnel offices.

15. Em._n]nyrent Anolicatigna.

Applications (SF 171) and related Destroy upon receipt of OPH
records, EXCLUDING records relating to inspection report or when 2
appointments requiring Senatorial con- years old, whichever is
firmation and applications resulting in earlier, provided the require-
appointment which are filed in the OPF. ments of the Federal Personnel

Manual Chapter 333, Section A-
4 are obse rved.

16. Personnel Operalignn Statiatical
Reports.

Statistical reports in the operating Destroy when 2 years old.
personnel office and subordinate units
relating to personnel.

17. Qanesponditice and Forms Filt1

Operating personnel office records
relating to individual employees not
maintained in OPFs and not provided for
elsewhere in this schedule,

a. Correspondence and forms relating to Destroy when action is
pending personne! actions, completed,

b. Retention registers

| (1) Registers used to effect Destroy when 2 years old.
reduction-in-forco actions.

6
I

|

_ , , . . - _ . - - .- _



--- -_ -..- _ _ _ -.- _ - _ - - _ _ . -

|

|

Transmittal No. 2 General Records Schedule 1
October 30, 1989 !

ITEH
[Q2 DESCRIPTION OF RECORDS .AUTHORIZF,p DISPOSITION

(2) Registers from which no reduc- Destroy when-superseded or
tion-in-force actions have been obsolete.
taken.

c. All other correspondence and forms. Destroy when 6 months old.

18. Supe rvi sor s ' Personnel Files _aDj
pp.nlicate OPF Dopmqcntation.

a. Supervisors' Personnel Files.

Correspondence, forms, and other records- Review annually and destroy-
relating to positions, authorizations,. superseded or obsolete docu-
pending actions; position descriptions, ments or destroy file relating
requests for personnel action, and. to an employee within 1 year

,

records on individual employees dupli- after separation or transfer, i

cated in or not appropriate for the OPF.

b. Duplicate Documentation.

Other copies of documents duplicated in Destroy when_6 months old.
\~ OPFs not provided for elsewhere in this

schedule.

19. Individual Non-Occupational Health

Etcord Files.

Forms, correspondence, and other- Destroy 6 years after;date of
,

records, including summary records, last entry.

j documenting an individual employee's
| -medical history, physical condition..and

,

| visits-to Government health facilities. ;

for non-work relatel purpotet, EXCLUD,1NG
records covered by item 21 of this
schedule.

l'
' 20. -Health Unit Control Files.

Logs or registers reflecting daily
-

number of visits to dispensaries. first1
,

Laid rooms and health' units.
'

. . .

. . :
a, 'If information is summarized on Destroy 3: months after last

statistical: report. _ entry,-

b. If information is not eummarized. Destroy 2 years after last
,

entry.

| 7
|
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Transmittal No. 2 General Records Schedule 1
October 30, 1989

O
ITEM
[12% Ek2 1tTJpN OF KEEMpJi AQ1}ig111g1LJ11gg1EJI193

21. Entloyee MeditAL.ftldrr iEMF).

n. Long-term medical records as defined
in the Federal Personnel Manual
(FPM), Chapter 293.

(1) Transferred employees. See FPH for instructions..

(2) Separated employees. Transfer to National Personnel
Fecords Center (NPRC). St.
Louis, MO, 30 days after sepa-
ration. NPRC vill destroy 75
years after birth date of
employee, 60 years after date
of the earliest document in the
folder if the date of birth
cannot be ascertained, or 30

years after latest separation,
whichever is later,

b. Temporary or short-term records as Destroy 1 year af ter separation
defined in the FPP. or transfer of employee.

c. Individual Employee Health Case Destroy 60 years after
?iles created prior to establishment retirement to FRC.
of the EMF system that have been
retired to an ?RC.

(NOTC; Haster files and data bases created in central data processing facilities
to supplement or replace the records covered by item 21 are not authorired for
disposal under the GRS. Such files u.ust be scheduled on an SF 115.)

22. $ta t i s t ic aLSumma rie s .

Copies of ntatistical summeries and Destroy 2 years after date of
reports with related papers pertaining summary or report,
to e:aployee health, retained by the
reporting unit.

[ NOTE: Haster files and data bases created in central data processing facilities
to supplement or replace the records covered by this item are not authorized for
disposal under the GRS. Such fi'.es must be scheduled on an SF 115.)

O
|

|

8
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j ITEM
L% DEEllgPTION OF RECORDS A'lIl[31ffA,pISPOSIT,1pil

,

I23. Enginyte Pe rf or% DELE.11L.EYJLil2
Records,

a. Non-SES appointees (as defined in
$USC 4301(2)),

(1) Appt'aisals of unacceptable. Destroy after the employee ,

performance, where a notite of completes 1-year of acceptable ;

i- proposed deu4otion or remov61 is performance from the date of r

issued but not effected, and- the written advance notice of
all related docus;ents._ proposed removal or reduction

in grade notice.

(2) Performance recordo superseded Destroy when supersedtd.
through an administrative,
judicial, or quasi-judicial-- ,

procedure.
:

i

(3) Performance-related records -
pertaining to a former
employee.

!(a) Latest rating of record 3 Place-records on left-side of
years old or less and the OPF and forward to gaining
performance plan upon Federal agency upon transfer or
which it is based and any: to HPRC l'f employee' separates

- summary rating.- (see item-lb of this schedule).
An agency: retrieving an OPF '

t' tom NPRC vill dispose of these >

documents in accordance with
item 23a(3)(b) of this
schedule.

(b) . All other performance - Destroy when 3 years old-or-
p>ans and ratings. When no longer needed,

whichever.is sooner - .

L (4) All other summery performance. _ Destroy 3 years after date of

| appraisal recordo, including _ appraisai. .
'

performance appraisals and job _
,

elements and standards upon-
which they are_ based,

(5) Supporting documents. Destroy"3 years _after date of
appraisal or when norionger.
- needed,.whichever'is-sooner.

- 9 ,

_ _

__
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ITEM
1% LIECE1MION QiLN10RM /WlllCAUID- DISPOSin9E

b. SES appointees (as defined in 5 0FC
3132a(2)).

(1) Performance recorde superseded Destroy when superseded,
through an administrative,
judicial, or quasi-judicial
procedure.

(2) Performance-related records
pertaining to a former SES
sppointee.

(a) Latest rating of record Place records on left side of
that is less than 5 years the OPF and forward to gaining
old, performance plan upon Federal agency upon transfer or
which it la based, and any to NPRC if employee leaves
aummary rating. Federal service (see item Ib of

this schedule). An agency
retrieving an OPF from NPRC
will dispose of those documents
in accordance with item
?.3b(2)(b) of this schedule.

(b) All other performance Destroy when 5 years old, or
ratings and plans. when no longer needed, which-

ever is sooner.

(3) All other performance Destroy 5 years after date of
appraisals, along with job appraisal,
elements and standards (job
expectations) upon which they
are based. FXCLUDING those for
SES appointees serving on a
Presidential appointment (5 CFR
214).

(4) Supporting documents. Destroy 5 years after date of
appraisal or when no longer
needed, whichever is sooner.

(NOTE: Performance records pertaining to Presidential appointees are not covered
by the GRS. Such records must be scheduled by submitting an SF 115 to NARA.)

|

@

10



Transmittal No. 2 General Records Schedule 1
October 30, 1989

ITEM
& pliCAIPTION OF RECp],pft AUTHORIZED DISPOSITION

24. Finencini D,tsclosure Reports.

a. Reports and related documents
submitted by individuals as required
under the Ethics in Government Act
of 1978 (PL 95-521).

(1) Records including SF 278A for Destroy 1 year after nominee
indit1 duals filing according to ceases to be under considera-
Section 20lb of the Act, and tion for appointment EXCEPT
not subsequently confirmed by that documents needed in an on-
the U.S. Fenate, going investigation vill be

retained until no longer needed
in the investigation.

(2) All other rccords including SF Destroy when 6 yea s old:
278. EXCEPT that documents needed in

an ongoing investigation vill ,

'

be retained until no longer
naeded in the investigation. j

| \

|
- b. All other statements of employment Destroy when 6 years oldt

and financial interests and related EXCEPT that documento needed ini

records, including confidential an ongoing investigation vill
statements filed under Executive be retained until no longer

| Order 11222. needed in the investigation.

25. Equal Employment Oenortunity Recordy,

a. Official Discrimination Complaint
| Case Files.

| Originating agency's file containing Destroy 4 years after
complaints with related correspon- resolution of case,

dence, reports, exhibits, withdrawal
notices, copies of decisions re-

|cords of hearings and meetings, and
| other records as described in 29 CFR-
|

1613.222. Cases resolved within the
| agency. by EEOC, or by a U.S. Court.-
|

b. Copier of Complaint Case Filer.

Duplicate case files or dotaments- Destroy 1 year after resolution|

pertaining to case flies retained in of case.

Os ,, .
Official File Discrimination
Complaint Case Files.

11

-
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Transmittal No. O General Records Schedu)e 1
October 30, 1989

O
ITEM
Mpa DESCRIP11QE OF PEEDji AUTHORIZED DISPOSITION

c. Background Files.

Background records not filed in the Destroy 2 years after final
Of ficial Discrimination Complair.t resolution of case.
Case Files.

d. Compliance Records.

(1) Compliance Review Files.

Reviews. background documents Destroy when 7 years old.
and correspondence relating to
contractor employment
practices.

(2) EE0 Compliance Reports. Destroy when 3 years old.

e. Employee Housing Requestr

' Forms requesting agency assistance Destroy when 1 year old.
In housing matters, such as rental
or purchase.

,

f. Employment Statistics Files.

Emp' yment statistics relating to Destroy when 5 years old,
race and sex.

(NOTE: Master files and data bases created in central data processing facilities
to supplement ur replace the records covered by this subitem are not authorized
for disposal under the GRS. Such files must be scheduled on an SF 115.]

g. EE0 General Files.

General correspondence and copies of Dentroy when 3 years old, or
regulations with related records when superseded or obsolete,
pertaining to the Civil Rights Act whichever is applicable.
of 1964, the EE0 Act of 1972, and'

any pertinent later legislations and
agency EE0 Committee meeting records
including minutes and reports.

h. EEC Affirmative Action Plans (AAP).

(1) Agency copy of consolidated Destroy 5 years from date of
AAP(s). plan.

9
12
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|

2 TEM

! R22 DESCRIPTION OF.RECORDE AUTHORIZED DISPOSJt1QB

(
|

| (2) Agency feeder plan to Destroy 5 years from date of
consolidat ed AAP(s). feeder plan or when adminis.

trative purposes have been
served, whichever is sooner.

(3) Report of on-site reviews of Destroy 5 years from date of
Affirmative Action Programs, report.

(4) Agency copy of annual report of Destroy $ years from date of
Affirmative Action accomplish-- report.

ments.

26. Personnel Counseline Record 1

a. Counsel!.ig Files.

Reports of interviews, analyses and Destroy 3 years after-
i related records, termination of counseling.

b. Alcohol and Drug Abuse program.

Records created in planning,- Destroy when 3 years old.,.

L coordinating and directing an
alcohol and drug' abuse program.

!
L 27. Standards of_ponduct Files.

| Correspondence, memoranda, and other -Destroy when obsolete or
records relating to codes of ethico and superseded.
standards of conduct.

28. Labor Managemer: Relations Records,

a. Labor Management Relations General
and Case Files,

Correspondence, memoranda, reports
and other records relating to the
relationship betvoen management and
employee unions or other groups:

1

(1)- Office negotiating-agreement. Dest'roy 5 years after
expiration of agreement.

(2) Other offices. Destroy when superseded or
obsolete.

13
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O
ITEM
Ro pHGiltTJ0N OF EQ2]LDJ MllK11 ZED DISF0SIllMa

b. Labor Arbitration General and
CaseFiles.

Correspondence, forms, and back. Destroy 5 years after final

ground papers relating to labor resolution of case.

arbitration cases.

29. Ininingleterda.

EXCLUDING records of formally esta.
blished schools which train agency
employees in specialized program areas, I

such as law enforcement and national |
defense.

J

a. Gracral file of agency-sponsored
training, EXCLUDING record copy of
manuals, syllabuses, textbooks, and
other training aids developed by the
agency.

(1) Correspondence, memoranda. Destroy when 5 years old or 5
agreements, authorizations, years after completion of a
reports, requirement reviews, specific training program,
plans, and objectives relating
to the establishment and opera-
t ion of t raining, courses and

conferences.

(2) Background and working files. Destroy when 3 years old,

b. Employee training.

Correspondence, memoranda, reports Destroy when 5 years old or
and other records relating to the when superseded or obsolete,
availability of training and whichever is sooner,

employee participation in training
programs sponsored by other
government agencies or non-
government institutions.

[ Note Records excluded from this item must be scheduled by submission of an SF
115 to NARA. Reference copies of pamphlets, notices, catalogs and other records
which provide information on courses or programs offered by government or non-
government organizations, previously included in the GRS, are nonrecord and may
be destroyed when superseded or obsolete.]

14
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:

ITEM !
IEL DESCRIPTION OF RECORDS @IljoRIZED DISPOSITIOf{

,

30. Crievance. Discioliparv and Adverse
Ar11.2P-F11ta, '

a. Grievance,-Appeals Files (5 CFR 1

771). !.

Records originating in the review of Destroy 3 years after case is >

grievances and appeals raised by closed. |
agency employees, except_EE0_com-

_

,

'

plaints. These case files include
staternents of _ witnesses,- reports of -{

interviews and hearings, examiner's'

findings and recommendations, a copy
of the original decision, related-
correspondence and exhibits,'and
records relating to a reconsidera-
tion request,

b. Adverse Action Files (5 CFR 752). -

Case files _and related records cre- Destroy 4 years after case is
ated in reviewing an adverse action closed.
(disciplinary or non disciplinary
removal, suspension, leave without
pay, reduction in force) against ,m -

j employee. The file includes a copy ^

| of the proposed adverse action with
supporting documents; statements of
witnesses; employee's reply; hearing
notices, reports and decisions;
reversal.of action; and appeal ;

records, EXCLUDING letters of rep- -t

rimand which are filed in the'OpF.

31. Personal Injury Files.

Forms, reports, correspondence and- Cut off'on termination of _-

related reedical and investigatory
._

compensation or when deadline,
records relating to on the job injuries, for filing a claim has passed, ;
whether or not a claim for compensation Destroy 3 years:after cutoff.
was made, EXCLUDING copies filed in the -

Employee Medical-Folder and copies
submitted to the Department of. Labor.

O
.
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Transmi*tal No. 2 General Records Schedule 1
October 30, 1989

ITEM
!!L EE1 Cell'110H OP REC 2 PAS 6UTHORIZED DISPOSIT.1211

32. th rit Prsutolign_ Cut _ lilt.a .

Records relating to the promotion of an Destroy after OPM audit or 2
individual that do unent qualification yeart, after the personnel
standards, evaluntion methods, selection action is completed, whichever
procedures, and evaluations of cand1+ is sooner,

dates EXCLUDING, any records that dup-
licate information in the promotion
plan, in the OPF, or in any other
personnel records,

33. fannininr. and Certiling1LgnJacardi

Delegated agreements and related
records created under the authority of
5 U.S.C. 1104 between the Office of
Personnel Management and agencies
allowing for the examination and
certification of applicants for
employment,

a. Delegated agreements. Destroy 3 years after
termination of a6reement.

b. Correspondence concerning applica- Break annually, Destroy 1
tions, eligibles certification, and year after break,
all other examining and recruiting
operations including but not limited
to correspondence from the Congress,
White House, and general public; and
correspondence regarding accommoda-
tions for holding examinations and
shipment of test materials.

c. Test material stock control.

Stock control records of examination Destroy when test is
test material including running superseded or obsolete,
inventory of test material in stock,

d. Application Record Card (OPM Form Break after examination.
5000A, or equivalent). Destroy no later than 90 days

after break.

O
16
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Transmittal No. 7 General Records Schedule 1 ;
October 30, 1989

-!g

ITEM
& DESCRIPTION OF.PJ&QEDA AILTJiPllt.ID DISPOSITI0ff

[

e. Examination Announcement Case Files.

Correspondence regarding examination Destroy $ years after
requirements, original drafts of termination of related ,

examination, and announcements register.
issued EXCLUDING records concerning
qualification standards. job speci.
fications and their development.

f. Register of eligibles (OPM Form Break records on individuals
5001-C or equivalent, documenting with terminated eligibility
eligibility of an individual for annually. Destroy 5 years
Federal jobs), after break.

When entire register is
terminated, destroy 5 years
after termination date.
(Registers established under
case examining: Destroy after
audit by local OPH area office
or 90 days after final action
is taken on the certificate
whichever is sooner.)

g. Letters to applicants denying Break annually. Destroy 1 year
transfer of eligibility (OPM Form after break.
4896 or equivalent).

h. Cancelled and ineligible applica- Ineligible applications may be
|

tions, supplemental forms, and returned to the applicant with
attachments. the notice of ineligibility,

! unless otherwise directed by the
local OPH area office. Destroy
ineligible applications not
returned and cancelled appli-
cations 90 days.after dato of
action or when register is

.

te-minated, whichever is sooner.

1. Test Answer Sheets

Vritten test answer sheets for both Destroy when 6 months old.
eligibles and ineligibles. Filed by
date of processing.

V:

17



Transmittal No. 2 General Records Schedule 1
October 30, 1989

O
ITEM
EQ2 DESCRIPTION OF REGQED1 LUTHORlJED DISPOSITION

j. Lost or Exposed Test Material Case
Files.

Records shoving the circumstances of Break flies annually. Destroy
loss, nature of the recovery action 5 years after break,
and carrective action required.

k. Elir,1ble applications.

(1) On active register. Destroy upon termination of the
register (except cpplications
that may be brought forward to
new register, if any).

(2) On inactive register. Destroy 1-12 months after
eligibles are placed on
inactive register, depending on
space availability and
difficulty of replacing the
application for restoration.

1. Request for prior approval of per- Break annually. Destroy 1 year
sonnel actions taken by agencies an after break.
such matters as promotion, transfer,

. reinstatement, or change in status,
submitted by SF 59, OPM 648, or
equivalent form,

m. Certificate Files.

SF 39, SF 39A, or equivalent, and Break annually. Destroy 5
all papers upon which the certifica- years after break,
tion was based: detailed rating
schedule, record of selective an
quality ranking factors used, list
of eligibles screened for the vacan-

cles, rating assigned, availability
statements, and other documentation

material designated by the examiner
of retention. It is recommended
that both the file copy and the
audited report copy of the certifi-
cate be kept in this file. Files
should be arranged to permit recon-
struction or validation of actions
taken in the event of appeal or
legal action.

18
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Transmittal No. 2 General Records Schedule l'
October 30, 1989

?

ITEM '

HQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSIT[QH.

3

n. Certification request control index, Break annually. ' Destroy 1 '

year after break.

o. Displaced Employee Program (DEP) Destroy upon expiration of '
application and registration sheet, employee's DEP eligibility.

p. DEP control cards, if maintained. Break annually. Destroy 2
years af ter break. *

q, Reports of audits of delegated Destroy 3 years after date of
examining. operations, the report.

34, Occupational Iniurv qud Illness Files.

Reports and logs (including OSHA "Srms Destroy when'5 years-old.
100, 101, 102, and 200, or equiva.ents)
maintained as prescribed in 29 CFR 1360
and OSHA pamphlet 2014 to document all

y recordable' occupational injuries and
/ illnesses for each establis.hment,

35. Denied Health Benefita__ Claims.,

.

Denied eligibility files consisting of
applications, court orders, denial-
letters, appeal-letters, and related
pape)s.

a. Health benefits denied, not Destroy 3, years-after denial,
,

appealed.
,

g b. Health benefits _ denied, appealed to'
L :OPM for reconsideration.
I

L (1) Appeal. successful benefits ~ Create enrollment file in
'

1 granted, accordance with FPM letter
-890-35.

(2) Appeal unsuccessful - benefits Destroy.3 years after denial.
,

-denied.
l
l- [ Note: Pursuant to FPM letter 890-35, enrollment files of spouses eligible for

when? l

f'''
benefits'are transferred to OPM when former spousa cancels the enrollment,
enrollment-is terminated.by the employing office, or when former1 spouse begins

L _ receiving an annuity payment.)

|

-19:

.w ., - ..- _ ._ - _ . - , _ , _ - . ... ._.=.,......__.__._a._-,, ..~s__ .. ..._.2.._



_ .

Transmittal No. 3 General Records Schedule 1
February 22, 1991

ITEM
HQ. DESCRIPTION OF RECORDS 6UTFORIZED DI9 POSITION

36, Federal Workp.loce Drur Testine Procram
files.

Drug testing program records created
under Executive Order 12564 and Public
Law 100-71, Section 503 (101 Stat, 468),

EXCLUDING consolidated statistical and
narrative reports concerning the
operation of agency programs, including
annual reports to Congress, as required
by Public Law 100-71, s 503(f), and
statistical reports, as required by FPM
ietter 792 19, 12/27/89, Section 6,

This authorization does not apply to
oversight program records of the
Department of Health and Human Services
and its subordinate elements; the Office
of Personnel Management; the Office of
Management and Budget; and the
Department of Justice,

a. Drug test plans and procedures,
EXCLUDING documents that are filed
in record sets of formal issuances
(directives, procedures handbooks,
operating manuals, and the like )

Agency copies of plans and Destroy when 3 years old or
procedurer, with related drafts, when superseded, obsolete, or
correspondence, memoranda, and other no longer needed, whichever is
records pertaining to the develop- later. [See note (2).]
ment of procedures for drug testing
programs, including the determina-
tion of testing incumbents in
designated positions.

b. Employee acknowledgement of notice
forms.
Forms completed by employees whose Destroy when employee
positions are designated sensitive separates from testing i

for drug testing purposes designated position. [See |
acknowledging that tney have note (2).]
received notice that they may be
tested. i

|

! 1
!
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Transmittal No. 3 General Records Schedule 1
February 22, 1991 ,

ITEM
EQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

c, Select:f on/ scheduling records.

Records relatin- to the selection of _ Destroy when 3 years old.
specific employees / applicants for [Sec note (2).]
testing and the scheduling of tests.
Included are lists of selectees,

inotification letters, and testing
schedules,

d. Records relating'to the collection
and~ handling-of specimens.

,

(1) " Permanent" Record Books.

Bound books containing Destroy 3 years after date of
identifying data-on each last entry. [See note (2).)
specimen,-recorded at each
collection site in the-order in
which the specimens were
collected.

| (2) Chain of custody | records;

Forms and other records used to- _ Destroy when 3 years old, ,

maintain control and account- (See-note.(2),]
ability of specimens from the
point of collection to .the final-
disposition of the specimen.

'

- "

e. Test results,

l

I- Records documenting individual test Destroy'when 3 years old.-

re sul ts ,- including reports of. [See note (2),)
testing, notifications of

.

employees / applicants and employing
offices,-and documents relating to

~

followtup_ testing.

[ NOTES: (1) Disciplinary action:ecse-files pertaining to actions taken.against
employees for drugiuse, drug possession,; failure'to: comply with drug testing-

procedures, and similar matters are: covered by CRS:1,-item-30b, whichiprovidestfor-
_

| 'the tjestruction of-' records 4 years after the case-is closed. '(2) . Any records-
, covered by items-36 a e that are relevantLto-litigation _or_ disciplinary actions
L should be_ disposed'of no_ earlier _than the related_ litigation or advnrse action--

: case file (s).]

21
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General Records Schedule 2
June 1988

GENERAL RECORDS SCilEDULE 2a
Payrolling and pay Administration Records

Payrolling and pay administration records pertain to disbursements to civilian
employees of the Government for personal services. This schedule applies to the
pay records that are common to all agencies, but it excludes (a) retirement
records (Standard Form 2806 or equivalent) that are maintained during employee
duty and then transferred to the Office of Fersonnel Management; (b) files
maintained in agency space for audit by the General Accounting Office under
section 117(b) of the Budget and Accounting Procedures Act of 1950; (c) records
relating to tax withholding, savings bonds, or fidelity bonds, or other records
held by the appropriate units of the Treasury Department responsible for the
related Government-wide programs; and (d) Office of Management and Budget files
reflecting agency personnel needs and problems. Any records created prior to
January 1, 1921, must be offered to the National Archives and Records Adminis-
tration before applying these disposition instructions.

Documents required by the Comptroller General to be maintained for site audit are
segments of accountable officer's accounts. In no cvent may disposal be made of
records pertaining to accounts, claims or demands involving the Government of the
United States which have not been settled or adjusted by the General Accounting
Office unless the agency concerned has written approval of the Comptroller
General, as required by 82 Stat.1301 (44 U.S.C. 3309) . Most Federal civilian
pay accounts are prepared and maintained in accordance with Title 6--Pay, Leave,
and Allowances and incorporated in the GA0 Manual for Guidance of Federal(, agencies.

In the payrolling process different types of records are accumulated. Under
.

Title 6 of the GA0 Manual these records are normally site-audited on a sample
| basis by GAO representatives who examine primarily the earnings record card,
I payroll change slips that are prepared to document changes in normal pay,

certification sheets containing the signatures of the certifying officer,
checklists prepared in lieu of the more formal payrolls by Department of the
Treasury or local disbursing personnel, source personnel documents such as basic
time and attendance reports, and copies of personnel action forms documenting
changes in pay. In addition, pay registers and other accounting devices:are
maintained to check and balance the accounts.

All payroll systems require the maintenance of a leave card, to which information
_

is posted from more detailed records kept- by time and attendance clerks located
! throughout an agency. Two basic forms or variations of them are used by most

agencies: (a) Optional Form 1137, which shows leave taken by an employee over a
two-year period; and (b) Optional Form 1130,'which is a combination time and
attendance and leave record designated to be maintained in agencies in which the
time-keeping function is decentralized. One Optional Furm 1130 is maintained for
each employee each pay perloo, and the current leave status figure is accumulated
from pay period to pay period.

Other records incidental to the payrolling process are withholding tax and
savings bond records, reports made to Treasury Department units and the '0ffice of

('~'\_,) Personnel Management on income tax and retirement tranuactions,
and other records

( not pertaining to individuals, but rather to the general administration of the
payrolling office and the payrolling function.

1
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General Records Schedule 2
June 1988

In many cases the records will be in electronic form, as the payrolling process
has been almost universally converted to electronic data processing throughout
the Federal government. With the exception of records created in central
processing facilities described under item 17, all records described in this
schedule are authorized for disposal in both hard copy and electronic forms, as
provided in GR3 20. Electronic Records, and GRS 23. Records Common to Most
Offices Within Agencies.

ITEM;

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Individual Accounts Files.

Individual earning and service cards, Transfer to the National
such as Optional Form 1127 or Personnel Records Center
equivalent. (NRPC), St. Louis, Missouri.

(a) If filed in official
personnel folder (OPF) or in
individual pay folder adjacent
to the OPF, destroy with the
OPF. (See GRS 1. Item 1.) (b)
If not in or filed adjacent to
the OPF, destroy 56 years af ter
the date of the last entry on
the card.,

2. Payroll Correspondence Files.

General correspondence files maintained Destroy when 2 years old.
by payroll units pertaining to payroll
preparation and processing.

3 Time and Attendance Reports Files.

a. Optional Form 1130 or equivalent.

(1) Payroll preparation and Destroy after GA0 audit or when
processing copies. 3 years old, whichever is

sooner.

(2) All other copies. Destroy 6 months after the end
of the pay period,

b. Flexitime Attendance Records.

Supplemental time and attendance Destroy after GAO audit or when
records, such as sign-in/ sign-out 3 years old, whichever is
sheets and work reports, used for sooner.
time accounting under Flexitime
systems.

2
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Transmittal No. 2 General Records Schedule 2
October 30, 1989

v
ITEM
L p1f AlfTION OF RECORDS AETHORIZED DISP 3SITION

4. Individual Authorized Allotments Files,

a. U.S. Savings Bond Authorization,
Standard Form 1192 or equivalent,
and authorization for individual
allotment to the Combined Federal
Campaigns.

(1) If record is maintained on Destroy when superseded or
earning record card, after separation of employee.

If employee transfers within an
agency or between agencies,
these authorizations must also
be' transferred. See Treasury _
Fiscal Requirements Manual,
para. 6030.10 for instructions
regarding savings bonds
authorizations, and FPM Chapter
550, Subchapter 3, Part 8 for
instractions regarding CFC,

authorizations.
.

| (2) If record is not maintained Destroy 3 years after
; elsewhere. superseded or 3 years after
| separation of employee. See

| (1) above for transfer
'

instructions.

b. All other authorir<tions,' including
,

| union dues and savings.

(1) If record is maintained on Destroy when suparseded or
earning record card, after transfer or separation of

employee.

(2) If record is not maintained Destroy 3. years after
elsewhere. superseded or 3 years after-y

|. transfer or separation of
employee.

5. Bond Registration Files.

Issuing agent's copies of bond Destroy when 2 years old,
registration stubs.

['''h ' 6. Bond Receipt and Transmittal Files,.

d
Receipts for and transmittals of U.S. Destroy 3 months after date of
Savings Bonds and checks. receipt.

3
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General Records Schedule 2

ITEH
NO. DESCRIPTION OF RECORDS bUTHOR11}D DISPOSITION

7. fitpd Purchase Files.

Forms and reports with related documents Destroy when 3 years old.
pertaining to deposits and purchases of
bonds.

8. Leave Applicstion Files.

Application for Leave, SF 71, or
equivalent, and supporting documents
relating to requests for and approval of
taking leave.

>

a. If timecard has been initialed by Destroy at end of applicable
employee, pay period.

b. If timecard has not been initialed Destroy after GAO audit or when
by employee. 3 years old, whichever is

sooner.

9. Leave Record Cards.

Leave record cards such as OF 1137 or
equivalent maintained separately from
pay and earnings records, and 0F 1130
when used as a leave record,

a. Pay or fiscal copies. Destroy when 3 years old.

L. Other copies. Destroy 3 months after the end
of the period covered.

10. Leave Data Files.

Records of leave data, such as SF 1150,
prepared except as noted in the Federal
Personoel Manual, 293-A-3.

1

a. Original copy of SF 1150. File on right side of OPF. See
GRS 1, item 1.

e

b. Agency copy. Destroy when 3 years old,

11. Notification of Persennel Action Files.

Pay or fiscal copy of SF 50 or Destroy vnen related pay
equivalent, not filed in the Official records are audited by GAO or
Personnel Folder. when 3 years old, whichever is

sooner.

4
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

12. Budget Authorization Reference Files.

Copies of budget authorizations in Destroy when-superseded,
operating payroll units used to control
personnel ceilings and personnel
actions.

13 Payroll Files.

Memorandum copies of payrolls, check
lists, and related certification sheets,
such as SF 1013A, SP 1128A, or
equivalents.

a. Security copies-of documents Destroy when Federal Records
prepared or used for disbursement by Center receives second-
Treasury disbursing offices, with subsequent payroll or checklist
related papers. covering the same payroll unit.

b. All other copies.
,

I (1) If earning. record card is. Destroy after GAO audit or whea

['/\ maintained. 3 years old, whichever is
,

s, sooner.s

(2) -If earning record-card is not Transfer _to NPRC, St. Louis,
maintained. Missouri,-when 3 years old.

Destroy when 10 years old.

14. Payroll Control Files.

Payroll control registers. Destroy; after GAO audit or when
3 years old, whichever is-
sooner.

15 Payroll Change Files.,

| Payroll change slips, exclusive of chose
of the OPF, such as SF 1126.

a. Copy used in GAO audit.- Destroy when related pay _ i

records ere audited by GAO or -,-

! when 3Lyears old, whichever ir-
. sooner.

b. Disbursing officer copy used?in ' Destroy after preparation of
preparing; checks. . checks.

O
g c- All other copies. Destroy 1 month after.the end.

N of.the pay period.

5
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ITEM,

NO. DESCRIPTTON OF RECORDS AUTHORIZED DISPOSITION

16. Fiscal Schedules Files.s

Memorandum copies of fiscal schedules
used in the payroll process.

a. Copy used in GA0 audit. Destroy after GA0 audit or when
3 years old, whichever is
sooner.

b. All other copies. Destroy 1 month after the end of
the pay period.

17 Administrative Payroll Report Files.

Reports, statistics, with supporting and
related records pertaining to payroll
operations ar.d pay administration,

a. Reports and data used for workload Destroy when 2 years old.
and personnel management purposes,

b. All other reports and data. Destroy when 3 years old.

[ NOTE: Master files and data bases created in central data processing facilities
to supplement or replace the records covered by this item are not authorized for
disposal under the GRS. Such files must be scheduled on an SF 115.]

18. Tax Files,

a. Withholding tax exemption Destroy 4 years after form is
, certificates, cuch as IRS Form W-4, superseded or obsolete,
j and similar state tax exemption

forms,

b. Returns on income taxes withheld Destroy when 4 years old.
such as IRS Form W-2.

c. Reports of withheld Federal taxes, Destroy when b years old,
such as IRS Form W-3, with related
papers, including reports relating
to income and social security taxes.

19 Retirement Files,

a. Reports and registers.

1
Reports, registers or other control Destroy when 3 years old. '

documents, and other records
relating to retirement, such as SF '

, 2807 or equivalent. I
|

6
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/'~') ITEM
-k,,/ NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

b. Assistance files.

Correspondence, memoranda, annuity Destroy when 1 year old,
estimates, and other records used to
assist retiring employees or
survivors claim insurance or
retirement benefits.

20. Insurance Deduction Files.

Reports and related papers including Destroy when 3 years old.
copies of vouchers and schedules of
payments pertaining to. insurance
deductions.

21. Levy and Garnishment Files.

Official Notice of Levy or Garnishment Destroy when 3 years old.
(IRS Farm 668A or equivalent), change
slip, workpapers, correspondence,
release and other forms, and other
records relating to charge against-

[ retirement funds or attachment of salary
5 for payment of back income taxes or

other debts of Federal employees.

22. Wage Survey Files.

: Wage survey reports and data, background Destroy after completion of
'

documents and correspondence pertaining second succeeding wage survey.
to area wages paid for each employee
class; background papers establishing _
need, authorization, direction, and
analysis of wage surveys; development
and implementation of wage schedules;
and request for an authorization of,

i specific rates (excluding authorized
'

wage schedules and wage survey
recapitulation s!.eets).

|

|

|
|

7
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,

( GENERAL RECORDS 50HEDULt 3
.

Procurement, Supply and Grant Records,

,
Agency procurement and supply records document _the acquisition of goods and non-

I personal services, controlling the volume of stock on hand, reporting procurement
needs, and related supply matters which are part of daily procurement operations.
The basic procurement files reflect a considerable range of procedure, from
simple, small purchases to complicated prime contractor and subcontractor
operations.

Any records created prior to 1895 must first be offered to the National Archives
and Records Administration for appraisal before applying the disposal instruc-

tions. Frequently copies of procurement papers become integral parts of the
other files in the agency, such as project fi]es of various types or general 4

subject files pertaining to program operations; such copies are not covered by
this schedule because they cannot be- considered and evaluated separately from- the
files of which they are a part.

The General Accounting-Office-no-longer requires agencies to maintain-a separate
file of contracts for site audit. The agency contract files maintained in-the
contracting officer's office are accessible to GAO auditors and have generally
been used by them in the past.

When a claim is filed by or against the Government, records relating to the claim
should be retained without regard to the otherwise applicable records retention
schedules which would have authorized destruction of the records prior to_the.
time when the claim is finally _ resolved unless.the agency has received written
approval from the General Accounting Office (44 U.S.C. Section 3309 and 62 comp.

'
Gen. 42 (1982)). A claim is finally _ resolved: (1) when it is-disallowed and the
time for appealing the denial or instituting suit on the.. claim has expired; or
(2) when it is allowed and' paid or the amount-offered in1 compromise is accepted
and paid; or, (3) when the amount found due and owing proves 'uncollectible
because time limits for collecting the indebtedness through_. legal proceedings'or
by way of setoff have expired.

l-
| Records documenting procurement =and supply in the agencies are largely

standardized by various regulations of the Comptroller General and the .

Administrator of General- Services. The .hysical arrangement of the'_ transaction-
files themselves differs in the various s encies,1however. EIn all agencies theu
official contract files, for example, contain a minimum: core of specified -

L documents, but there are also other documents that vary?in accordance with'what-
the individual agency deems to be-best for.its own' operating' purposes.

-The key procurement file is the transaction case file containing.the: formal
, contract or informal purchase order or lease instruments and all related papers.

|- The documents! flowing into the transaction file differ in detail, but they-
j. include, in addition to the-purchase document, specifications,' bids, schedules of-

_ delivery, initiating: requisition, invoices, and correspondence. Other-copies;of'

these_ documents, made for expediting and:other administrative: purposes, are
scattered throughout the inspection, shipping expediting, and other units of the
agency procurement organization. -

|

1
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9, I
Other files related to the procurement and supply function include reports used
for supply management purposes by the agency creating the records as well as the
staff agency involved with Government-wide programs. They also include local

iquisition and stock inventory files and other minor supply papers.

Of a specialized character in the procurement field are the title papers documen-
Ling the acquisition of real property (by purchase, condemnation, donation,
exchange, or otherwise). These papers are required by the Government as long as
the property remains in Government hands or if it has been sold or released
conditionally or with recapture clauses. When properties are disposed of by
quitclaim deeds, this fact should be confirmed prior to the disposal of title
papers, since the title evidence might be needed by the Government to defend the
title in the event the properties were disposed of by deeds containing general or
special warranties.

It should also be ascertained that the title evidence relates only to the proper-
ties which were sold by the Government. 7.n many instances, lands acquired by the
Government are disposed of in different size parcels, and if the Government
retains the title to any portion the title evidence should be retained.

This schedule does not apply to Interior Department records relating to the
public domain or to the title opinion files of the Department of Justice.

This schedule includes some of the common agency records relating to grant
programs. Since many Federal agencies conduct grant programs which document
projects contracted between the agency and an cutside party, these records are
included as an djunct to the procurement and supply records.

All records described in this schedule are authorized for disposal in both hard
copy and electronic forms, as provided in GRS 20, Electronic Records, and GRS 23,
Records Common to Most Offices Within Agencies.

ITEM
NO. DESCRIPTION OF RECORDS AU'IHORIZED DISPOSITION

1. Real Property Files.

Title papers documenting the acquinition
of real property (by purchase, conder-
nation, donation, exchange, or other-
wise), excluding records relating to
property acquired prior to January 1,
1921.

a. Records relating to property Dispose 10 years after
acquired after December 31, 1920, unconditional sale or release
other than abstract or certificate . by the Government of
of title. conditions , restrictions,

mortgages or utner liens.

,

2
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1 TEM

EQ. DESCRIPTION' 0F RECORDS ' AUTHORIZED DISPOSITION

b. Abstract or certificate of title. Transfer.to' purchaser after
unconditional sale or release

~by the Government of
-conditions, restrictions,
mortgages, or other liens.

[ Note: Records relating to property acquired' prior to January 1,1921, are not
covered by the GRS and must be scheduled by submission of an SF 115 to NARA.] '

2. General Correspondence Files.

Correspondence files of operating _ Destroy.when 2 yeart old,
procurement units concerning internal
operation and administration matters not

covered elsewhere in this schedule.

3. Routine Procurement Files.*

Contract, requisition, purchase order,
lease,-and bond and surety tecords,'
including correspondence.and related
papers pertaining to award,_administra-
tion, receipt, inspection and payment
-(other than those covered in items 1
and 12),

a. Procurement or purchase organiza-
tion copy, and related papers.

'

(1) Transactions of.more than Destroy 6. years and-3 months;
$25,000 and all construction' after-final-: payment,
contracts exceeding $2,000.

(2) Transactions of $25,000 or less. Destroy 3-years _after final
and construction contracts under - payment.
$2,000,

b. -Obligation copy. Destroy when funds are
obligated.

c. Othet copies of records described Destroy upon termination or
above used by component elements of _ _ completion,
a procurement office for administra-
tive purposes.

3-

..
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ITEM

EO. DESCRIPTION OF RECORQS AUTHORIZED DISPOSITION

d. Data Submitted to the Federal Destroy when 5 years old.
Procurement Data System (FPDS).
Electronic data file maintained by
fiscal year, containing unclassi-
fled records of all procurements,
other than small purchases, and
consisting of information required
under 48 CFR 4.601 for transfer to
the FPDS.

(NOTE: Unique procurement files, previously described in GRS 3, item 1, are not
covered by this schedule. With the standardization of the Government wide
procurement process under the Federal Acquisition Regulations, such files are
unlikely to exist. However, if an agency believes that a procurement file that
has long term research value, the records officer should submit an SF 115.)

4. Supply Manarement Fileg.

Files of reports on supply requirements
and procurement matters submitted for
supply management purposes (other than
those incorporated in case files or
other files of a general nature), exclu-
sive of Department of Defense Reports
reflecting procurement under exemptions
authorized under Section 201(a) of the
Federal Property and Administrative
Services Act of 1949 (40 U.S.C. 481),

a. Copies received from other units for Destroy when 2 years old,
internal purposes or for trans-
mission to staff agencies.

b. Copies in other reporting units, and Destroy when 1 year old.
related working documents.

5. Solicited and Unsolicited Bids and
Proposals Files.

a. Successful bids and proposals. Destroy with related contract

case files (see item 3 of this
schedule),

b. Solicited and unsolicited
unsuccessful bids and proposals. I

!

(1) Relating to small purchases as Destroy 1 year after date of i
defined in the Federal Acquisi- award or final payment, I

tion Regulation, 48 CFR Part 13. whichever is later. I
|

I

4 |

i
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Transmittal No. 3 General Records Schedule 3
February 22,-1991

ITEM
'

NO. DESCRIPTION OF RECORDS 6UTHORIZED DISPOSITION
r

(2) Relating to transactions above
the small purchase limitations
in 48 CFR Part 13.

(a) When filed separately-from -Destroy when related contract-
contract case files, is completed.

,

(b) When filed with contract Destroy with related contract
case files. case file (see item 3.of this

schedule).
c. Cancelled solicitations files.

(1) Formal solicitat*ons of offers- Destroy 5 years after date of
"

to provide prod, .s or services cancellation.
(e.g., Invitatit .s---for Bids,

Requests for Proposals, Requests
for Quotations) which were-
cancelled prior to award of a
contract. .The files include ,

presolicitation documentation onw

the requirement, any offers
which were opened prior to the-
cancellation, documentation on
any government action up to the-
time of cancellation, and-

-

,

evidence of the cancellation.
,

(2) Unopened bids. Return to bidder,

G -

d. Lists or card files of acceptable- Destroy when superseded or-
L bidders, obsolete.

6. Public Printer Files.

Records relating'to requisitions on the-
~

Printer, and all supporting paperst

I

Printing procurement. unit copy.of Destroy 3 yearsLafter .a.
requisition, invoice. completion or cancellation of
specifications, and related papers. requisition.

|
-

b. Accounting copy of requisition. Destroy.3 years after period|.
- T covered by related: account.

.

L .
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ITDi

(ML DESCRIPTION OF RECOR1 AUTHORIZED DISPOSI"10,30

7. Ugnpersonal Reaufsition Fils.

Requisitions for nonpersonal services, Destroy when 1 year old,
such as duplicating, laundt , binding,
and other services (excludir; records
associated with accountable officers'

accounts (Schedule 6).

8. Inventorv Requisition File.

Requisitions for supplies and equipment
for current inventory.

a. Stockrcom copy. Destroy 2 years after
completion or cancellation of
requisition,

b. All other copies. Destroy when 6 months old.

9. Jnventory Files,

a. Inventory lists. Destroy 2 years from date of
list,

b. Inventory cards. Destroy 2 years after discon-
tinuance of item or 2 years
after stock balance is trans-
ferred to.new card or recorded
under a new classification, or
2 years after equipm,nt is
removed from agency control.

c. Report of survey files and other Destroy 2 years after date of
papers used as evidence for adjust- survey action or date of
ment of inventory r ecords , not posting medium,
otherwise covered in the CRS.

10. Telenbone Records.

Telephone statements and toll slips. Destroy 3 years after period
covered by related account.

11. Contractors' Payroll Files.

Contractors' payrolls (Construction Destroy 3 years after date of

contracts) submitted in accordance with completion of contract unless
Labor Department regulations, with contract performance is
related certifications, antikickback subject of enforcement action
affidavits, and other related papers. on such date,

b

l
. _ _ _ .__ ________ ___. _
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>

ITEM
NO . - DESCRIPTION CF RECORDS AUTHORIZED DISPOSITION

12. Tax Exemptfor. Files.

Tax exemption cert.ficates nud related Destroy 3 years af ter period

papers, covered by related account.

13 Unsuccessful Grant Application Files.

Applications, correspondence, and other Destroy 3 years after rejection
records releting to unsuccessful or withdrawal.
(rejected or withdrawn) applications.

14. Grant Adrinistrative Files.

Correnpondence and/or subject files Destroy when 2 years old,
relating-to routine operations and daily
activities in administration of the
grant program.

[ Note: Grant case flies, which include accepted. applications among many other
documants, substantive correspondence and-subject files relating to grant
programs, and' final product files, cannot be scheduled in the GRS. ; The types and

~

significance of grant programs and- the contents of tho' files vary, so no single>

t disposition can be applied to the files on a government-wide basis. To schedule
these records, agencies must submit an SF 115 to NARA.]

15 Contreet Appeals Case Files.

Contract appeals case files arising
under the Contracts Dispute Act,
consisting of notices of appeal and
acknowledgements thereof; correspondence
between parties; copies of contracts,

_

_ plans, specifications, exhibits, change
orders, and amendments; transcripts ofo

i hearings;. documents received from
| parties concerned; finalidecisions; and-

.all other related papers,

a. Records created prior to October 1, Destroy 6 years, 3 months,
1979 .after final action on decision,

b. Records created after September 30, Destroy 1 year after final

1979 action on decision.

!-
|- f- s
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General Records Schedule 3
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ITEM
NO. DESCRIPTION OF HECORDS AUTHORIZED DISPOSITION

16. Contractor's Statement of Contingent or
Other Fees.

Standard Form 119, Contractor's Destroy when superseded,
Statement of Contingent or Other Fees, obsolete, or no longer needed,
or statement in lieu of the form, filed whichever is sooner,
separately from the contract case file
and maintained for enforcement or teport.
purposes.

17 Small and Disadvantaged Business
Utilization Files.

Correspondence, reports, studies, goal Destroy when 3 years old,
statements, and other records relating
to the small and disadvantaged business
utilization program, as required by P,L. '

95-507,

O

.

O'

8
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General Records Schedule 4-
June 1983

GENERAL RECORDS SCHEDULE 4

Property Disposal Records

These records pertain to the sales by agencies of real and personal property
surplus to the needs of the Government. The act creating the General Services
hdministration transferred to the new agency the functions of the former War
Assets Administration relating to property disposition, This schedule is not
applicable to transaction or policy files created by the General Services' Admin-
istration and predecessor agencies, to records in the Department of the Interior
relating to the public domain, and to records relating to overseas property under
Department of State control. Any surplus property transaction files dated prior
to the establishment of the former Procurement Division of the Department of
Treasury in 1933 must be offered to the National Archives and Records
Administration for appraisal before applying these disposition instructions.

In no event may disposal be made of records pertaining to accounts claims, or
demands involving the Government of the United States which have not been-settled'
or adjusted by the General Accourting Office without written approval' of the
Comptroller General, as required tar 44 U.S.C. 3309

Three forms are prescribed for use by an agency selling surplus personal property
under GSA regulations:

a. Standard Form 114. Sale- of Government Property Invitation, - and Bid, and
Acceptance. Related papers that are maintained by the. agencies.-usually in case

O and sales slips,fashion, consisc of correspondence,' bids, and other notices of sale, invoices,

b. Standard Forms 120 Report of Excess Personal Property, and 121, Quar-
terly Report of Utilization and Disposal of Excess and Surplus Personal Property.
Agencies use SF 120 to report excess personal property to the regional General-
Services Administration offices, which initiate screening action'. The quarterly
reports are submitted to the Office of Property Management. 0ffice of Federal
Supply and Services, General Services Administration, which consolidates the
data.

I
L All records described in this schedule are authorized for disposal in both hard
L copy and electronic forms, as provided in GRS 20, Electronic Records, and GRS 23.

Records Common to Most Offices Within Agencies,
l

,

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

'

1. Property Disposal Correspondence Files.

Correspondence files maintained =by units Destroy when 2. years old.
responsible for property-disposal, per-
taining to their operation and adminis-
tration, and not otherwise provided for.

" - 2. Excess-Personal Property Reports. Destroy when 3 years old.

. .

1

I

-g.--4~_ _ + - , , , - . . e, yrw-- --- 3i,-,-m- , --w, ,, -y#v,. m , , , , .--- m



General Records Schedule 4
June 1988

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

3 Surplus Property Case Files.

Case files on sales of surplus personal
property, comprising invitations, bids,
acceptances, lists of materials,
evidence of sales, and related
correspondence,

a. Transactir.ns of more than $25,000. Destroy 6 years after final
payment.

b. Transactions of $25,000 or less. Destroy 3 years after final
payment.

4. Real property Fibrs.

Records necessary or convenient for the Transfer to new custodian upon
use of real property sold, donated, or completion of sale, trade, or
traded to non-Federal ownership, inclu- donation proceedings, or
ding, if pertinent as determined by the acceptance of purchase money
releasing hgency, site maps and surveys, mortgage.
plot plans, architect's sketches, working
diagrams, preliminary drawings, blue-
prints, master tracings, utility outlet
plans, equipment location plans, specif1-
cations, construction progress phote-
graphs, inspection reports, building and
equipment management and maintenance
records, allowance lists as well as dup-
licate copies of title papers, provided
(e) that the records can be segregated
without harm to other documents of en-
during value, (b) that no responsibility
attaches to the Government because of
disagreement between the transferred
documents and the physical condition of
the property at the time of conveyance,
and (c) that if the property is released
for historical use or purpose the user
agrees to retain them and return them to
the Federal Government immediately upon
the discontinuance of its use for
historical purposes.

.

[ Note: Case files on the disposal of surplus real and related personal property
and excess real property reports are not covered by the GRS because some of these
files may have long-term legal value. Agencies must schedule these series by
submitting an SF 115 to NARA.]

2
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General Records Schedule 5
June 1988-

O GENERAL RECORDS SCHEDULE'S

Budget Preparation, Presentation, and Apportionment Records

Budget and apportionment records include the various files accumulated in an
agency in the course of formulating its budget for submissior, to the Office of
Management and Budget (OMB) and to the Congress; in defending its requests for
funds before both bodies; and af ter enactment of an appropriation bill, in
ensuring that the funds-are used in such a way as to suffice for the appropriate
period of time. The funds are made available to the agency by OMB, usually in
quarterly portions, and the agencies must indicate and justify regularly to OMB
their proposed rate of expenditure. After the' funds have been made available to
the agency, its own controls over the funds are in its expenditure accounting
records (Schedule 7), and detailed information relative to expenditures is
contained in the accountable officers' accounts (Schedule 6).

This schedule applies to certain records of budget preparation and apportionment
in all agencies, but does not apply to records of OMB and the-Treasury Department
reflecting the Government-wide budget responsibilities of- those agencies.
Records created prior to January 1,1921, must be offered to the National
Archives and Records Administration before applying the disposition instructions.

Agency budget records are normally created at all levels of agency organization.
They show proposals from all operating levels as well as the bureau-wide and
agency-wide coordinating work done by formally organized budget offices. There-

['''g fore the records consist of detailed work papers and budgetary statements devel-
( p/ oped by single operating units, the more significant budget statements and

related papers representing consolidated submissions prepared at the bureau or
equivalent level and forwarded to the agency budget officer, and the records at
the highest level pertaining to the budget submission for the entire agency.

The nature of the budget presentation itself is standardized by OMB which *

prescribes format and procedures for all Federal agencies. However, the internal
reports and papers.which support the budget and are used in its preparation vary
from agency to agency. The budget submission, a record copy of which is usually
designated by the agency, is a duplicate of the set of papers submitted to OMB.
These include summary statewents of appropriations and expenditures,~ statements
of contract authorizatinns, and statements of receipts as well as narrative
summary statements which highlight the. principal featuros of the agency requests
and immediately related supporting documents.

, . The narrative presents the
policies and the programs of the agency which the budgetary requests are to
support. In addition to the summaries, the submission includes schedules of
- obligations and statements pertaining to aach Lype of appropriation and fund

i under.which the individual agency operaces. Finally, OMB requires additional
supporting data pertaining.to objects of expenditure, particular agency programs,
and figures based on the cost of vario 2s -type of service operations, such as
personnel and'payrolling activities.

.

All records described in this schedule are authorized for disposal'in both hard
copy and electronic forms, as provided in GRS 20, Electronic Records, and GRS 23,
Records Common to Most Offices Within Agencies.

(
U

|
L 1
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General Records Schedule 5
June 19S3

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Budget Correspondence Files.

Correspondence files in formally Destroy when 2 years old.
organized budget offices pertaining to
routine administration, internal
procedures, and other matters not
covered elsewhere in this schedule,
EXCLUDING files relating to agency
policy and procedure maintained in
formally crganized budget offices.

2. Budget Background Records.

Cost statements, rough data and similar Destroy 1 year af ter the close
materials accumulated in the preparation of the fiscal year covered by
of annual budget estimates, including the budget.
duplicates of budget estimates and
justifications and related appropriation
language sheets, narrative statements,
and related schedules; and originating
offices' copies of reports submitted to
budget offices.

3 Budget Reports Files.

Periodic reports on the status of
appropriation accounts and
apportionment.

a. Annual report (end of fiscal year). Destroy when 5 years old.

b. All other reports. Destroy 3 years after the end
of the fiscal year.

4. Budget Apportionment Files.

Apportionment and reapportionment Destroy 2 years after the close
schedules, proposing quarterly of the fiscal year,
obligations under each authorized
appropriation.

[ Note: The following budget files are not covered by the GRS:
--Budget office correspondence or subject files documenting budget policy

and procedures and reflecting policy decisions affecting expenditures for agency
programs.

--Budget estimates and justifications of formally organized budget offices
at the bureau (or equivalent) or higher organizational level. Depending on

,

agency recordkeeping practices and patterns of documentation, these records may
have archival value and must be scheduled by submitting an SF 115 to NARA.]

2

__.-____



-. .. - . . - . - - _ _ . - . - - - - - - - - - -.

General Records Schedulo 6
June 1988

GENERAL RECORDS SCHEDULE 6

Accountable Officers' Accounts Records '

This general schedule covers accountable officers' returns and related records,
including records under the cognizance of the General Accounting Office (GAO).
This schedule does not apply to the copies of schedules nnd related papers held
by the Chief Disbcrsing Officer of the Treasury. Any records-created prior to
January 1,1921 must be offered to the National Archives and Records
Administration before applying these disposition instructions.

Accountable officers' accounts include record copies of all records concerned
with the accounting for, availability, and status of public funds. .There are
several types of " accountable officers," such as: (a) the collecting officer, who
receives monies owed to the Federal Government and ensures that it is credited to
the proper account; (b) the disbursing officer who is responsible for providing
documentation to GAO since he accomplishes the actual payment of public monies to
proper Federal creditors; and (c) the certifying officer, whose signature on a
summary attests to the authenticity of vouchers listed on the schedule.

Disbursements for most civilian Government agencies are made by the Chief
Disbursing Officer of the Treasury, who heads the Division of Disbursement of the
Bureau of Government Financial Operations within-the Treasury Department. Since
July 1949, disbursements have been made for most agencies on the basis of
certified schedules, with the detailed vouchers transferred to GAO.from the
agency or held in agency space if site audit was involved.- This procedure was
extended and confirmed by GAO General Regulations, No.115 issuud January' 29,

,

1952,. ehich promulgated a standard form voucher and schedule of payments
(Standard Forms 1166 and 1167) for use by all agencies effective July 1, 1952,
and formally eliminated the transfer of vouchers- of the Chief Disbursing Officer,

i This schedule includes records held for on-site-audit by GAO, as described in
item la below. Under on-site audit, vouchers, contracts, schedules., statements-
of transactions and accountability and other related supporting documents are
retained in agency space for GA0 uuditcrs. Section- 5 of the Post Office Depart-
ment Financial Control Act of 1950 and Section 117(b) of the Budget and Account-
ing Procedures - Act of 1950 (whenever the Comptroller General determines that
audit shall be conducted at the site) require agencies to retain' these records,
which are under GAO cognizance. GAO has given general authority to the agencies,
if the records are no longer required for adulnistrative purposes, to transfer
all audited records and any unaudited records more than one' full fiscal year old-
to Federal Records Centers. However, to transfer-unaudited accountable officers'
accounts less .than one year old, permission must be obtained from the Director,
Records Management, GAO. Because the records previously transferred to'GAO are

-

retained in the agency, some agencies-have eliminated the creation of memorandum
copies as described in item-1b of this schedule.

Records relating to the availability, collection, and custody of funds include
(1) the appropriation warrants, (2) other documents which deposit funds into the
Treasury, and (3) documents which provide accountable officers with status
reports on funds in their custody, such as the proofs of depository account and-

- statements of funds to their credit. Agency copies of these deposit and status

1
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General Records Schedule 6
June 1988

documents are so intimately related t. the accounts of these officers that they

are included in this schedule. The copies received by the Fiscal Service of the
Treasury Department are not covered by this schedule and are provided for in
separate schedules.

All records described in this schedule are authorized for disposal in both hard

copy and electronic forms, as provided in CRS 20 Electronic Records, and GRS 23,
Records Common to Most Offices Within Agencies.

1 TEM

NO. DESCRIPTION OF RECORDS AUTHORIZED DISP 0SITION

1. Account _able Of ficers ' Files.

a. Original or ribbon copy of eccoun- Destroy 6 years and 3 months
table officers' accounts maintained after period covered by
in the agency for site audit by GA0 account.
uuditors, consisting of statements
of transactions, statements of ac-
countability, collection schedules,
collection vouchers, disbursement
schedules, disbursement vouchers,
and all other schedules and vouchers
or documents used as schedules or
vouchers, exclusive of freight
records and payrc11 records, EX-
CLUDING accounts and supporting
documents pertaining to American
Indians. If an agency is operating
under an integt ated accounting sys-
tem approved by GAO, certain re-
quired documents supporting vouchers
and/or schedules are included in the
site audit records. These records
document only the basic financial
transaction, money received and
money paid out or deposited in the
course of operating the agency. All
copies except the certified payment
or collection copy, usually the
original or ribbon copy, and all
additional or supporting documenta-
tion not involved in an integrated
system are covered by succeeding
items in this schedule.

|

@
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Oeneral Records Schcdule 6
June 1988

i

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Site audit records include, but are
.

not limited to, the Standard and
Optional Forms listed below. Also
included are equivalent agency forms
which document the basic financial
transaction as described above.

SF 215. Deposit Ticket
SF 224, Statement of Transactions
SF 1034. Public Voucher for

Purchases and Services
Other Than Personal

SF 1036, Statement of Certificate
and Award

SF 1047, Public Voucher for Refunds
SF 1069, Voucher for Allowance at

Foreign Posts of Duty
SF 1080. Voucher for Transfer

Between Appropriations
and/or Funds

SF 1081, Voucher and Schedule of.
Withdrawals and Credits

SF 1096, Schedule of Voucher .
Deductions

SF 1097, Voucher and Schedule to

Effect Correction of
Errors-

SF 1098, Schedule of Cancelled
Checks

SF 1113 Public Voucher for
L Transportation Charges

OF 1114, Bill of Collection

| OF 1114A, Official Receipt
| OF 11149, Collection Voucher
! SF 1129 -Reimbursement Voucher'

SF 1143 Advertising Order
SF 1145 Voucher for Payment Under

Federal Tort Claims Act
SF 1154, Public Voucher.foi' Unpaid

Compensation Due a
Deceased Civilian Employee

SF 1156, Public Voucher for~ Fees and
Mileage

SF 1166. Voucher and Schedule of
i Payments
' SF 1185, Schedule of Undeliverable

Checks for Credit,to
Government Agencies

( SF 1218, Statement of Accountability
(Foreign Service Account)

|
SF 1219, Statement of Accountability

3
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General Records Schedule 6
June 1988

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

SF 1220. Statement of Transactions
According to Appropria-
tion, Funds and Receipt
Accounts

SF 1221 Statement of Transactions
According to Appropria-
tion, Punds, and Receipt
Accounts (Foreign Service

Account)

b. Memorandum copies of accountable Destroy when 1 year old,
officers' returns including state-
ments of transactions and accounta-
bility, all supporting vouchers,
schedules, and related documents not

covered elsewhere in this schedule.
''EXCLUDING freight records covered by

Schedule 9 and payroll records
covered by Schedule 2.

[ NOTE: Accounts ar.d supporting documents pertaining to American Indians ere not
authorized for disposal. Such records must be retained indefinitely since they
may be needed in litigation involving the Government's role as trustee of
property held by the Government and managed for the benefit of Indians.)

2. GAO Exceptions Files.

General Accounting Office notices of Destroy 1 year slter exception
,

exceptions, such as Standard Form 1100, has been reported as cleared by
formal or informal, and related GAO.
correspondence, d

3 Certificates Settlement Files.

Copies of certificates and settlement of
accounts of accountable officers, state-
ments ci differences, and related
records,

a. Certificate; covering closed account Destroy 2 years after date of
settlements, supplemental settle- settlement.
ments, an/. final balance

settlemencs.

b. Certificates covering period Destroy when subsequent
settlements. certificate of settlement is

received.

O
,
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C
ITEM(
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

4. General Fund Files.

Records relating to availability. Destroy when 3 years old.
collection, custody and deposit of funds
including appropriation warrants and
certificates of deposit, other than
those records covered by J'.em 1 of this
schedule.

5 Accounting Administrative Files.

Correspondence, reports and data
relating to voucher preparation,
administrative audit, and other
accounting and disbursing operations,

a. Files used for workload and Destroy when 2 years old,
personnel management purposes.

b. All other files. Destroy when 3 years old.

/"'s 6. Federal P4pionnel Surety Bond Files,
f
\ a. Official copies of bond and attached

powers of attorney.

(1) Bonds purchased before January Destroy 15 years after bond
1, 1956. becomes inactive.

(2) Bonds purchased after December Destroy 15 years after end of
31, 1955 bond premium period.-

b. Other bond files including other- Destroy when-bond becomes
copies of bonds and related inactive or after the end of
documents, the bond premium period.

7. Gasoline Sales Tickets.

Hard copies of sales tickets filed in Destroy af ter GAO audit or when
support of paid vouchers for credit card -3 years old, whichever is
. purchases of gasoline. sooner.

S. Telephone Toll Tickets.

Originals and copies of toll tickets Destroy after GAO audit or when
filed in support of. telephone toll call 3 years old, whichever is
payments, sorner.

-~ .

t
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ITdH
NO. rFSCHipTION OF RECORDS Atml0HIZED DISPOSITION

9 Itltf28D!!' *

Originuls and enpfei of telegrama filed Destroy exfter GAO nudit or when
in support of telegraph bflis. 3 years old, whichever is k

sooner.

10. Acadruntrative Cintu 5' tics.

m. 0101:u1; against the United States. Destroy when 6 years, 3 months
Nicordn relating t.o claitns agains t. old.
the Unf ted States for moneys which j
btive been udministratively (1)

d nellowed in full or (2) allowed in
*

full or in part, and final payment
c1' the caount warded. EXCLUDING
c:luims covered by subitem c below,

b. Claims by the United States subject
to the Federal Clains Collection
Standards and 28 U.L C. 2115 or 31 e4

U.S.C. 3716(c) (' ) . k.

Lecords reint1ng to cinims for money
or property whkh were administra-
tively deteru.f ned to be due und
owing to the United States and which
erro subject to the Fesderal Cinims
Co11cetion Standa-ds. (l4 CFR Chapter
11),. EXCLUDING claue covered under
subitem c bdou.

\ \

C (1) Cinims unich vere paid in full Lestroy when 6 3enes. 3 months
or by weans of a compromise old.
agreetient pursunnt to il CFR,

j Patt 103.

i (2) Cla!.nn for which collection
action has been terminated
under Il CFR Peirt 1014

'

(n) Claims for which the Destroy 10 years, 3 months
Government's right to at'ter the year in which the
collect w3s not extended. Govern;nent's right to collecti.

first accrued.
i

p (b) Claims for which the Destroy 3 months after the and
Government is entitled of the extended period.
(per 28 U.S.C. 2415) to

,

- additional time to
initiato legal action <,

1

.

6
.
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General Records Schsdulo 6,

June 1988 -

ITD4
NO. DESCRIPTION OF HECORDS AlmiOHIZED DISPOSITION

(3) Claims which the agency Destroy when 6 years, 3 months'

t

| administratively determines ar? old.
'

' not owed to the United States !

t after co11 cation action was ;

initiated, j

i

c. 01';ims files that. are affected by a Destroy when the court order is !

court order or that are subject to lifted, litigation is
i

litigation proceedings, concluded, or when 6 years. 3
months old, whichever is later.

11. Waiver of Claima Files.
I

Hocords reinting to waiver of claims of
the United States against a person
arising out of an erroneous payment of
pay allowances, travel expenses, or
relocation expenses to an euployee of an
agency or a member or formu. member of
the uniformed services or the National
Guard, including bills of collection,
requests for waiver of claim, '

investigntf'N reports, decisions by
agency and/ur GAO approving or denying
the waiver, and related records.

a. Approved waivers (agencies may Destroy 6 years. 3 months after
approve amounts not aggregating-to the close of-the fiscal year in
more thnn $500 or GA0 may approve which the waivar was approved.
any amount),

;b. Denied waivers. Destroy with related claims
files in accordance with items
10b and 10c of this schedulo.

|

|

t

7

- _ . - _ . . _ . . - _ . - . - _ . . . _ . . _ _ . . _ . . _ _ _ _ _ . . _ _ _ . _ . _ . . . . _ . . . . _ ~ , . . . _ . _ _



_ . _ _ _ _ - _ _ _ _ _. _ _ _ _ ____..______y

|

i

General Hecords Schedule 7 ,

June 1988

GENERAL RECORDS SCHEDULE 7

Expenditure Accounting Records

Expenditure accounting records are the ledgers and related documents maintained
by all Federal agencies to show in summary fanhion how their funds, npproprinted
and nonappropriated, are spent after allotment by the Office of Management and
Budget (OMD), and the sources tuid nature of any receipts. The key records are
the general ledger accounts, which constitute, as a unit, the heart of the agency

j accounting system. These ledgers summartre the financial status and financial
transactions of the agency, showing the current status of funds available for
expenditure, the amounts due and collected for the account of the Government,
accumulated expenditures and liabilities, and the values of stock, equipment, and
other property in ngency custody. 1 hey are controls that_ serve not only an
central fiscal records, but also as a primary source of data for top annagement
concerned with agency solvency, expenditures, and program costs.

d

The general ledgers are subdivided into arbitrarily created account titles, which
are based on progrnas, projects, costs, and funds. _ Supporting them are a_ group
of subsidiary ledgers and documents further detailing the information in the
general ledgers or servinF as posting media to the ledgers themselves. To the
extent thet they reflect appropriation expenditures, the general ledgers are
supported by allotment ledgers, which at all times show the current unobligated
balance of fund * silotted fr: specific agency purooses and thereby provide a
safeguard againac over expenditure by operating officials. The alletment lodgers
are general controls over expenditures, and they in turn summarize and are
supported by more detailed controls that normally take the form of project or job
orders which authorize exact and specific expenditures.

1he sources of data that are posted to the ledger files are somewhat diverse, but
they fall into two general groups:

a. Copies of various obligation or expenditure documents, such as vouchers
and schedules, which flow through the-ledger unit for posting.

b. Journal vouchers and similar internal control documents created to;

j authorize and convey entries to the general ledger.

As the centralized fiscal record, the general ledgers ultimately summarize
stores,-plant, and cost accounting data, which are treated in a separate
schedule. but these are only several aspects of the total lodger accounts.

~

Consequently, the ledgers are the source of the data included in the. basic
apportionmentfreports to the OMB and the Treasury Depactment._ and over-all
reports of agency risen 1 condition which may be required by the General
Accounting ut'ficer-(Schedules 6 and 8). The adequacy.for; audit purposes of_the
general ledger accounts is normally considered by General 1 Accounting Office
auditors to be indicative of the suitability of the agency's entire accounting
system and the reliability of its financial-data.

This schedule does not apply to such records maintained on a Government-wide
basis by the Treasury Department and the OMB.- or to those formerly maintained by
tho General Accounting Office. Any records created prior to January 1, 1921-

must be offered to the National Archives and Records Administration before
applying these disposition instructions.

1

_ __ _ _._ _._ _ _._.2 _,_a_,-__._ _.
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WNn a claftu is filed by or against the Government, records relating to the claim ;

r,hould be retained without regard to the otherwise applicable records retention
.

j

schedules which would have authorized destruction of the records prior to the
time when the claim is finally resolved unless the agency has received writ ten
approval from the General Accounting Office (44 U.S.C. Section 3309 and 62 Comp, ,

Gen. 42 (1982)). A claim is f.nas ;v resolved (1) when it is disallowed and the I
time for nopealing the denial or in'.tituting suit on the clain, han expired; or !

(2) when it is allowed and paid or the amount offered in compromise is accepted
and paid or, (3) when the amount found due and owing proves uncollectible
because titae limitt for collecting the indebtedness through legal proceedings or
by way of setoff have expired.

,

'

All records described in this schedule are authorized for disposal in both hard
copy and electronic forms, as provided in CBS 20. Electrcaic Records, and GRS 23,
Records Common to Most Offices Within Agencies.

ITEM
NO. D13CR1pTION OF RECORDS AUTHDHIZED DISPOSITION

1. _Exyenditures Accounting General;
Correspondence nnd Subject Files.

Correspondence or subject files Dest.roy when 2 years old,
maintained by operating units
responsible for expenditures accounting,
pertaining to their internal operations
and administration.

2. Gyrieral Accounting Ledgers.

General accounts ledgers, showing debit Destroy 6 years and 3 months
and credit entries, and reflecting after the close of the fiscal
expenditures in summacy. year involved.

3 Appropriation Alici ment Files.t

Allotment records showing status of Destroy 6 years and 3 months
obligations and allotments under each after the close of the fiscal
authorized appropriations, year involved.

4. Expenditure Accountinc Posting and
Control Files.

Records used as posting and control
media, subsidiary to the general and
allotment ledgers, and not covered
elsewhere in this achedule,

n. Original records. Destroy when 3 years old,

b. Copies. Mestroy when 2 years old.

2

.- - ._ -
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CE"'RAL RECORDS SCHEDULE 8 ,

Stores; pinntuand Cost Accounting Records

Specialized stores, plant, and cost accounting records are maintained by most
agencies, particularly those with extensivo plant and stock intentories. These
records, which r eflect the net monetary worth of an agency and its assets, are

;

periodically reconciled with the supply data found in stock inventory records, *

out they do not include procurement papers. Any records created prior to January
'.

1, 1921, munt be offered to the Natiunal Archives and Records Administration,

''
before applying these disposition instructions.

Store Acepunting. These records are maintained to provide personaltn.,

accountability for the receipt and custody of caterials and to document t.he mon-
etary worth of such materials. Completed copics of material movement documents
show custody, and stores accounting data are normally reviewed and consolidated
by means of reco:ds and returns submitted to agency headquarters, where the
information is used for procurement planning, budget, and other management
purposes. These records do not. include records reflecting the physical movements
of material to and from storage points, although they may be involved in posting.
Summary data on plant value are also availablo in pertinent ledger accounts. .

b. Plant Accountir$ . These records document principal characteristics of
each item of physical plant and equipment including real property. They
constituto primarily a type of inventory control, but in addition are a principal
source of data on the capit al inves'. ment in physical plant (as distinguished. from
maintenance or operating costs) nnd other items not normally represented in a ,

store or stock inventory system. Summary data on plant value are also maintained.

c. Cost Accounting. These records are designed to show accumulated data
on the costs of agency operation, the direct and indirect costs of production,

.

-

administration, and the performance of program functions of the agency. The
data, which are normally accumulated by means of costs reports and statistics, -

' accuculated by operating personnel, are ultimately integrated into-the accounts
concerned with operating and program costs. Material costs information is col-
1ected by posting requisitions for material or procurement documents to interme-
dinte records, and labor costs information is obtained by charging time expended y

on individual jobs and projects assigned control numbers for cost control '

purposes. Cost data are used in evaluating economy of agency-operation and in
*

preparing budget estimates.

All records described in this schedule are authorized for disposal in both hard $
copy and electronic forms, as provided in GHS 20, Cloctronic Records, and GRS 23
Records Common to Most Offices Within Agencies, [

ITEM
NO . - DESCRIPTION OF RECOLDS- .AUJHORIZED DISPOSITION_

1. plant, CosLand Stores General
_

Correspondence File.s.

Correspondence files of units Destroy when 3~ years old.
-responsible for plant, cost, and stores
accounting operations.

1
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ITD4
NO. D13CRIPTION OF RECORDS AUTHORIZED DISPOSITION

2. Stores Invoice Files.

Invoices or equivalent papers used for Destroy when 3 years old.
stores accounting purposes.

3 Stores AccountirLF!1es.

Stotes accounting returns and reports. Destroy when 3 years old.

4. Stores Accounting _ Work Papers.
1

Work papera used in accumulating stores Destroy when 2 years old,
accounting dutu. )

1
i

5 Plant Accouriti_ng Files.

Plant account cards and ledgers, other Destroy 3 years after item is
than thoao pertaining to structures, withdrawn from plant account.

1

[ Note: Plant accounting cards and ledgers pertaining to structures are not '

disposable under the GRS. Agencies must submit an SF 115 to NARA to schedule
these records.]

6. Cost Accounting Renortg.

a. Copies in units receiving reports. Destroy when 3 years old.

b. Copies in reporting units, and Destroy when 3 years old.
related work papers.

7 Cost Report Data Files.

Ledgers, forms, and electronic records

used to accumulate data for use in cost
reports,

n. Ledgers and forms. Destroy when 3 years old,

b. Automated records.

(1) Detail cards. Destroy when 6 months old.

(2) Summary cards. Destroy when 6 months old.

(3) Tabulations. Destroy when 1 year old.

O
2

.- __- _ _ . . - -



_ . - .-. . - - _..-.- - - - - - - - - . _ - _ _ - _ _ _ -.

i

General Hecords Schedule 9 ;

June 1988
~

GENI 7tAL HECORDS SCHEDULE 9

Travel and Transportation Hecords

This schedule covers records relating to the movement of goods and persons under
'

Government orders. The records includo bills of lading, transportation requests,
vouchers, and similar records, including those prescribed by Title 5 of the.

General Accounting Office folicy nnd Procedures Manual. Copies of some rocords
used to support paymenta become part of the accountable officers' 6 '. counts. Or "

are acccunting posting media. Their disposition may be covered by set.eral
Hecords Schedule 6, item 11 General Records Sched:le 7, item 44 or item 1 of this
schedule. t

1 .;

a. Movement of_ goods. The key record is the bill of lading, of which
there are copies for consignors, consignees, and the carriers themselves. The
documents reinted to and normally flied with the bill of lading are varied and
often voluminous. These may consist.of-shortage and demurrage reports,. invoices,

'and other data which dacument the transaction. Included are records relating to.
the shipment of household effects, authorized by law:and regulations for military
personnel and for civilian employees of the Government. I.gencies shipping
certain valuables under the Government Losses in Shipment Act, which insures
against loss, retain copies of schedules of material shipped, documents relating
to claims which may ensud, and other pertinent records.

b. Movement _of y rsong. The movement of persons is documented basically
by copies of travel orders, authorizing travel and subsequent payment, and stan-
dard form vouchers showing payuent for official t. ravel. The primary copies of
travel orders are the admiristrative cory maintained-by the transportation unit
controlling the issunnee of travel ordera, and copies used for encumbrance of

| funds. >

,

| All reco"ds described in thin schedule 'are authorized -for disposal in both hard
copy and electronic forma, as provided in GRS 20. Electronic Records, and GRS 23,
Records Connon to Most Offices Within Agencies.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISP 0SITION

1. Freight and passenger Transportation
Files.

a. Original vouchers and support docu-
ments covering freight and passenger
transportation charges of settled
fiscal accounts. Including regis-
ters and.other control documents;

L
,

(1)- Records covering paymont fer Cut'|off at end of fiscal year.
services furnished when the Destroy when 3 years old,
charges for any singla bill of

'g lading or: passenger transporta-
tion request is less than $100

-

-EXCLUDING those covered _by item
la(4) of this schedule.

1
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ITFf4
NO. DESCHipTION OF RECORDS Atml0RIZED DISpuSITION

(2) Hecordo covering payment for Destroy when 3 years old,
freight and passenger trans-
portation charges for interatute
trtinsportation and internation-
al transportation by freight
forwarder 8 of untsCCompanied
baggage or privately owned
vehicles shipped separate from
household goods; the charges
for which are published in
tariffc lawfully on file with
the Interstate Commerce Commis-
sion (ICC) or based on tenders
or quotations, pursunnt to sec-
tion 22 of the Interstate Com-
merce Act offering a reduction
from the published ICC tariffs.
EXCLUDING those covered by item
la(4) of this schedule.

(3) Hecords covering payment for Destroy when 6 years old,
all other freight and passenger
transportation charges not
covered by items la(1) and 1(2)
above. EXCLUDING those covered
by item la(4) of this schedule.

(4) Records covering oayment for Destroy when 10 years old,
freight and passenger transpor-
tation charges for services for
which 1) notice of overcharge
has been or is expected to be
i ssued, or if a rail freight
overpayment is involved. 2)
deduction or collection action
has been taken, 3) voucher
contains inbound transit ship-
ment (s), 4) parent voucher has
print of paid supplemental bill
associated, 5) voucher has be-
come involved in Aftigation, or
6) any other condition that
requires the voucher to be
retained beyond the 3 or 6-year
disposal period, such as
detection of an undercharge.

O
2

- .- . . - .
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| Transmittal 11o. 2 General Records Schedule 9
October 30, 1989 -

ITEtt
& DESCRIPTION OF RECORDS AUT110RIZED DISPOSITION

b. IsAufng office memorandum copies of Destroy when 3 years old,
coverninent or commercial bills of i

lading, passenger transportation
vouchers (SF 1113A) and transporta- ;

tion requests (SF 1169), travel [
authorizations, and supporting
documents.

c. Obligation copy of passenger _ Destroy when funds are
transportation vouchers, obligated._ .

d. Unustd tit.ket reden.ption forma , such Destroy when no longer needed
as SF 1170, for adtninistrative use.

2. Lost or Damaged Sh.torwnts rites.

Schedules of valuables shipped, corres. Destroy when-3 years old. i

pondence, reports, and other records
relating to the administration of the
Government Losses in Shiprnent Act.

3. Passenrer Reimbursement Fileu. |

Records relating to rein'bursing indivi-
duals, such as travel orders, per dicin
vouchers, transportation taquests,_ hotel
reservations, and all supporting docu.
ments relating to official travel by
officers, enioloyee s , dependents, or
others authorized by. law to travel,

a. Travel administrative office-tiles. Destroy when 3 years old.
I

b. Obligation copies. Destroy-when. funds are
j obligated.

4. " General Travel and Transnortation Files,

a, Correspondence, forms, and related ' Destroy when 2 years:old.
,

recorda pertaining to agency travel
and transportation. functions, not

,

covered elsewhere in this schedule. '

b. Acccuntability recordsi . Destroy 1 year..after.all---

5

. entries are cleared. '

r

3

i
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Transmittal No. 3 Ceneral Records Schedule 9
February 22, 1991

ITDi
@. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

5. Records Relating to Offiglal Passperta.

a. Application files.

Documents relating to the issuance Destroy when 3 years old or
of official passports, including upon separation of the bearer,
requests fer passports, transmittal whichever is sooner.
letters, receipts, and copies of
travel authorizations.

b. Annual reports concerning official
passports.

Reports to the Department of State Destrey when 1 year old,
concerning the number of official
passports issued and related
matters,

c. Passport registers.

Registers and lists of agency Destroy when no longer needed,
personnel who have official
passports.

[ NOTES: (1) Official passports should be r eturned to the Department of State upon
expiration or upon the separation of the employee. (2) ltem $b does not pertain
to copies of the annual reports held by the Department of State.)

O
4

|

|
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General Records Schedule 10-

June 1988 i
i

i

CENERAL RECORDS SCHEDULE 10

Motor Vehicle Maintenance and Operation Recordg |

These records pertain to the management, maintenance, and operation of motor j

vehicles used by agencies. |

41 CFR 101 38 prescribes policies and procedures. Standard Form 82, which is an

annual motor vehicle repott required by the Office of Federal Supply Services.'

General Services Administration, is the only standardized record. Certain cost

and inventory control forms have been developed, but they are not mandatory.o

This schedule covers agency records pertaining to the daily use and operation of.

the vehicles.

. In general, records pertaining to motor vehicles _ reflect a threefold responsibi.
lity (a) the accumulation of cost and operating data for internal. accounting and ;4

management purposes and for reports submitted to the Office of Federal Supply And
Services (Standard Form 82. Annual Motor Vehicle Report): (b) the maintenance of
the vehicles themselves: and (c) protecting the-interest of the Government in +

accident claims against it. The records.themselves consist of chauffeur service
logs and reports, vehicle repair and maintenance-check-off sheets, cost ledgers,
and claims correspondence and forms.

All records described in this schedule are authorized for disposal in both hard
-

copy and electronic forms, as provided in GRS 20, Electronic Records, and GRS 23,
Records Common to Most Offices Vithin Agencies.*

ITEM
HQ2 DESCRIPTION OF RECORD.3 AUTHORIZED __ DISPOSITION

1. Motor Vehicle Correspondence Fil g.i

Correspondence in the operating unit Destroy when 2 years old.
responsible for maintenance and
operation of motor vehicles not
otherwise covered in this schedule.

2. Motor Vehicle Operatinn and Maintenance
~

Files.
,

a. Operating records. including those Destroy when 3 months old.
relating to. gas and oil consumption,
dispatching, and scheduling.

b. Maintenance records, including those Destro; when l year old, s

relating to service and repair, 3. Motor Vehicle Cost Files.

g Motor vehicle ledger and work sheets Destroy 3 years after ,

providing cost and expense data.- discontinuance of ledger or !

date of work sheet.

1
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Transmittal fio. 2 General Records Schedule 10
October 30, 1989

ITEM

E DEiG1111LQti 0F RECORDS /WTHOPJFED DISP 0111101i

4. liairdghitle Reriort Files.

Reports on motor vehicles (other than Destroy 3 years after date of
accident, operating, and maintenance report.

reports). including SF 82. Agency Report
of Motot Vehicle Data, and SF 82-D,

Agency Report of Sedan Data.

5. Mpior Vehicle Accident Filga,

Recorcs relating to motor vehicle Destroy 6 years after case is
accidents, maintained by transportation closed.
offices, including SF 91 Operator's
Report of Motor Vehicle Accid <nt, SF
91A, Investigation Report of Motor
Vehicle Accident, and SF 94, Statement
of Vitness.

6. Mot or Vehicle Release Fileg.

Records relating to transfer, sale, Destroy 4 years after vehicic
donation, or exchange of vehicles, leaves agency custody,
including SF 97A, Agency Record Copy of
U.S. Government Certificate of Release
of Motor Vehicle.

7. Mot or Vehicle Operator Pilga.

Records relating to individual employee Destroy 3 years after
operat. ions of Government-ovned vehicles, separation of employees or 3
including driver tests, authorization to years after recision of
use. safe driving awards, and related authorization to operate

correspondence. Government-ovned vehicle,

whichever is sooner.

i
.

.

O
2
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Gereral Records Schedule 11
June 1988 ,

i

GENERAL RECORDS SCllEDULE 11 j

Space and Maintenance Records !,

,,

This schedule provides for the disposal of all copies, wherever located in an
agency. of records relating to space and maintenance. except as indicated below, i

'

Records documenting these functions pertain to the acquisition, allocation,
utilization, and release of space and include related corresponoenco and reperto >

submitted to the General Services Administration (or equivalent igency with
similar Government-wide responsibilities) as directed by law and regulation (41 |
CFR 101-17); correspondence and forms relating to the compilation of directory
service listings: Identification credentials and related accountabic tecords
requests for building and equipment services; and correspondence files reflecting
the activities of the unit responsibic for handling space and related matters
-within the ngency.

This schedule does not cover (a) copies of these records.that are an integral f
part of accountable officers' accounts (Schedulo 6): (b) records of procurement
and supply (Schedule 3); (c) records which. reflect Government-wide programs (suel.-
as the records held by the Public Du11 dings Service of. the Gonceal Services ;

Administration). Any records created prior to the establishment of the Public| -

'
Buildings Administration in 1939 must be offered to the National Archives and .

Records Administration before applying these disposition instructions.

All records described in this schedulo are authorized for disposal in both hard !

|
copy and electronic forms, as provided in ORS 20. Electronic Records, and GRS 23.
Records Common to Most Offices Within Agencies,

i

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISP 0SITION |

|

|

1. Space and Maintenance General
Correspondence Files.

Correspondence files of the unit Destroy when 2 years old,
responsible for space and maintenance

_

matters, pertaining to its own
administration and operation. and
related papers.

,

2. Agency Space Files.

Records relating-to the allocation..
utilization, and release of space under
agency control, and related-reports to
the General Services Administration,

a. Building pinn files, surveys and Destroy 2 years after
Other records utilized in esency termination of assignment, or.

h space planning, assignment..and when lease is cancelled, or
\s_,/ adjustment. when plans are superseded or

obsolete.

1;
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ITD1
NO. DiFCHIPTION OF HECORDS AUTHORIZED DISPOSITION

b. Correspondence with and reports to
staff ngencies relatitur to agency
space holdings and ri. 1rements.

(1) Agency reports to the General Destroy when 2 years old.
Services Administration, including
SF 81 Request for Space, and
related documents

(2) Copies in subordinate reportin6]; Destroy when 1 year old.
units and related work papers.

3 Directory Service Files.

Correspondence, forms, and other records Destroy 2 months after issuance
'

relating to the compilation of directory of listing,
service listings.

4. Credentinis Files.

Identification credentinis and related
papers.

a. Identification credentials including Destroy credentials 3 months
cards, badges, parking permits, after return to issuing office.
photographs, agency permits to
operate motor vehicles, rtnd
property, dining twm and visitors
passes, and other identification
credentials.

b. Receipts, indices, listings, and Destroy after all listed
accountable records, credentids are accounted for.

5 Dutiding and Equipment Service Files.

Requests for building and equipment Destroy 3 months after work is
maintenarice services, excluding fiscal performed or requisition is
copies, cancelled.

O
2
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Ceneral Records Schedule 12 |
June 1988

i

i

CENERAL RECORDS SCHEDULE 12 j
-

e

Communications Records !,

! The principal records documenting communication functions include nessenger >

service data; telecommunications service control and operational records; long
distance telephone reports; postal records, consistin5 of post office forms and
supporting papers; mail control records and supporting and related papers; agency j
copies of pentalty mail reports; and records relating to private delivery service '

(such as United Parcel Service). '

This schedule covers the records described below, wherever-located in an agency ;
but does not cover records which reflect Governmentwide programs, such as records

!
hold by the U.S. Postal Service- and the Office of Information Resources Management i
of the General Services Administration, other than those documenting their own
internal administrative management functions. In addition, item 4, telephone use
records, has been reserved pending development of disposition standards acceptable
to both the General Services Administration and the General Accounting Office. <

Any_ records created prior to January 1,1921, must be offered to the National [Archives and Records Administration before applying the disposition instructions ;

.

in this schedule.

Other than those covered by item 3. all records described in this schedule are
rathorized for disposal in both hard copy and electronic forms, as provided in
CRS 20, 31cetronic Records, and CRS 23, Records Common to Most Offices kithin
Agencies.

ITEM

HQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITIQH
,

1. Mensenger Service File _s. ,

Daily logs, assignment records and in. Destroy when 2 months old. [structions, dispatch records, delivery
receipts, route schedules, and related
records.

L

2. Communication' General Files,

a. Correspondence and related records- Destroy when 2 years old.
!

pertaining to internal administrae
tion and operation.-

b. Telecommunications general-files Destroy when 3 years old.
including plans, reports,- and other
records pertaining to equipment-

! requests, telephone service, and
| - like matters. '
6 .

p

c. Telecommunications statistical Destroy when 1 year old,
reports including cost and volume
data.

,

1- :

h-__--...-~_._-...,_..i..-.u__..- .a..__._ -.-_..J.-.. _ . _ _
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Tran=rni t t al 110, 3 General Records Schedule 12
February 22, 1991

ITEM
NO. I!GTilfIl0lLOWECOEM AMRjQR12ED DISPOSITION

d. Telecorranunications voucher files.

(1) Peference copies of vouchers, Destroy when 1 fiscal year
bills, invoices, and related old.

records.

(2) Records relating. to installa- Destroy 1 year after audit or
tion, change, removal, and when 3 years old, whichever la
servicing of equipment, sooner,

e. Copies of agreements with background Destroy 2 years after expira-
data and other records relating to tion or cancellation of
agrectnents for telecommunications agreement,
services.

3. Itirlommunieat ie OtttMLifUni l'11ti.

a. Message registers, logs, performance Destroy when 6 inonchs old,
reports, daily load reports, and
related and similar recordr.

b. Copies of incorning and original Destroy when 2 years old,
copies of outgoing inessages,
including SF 14, Telegraphic Message
inaintainnd by communications offices
or centers, and EXCLUDI!1G the copies
maintained by the originating
program office.

[ NOTE: Master f fles and data bues created in central data processing facilities
to supplernent or replace the records coveced by item 3 are not authorized for
disposal under tia CRS. Such files inust be scheduled on an SF 115.)

4 10.11Uh2Dtt_UEe._Ettrn!E . RESERVED.

5. Post O f fi c e and Pr i va t_eJta ll Conta.ny
Re c o rd s ,

post Office and private mail company
forms and supporting papers, exclusive
of records held by the United States
Postal Service.

a. Records relating to incoming or Destroy when 1 year old,
outgoing registered mail pouches,
registered, certified, insured,
overnight, express, and special
delivery mail including receipts and,

'

return receipts,

b. Application for registration and Destroy when 1 year old.
I certification of declared value

mail.

2

,.
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General Records Schedule 12 ,

June 1988 |
t

ITEM I
'

h'O . DESCHipTION OF HECORDS. AUTHORIZED DISpO3ITIONa

c. Report of loss, rifling, delayed or Pestroy when 1 year old.
late delivery, wrong delivery, or t

other improper treatment of rail.

6. Mail and Del _1very Service Control P'' s.

a. Records of receipt and routing of Dottroy when 1 year old.
Incoming and outgoing mail and it?ms
handled by privato delivery compa- +

nies such as United parcel Sarvice,
excluding both those covered by item
5 and those used as indexes to
correspondence flies,

b. Statistical reports of postage used Destroy when 6 months old. ;
'

on outgoing mail and fees paid for
private deliveries (special deli- ,

very, foreign, registered, certi-
fled, and parcel post or packages
over 4 pounds) .

,
,

c. Requisition for stamps (exclusive of Destroy when 6 months old. i

copies used as supporting documents
to payment vouchers).

d. Statistical reports and dato Destroy when 1 year old.
relating to handling of mail and
volume of work performed.

| - e. Hecorda relating to checks, cash. Destroy when 1 year old.
| stamps, money ordera, or any other ,

j valuables remitted to the agency by
.

mail,

f. Records of and receipts for mail and Destroy when 6 months old,
packages received through the
Officiel Mail and Messenger Service,

g. General files including correspon- Destroy when 1 year old.or when
dence, memoranda, directives, and' superseded or obsolete, which-i

guides relating to the' administra- ever is applicable,
tion of mail room operations,

' 'h.. Locator cards, directories, indexes. Destroy 5_ months _arter
and other records relating to mail separation or transfer of-
delivery to individuals. Individual or when obsolete,

whichever is applicable.

1

i

'
3

>
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General Decords Schtdule 12,

June 1988
'

ITFM
NO. DESCRIPTION OF Rr, CORDS AtrDIORIZED DISPOSITION

,

i

7 Pennity Mnti neport Files.

Official pennity mail reports and all Destroy when 6 years old.
related papers.

8. Postal Irregularities File.

Memoranda, correspondence, reports and Destroy 3 years arter
other records relating to irregularities completion of investigation.
in the handling of mail. such as loss or
shortage of postage startps or money
orders, or loss or destruction of mail .

O

O
,

_ . . . ... . - . . _ - . - - - . - - . _ . _ _ . . . . - . _ . . - - , - , . - - , . . - _ , _ . . - - . . . . , , . . . . . . . - -



General Records Schedule 13
June 1988

CENERAL RECORDS SCHEDULE 13

Printind, Binding. Duplication. and Distribution Records

This schedule provides for the disposal of all copies, wherever located in t_he
pren_cy, of records relating to p_rinting, binding. duplication and di_stribution,n u
except as indicated. The principal records documenting these functions are (a)
records pertaining to requests for service, control, production, and distribution
of individual jobs or projects (this material 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 analysir,
within the operating units): and (b) correspondence and report files reflecting
the activities of the unit responsible for handling, printing, binding, duplica-
tion, and distribution matters within the agency. Any records created prioe to-

-January 1,1921. must be offered to the National Archives and Records Admints-
tration before applying these disposition instructions.

;

This schedulo does not cover (a) the record copy of printed materials; (b! rec-
ords retained by agencies for-on-site audit by the General -Accountirg Office, and
agency memorandum copies _which are part of the accountable officers' accounts
(Schedule 6); and (c) records which reflect agency programs (such as those of the
Government Printing Office and the Bureau of Engraving and Printing) rather-than
administrative management functions.

All records described in this schedule are authorized for disposal in both hard
copy and electronic forms, as provided in GRS 20. Electronic Records, and GRS 23,
Records Common to Most Offices Within Agencies.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITIONa

1. Administrative Correspondence Files.

Correspcadence files pertaining to the _ Destroy when 2 years old,
administration and operation of the unit
responsible for printing, binding,
duplication, and distribution matters,
and related documents.-

2. Project Files.

Job or project records containing in-
formation relating to the planning and
execution of printing, binding,
duplication, and distribution jobs,

a. _ Files' pertaining to the accom- Destroy 1 year after completion
plishment of the job, containing- of job.
requisitions, bills, samples, manu-
script clearances, and related
documentsLexclusive of-(1) requisi-
tions on the Public Printer and

'k- related records; and (2) records
relating to servies obtained outside%

g the agency.

1

_

_ = _ =
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General Records Sch:dule 13
June 1988

ITIN
NO DESCRIITION OF RECORDS AUTHORIZED DISPOSITION2

I

b. Files pertaining to planning and Destroy when 3 years old,
other technical matters.

[ NOTE: The GIts does not (aver the publications themselves. One copy of each
publication should be designated the record copy nnd scheduled for transfer to
the National Archives. Agencies should describe each series of publications on

an SF 115 submitted to NARA. Extra copies are nonrecord and may be destroyed
when no longer needed.]

3 Con t rol _ F'ilen .

Control registers pertajning to Destroy 1 year after close of
requisitions and work orders. fiscal year in which compiled

or 1 year after filling of
register, whichever is
applicable.

4. Mailing Lists.

a. Correspondence, request forms, and Destroy after appropriate
other records relating to changes in revision of mailing list or
mailing list, after 3 months, whichever is

sooner,

b. Card lists. Destroy individual cards when
cancelled or revised.

5 JCp Reports Files.

Reports to Congress and related records,

n. Agency report to Joint Committee on Destroy when 3 years old.
Printfng regarding operation of
Citiss A and D plants and inventories

of printing, binding, and related
equipment in Class A and B plants or
in storage,

b. Copies in subordinate reporting Destroy 1 year after date of
units and related work papers, report,

ti . Internal _Manngement Files.

Records relating to internal management Destroy when 2 years old.
; and operation of the unit.
'

O
2

-- .. .- - - .
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' Transmittal No. 2 General Records Schedule 14

(ctober 30, 1989

:

GENERAL RECORDS SCHEDULE 14 i

Informational Services Records

This schedule covers certain records pertaining to informational services per.
formed by government agencies in their day to day affairs and in their relations i

with the publict including records created in administering Treedom of Informa-
ttion Act and Privacy Act programs. Except as otherwise specified in individual

items, it applies to copies of these records wherever located in an agency. Item
4 applies only to files maintained in the_ office responsible for the operation of ,

the informational activites of the agency or subdivision thereof. Items 11 !

through 15 describe the files accumulated in carrying out the provisiens of the
Freedom of Information Act, and items 21 through 26 describe the files created in
administering the provisions of the Privacy Act. Items 31 through 35 cover ;

records created in response to requests for mandatory records declaraiticatiori. |

These records _ consist of inquiries, replies, and related correspondences in the ,

case af FOIA. Privacy Act, and mandatory declassification files, appeals and
other records: administrative background files for formal informational releases. . ,

and records relating to inappropriate release of privileged Iriformation. Closely
~

related recoros such as records relating to budget presentation, and printing, '

duplicating, and distribution are covered by other General Records Schedules.
Records created prior to January 1, 1921, must be offered to the National .

Areniven and Recorda Administration (NARA) before applying this schedule.

Other informational services records such as speeches and press releares may have
permanent value. As potentially archival records, these series must be scheduled
indiv.4 dually so NARA may appraiso them. To schedule.these and other information-
al services records not included in this schedule, agencies submit an SF 115
Request for Records-Disposition Authority, to NARA. '

All records described in this schedule are authorized for disposal in both hard;

| copy and electronic forms, as provided in GRS 20..' Electronic Records, and GRS 23,
i Records Common to Most Offjces Within Agencies. t

ITEM-
& DESCRIPTION OF RECORQS, AUTHORIZED DIEP&SITION

'

1. Information Recuests' Files.

Requests for-information and copics of ~ Destroy when 3 months old or
replies thereto, involving no adminis_. when no longer needed, "

trative actions, no policy. decisions.- whichever is sooner..
and no special compilations or_ research
and_ requests.for and transmittals of
publications, photographs, and other~
informational literature 6

. r

1
F

-
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Transmittal No. 2 General Records Schedule 14
October 30, 1989

ITEM

lh DHCRU'Il0N OF PLCDh4 AQTM,01I2FD DISPO5 U193

2. ldinovledcement Files.

Acknowledgement and transmittals of Destroy 3 mon *hs after
inquiries and requests that have been acknowledgement and referral.
referred elsewhere for reply.

3. Pttig ServiteJjh2

Pteas service teletype newc and similar Destroy when 3 months old.
materials.

4. Inisngljnn ProitGJDff.

Informational service project case flies Destroy 1 year after close of
maintained in formally deeignated file or 1 year after completion
informational offices. of project.

5. C2mmensigt ion /Como.Jaint CorrespQadynce
EUE.E -

Anonymous letters, letters of commenda- Destroy when 3 months old.
tion, complaint, criticism and sugges-
tion, and replies thereto, excluding
those on the bssis of which investiga.
tions were mado or administrative action
taken and those incorporated into
individual personnel records.

6. Indexes and Chec'ild.p1g.

, . texes Destroy when superseded orBibliographies, check 11sti
obsolete.of agency publicatiens and i. >< .,

EXCLUDING those relating to teu ; sets
scheduled as permanent.

7. through 10. Reserved.

11. Freedes of Information Act ( FOI A)_
Bequests Files.

Files created in response to requests
for information undar the Freedom of
Information Act consisting of the origit
nal request, a copy of the reply there-
to, and all related supporting flies
which may include official file copy of
requested record or copy thereof.

2
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Transmittal No. 2 General Records Schedule 14
October 30, 1989

i IyEM

FQ4 DESCRIPTIQN OF RECORDS AUTHORIZED DISPOSITION

a. Correspondence and supporting documents
(EKQLMD1HG the official file copy of the

| records requested if flied herein).

(1) Granting r.ccess to all the Destroy 2 years after date of
requested records. reply.

(2) Responding to requests for non-
existent records: to requestors
who provide inadequate descrip.
tions: and to those who fail to
pay agency reproduction fees.

(a) Request agi appealed. Destroy 2 years after date of
reply.

.

(b) Request appealed. Destroy as authorized under
Item 12.

!

(3) Denying access to all or part
of the records requested.

(a) Request uni appealed. Destroy 6 years after date of
reply.

(b) Request appealed. Destroy as authorized under
Item 12.

b. Official file copy of requested Dispose of in eccordance with
records. approved agency disposition

instruction for the related
records, or with the related
F01A request, whichever is
later.

12. FOIA. Appeals Files.

Files created in responding to adminis-
trative appeals under the FOIA for
release of information denied by the
agency, consisting of the appellant's'
letter, a copy of the reply thereto, and
related supporting documents, which may-

|- include the official file copy of
' records under appeal or copy thereof.

3-

_
._.

-
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Transmittal No. 2 General Records Schedule 14
October 30, 1989

ITEH
L% DE1 2 1PTION OF P1 CORDS AEUEIBlL1111PDSIT10N

a. Correspondence and supporting doc- Destroy 6 years after final
urtent s (DMIEQ the file copy of determination by agency or 6
the records under rgpeal if filrid yehrs after the time at which a

herein). request er could file suit, or 3
years after final adjudication
by c ourts, whichever is later.

b. Official file copy of records under Dispose of in accordance with
appeal. ap; roved agency disposition in-

st ructione f or the related re-
cord, or with the related FOIA
request, whichever is later.

13. FOI A Cont rol Files.

Files maintained for control purposes in
responding to requests, including regis.
ters and similar records listing date,
nature, and purpose of rec.sest and name
and address of requester.

a. Registare or listing. Destroy 6 years after date of
last entry.

b. Other files. Destroy 6 years after final
action by the agency or after
final adjudication by courts,
whichever is later.

14. LOI A Renort s Files.

Recurring reports afa nne-time infor- Destroy when 2 years old or
mation requirements relating to the sooner if no longer needed for
agency implementation of the Freedom of administrative use.
Information Act. EXCLUDING annual
reports to the Congress at the
departmental or agency level.

[ NOTE: The GR5 does not cover departmental or agency level annual reports to the
Congress. These reports should be scheduled for transfer to the National
Archives by submitting an SF 115 to NARA.]

O
4
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Transmittal No. 2 General Records Schedule 14 i
October 30, 1989

17EH (
HQ4 kgEEEJPTION OF_FICORDS AFTil0RIZED DISPOSITION |

6

15. EQ1A_,Asiminiet rA11ye F1In.

Records relating to the general agency Destroy when 2 years old or ,

implementation of the F01A, ; cluding cooner if no longer needed for
notices, memoranda, routine corre- administrative use,
spondence, and related records.

16. through 20. Reserved.

21. E,rivacy AcL,}Layf si s Filet.

Files created in response to requests
from individuals to gain access to their
records or to any information in the
records perteining to tham, as provided
for under 5 U.S.C. 552a(d)(1). Files
contain original request, copy of reply
: hereto, and all related supporting
documents, which may include the
official file copy of records requested
or copy thereof.

s. Correspondence and supporting
documents (EXCLUDIHQ the official
file copy of the records requested
if filed herein).

(1) Granting access to all the Destroy 2 years after date of
requested records. reply.

(2) Responding to requests for
nonexistent recordo: to
requesters who provide in-
adequate dascriptions: and to
those who fail to pay agency
reproduction fees.

(a) Requests n21 appealed. ' Destroy 2 years after date of
reply.

(b) Requests appealed. Destroy as authorized under
Item 22.

(3) Denying access to all or' part
of the records requested.

( (a) Requests nat $ppealed. -Destroy 5 years after'date of
reply.

:S

__
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Transmittal 110. 2 General Records Schedule 14
October 30, 1989

O
ITEM

la REACKl H 1DlL0E l K O? M M!nl01d R P DI5Po m Mi

(b) Requests appealed. Destroy as authorized under
Item 22.

,

b. Official file copy of requested Dispose of in accordance with
record 9. approved agency disposition

instructions f or the related
records, or with the related
Privacy Act request, whichever
is later.

22. hhat.y_AtLjggndentCase fileft.

Filus telating to an individual's
request to amund a record pertaining to
that individual as provided for under 5

U.S.C. 552a(d)(2): to the individual's
request for a teview of an agency's
refusal of the indiv.* dual's request to
amend a record as provided for under
552a(d)(3): and to any civil action
brought by the individual against the
refusing agency as provided under 5
U.S.C. 552a(g).

a. Requesto to amend agreed to by Dispose of in accordance with
agency. Includes individual's th> approved disposition in-
requests to amend and/or review structions for the related sub-
refusal to amend, copies of agency's ject individual's record or 4

replies thereto, and related years after agency's agreement
materials, to amend, whichever is later.

b. Requests to amend refused by agency. Dispose of in accordance with
Includes individual's requests to the approved disposition
amend and to review refusal to instructions for the related
amend, copies of agency's replies subject individual's record, 4
thereto, statement of disagreement, years after final determination
agency justification for refusal to by agency, or 3 years after
amend a record, and related final adjudication by courts,

materials. whichever is later.

c. Appealed requests to amend. Dispose of in accordance with
Includes at. flies created in the approved disposition in-
responding to appeals under the structions for related subject

Privacy Act for refusal by any individual's record or 3 years

agency to amend a record, after final adjudication by
courts, whichever is later.

6

._ -.
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Transmittal No. 2 General Records Schedulo 14
| October 30, 1989

ITEM
H22 RESCRIPT 10N OF RECORDb AUTHORIZED DISPOEITION

23. f.Iltgev Act AccountiDe of Disclosure
files.
Files maintained under the provisions of Dispose of in accordance with
5 U.S.C. 552a(c) for an accurate the approved disposition
accounting of the date, nature, and instructions for the related
purpose of each disclosure of a record subject individual's records,
to any person or to another agency, or 5 years after the disclosure

1

including forms for showing the subject for which the accountability'

individual's name, requester's name and was made, whichever is later.'

address purpose and date of disclosure,
and proof of_tubject individual's
consent when applicable.

24. Privacy Act Control Files.

Files maintained for control purposes in
responding to requests, including
registers and similar records listing
date, nature of request, and name and
address of requester,

a. Registers or listings. Destroy 5 years after date of
last entry.

b. Other files. Deatroy 5 years after final
action by the agency or final
adjudication by courts,
whichever-is later.

25. Privacy Act Report s Files.

Recurring reports and'one-tire infor- Destroy when 2 years old.
mation requirement relating to agency
implementation, including biennial
reports to the Office of Hanagement and'
Budget, and the Report on New Systems at
the all levels.

[ NOTE: The GP.S does not cover the: biennial report.to Congress fron the Office of
Management and Budget.)

26. Privacy Act General Administrative
f. ilia.

Records relating to the general _ agency Destroy when 2 years old or
sooner -if no longer needed for -implementation of th,' Privacy Act, .
administrative use.including notices, memoranda, routine

,

[ correspondence, and related records.
.

|
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Transmittal No. 2 General Records Schedule 14
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ITEM
E22 REECRIPTION OF REC 2EDS AUTHORIZED DISPOSITION

27. through 30. Reservsd.

31. liandatorY Reviev For Decintification
Etque s t s _Elle1

Files created in response to requests
for information under the mandat ory
review provisions of Execut4ve Order
IE.O.) 12356 consistir;g of the original
request, a copy of the reply thereto,
and all related supporting files, which
may include the official file copy of
requested records or a copy thereof,

s. Correspondence and supporting
documents (EXCLUDING the official
file copy of the records if filed
herein, and sanitizing instructions,
if applicable).

(1) Granting access to all the Des +.roy 2 years after date of
requested recordo, reply.

(2) Responding to requests for
nonexistent records; to reques-
ters who provide inadequate
descriptions: and to those who
fall to pay agency reproduction
fees.

(a) Request n21 appealed. Destroy 2 years after date of
reply.

(b) Request appealed. Destroy as authorized under
Item 32.

(3) Denying access to all or part
of the records requested.

' (a) Request R21 appealed. Destroy 5 years after date of
reply.

(b) "* quest appealed. Dest roy as authorized under
Item 32.

O
8

- - - -



N
L ?!Q"

1: s.
E W.}

q
Trar;9mittal No. 2 General Records Schedule 14
October 30, 1989

ITEM
Nh DESCRIPTION Of,JECORDS AUTHORIZED _DI}POSITIC!i

b. Of ficial file copy c ' requeried Dispose of in accordance with
records, approved disposition instruc-

tions for the . elated records,

or with the related mandatory
review request, whichever is
later,

c. Sanitizing instructions. Destroy when superseded, or
when requested documents are
declassified or destroyed.

32. Landa12rY Revigv for Declassification
AppenLE Files.

Files created in responding to admin-
istrative appeals under the mandatory
revien prov2sions of E.O. 12356 and its
predecessors for release of information
denied by the agency. Files consist of
the appellant's letter, a copy of the

e..
reply thereto, and related supporting
documents, which may incluue the
official file copy of records under
appeal or copy thereof,

a. Correspondence and supporting bo r y years after final
documtats (EXCLUDING the official wetermination by agency,
file copy of the records under
appeal if filed herein).

c

b. Official file copy of records under Dispose of in accordance with
appeal. approved agency disposition

instructions for the related
records, or with the related

mandatory revi7 request.
whichever is later.

33. Mandatory Review fe - Dqclassif.icatian
Control Files.

'

'

Filts maintained for control purposes in
responding to requests, including regis-
ters and similar records listing date,
nature, and purpose of request and name
and address of requester,

a. Registers or listing. Destroy 5 years after date.

b. Other files. Destroy 5 years after final
action by the agency.

9
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1 TEM

H22 DESCRIPTION OF FECORDS ARIHORIZED DISPOSITIOH

34. Mpndatory Reylev for Declassification
Reports Fileg.

Reports relating to agency implementh- Destroy when 2 years old or
tion of the mandatory review provisions sooner if no longer needed for
of E.O. 12356, including annual reports administrative use,

submitted to IS00.

' 35. Bandatory Review for D_gglassification

M3Jnist rat ive Files .

Records relating to t' *tal agency Destroy when 2 years old or
implementation of the ernry review sooner if no longer needed for
provisions of E.O. .M , c.;luding administrative use,*

notices, memoranda, ispo.dence, and
related records.

36. Erroneous Release Piles

Files relating to the inadvertent
release of privileged information to
unauthorited parties, containing
information the disclosure of which
would constitute an unwarranted invasion
of personal privacy. Files contain
requests for information, copies of
replies thereto, and all related
supporting documents, and may include
the official copy of records requested
or copier thereof,

a. Files that include the official file Follow the disposition instruc-
copy of the released records, tions approved for the released

official file copy, or destroy
6 years after the erroneous
release, whichever is later.

b. Files that io not include the Destroy 6 years after the
official f: te copy of the released erroneous release.

< records.
.

O
,
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General Records Schedule 15
June 1988

GENERAL RECORDS SCHEDULE 15
'

Housing Records

: The Housing reccrds covered by this schedule include files and data accumulated
in the maintenance and management of Federally owned and operated housing facili- ,

ties within the continental United States for civillar employees of the Federal
Government, military personnel, and others eligible by law to reside in the
projects. These facilities may consist of Icw cost quarters located either
within or adjacent to the confines of Federal installations, or in a critical
defense or other area.. This schedule includes housing records maintained'by
housing managers and housing or quarters offices, but does not cover the
headquarters of staff office files of the supervising agency, or the flies of the
HUD, the Department of Health and Human Services, or the Veterans Administration
pertaining to program operations in planning and financing housing facilities.

Maintenance records reflect repair and Feneral upkeep of the housing project or
_

units. Management involves the assignment and rental of units, rent collection
and other fiscal operations, and overall supervision. However, rental charges-
for military personnel are normally represented by checkages made against pay-
accounta.

Certain housing records are subject to the provisions of other General Records
Schedules. Supply and fiscal files are covered by General Records Schedules 3
and 6. Schedules 1, 2, 8, and 10 may also be involved. Many records of agent
cashiers serving as housing rental managers are similar to thoa9 of other Federal
accountable officers and are disposable under General Records Schedule 6.

A 1 records' described in this schedule are authorized for disposal in both hard-
copy and electronic forms,- as provided in' GRS 20, Electronic Records, and GRS 23.
Records Common to Most Offices Within Agencies.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION ,

|

1. Housing General Correspondence Files,.

Correspondence. files pertaining to the Destroy when 2 years old,
maintenance and management of housing
projects.

2. Housing Maintenance and Eepair Files.

Maintenance and repair records for
individual units.

a. Summary card or ledger record. Destroy 3 fiscal years follow-
ing close of fiscal year ~1n

_ _ _ .which-unit is closed to tennney
or leaves agency control.

LO
1
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General Records Schedule 15
June 1988

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

b. Work orders, requisitions, and Destroy 3 fiscal years
related papers involved in repair following close of fiscal year
and maintenance work, in which work is done.

3 Housing Mantgeent Pfles.

Reports pertaining to housing manage- Destroy when 2 years old.
ment, including expenditure, survey,
collection, and other statistical and
narrative data,

l. Housfrg 1 ease Files.l

Copies of leases, renewals, termination Destroy 3 fiscal years follow-
notices, and related documents. ing close of fiscal year in

which (a) lease termination,
lapse, or cancellation occurs,
or (b) litigation is concluded,
whichever la later.

5 Housing Assignment and Vacancy Card
Files,-

a, Individual tenant cards. Destroy when tenant vacates
unit.

b. Individual housing unit cardc. Destroy 3 fiscal years after
close of fiscal year in which
unit is closed to tenancy or
leaves agency control.

6. Housing Inventory Files.

Furnishing inventory files, pertaining Destroy 3 fiscal years after
to items included in furnished units, close of fiscal year in which

inventory is superseded.

7 Housing Application Files (other than
copies in lease flies),

a. Rejected application files. Destroy 1 year from date of
rejection,

b. All others. Destroy when 2 years old.

9
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General Records Schedule 16
June 1988

GENERAL RECORDS SCHEDULE 16

Administrative Management Records

This schedule provides for the disposal of certain records relating to adminis-
trative management activities in Federal agencies, excluding records of operating-
personnel, budget, accounting, and printing functions, which are covered by other
General Records Schedules. Included within the scope of the schedule are dispos-
able records created in the course of organizational planning, development, and
simplification of procedures; records management activities; and administration
of management improvement programs. General Records Schedule 1 (Items 12 and 13)
provide for the disposition of case files on individuals involved in incentive
award and similar types of management improvement programs. Any records-created

prior to January 1,1939, must be offered to the' National Archives and Records
Administration before applying these disposition instructions.

The organizational locations and titles of administrative management units vary-

from agency to agency. They may be scattered at numerous levels-or locations, or
may be centralized. For the purposes of this schedule, the namenclature atan-
dards set forth by the Senate Committee on Government Operations in Senate Report
No. 245, 80th Congress, 1st session, are followed: the-first organizational
level within an agency is the bureau level; subordinate components are
successively division, branch, section, and unit.

This schedule is based on the presumption that managerent activities are carried
- on by a specialized person or unit with at least division-wide and usually'

bureau-wide or agency-wide responsibilities or by a group of such persons or
units in an agency, although its provisions are applicable to exactly comparable
reccrds of agencies without such ~ formal assignments; of responsibility. . Many
similar or comparable records created at lower organizational levels or in field
offices vary so greatly in content. value, and arrangement that they are not
covered by this schedule.

Because of the nature of the activities documented by administrative management
records, a relatively large proportion of them are' of continuing value. Files

,

with potential archival value are not covered by the General Records Schedules.|

':
They must be scheduled individually by submission of an SFil15 to NARA. These
records include organizational charts and reorgnization studies, functional
statements, delegations- of authority, and agency histories. However, related
temporary or ephemeral materials include working papers that-do not have a direct

,

! bearing on the transaction, preliminary or intermedieteL draf ts of documents and
- preliminary work sheets that -do not represent significant basic steps in the '
preparation of final drafts, letter or memoranda of transmittal and
acknowledgement, routing slips, and extra copies of documents,.

All records described in this schedule areLauthorized for disposal in both hard
copy and electronic forms, as provided in GRS 20, Electronic Records, and GRS 23, !

Records Common to Most Offices Within Agencies.

1
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General Records Schedule 16
June 1988

ITEM
NO. DESCRIPTION OF RECORDS A'JTHORIZED DISPOSITION

1. Administrative Issuances.

a. Notices and other types of issuances Destroy when superseded or
related to routine administrative obsolete.
functions (e.g. , pay roll , procure-
ment, personnel).

b. Case files related to (a) above Destroy when issuance is
which document aspects of the destroyed.

development of the issuance.

[ NOTE: Record sets of formal directives, procedural and operating manuals,
publications, and management improvement reports submitted to the Office of
Management and Budget, and the case files documenting their development are
potentially permanent records and must be scheduled by submission of an SF 115 to
NARA.]

2. Records Disposition Files.

Descriptive inventcries, disposal
authorizations, schedules, and reports,

a. Basic documentation of records Destroy when related records
description and disposition are destroyed, or transferred
programs, including SF 115, Request to the National Archives, or
for Records Disposition Authority; when no longer needed for
SF 135, Records Transmittal and administrative or reference
Receipt; SF 258, Request to purposes.
Transfer, Approval, and Receipt of
Records to National Archives of the
United States: and related
docut.entatien

b. Routine correspondence and Destroy when no longer needed
memoranda, for reference.

3 Forms Files,

a. One record copy of each form created Destroy 5 years arter related
by an agency with related instruc- form is discontinued,
tions and documentation showing superseded, or cancelled.
inception, scope, and purpose of the
form.

b. Background materials, requisitions, Destroy when related form is
specifications, processing data, and discontinued, superseded, or

control records. cancelled.

O
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General Records Schedule 16
June 1988-- t

ITEM
HQ2 QgECRIPTION OF REC 0RDS AUTHORI1ED__ DISPOSITION

b. Background materials, requisitions, Destroy when related form is
specifications, processing data, and discontinued, superseded, or

_

cancelled.control records.
,

4. Records Holdines Files,

Statistical reports of agency holdings,
including feeder reports from all
offices and data on the volume of
records disposed of by destruction or
transfer.

a. _ Records held by offices which Destroy when 3 years old.
prepare reports on agency-wide
records holdings,

b. Records held by other offices. Destroy when 1 year old.

5. Proiect C2Hirol Files.

O Memoranda, reports, and other records Destroy 1 year after the year
documenting assignments, progress, and in which the project is closed,
completion of projects.

6. Reports Control Files-

. Case files maintained for esch agency Destroy 2 years after the
report created or proposed,-including report is discontinued.
public use reports. Included are
clearance forms, including SF 83; copies

| of pertinent forms or descriptions of
format; copies of. authorizing direc-
tives preparation instructions; and
-documents relating to the evaluation,
continuation, revision, and discon-
tinuance of reporting requirements.

7. Records Mananement-Files.
I
,

. Correspondence.. reports, authorizations, Destroy when 6 years old.
and other records that relate to the- Earlier disposal is authorized
management of agency records, including if records are. superseded,
such matters as forms, correspondence,. 1 obsolete, or no longer needed-
reports, mail, and files management; the for reference.
use of microforms, ADP systems, and-word
processing; records management surveys;
vital records programs; and all other' aspects of-records management not
covered elsewhere in this schedule.

3
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Transmittal No. 2 General Records Schedule 16
October 30, 1989

ITEM
NO DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION2

I

8. Committee and Conference Filel.

a. Records relating to establishment, Destroy 2 years after
organization, membership, and policy termination of committee,

of internal committees.

b. Records created by committees.

(1) Agenda, minutes, final reports, Destroy when 3 years old or
and related records documenting when no longer needed for
the accomplishments of official reference, shichever is sooner,

boards and committees.
EXCLUDING those maintained by
the spon:or or Secretariat.

[ NOTE: Records maintained by the sponsor or Secretariat are potentially
permanent and must be scheduled by submission of an SF 115 to NARA.)

(2) All other committee records. Destroy when 3 years old or
when no longer needed foi
reference, whichever is sooner.

[ NOTE: Records created to comply with the provisions of the Goverr, ment in the
Sunshine Act, including transcriptions and minutes of closed meetings, electronic
recordings for which verbatim transcripts do not exist, and annual reports to
Congress describing the agency's compliance with the Act, are permanent records
and must be scheduled by submission of an SF 115 to NARA.)

c. Records maintained by agency Destroy 5 years after
Cocmittee Management Officers for termination of committee.
committees established under the
Federal Advisory Committee Act,
including copies of charters,
membership lists, agendas, policy
statements, and material required to
be available for public information.

[ NOTE: This subitem does not apply to records maintained at the General Services
Administration or records covered elsewhere in this schedule.)

|
!
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Transmittal No. 2 General Records Schedule 16t i

October 30, 1989

ITEM

[ EQt DESCRIPTION OF REQQEDS AUTHORIZED DISPOSITION

9. Feasibility Studies.

Studies conducted before the Destroy 5 years after-

2'nstallation of any-technology or completion or cancellation of
equipment associated with information. study.

management systems, such as word
processing, copiers, micrographics, and
communications. Studies and syster
analyses for the initial establishment
and major changes of these systems.
Such studies typically include a
consideration of the alternatives of the
proposed system and a cost / benefit
analysis, including an analysis of the
improved efficiency and effectiveness to
be expected from the proposed system,

l

10. Microform Inspection Records,

a. Log documenting the inspection of Destroy 3 years after date of
microform records, as required by 36- last entry..
CFR 1230, including description of
the records tested, record category
date, elements of inspection,
results, and if defects are found,

corrective action taken.

| b. Reporte made to the National Destroy when-3. years old.
Archives and Records Administration
on the results of microform
inspection, as required by 36 CFR
1230, and related correspondence,

11. IRM Triennial Review-Files.

Reports required by-the General Services Destroy when 7 years old.
| Administration concerning revievs of ~
! -information resources management (IRM)

practices. . Included are associated
correspondence, studies, directives,
feeder reports, and monitoring surveys
and reports.

\
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Transmittal No. 2 General Records Schedule 16
October 30, 1989

O
ITEM
HQ1 PESCRIPTION OF RECQEDE AUTHORIZEQ,.hlSPOSITION

12. Information Collection Budcet Files.

Reports required by the Office of Destroy when 7 yeart, old.
Management and Budget under the
Paperwork Reduction Act about the number
of hours the public spends fulfilling
agevey reporting requirements. Included
are associated feeder reports, report
exhibits, correspondence, directives,
and statistical compilations,

13. Documents Published in the Eederal
Recister,

a. Files documenting the processing of Destroy when 1 year old,
notices announcing committee
meetings, including meetings open to
the public under the Government in
Sunshine Act (5 U.S.C. 552b (e) (3);
hearing and investigations; filing
of petitions and applications;
issuance or revocation of a license:
grant application deadlines, the
availability of certain environ-
mental impact statements; delega-
tions of authority; and other
matters that are not codified in the

Code of Federal Reculations.

b. Files documenting the processing of Destroy when 2 years old.
semiannual regulatory agenda.

|
| [ NOTE: Agency files documenting the development, clearance, and processing of

proposed and final rules for publication in the Federal Register are not covered
by the General Records Schedules. These records may be, but are not necessarily,
permanent. They must be scheduled individually by each agency so NARA can
conduct an analysis and appraisal to determine their appropriate disposition.)

,

O
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General Record whedule 17
June'1988

GENERAL RECORDS SCHEDULE'17

Cartographic, Aerial Photographic Architectural,
and Engineering Records

Federal agencies create or receive cartographic, aerial photographic. architec-
.

tural, and engineering design records in connection wi th their official activi-
tics, Many of.these records have continuing historical value after they are no
longer being used by the agency. Descriptions of both the historically valuable-

and the disposable records were formerly included in General Becords Schedule 17,
Cartographic, Remote Sensing Imagery, and Related Records, and in General Records
Schedule 22, Design and Construction Drawings and.Related Records. The General
Records Schedules have been revised to cover only disposable records, Guidelines
for identifying and scheduling the records of continuing value are now provided

_

in " Managing Cartographic and Architectural Records: An Instructional Guide."
The Guido must be used in conjunction with the-General Records Schedule to insure
proper disposition of all cartographic, aerial photographic, architectural. and
engineering design records held by an agency.

This schedule relates to cartographic records: prepared during intermedidate
stages of publication, unannotated aerial photographic negatives and prints, and
architectural and engineering drawings.- Cartographic and aerial photographic
records created before January 1,1950, and architectural or engineering drawings:
created before January 1,1921. must be brought to the attention of the National

.

Archives before applying the disposition instructions in this schedule.

.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

!. 1. Cartographic Records Prepared During
L Intermediate Stages of Publication.

Scribed plastic sheets, color separation Destroy when no longer needed
sheets, composites prepared as a step in for revision.
the making of color separation sheets,

i photographic negatives, glass plate
negatives, enlargements or reductions,
color pulls, proof copies subject-to

-

final revision " correction file": maps.
annotated to show corrections to oe
' incorporated into the next edition of-
the published map, and similar items
-whose -informational content is dupli-
cated by-the final published. map.

I s

.
1
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General Records Schedule 17
June 1988

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

2. Vertical and Oblique Aerial Photography,

Vertical and oblique film in black and
white, color, or " false color,"
including related photo indexes
(controlled or uncontrolled mosaics),
flight line indexes, or coordinate grid
systems used as finding aids,

a. Unannotated duplicate copy nega- Destroy when no longer needed
tives, internegatives, rectified for agency use,
negatives, and glass plate
negatives,

b. Unannotated prints when original Destroy when no longer needed
film negatives exist, for agency use.

[ NOTE: The term aerial photography means visual images of the surface of the
earth, of other planetary bodies, or of the atmosphere, taken from airborne
vehicles for the purpose of evaluating, measuring, or mappit.g the cultural and
physical features of the landscape or sky, and related tabular and graphic
indexes necessary for the proper identification and retrieval of these records.
Conventional aerial photographs taken from aircraft produce direct film images
from cameras. Other remote sensing imagery, such as that from orbiting satel-
lites, which requires conversion or alteration of sensor data from digital,
electronic, or computerized form to photographic or videographic images must be
scheduled for disposition on a case by case basis.]

3 Architectural Drawings of Temporary
Structures and Buildings or of Buildings
Not Critical to the Mission of the
A_geAc,y .

Drawings of structures and buildings Destroy when no longer needed
such as telephone and electric lines, for administrative purposes,
storage sheds, parking lots, and comfort
stations.

4. Drawings of Electrical, Plumbing, Destroy when no longer needed
Heating, or Air Conditioning Systems. for administrative purposes.

5 Contract Negotiation Drawings.

Drawings prepared during contract nego- Destroy when no longer needed
tlation for buildings or objects lacking for administrative purposes.
histcrical, architectural, or technolo-
gical significance; drawings related to
electrical, plumbing, heating, or air

I conditioning projects; or drawings
superseded by final working /as built
drawings.

2
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General Records Schedulo 17
June 1988

O NO.ITEM
DESCRIPTION OF RECORDS AUTFORIZED DISPOSITION

,

6. Space Assignment Plans.

Outline floor plans indicating occupancy Destroy when no longer needed
of a building. for administrative purposes.

7 Architectural Models.
,

Models prepared for illustrative or Dispose of when no longer
presentation purposes. needed for administrative

purposes.

[ NOTE: These models may be offered for donation to museuma or similar organiza-
tions af ter approval by NARA under the provisions of 36 cFR 1228.74(c) . ]

8. Engineering Drawings of Routine Minor
Parts.

Drawings of such obfacts as fasteners, Destroy when no longer needed
nuts, bolts, wires, screws, nails, pipe- for administrative purposes,
fittings, brackets. struts, plates, and
beams, if maintained separately or if
segregable from a larger- file.

9. Drawings Reflecting Minor Modifications.

Repetitive engineering drawings showing Destroy when no longer needed
minor modifications made during research for administrative purposes,
and. development,- and superseded tar final
drawings, if filed separately or if

,

'

readily segregable from a larger file,

10. Paint Plans and Samply .a

Plans and paint samples for painting all Destroy when no longer needed
areas of buildings lacking historical, for administrative use.
architectural, or technological signifi-
cance, and plans and samples for paint-

, ing appliances, elevators, and other
! mechanical parts of all buildings.

[ NOTE: Paint plans and samples for the interior and exterior walls of buildings
significant for historical, architectural, or technological reasons are not dis-
posable under this item and must be scheduled by submitting an SF 115 to NARA.]

|

3
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General Records Schedule'18
June 1988

GENERAL RECORDS SCHEDULE 18

Security and Protective Services Records

Securit3 and protective services records include the various files created by
agencies to control and protect classified information; to protect Government
facilities from unauthorized entry, sabotage, or loss; to ensure the adequacy of
protective measures at privately-owned plants given security cognizance by the
Gavernment; to determine loyalty and fitness of individuals employed by, or -

seeking employment from the Government; and to develop and implement plans for
the protection of life and property under emergency- conditions. Included are
selected files of offices having Government-wide or agency-wide responsibilities
for security and protective services programs. Also it. luded are files of
security units, guard forces, and other organizational elements documenting the :

control of classified information, access to facilities, and like matters.

[ "ihis schedule authorizes for disposal records documenting administrative actions
relating to the above functions. Records documenting Government-wide or agency-
wide security and protective services planning and programming, reflecting basic
overall policies and determinations are not authorized for disposal by this
schedule. Variations among agencies in methods of tmplementing statutory re-
quirements for security and protective services result in dissimilarities in
pregram documentation. The application of standard techniques of filing and
disposition to such records through the medium of a General Records _ Schedule is
therefore impractical. Any records created prior to January-1,1921, must be

O offered to the National Archives and' Records ' Administration before applying these
disposition instructions.

With the exception of item 5, all records described in this schedule are
authorized for disposal in both hard copy and electronic forms, as provided in
GRS 20, Electronic Records, and GRS 23, Records Common to Most Offices Within
Agencies.

|

|

| ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Classified Information Accounting and' Control Records

Records accumulating from measures taken by agencies to protect -classified
information from unauthorized disclosure in accordance with Executive . Orders and
statutory or regulatory requirements.

1. Classified Docut nts Administrative
Correspondence Files.

Correspondence files pertaining. to the Destroy'when 2-years old.
administration of security classifica-

~

tion, control, and accounting for
classified documents, not covered u

elsewhere in this schedule._

[ NOTE: This item does not cover records documenting policies and procedures_,

accumulated in offices having agency-wide responsibilities for security and
protective services programs.]

1
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General Records Schedule 18
June 1988

ITEM
NO. DESCRIPTION Off_ RECORDS AUTHORIZED DISPOSITION

2. Document Receipt Files.

Records documenting the receipt and Destroy when 2 years old.
issuance of classified documents.

3 Destruction Certi ficates Files.

Certificates relating to the dest ruction Destroy when 2 years old.
of classified documents.

f. Classiff ed Document Inventory Files.4

Forms, ledgers, or registers used to Destroy when 2 years old,
show identity, internal routing, and
final disposition made of classified
documents, but exclusive of classified
document receipts a0d destruction
certificates and documents relating to
Top Secret material covered elsewhere in
this schedule.

5 Top Secret Accounting and Control Files.

a. Registers niaintained at control Destroy 5 years after documents
points to indicate accountability shown on forms are downgraded,
over Top Secret documents, reflec- transferred. or destroyed.
ting the receipt, dispatch, or
destruction of the documents,

b. Forms accompanying documents to Destroy when related document
ensure continuing cont.rol, showing is downgraded, transferred, or
names of persons handling the destroyed,
documents, intra-office routing, and
comparable data.

[ NOTE: Master files and data bases created in central data processing facilities
to supplement or replace the records covered by item 5 are not authorized for
disposal under the CRS. Such files must be scheduled on an.SF 115.]

6. Access Request Files.

Requests and authorizations for indivi- Destroy 2 years af ter
duals to have access to classified authorization expires,
files.

O
2
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General Records Schedule 18
June 1988

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

| 7 Classified Document Container Security

Files.

Forms or lists used to record safe and Destroy when superseded by a ,

-

padlock combinations, names of indivi- new form or list, or upon turn-
duals knowing combinations, and co par- in of containers,

able data used to control access into
classified document containers.

Facilities Security and Protective Services Records

Records relating to measures taken for the' protection of government-owned.
facilities and privately operated facilities given security cognizance by the
Government from unauthorized entry, sabotage, or_ loss.

8. Security and Protective Services
Administrative Correspondence Files.

1

Correspondence files relating to Destroy _when 2 years old,
administration and operation of the
facilities security and protective

L services programs, not covered elsewhere
in this schedule.

[ NOTE: This item does not cover records documenting policies and procedures
accumulated in offices having agency-wide responsibilities for security and
protective services programs.]

9 Survey and Inspection Files.

(Government-owned facilities)

Reports of surveys and~1nspections of -Destroy when 3 years old, or
Government-owned facilities conducted to upon/ discontinuance of
ensure. adequacy of-protective and pre-- -facility; whichever is sooner.

-ventive measures taken against-hazards
of fire, explosion, and accidents, and
to safeguard information and facilities'
against sabotage and unauthorized entry.=

10. Survey and Inspection Files.
(privately owned facilities)

Reports of surveys-and inspections of Destroy when 4 years oldLor
/'~5g privately owned facilities assigned when security cognizance is

security cognizance by Government terminated, whichever is
agencies, and related documents. sooner.

|

3
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General Records Schedule 18
June 1988

ITEM

?{0. DESCRIPTION 01- RECORDS AUTRORIZED DISPOSITION

11. Investigative Files.

Investigative files accumulating from Destroy when 2 years old.

investigations of fires, explosions, and
accidents, consisting of retained copies
of reports and related documents when
t.he original reports are submitted for
raview and filing in other agencies or
organizational elements, and reports and
related papers concerning occurrences of
such a minor nature that they are
r,ttled locolly without referral to
other organizational elements.

12. Property _ Pass File _s.

Property pass files, authorizing removal Destroy 3 months after
of property or materials, expiration or revocation.

13 Guard Assignment Files.

Files relating to guard assignments and
strength,

n. Ledger records. Destroy 3 years af ter final
entry.

b. Requests, analyses, reports, change Destroy when 2 years old,
notices, and other papers relating
to post assignments and strength
requirements.

14. Police Functions Files.

Files relating to exercise of police
functions.

a. Ledger records of arrest, cars Destroy 3 years after final
ticketed, and outside police entry.
contacts,

b. Reports, statements of witnesses. Destroy when 2 years old,
warning notices, and other documents
relating to arrest, commitments, and
traffic violations.

c. Reports on contact of outside police Destroy when 1 year old,
with building occupants.

4
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General Records Schedule 18~
June 1988 .j

lITEM
NO. DESCRIPTION OF RFCORDS AUTHORIZED DISPOSITION5

15 Persona 1 ' Property Accountability Files,
,

Files relating.to accountability for
personal property lost or stolen. y

'

a. Ledger files. Destroy 3 years =nfter final
entry.

.

b. Reports, lose statements, receipts Destroy when 1 year old,
.

and other documents relating to lost
and found articles. ;

16. Key Accountability FileL.

Files relating to accountability fcr -

keys issued.-
t

a. For areas under-maximum security. Destroy 3: years after turn-in
of key. -

b. For other areas. Destroy 6 months after turn-in
of key.

i

17. Visitor Control Files.

Registers or_ logs used to record names:

|
-

of outsideLcontractors, service' person-
nel, visitors, employees admitted"to
areas, and reports on automobiles- and
passengers.

a.- For areas under maximum security. Destroy.5 years after final-1

entry or 5 years arter date of
document, as appropriate.

.b. For other areas. Destroy.2 years after final
entry or 2 years af ter date of
document, as appropriate.-. ,

18. Facilities Checks Files.

Files relating - to periodic- guard force.
facility checks.-

a. Data sheets. *)or slip summaries.. Destroy _when 1 year'old,
check sheets, and guard reports on
security violations (except copies
in files of agency security offices
covered;by. item 24 of__this
schedule).

5
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General Records Schedule 18
June 1988

ITEM
NO. DESCRIPTION OF RECORDS AU'f HOT.IZED DISPOSITION,

!

b. Reports of routine after-hours Destroy when 1 month old,
security checks which either do not
reflect security violations, or for
which the information contained
therein is documented in the files
defined in item 24 of this schedule.

19 Guned Service Control Files.

a. Control center key or code records, Destroy when superseded or
emergency call cards, and building obsolete,

record and employee identification
cards,

b. Round reports, service reports on Destroy when 1 year old.
interruptions and tests, and punch
clock dial sheets,

i

c. Automatic machine patrol charts and Destroy when 1 year old,
registers of patrol and alarm
services,

d. Arms distribution sheets, charge Destroy 3 months af ter returr.
records, and receipts, of arms.-

20. Logs and Registers.

Guard logs and registers not covered
elsewhere in this schedule,

a. Central guard office master logs. Destroy 2 years after final
entry,

b. Indi/idual guard post logs of Destroy 1 year after final
occurrences entered in master logs. entry.

Personnel Security Clearance Records

Records accumulating from investigations of personnel conducted under Executive
Orders and statutory or regulatory requirements.

21. Security Clearance Administrative
Subject Files.

Correspondence, reports, and other Destroy when 2 years old.
records relating to the administration
and operation of the personnel security
program, not covered elsewhere in this
schedule,

6

..
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ITEM
HQ. busCRIPTION OF RECORDS AUTHORTZED DISPOSITION

22. Personnel Security Clearance Files.-

Personnel security clearance case files
created under Office of Personnel

,~

Management procedures and regulations
and related in64xes maintained _by the
personnel security office of the-
employing agency,

a. Case files documenting _the processing of Destroy upon notification
investigations on Federal _ employees or -of death or not later.
applicants for Federal employme? than 5 years after,

whether or_not-a security cicar nee is separation or transfer of
granted, and other. persons, suc , aus employee or no later than-
those performing work for a Feoeral 5 years;after contract
agency under contract,.who_ require an relationship expiresv
approval before hr .ng acesar to whichever is applicable,,

government facilitiet ,r ( ; sa.31ti e

data. These files ircl:1 quastion -

naires, summaries of t ip.rts-prepared by
the investigating ag ncy, ar? ;uic,
records reflecting the processing of the
investigation and the status of the
clearance,-exclusive of copies of:

| investigative reports _ furnished by the
investigating agency.

'

b. Investigative reports and related -Destroy:in accordance
documents furnished to' agencies by -with the investigating
investigative organizations for use in; agency. instructions,
making security / suitability
determinations.

c. LIndex to the Personnel Security / Case Destroy with related case
Files. file,

-

23. Personnel Security Clearance Status

Files.

Lists. or rosters showing the current security Destroy when superseded-
| clearance status of individuals.

~

or' obsolete.

24, Security Violations Files.

- Case-files' relating-to-investigations of-
alleged violations of Executive Orders,,
laws, or agency regulations for the,,_
safeguarding of national security
information.,

/

2. m. , . - . . :._____..._..__._...- .._ -._, a ,m.-. -. ... _. - .
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ITEM

& DESCRIPTJfN OF REQM;S AUTHORIZED DISPOSITION

a. Files relating to alleged violations of Destroy 5 years after
a sufficiently serious nature that they close of case,

are referred to the Department of
Justice or Defense for prosecutive
determination, exclusive of files held
by Department of Justice or Defense
offices responsible for making such
determinations.

b. All other files, exclusive of documents Destroy 2 years after
placed in official personnel folders. completion of final

action or when no longer
needed, whichever is
sooner.

25. Glassified or Classifiable Information
Nondisclosure Agreements.

Copies of nondisclosure agreements, such as Destroy when 50 years
SF 312, Classified Information Nondisclosure old.

Agreement, signed by employees with access to
information which is classified or
classifiable under standards put forth by
Executive Order 12356. These forms should bc
maintained separately from personnel security
clearance files.

Emergency Planning Records

Records accumulating from the formulation and implementation of plans, such as
evacuation plans, for protection of life and property during emergency conditions.

26. Emercency Planninc %dministrative
Correspondence Files.

Correspondence files relating to administra- Destroy when 2 years old.
tion and operation of the emergency planning

,

| program, not covered elsewhere in this

| schedule.

| [ NOTE: This item does not cover records documenting policies and procedures
accumulated in offices having agency-wide responsibilities for emergency
programs.)

O
8

-
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-

,

ITEM
NO, DESCRIivf10N OF REC 090S AUTHORIZED DISP 0SITION ,

i

| 27 Emergency planning Case Files. ,

Casa flies accumulated by offices Destroy 3 years after issuance.
,

responsible fca the preparation and of a new plan or directive.
issuance of plans and directives,
consisting of a copy of.nach plan or
directive issued, with related back-
ground documents, EXCLUDING one record
copy of.each plan or directive issued,
if not included in the agency's perma-
nent set of master directives files.

{ NOTES: (1) If the emergency plan-is not included in the agency's set of master
ofrectives files, a record set must be maintained.and scheduled for eventual
transfer to the National Archives by submission of an SF 115 (2) Emergency
planning reports of operations tests, consisting of consolidated or comprehensive
reports reflecting agency-wide results of tests conducted under emergency plans-
are also permanent and must be rcheduled for transfer'to'the National Archives Ly

submission of an SF 115.] -

28. Emergency Operations Tests Files.
,

*
i .

' Files accumulating from tests conducted Destroy when 3 years old,
under agency emergency plans, such as
instructions to members participating in
test, staffing assignments, messages,
tests of communications and facilities-

| and reports EXCLUDING consolidated and
L comprehensive reports.

29 National Defense Executive Reserve
(NDER) Case Files.

, Case flies for NDER reservists.or
j applicants, maintained by agencies with

major mobilization responsibilities in-
cases of national security emergencies,
including qualifications statement,

; other personnel and administrative
,

records, skills: inventory, training
data, and other records relating to
administration of the NDER program.

a. Case files on reservists. Destroy 5 years after termina-
tion from NDER program.

,

s-~
. .

[, b. Case files individuals whose Destroy when 5 years old.;

|- applications were rejected or
withdrawn.

|'

9

'
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GENERAL RECORDS SCHEDULE 19

Research and Development Records

The previous editions of the General Records Schedules (GRS) included GRS 19,
Research and Development Records. Ilowever, GRS 19 has not provided meaningful
records disposition authority for Federal research and development records.
Because of the varied nature of research and development activities in-the
Federal Government, uniform disposition standards cannot be mandated for most
series of records created in carrying out such_ functions. Retention periods were

not specified for the more substantive records series. In addition, many .

research and development activities do not generate records as described in the
previous version of GRS 19 It is important-for-agencies to schedule their i

research and development records individually, so that they may;be accurately
described. This approach will allow-proper appraisal of the records by the
National Archives and Records Administration and facilitate preservation of
significant records for future research.

The Nacional Archives has determined that the disposition of research and
development records should not be governed by a General Records Schedule..-

GRS 19 is therefore RESCINDED.

.

:

;

i

I %,
I \
L J-s

I

1
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4

GENERAL RECORDS SCHEDULE 20

Electronic Records

This schedule provides disposal authorization for certain electronic records and
specified hard-copy (paper) or microform records that are integrally related to
the electronic records.

This schedule applies to disposable electronic _ records routinely stored on
magnetic media by-Federal agencies in central data procecsing facilities,.
including ones operated for agencies by. contractors. It covers records. created
by computer operators, programmers,' analysts,-- and systems administrators in order
to store and maintain computer files in such facilities: certain master files,

,

including some that are components of data base management systems- and certain
files created from master files for specific-purposes. Iteus1 covering disposable
electronic records produced by end users in office automation applications (e.g.,
word processing files,-certain text files, and data bases developed on personal
computers in support of administrative functions) are included in General Records
Schedule 23 Records Common to Most Offices Within Agencies. GRS 20 and'23 do
not cover all electronic records. Electronic records not covered by items in GRS
20 or GRS 23 may not be destroyed unless authoriz(d by a Standard Form 115 that
has been approved by the National Archives and Records Administration (NARA),

i

\ The-records covered by several-of the items in this schedule-are authorized for

| erasure or deletion when no longer needed. NARA could not establish a more
!- definite retention that would be appropriate in all applications. _The agency
! should, when appropriate,' determine a more specific disposition instruction, such
! as " Delete after X update cycles" or " Delete when X years old," for inclusion in-

its records disposition directives or manual. NARA approval is not needed to set
retention periods for records authorized for destruction whenLno longer-needed by
the GRS.

Items 2a and-la (in part) of this schedule' apply to hard-copy or microform
records used in conjunction with electronic files. Item 1 also covers printouts-
produced to test, use, and maintain master flies. Items-10 and'11 of this-
schedule should be applied-to special purpose programs and documentation for
disposable electronic records regardless of'the medium in which such
documentation and programs exist.

-

1
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,

ITEM
E0 DESCRIPTlqN OF REGORDS AUTHORIZED DISPOSITIQH1

1. Filen/Recqrds Created in Cent ral ADP

Facilities to Create. Use. and MaiDLalu
Master Files.

a. Electronic files or records created Delete / destroy when no longer
solely to test system performance, needed.
as well as hard-copy printouts and
related documentation for the
electronic files / records.

b. Electronic files or records used to Delete after information has
create or update a master file, been transferred to the master
including, but not limited to, work file and verified,

files, valid transaction files, and
intermediate input / output records.

c. Electronic files and hard-copy Delete / destroy when no longer
printouts created to monitor system needed in accordance with sound
usage, including, but not limited business practice and agency
to, log-in files, password files, standard operating procedures,
audit trail flies, system usage
files, and cost-back files used to
assess charges for system use.

2. Input / Source Records,

a. Non-electronic documents or forms Destroy after the information
designed and used solely to create, has been converted to an elec-
update, or modify the records in an tronic medium and verified, or

electronic medium and not required when no longer needed to sup-;

for audit or legal purposes (such as port the reconstruction of, or
'

need for signatures) and not pre- serve as the back;; to, the
viously scheduled for permanent master file, whichever is
retention in a NARA-approved agency later.
records schedule.

b. Electronic records, except as noted Delete-when data have been
in item 2c. entered into the system entered into the master file or
during an update process, and not data base and verified, or when

.equired for audit and legal no longer required to support
arposes. reconstruction of, or serve as

back-up to, a master file or
;

data base, whichever is later.

O
2
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.

ITEM
EQ2 DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

c. Electronic records received from Delete when data have been
another agency and used as input / entered into the master file or
source records by the receiving data base and verified, or when

,

| agency, EXCLUDING records produced no longer needed to' support
, by another agency under the terms of reconstruction of, or serve as
' an interagency agreement, or records back up to, the master file or

created by another agency in res- data base, whichever is later.
ponse to the specific information
needs of the receiving agency.

d. Computer files or records containing Delete after the necessary data
uncalibrated and unvalidated digital have been incorporated into a

( or analog data collected during master file,

Og
s observation or measurement activi-

ties or research and development
,

programs and used as input for a
digital master file or data base. '

3. Master Files. (Including _ Master Files
that are Comnonents of Data Base
ManaRement Systems) Relating to

Administrative Functions.

Haster files thats- Delete after the expiration of
a) replace, in whole or in cart, the retention period. authorized

administrative records . .teduled for for the disposable hard. copy-
disposal under one or more items in file or when no-longer needed,
GRS 1-16, 18, 22, or 231 and whichever is later,

b) consist only of the same information
as is contained in all'or portions
of the disposable records it
replaces or duplicates;

EXCLUDING thone that replace or
duplicate the following GRS_ items GRS
1, items-1, 21, 22, 25f; GRS 2, item 17:
GRS 12, item !; and GRS 18, item 5.

-

3
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1 TEM

EQ2 DESCRIPTION OF RECORDS AUTHORIZED DI1 POSITION

4. DatAJiles cod.gistinv of Summarized

laformation.
(

Records that contain summarized or Delete when no longer needed
aggregated information created by com- for current business.
bining data ele. ants or individual
observations from a single master file
or data base that is disposable under a
GES item or is authorized for deletion
by a disposition job approved by NARA
after January 1, 1988. EXCLUDING data
files that ares
a) created as disclosure-free files to

allow public access to the datas or
b) creeted from a master file or data

base that is unscheduled, that was
scheduled as permanent but no longer
exists, or can no longer be
accessed;

which may not be destroyed before
securing NARA approval.

5. Records Consistine of Extracted
Information.

Electronic files consisting solely of Delete when no longer needed
records extracted fron a single master for current business,
file or data base that is disposable
under GRS 20 or approved for deletion by
a NARA approved disposition job,
EXCLUDING extracts that are
a) produced as disclosure-free files to

allow public accecs to the data; or
b) produced from a master file or data

base that is unscheduled, or that was

scheduled as permanent but no longer
exicts, or can no longer be accessed;
or

c) produced by an extraction process
which changes the infotmational
content of the source caster file or
data base;

which may not be destroyed before
securing NARA approval. For print and
technical reformat files see items 6 and
7 respectively.

4
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$

ITEM *

EQ2 DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

6. Print Filg.

Electronic file extracted from a master Delete when no longer needed.
file or data base without changing it

"and used solely to produce hard-copy
publications and/or printouts of tabula- >

tions, ledgers, registers, and reports.

7. Iechnical Reformat File.

Electronic file consisting of data Delete when no longer needed,
copied from a master file or data base
for the specific purpose of information
interchange and vrftten with varying
technical specifications EXCLUDING
files created for transfer to the
National Archives,

g 8. Security Backun File.

| Electronic file consisting of data
identical in physical format to a master
file or data base and retained in case
the master file or data base is damaged
nr inadvertently erased.

,

a. File-identical to records-scheduled Delete when the identical
for transfer to the National records have been transferred
Archives. to the National Archives and

successfully copied, or'vhen
replaced by a subsequent
security backup file.

b. File identical to record; authorized Delete vhen the identical
for disposal in a NARA-approved records have'been deleted, or
records schedule, when replaced by a subsequent

security backup file.

(s

5

. . ~ . . . -_ - . .-~ _ . - - , . _ _- . _ _ . , , _



._ . .. - - _ . _- - _ - - _ . . . _ - - . _ _ = _ - _ . __

.

:

Tr ansmit tal No. 2 General Fecords Schedule 20
October 30, 1989

ITEM
lh Of$ChlElLQti 0F t!EliM fill 0M?lLDIEt01LT211 |

1
1

G. EludlDE_hidk._IDI_initAril .
I

Electronic indexes, lists, registers. Delete with related rtcords or
and other finding aids used only to when no longer needed, ,

provide access to records authorized fo' whichever is later.
destruction by the GRS or a NARA
approved SP 115. EXCLUDING records con-
talning abstracts or other information
that can be used at an informat ion

; source apart from the related records.

10. FlittlaLtuttiettt_ttngtaing .

Application software recessary solely to Delete when related master file
use or maintain a master file or data or data base has been deleted.
base authorized for disposa An a GR$
item or a N. IRA-approved records sched-
ule. EXCLUDING special purpose aoftware
necessary to use at maintain any un.

'
ccheduled master file or data base or
any master file er data base scheduled
for transfer to the hational Archives.'

11. DEumenLatiim.

Data systems specifications, file speci- Destroy or delete when super-
fications, codebooks, record layouts, seded or obsolete, or upon
user guides, output specifications, and suthorized destruction of
final repcrts (regardless of medium) related master file or data
relating to a master file or data base base,

that has been authorized for disposal in
a NARA-approved records schedul', EXCLU-
DING documentation relating to any
unscheduled master file or data base or
relating to any master file or data base
scheduled for transfer to tha National
Archives.

[ NOTE: See item la of this schedule for documentation relating to system

testing.)

6
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CENf:RAL RITORDS SCill'DULI: 21

Audiovisual R:gnrja

This schedule covers audiovisual and related records created by or for agencies
of the Federal Government as well as those acquired in the course of business.
For audiovisual records that ate not described it, this schedule, agencies taunt
request disposition authority by submitting an SF 115, Request for Records
Disposition Authority, to the National- Archives and Records Administration (NIR).

Audiovisual recordu include sti?1 and motion picture photography, graphic
materials, and sound and video recordings. Related docunientation includes (1)
production files or oth- flies documenting the creation, justification,
ownership, and rights te the records. -,d (2) finding aids used to identify or
access the reenrds.

This schedule does nat, covert (1) cartographic records. (2)-remote sensing
imagery recorded on film or magnetic. tape, or (3) iuicroform copics of textual-
records. Disposable eartographic records and remote sensing imagery recorded on
film are covered by GRS 17; temporary cotoputerized data are covered by CRS 20-and
CRS 23; and reicroform copies ci textual-records that have been authorized by NARA
for destruction need not be aeparately scheduled, in accordance with 36 CFR
1230.10(b).

This schedule does not include descriptions of permanent or potentially permanent
records, Guidance aiuout the identification, inhintenance, use, and disposition of
potentially permanent audiovisual records is provided in the NARA publication,
" Managing Audiovisual Records.: An Instructional Guide." Copies are available
from the NARA Office of Records Administration.

- - - - The word " destroy" is used to authorize the destruction of data or information.
Erasable media such as audio tape should be reused whenever practical. Silver-
bearing photographic film nqist be destroyed in accordance with 41 CFR 101 1003 3,
" Recovery of Precious Metals and Strategic and Critical Materials." '

This Ceneral Records Schedule authoriees the disposal of'certain records without
further concurrence from NARA. Agencies are encouraged to include specific
series descriptions for such records in their. comprehensive schedules while

-

citing the applicable disposition instruction from this General Records Schedule
as the authority for destroying the records.

ITEM
ILQ DESCRIPTION OF RECORDS 6111110RIZED DISPOSITION

11.111 Photorraphy,

1. Photographs of routine award ceremonies, Destroy when one year old or
social events, and activities not when no longer needed,
related to the mission of the agency.

2. Personnel identification or passport Destroy when five years old or' photographs, when no longer needed.

1

..



. _ . _ . _ - - _ _ . _ _ . __ - - _ - _ _ _ . ___ - _ - - -.-

Tr ansiti t t al No. 3 Ceneral Records Schedule 21
February 22, 1991

ITEM

ILL DDIMPI1Wi_QF PIERS AVTHOEl H D E E 051 TION

3. Internal personnel and admin 19tte.tive Destroy one year after
training filnistrips and slides of completion of training

programs that do not reflect. the mission program,
of the agency,

4. Duplicate ite'ns in excess of record Destroy when no longer needed,
elements required for preservation,
duplication, and rc f erence servle , by 36
CIR 1228.184.

Graphi.LetLLE

5. Viewgraphs. Destroy one year after use or
when no longer needed.

6. Routine artwork for handbills, flyers, Destroy one year after final
posters, letterhead, and other graphics, publication or when no longer

needed.

7. Line and halitone negatives, screened Destroy when no longer needed
paper prints and offset lithographic for publication or reprinting.

plates used for photo mechanical
reproduction.

8. Line copies of graphs and charts. Destroy one year after final
production or when no longer
needed,

tiot ion Picturta
l

| 9. Films acquired from outs,ide sources for Destroy one year after
personnel and management training, completion of training

program.

10. Films acquired from outside sources for Destroy when no longer needed.
personnel entertainment and recreation.

I

! 11. Routine surveillance footage. Destroy when no longer needed,

la Routine scientific, medical or Destroy when two years old or
engineering footage, when no longer needcd.

I 13. Duplicate prints and pre print clanents Destrcy wb .. no longer needed.
in excess of those elements required for
ytaservation by 36 CFR 1228.184

2
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1TER

& DFSCRipTION OF RFf0RDS Alml0RIZED DISP 0SITION
,,

Video Recordings

14. Programs acquired from outside sources Destroy one year af ter
for personnel nnd management training. completion of training program.

15 programs acquired from outside sources Destroy when no longer needed.
for personnel entertainment and

recreation.'

16. Rehearsal or practice tapes. Destroy immediately.

17 Internal personnel and administrative Destroy one year after
training programs that do not reflect completion of training program,
the mission or the agency. (These
include " role-p1hy" sessions, management
and supervisory instruction, etc.)

18. Routine survelliance recordings. Destroy when no longer noeded.

19 Routino scientific, medical or Destroy when two years old or
engineering recordings, when no longer needed.

20. Recordings that document routine Destroy when no longer needed. (meetings and award presentations.

21. Duplicate dubbings and pre-mix elements Destroy when no longer needed.
in excess of those elements required for
preservation, duplication, and reference
by 36 CFR 1228.184.

Audio (Sound) Rdcordings

22. Recordings of meetings made exclusively Destroy immediately after use,
for notetaking or transcription,
EXCLUDING recordings of proceedings of
Presidential commissior.s and other
executive commissions.

[ NOTE: Recordings of Presidential and other executive commissions are not'

covered by-the GRS. Such records are usually appraised as permanent. and-they'

must be described on nn SF 115 submitted to NARA for final disposition approval.]

23 Dictation belts or tapes. Destroy immediately after use.

24. Pre-mix sound elements created during Destroy immediately after use.
the course of a motion' picture,
television, or radio production.

3
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1 TEM

No. DISCHIPTION OF I!ECORDS Alml0hI7.ED DISP 0SITION
.

25 1.ibrary sound recordings (e.g., errects, Destroy when no longer needed.
music).

26. Daily or spot news recordings available Destroy when six months old or
to local radio stations on a call-in when no longer needed,

basis.

27 Dup 11cato dubbings in excess or those Destroy when no longer needed,
elements required for preservation,
duplication, and reference by 36 crn
1228.184.

Related Documentation

28, production riles or similar riles that Disposo of according to the i
document origin, development, instructions covering the i
acquisition, use, and ownership of related audiovisual records. 4

temporary audiovisual records. |
|

29. Finding aids for identification, Dispose of according to the )
retrieval, or use of temporary instructions covering the
audiovisuni records, related audiovisual records.

O
1 u
|
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CENERAL RECORDS SCHEDULE 22

Inspector Cencral Records

The Inspectors General monitor agency programs and operation, to p u re W
reduce vaste and fraud and to improve agency management. The w e t : c org ra l
Act of 1978, as amended, and other legislation established an Otrh.. 4 Inspector
General (010) in selected Covernment agencies. Several other agencies have i

created nonstatt. tory 010s. An OIC conducts and supervises audits and tr.vestiga-
tions; recommenda policies to promote economy, efficiency, and effect,v6 ness and
to prevent fraud and abuse; and reports problems, deficiencies and progress to the
agency head. 0105 must submit reports to the Con 6ress.

This schedule covers the two major series of disposable investigative, audit and
related recordo created or rnaintained by an 010. Indexes to ther.e files are
covered by General Records Schedule 23, Records Common to Most Offices Within
Agencies, item 9. Correspondence or subject files, policy files, publications,
reports to Congress, and any other records not specifically described in this.
schedule must.be scheduled by each agency individually. This-schedule does not !

) authorize disposal of investigative cane files for cases that result in national
media attent. ion, Congrepaional investigation, or substantive changes in agency

.palicy or procedure. Such files must be scheduled by submissiu-of an SF 115. *

This schedule does not apply to records created or accuruulated by Inspectors
General of military agencies (i.e.. the Department of Defense and all DOD
components) and the Central Intelligence Agency.

The records described in this schedule are authorized for disposal in both hard
copy and electronic forms, as provided in CRS 20, Electronic Records, and CR$ 23
Records Common to Most Offices Within Agencies. *

ITEM> ,

NL DISCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Investicative Case Files for Civilian
Atencies other than the Central Inte111r,enqg

Af tIlaX-
'Case files' developed during investigations

of known or alleged fraud and abuse and
_

irregularities and violations of laws and
regulations, EXCLUDING those; that result in
national. media attention, Congressional
investigation, or substantive changes in

| f -a'gency policy or procedure. Cases relate to
agency personne1'and programs and operations
administered or financed by the agency,

l'
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including contractors and others having a
relationship with the agency. This includes

| investigative files relating to employee and
i hotline complaints, and other miscellaneous
I complaint files. Files consist of investi-
! gativo reports and related documents, such
[ as cortaspondence, notes, attachments, and
| working papers. ,

1

| a. Files containing information or allega- Destroy when 5 yearn old.
j tions which are of an inventigative

nature but do not relate to a specific<

! i nve s t i r,a t 100. They include anonymous or
| vague allegations not warranting an
: investi6ation, matters ref erred to con-
'

stituents or other agencies for handling,
and support files providing general o

i information which may prove useful in
Inspector General investigations.

| b. All other investigative case files except Place in inactive files
those that are unusually si6nifiennt for when case is closed. Cut
documenting major violations of criminal off inactive file at end
law or ethical standards by agency of fiscal year. Destroy
officials or others, 10 years after cutoff.

[ NOTE: Significant cases, i.e., those that result in national media attention,

| Congressional investigation, and/or substantive changes in agency policy or
| procedures are not covered by this item. The disposition of significant

investigative files will be determined by NARA. Such files must be scheduled by
submitting an SF 115.]

2. Mulit Citir_fily s o f Qv tlj an A genc i e s O t he r
than the Central Intelligence utnty.

Case files of internal audits of yency cut off at end of fiscal
programs, operations, and procedures, and of year in which case is
external audits of contractors and grantees, closed. Destroy 8 years
Consists of audit reports, correspondence; after cutoff.
memoranda, and supporting working papers,

r

,

2
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;

GENERAL RECORDS SCHEDUL5 23

Records Common to Most offices Vithin Acencies
|

This schedule provides for the disposal of certain records common to most offices
in Federal agencies. It covers administrative subject files facilitative
records such as suspense files, tracking and cont 91 records, calendars, and
indexes and transitory documents: as well as certain types of records created in ;

einctronic f orm on stand-alone or networked micro-and mini-computers.

Office Administrative Files described under item 1 ara records retained by an

originating office as its record of initiation of an action, request, or response
to requests for information. This item may be applied-only to separate adminis- !

trative files containing such records as copies of documents submitted to other
offices for action including budget feeder documents, purchase orders, training

,

!
requests. Item 1 may not be applied to files that also contain program records, >

and it may not be applied by an office that receives and takes action-on
documents submitted by other offices.

ITEM
& PISERIPTION O_F RECORDS Ai!Ili2RIZED DISPOSITION

|
'

1. 01Lic.g_Mgdnistrative File 1
Records accumulated by individual Destroy when 2 years old, or
offices that relate to the internal . when no longer needed,
administration or housekeeping acti- whichever is sooner.

i vities of the office rather than the
';

' functions for which the office exists.
In general, these records relate to the
office organization, staffing, proce-
dures _and communications; the expend.

"iture of funds, incJuding budget
records: day-to-day administration of
office personnel including training and
travelt supplies and office services and
equipment requests and receipts: and the
use of office space and utilities. They ;

may also include copies of internal '

activity and workload reports (including
work pregress . statistical, and narra- t

tive reports prepared in the office and
forwarded-to higher levels) and other
materials that do not serve as unique- ;

documentation of the programs of the-
*

office.

~

[ NOTE: This schedule is not applicable to the-record copies of organizational'
charts, functional statements, and related records that document the essential

,

organization, staffing, and; procedures of the office, which must-be scheduled
'prior to disposition by submitting an SF 115 to NARA,)

1

_
- ..
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2. Endlintruint_Ellti.

Documerits such as letters, messages,
memoranda, reports, handbooks, direc.
tives, and manuals recorded on elee.

tronic media such as hard disks or
floppy diskettes

a. When used to produce hard copy which Delete when no longer needed to
is maintained in organized files. create a hard copy.

b. When maintained only in electronic Delete after the expiration of

form, and duplicate the information the retention period authorized
in and take the place of records for the hard copy by the GRS or
that would otherwise be maintained a NARA-approved SF 115.
In hard copy providing that the hard
copy has been authorized for
destruction by the GRS or a NARA.
approved SF 115.

3. Administrative Data Bases.

Data bases that support administrative Delete information in the data
or housekeeping functions, containing base when no longer needed,
information derived from hard copy
records authorized for destruction by
the GRS or a NARA-approved SF 115, if
the hard copy records are maintained in
organized flies, and hard-copy printouts
from these data bases created for short-
term administrative purposes.

4. Electronic Jpreadsheets.

Spreadsheets that are recorded on
electronic media such as hard disks or
floppy diskettes:

a. When used to produce hard copy which Delete when no longer needed to
is maintained in organized files, update or produce hard copy.

O
1
|

l 2
|

|
_ .



. . _ . . . . _ _ . _ . _ _ _ _ _ . _ _ _ _ _ _ . . _ _ _ _ , - _ _ _ _ _ _ . _ . _ _ _ _ . _ . .-

;

Transmittal No. 2 General Records Schedule 23
October 30, 1988 .

,

; ITEM
HQ1 DESCRIPTION OF RECORDS AUTHORIZED. DISPOSITIONl

b. When maintained only in electronic Delete after the expiration of

form. the retention period autnorized
for the hard copy by the GRS or t

a NARA-approved SF 115. If the j
electronic version repicces
hard copy records with dif-

1fering retention periods, and
agency software does.not read- >

11y_ permit selective deletion,
delete after the longest .

'

retention period has expired.

5. Schedules of Daily Activitigg. -

Calendars, appointment books, schedules.
logs, diaries, and other records docu.

'menting meetings, appointments: tele-
'

phone cail ; t.2ps, visits. and other
activities by Federal employees while
serving in an official capacity, created
and maintained in hard copy or_ electron. r

ic form, EXCLUDING materials determined
to be personal.

a. Records containing substantive in. Destroy or delete when 2 years
formation relating to official acti- old,

vities, the substance of which has
not been incorporated into official i

files EXCLUDING records relating to
the official activities of high !

government of ficials J aee note) .

[ NOTE: High level officials include the heads of departments and independent'
agencies, their deputies and-assistants: the heads of program offices'and staff

'offices including assistant secretaries, administrators,_and~ commissioners
_

;directors of offices, bureaus, or equivalents principal' regional officials: _ staff
'assistants to those aforementioned-officials, such as special assistants, confi-

dential assistants, and administrative-assistants: and-career. Federal employees. -

political appointees and officers of the Armed. Forces serving in equivalent or'
'

comparable posi+ tons. Unique substantive records _. relating to the activities of
these individuais must be scheduled by submission of an SF-115 to NARA.)

,

b. Records documenting routine activi- Destroy or delete when no- .

"

ties contining no substantive infor- Llonger needed,
mation and records containing sub-

-

stantive information, the substance
of which has been incorporated into
organized files.

;

I
- -3-

i
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6. Egggense Files.

Documents arranged in chronological !

order as a reminder that an action is
required on a given date or that a reply
to action is expected and, 11 not
received, should be traced on a given
date,

a. A note or other reminder to take Destroy after action is taken.
action.

b. The ille copy or an extra copy of an Withdraw documents when reply
outgoing communication filed by the is received. (1) If suspense
date on which a reply is expected, copy is an extra copy, destroy

immediately. (2) If suspense
copy is the file copy, incor-
porate it into the official'

flies.

7. Transitory Filet.

Documents of short-term interest which Destroy when 3 months eld, or
have no documentary or evidential value when no longer needed, which-
and normally need not be kept more than ever is sooner.
90 days. Examples of transitory corres-
pondence are shovn below.

a. Routine requests for information or
publications and copies of replies
which require no administrative
action, no policy decision, and no
special compilation or research for
reply.

b. Originating office copies of letters
of transmittal that do not add any
information to that contained in the
transmitted material, and receiving
office copy if filed separately from
transmitted material,

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

4
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'
ITEM
& DESCRIPTION OF RECQERS. AUT110RIZED DISPOSITION *

.

h

0. Iry_sLine and Contrg L Eg.carj.g.-

Logs, registers, and other records in Destroy when no longer needed.
hard copy or electronic form used to
control or document the status of S

correspondence, reports. or other >

records that are authorized for
destruction by the GRS or a NARA.
approved SF 115.' ,

9. Findine Aids for indexes).

Indexes'. lists, registers, and other Destroy or delete with the
finding aids in hard copy or electronic related records or sooner if no
fora used only to provide access to- longer needed.- ,

records authorized for destruction by
the GRS or a NARA. approved SF 115
EXCLUDING records containing abstracts
or other information that can be used as
an information source apart from the i

related records.

.

h

i

T

T

F

'
,

.-

..

,

11
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General Records Schedules Subject Index
June 1988

GENERAL RECORDS SCHEDULES

SUBJECT INDEX

Schedulo Ltyg

Accidents. General (see Investigative Files)

Accident, Motor Vehicle Report 10 5

Accountable Officers' Heturns 1 6

Accountability
Classified documents 18 5
Forms, transportation requests _ 9 1,3
Keys.: security and protective ;18 16
Personal property, flies - 18- 15- - - - -

Transportation and travel 9 4

Accounting
Accountable- officers' returns 6 1-

_

Availability of funds 6 4
Collection of funds 6 4
Correspondence 6 5g Custody of funds 6 4

} Deposit of funds 6 4
Exception, notices of GAO 6 2
Settlement, certificates of 6

. 3-Support documents 6 7,8,9
Surety, personnel bond 6 6

Accounts
Accounts, general- 7 2
Allotment 7- -3
Posting and Control media 7_ 4

Acquisition of Real Property, Title Papers 3 1

Administrative Files (Office) 23 1
Data Bases 23 3Master Data Files 20- 3

Administrative Management
Committees 16 8:
Feasibility studies -16 9
Forms 16 3
Notices and other issuance 16 1
Project control 16 5-
Records management 16 2,4,7
Beports control 16' 6-

Aerial Film
17 2~

1

.

-_
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General liecords Schodules Subject Inden

June 1988

Schedule Item

Administrative Claims Files 6 10

ADP (see Electronic liecords)

Affirmative Action Plans 1 25

Allotment Ledgers 7 3

Analog Datn (uncalibrated) 20 2d

Applications
Employment i 15
Grants 3 13
llousing 15 7

Apportionment and lleapportionment (see Dudget)

Appropriation Warrants 6 4

Architecture
Drawings 17 4.5.7
Models 17 9

Arrests 18 14

Audiovisual
Contracts 21 28
Finding aids 21 29
Graphic arts 21 5-8

Artwork
Flyers 21 6
Letterhead 21 6
Posters 21 6

Linecopies, charts & graphs 21 8
Photo-mechanical reproduction 21 7
Viewgraphs 21 5

Motion pictures 21 9-13
Duplicates 21 13
Fagineering 21 12
Entertainment 21 10
Scientific medical 21 12

Surveillance 21 11
Training 21 9
Production files 21 28
Scripts 21 28
Sound recordings 21 22-27

Dictation 21 23
Dubbings 21 25
Effects 21 25
Meetings 21 22
Media production 21 24
News recordings 21 26

2

-, - - _-



General Records Schedules subject Index
June 1988

f!.dttiult ILes

Audiovisual (continued)

News recordings 21 26
Pre-mix elements 21 24

Still photography 21 1-4
Ceremonial 21 1

Duplicates 21 4

Filmstrips (internal training) 21 3

Passports 21- 2
Person:;e1 identification 21 2
011 des (internal training) 21 3

Video recordings 21 .14-21
Awards presentation 21 20.

Dubbings 21 21
,

Engineering 21 19
Entertainment 21 15
Hanagement instruction 21 17
Hedical 21 19
Heetings 21 20
Practice tapes 21 16
surveillance 21 18

/'~' Training 21 14,17

Audit Case Files 22 2

Automobile Permits II 4

Awards (Personnel) 1 12.13

Bid and Proposal Files 3 5
Acceptable bidders 3 5d
Cancelled 3 Sc.13
Successful 3 Sa
Unsuccessful 3 5b 13

Bills of Lading 9 i

Binding 13 2

Bonds
Campaigns 23 7

Personnel surety 6 6
Savings 2 5.6,7

Budget
-Apportionment 5 4

Correspondence files 5 3

h)_
Reports 5 3

( Vork papers 5 3

3-

- . = .
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O
Schedule Jits

Bu11 din 6 Space and Maintenance
Allocation 11 2

Correspondence 11 1.2b
Credentials 11 4a
Directory service 11 3

Plana 11 2a
Release 11 2

Reports 11 2b
Reque6t for services 11 5

'J t i 14 c at ion 11 2

|

Calendars 23 $

Carrier (see Transportation)

Cartographic
Aerisi film 17 2

Color palls 17 1

Color separation sheets 17 1

Composites 17 1

Data tapes 17 3

Haps
Correction 17 1

Case Files
Classification appeals 1 7b
Contract appeals 3 15
Emergency planning 18 27
Erroneous release 14 36
FOIA appeals 14 12
Informational services 14 4

Personnel
EE0 complaint 1 25
Incentive awards 1 12a 13
Labor management 1 28
Security 18 22

Privacy act amendment 14 22
Procurement 3 3

Real Property 3 1

Surplus property 4 3

Certificates
classified document destruction 18 3

E11gibles (employment) 1 5

Export 9 1

Performance rating 1 23
Settlement 6 3

Tax exemption 3 12

| Tax 2 18
Title 3 1

Transit 9 1

4

|
._ _ . ,
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Transraittal No. 3 Ceneral Records Schedule Subject Index
February 22, 1991

Schedule Lt.ca

1 Charity appeals 23 7
,

Charts (see Cartographic)

| Civilian Personnel (sco Personnel)

h Claims
| Adminis trative 6 10

| llealth benefits, former spouse 1 35
Waiver of, administrative 6 11.

Classified Documents
! Access control 18 6

Accounting 18~ $
.;

Adrainistrative correspondence 18 1,

} Container security 18 7
4
i

Classified Information and control
| Access control 18 '6

i Container security 18 7

} Correspondence 18 1

Destruction certificates 18 -3,

Inventory 18 4

Receipt 18 2
,

j,

Classified or Classifiable Information j
'

Nondisclosure Agreement - 18 25
'

j- Clearance (see Personne) Security Clearance)
;1

College Personnel Program 1 3 |

Commendation Letters 1- 12c-

!
j Committee Management. -16 8c ;

o
Committees 16 8 {j

|- Communications |
Administrative 12 2

'

; Correspondence 12 2
.

'

Equipment- 12 . 2b,2d(2) ;

Messages 12 3b |
Operation 12 - .2,3a ~ ;

: Reports.
L Adrainis t rative 12- 2b
i Load 12 3a- i

Performance -12 3a.

,

I !
,
, ;

|~ I

5 i
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| Februacy 22, 1991

i Ethe.di!1t 11 TID

| Communications (continued)
! Statistical (reports) 12 2c

Vouchers 12 2d
|

,

Complaints, Dis,rimination 1 25'

Construction (see Design and Construction)

Contract Appeals Case riles 3 15-

Contracts 3 3

21 62

contractors' Employment Practices, EE0 1 25d(1)

Contractors' Payrolls 3 11

Contractor's Statement of Contingent or

Other Fees 3 16

Control Files
classified documents 18 5

FotA 14 13
' Generai 23 8

Mandatory Review 14 33

Printing 13 3 i

Privacy Act 14 24

. Correspondence
| Accounting 6 5

building and space maintenance 11 1,2b
i

Communications 12 2

Cost accounting 8 1

Emergency planning 18 26

| E m nditure accounting 7 1

; Facilities, security 18 8

i Grants 3 14

Housing 15 1

Informational Services 14 1,2,5

Motor vehicle 10 1,7
Pay 2 2

Personnel 1 3,4,17a,17c,
18a,33b

Personnel security 18 21

Plant accounting 8 1

Printing, Administrative 13 1

Procurement 3 2

Property disposal 4 1

Security and protective service 18 8

6

.
_
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Transreittal No. 3 Ceneral Records Schedule Subject Index
February 22, 1991

,

Schedule itcIn. .

Correspondence (continued)
Space and mairtinnnee 11 1

,

Stores accountin6 8 1

Surplus property 4 1

Transportation 9 4

|Travel 9 4

Word processing 23 2 !
l

Cost Accounting ,

Correspondence 8 1 i

Ledgers 8 7

Reports 8 ~ 6

Credentials 11 4--

f18 12,19a

Credit Card Purchases 6 1, 7. , 8

Declassification (See Mandatory Review for4

Declassification) |

2 15,20
9 Deductions, Payroll

Design and Construction 17 4 12
.

i

Discrimination complaints 1 25 i
;

Dispensary Control Files 1 - 20
|

Driver Tests 10 7
,

Drug Testing _1 36

E1cetronic Records
Backup media -20- 8- i

Calendars 23 5 ,

Control files 23 8

Data bases-(administrative) 23 3- >

Documentation 20 11- [
Extracted data 20 5

- Federal procurement date system 20 3d

- Findin6 aids 20- 9-

23 9
~

Input-data (see-Source data)
Intermediate data- 20- lb

i Master' data files
'

Administrative (routine) _20 3

23 3

Reformatted 20 7
*

Summarized data 20 - 4
s

7

-
-
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'

February 22, 1991
,

EthtAulf 1.11 3

i i

i Electronic Records (continued)
Messages 23 2

Print files 20 6

Printouts 20 la, Ic

23 3

Prograrn s , special purpose 20 10

Publications 20 6

Reports 20 6 >

Schedules of daily activities 23 5
,

Software (see Programs)
Source data 8 7 ,

20 2

Speeifications 20 11

Spreadsheets 23 4
,

| System usage files 20 1c

Temporary media 20 lb
Test data 20 la '

Test doeurnentation 20 la
Tracking ffles (see Control files)
Update records 20 lb
Valid transaction files 20 lb
Word processing files 23 2

Work files 20 lb
,

Emergency Planning
Case files 18 27
Correspondence 18 26
Operations testn 18 28

Employee Performance 1 23

Employee Records (See Personnel and also Payroll) |

Employee Safety 1 3a
I

l

Employee Transfer and Detail 1 14 )

|Equal Employment Opportunity Complaints 1 25

1

Erasable Media (see Electronic Records) i

'Erronecus Release 14 36

Execut' s Development Program 1 3

Expenditure Accounting
Allotment 7 3

Correspondence 7 1

|
,

!

_ _ _ _ _ _ _ _ _ _ . . _ _ _ _ . _ _ . _ _ . _ . _ _ ~ . _ . . _ _ _ . . . , , . _ . _ . . _ . _ _ _ - _ . _ . _ . _ _ < _ _ _ . _ , . _ _ _ , _ , _ .- .
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Transmittal No. 3 General Records Schedule Subject Index
February 22, 1991

Schedule 1115

Expenditure Accountinb (continued)
Ledgers 7 2
Posting and control 7 4

Facilities, Security
Correspondence 18 8
Inspections and surveys 18 9,10
Investigation 18 11

Feasibility Studies 16 9

Federal Register, Documents Published in 16 13

Films
Duplicates 21 13
Engineering 21 12
Entertainment 21 10
Scientific and medical 21 12
Surveillance 21 11

-Training 21 9

Finding Aids
Audiovisual 21 29
Ceneral (including electronic) 23 9
Information services 14 6
Mainframe computer 20 9

Flexitime Attendance Records (see Payroll):

Followup Files (see Suspense Files)

Forms 16 3

Freedom of Information Act Files
Administrative -14 15
Appeals 14 12
Control 14 -13-
Erroneous release 14 36
Reports- -14 - 14 .
Requests- 14 11

Freight 9 1.2

Freight and-Passenger Transportation Files- -9 1,3

Gasoline Sales Tickets- 6- 7-

9

_ _ _ - _ _ - _ _ _ - _ .
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i Transmittal No. 3 ceneral Records Schedule Subject Index
February 22, 1991

Schedule 111t3
;

General Accounting Office
Notices of exception 6 2'

| Site audit 6 1

| Support doeweentation 6 7,8,9

i Gover:anent Losses in Shipment Act 9 2
i

Graphic Arts (also see Audiovisual) 21 58

! Guard
Assignment 18 13

.;

Facility checks 18 18i

i service control 18 19

Logs and registers 18 20

llealth Benefit s Clairns, Former Spouse 1 3b

i

llealth Prograrns , Civilian
,

i Dispensary logo 1 20
i Employee medical folder 1 21

{ Health record card 1 19
Individual cases 1 21d

Reports 1 22
,

| Ilousehold Effects, Shipment of 9 1

!
' llousing

Applications 15 7i

r As s i gnme n t 1$ $

Correspondence 15 1

Furnishings inventory 15 6

Lease 15 4
Maintenance and repair 15 2

Reporte 15 3

Requests (EEO) 1 26c
Tenant 15 Sa

Vacancy 15 5

|
! Identification Credentials 11 4
|

Incentive Award Case files 1 12

Indexes (see Finding Aids)

Information Collection Budget 16 12

0
10
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| Transmittal No. 3 Ceneral Records-Schedule Subject Index
: February 22, 1991

Scheduls lin
i
i Information Resources Management
| Information collection budget 16 12

|
Systems studies 16 9

j Triennial reviews 16 11

Informational Services
Acknowledgement files 14 2

| Bibliographies 14 6

Correspondence 14 1,2,$ i'

Freedom of information 14 11 15
]Erroneous releast 14 36 ,

.

I Infor.aation retrieval system 20 10 ;
' Press service files 14 3 |

'
; Privacy Act files 14 21 2$

Project caso files 14 .4 i
Publications 14 6 |

1 Roquests 14 1 - ;-

Injury and 111 ness, occupational 1 31,35
!
i<

Inspections!

Micr~aform logs 16 10
Safety and Security i

; Government. owned facilities 18 9

Privately + owned facilities 18 10 j,

iInspectors General 22 12 i

I
Interview -- 1 8 [

!
Inventory, equipment and supplies 3 9 j
Investigation 18 11

22 1 . !
Invitations {,

1 Bid 3- 5 ;,

,. -
Committoe meetings 16 -8b(2)' '

-

7

invoices Stores Accounting _8 2 j

l Job Descriptions 1 7

fKey Control, Security 18- 16-

Labor Management Relations' 1 28-
. p

Leave 2 .- 8,9,10
4

9 _ |
.
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February 22, 1991i

! Esbedule Item |

Ledgers
Allotment 7 3

! Cost report 8 7

| Electronic files to produce 20 6

General accounts 7 2

| Plant accounting 8 5

j Subsidiary 7 4

; Levy and Carnishment 2 19

i

Losses in Shipment t.ct, Covernment 9 2 ;
,

l

'
Hall

i

Administration 12 Sg

; certified 12 Sa

Control 12 5

Delayed delivery report 12 Sa

Express 12 $a

Insured 12 Sa

Loss report 12 8

Messenger service 12 1,4c,5f,5h'

1 Overnight 12 Sa ,

Penalty mail reports 12 6
.

Postal irregularities 12 7
'

Private mail companies 12 5

Receipt and routing 12 Sa

Receipts 12 Sa,6f
i

| Registered mail 12 Sa,6b
Stamps 12 6c,6e

| Statistient reports 12 6b,6d

Malling List 13 4 i

Maintenance 11 1,5
|
|

f Management (see Administrative Management)
|

Mandatory Review for Declassification'

' '
Administrative files 14 35

! Appeals 14 32

i Control 14 33

| Reports 14 34
! Requests 14 31
l

Maps (see Cartographie)

Measurement Data, Electronic 20 2d

Medical Records 1 19 21

12

_ . _ - . . , . _ _ _ _ _ . _ . . _ . .
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Transmittal No. 3 General Records Schedulo $ubject Index !

February 22, 1991

Schedule E gg

Merit Promotion case Files 1 32
|
1

Mensonger Service 12 la |

Microform Inspection 16 10
' i

-

|
!
>

Motion Picture (also see Audiovisual) 21 9 13 >

Production files -21 28 |
!

|Motor Vehicle
Accidents 10 5 3,

| . Correspondence 10 1,7- )
'

j Cost and expenso data 10 3

Maintenance 10 2b i,

Operation 10 2a ;
'

; Operators 10 7 |
| Releases 10 6 ;

Reports 10 4 ;

| National Defense Executive Reserve cases 18 29
*

1
' Nondisclosure Agreements.(classified or classiftable 18 25 . ;

information) *

Nonerasable Media (see Machine P,endable) {
!

-Notices- 16 1: ,

23 7c

Notification of Personnel-Action 1- 14 r

2 11 !

|Observational Data, Electronic 20 2d

Occupational Injury and Illness 1 31,3.0 - f
i

official Personnel Folders 1 1, l'J I

overness Employment 1 3 i
- !

Parking Permits :11 4a, j
.

Passes 11, 4a !
.

Passports. 9 5' i
Photographs 21. '2'-

i

,

13
..

- -m-man -
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! Transmittal No. 3 Ceneral Records Schedule Subject Index l

February 22, 1991

'l SShts!M.lt 11tB j

Pay i

Allotments 2 4

Applications for leave 2 8
,

Bonds
Authorization 2 4

Purchase 2 7

Receipt and t ransini t t al 2 6
,

Re gi s t ra t. i on 2 5

Budget authorization 2 12
i

Correspondence 2 2

Individual earnings and service cards 2 1

Insurance deductions 2 20
'

Leave record 2 9,10
! Personnel action, notification of 2 11

Time and attendance reports 2 3

Payroll4

Change slips 2 15

Correspondence 2 2

Piscal schedules 2 16

Flexitime attendance 2 3b

; Levy and garnishment 2 21

Payrolls (memorandum copy) 2 13

Registers 2 14

Reports
Administrative 2 17

Retirement 2 19 i

Taxes 2 18e
Taxes 2 18
Wage survey 2 22

,

Performance Rating 1 8,23

Personal Inj ury 1 31

|
| Personnel (Civilian)

Adverse action 1 30b
Affirmative Action Plans 1 25h

i Application record card 1 33d
Applications for employment 1 15,33h,33k
Appointments 1 4

Awards 1 12,13
| Certificates of eligibles 1 5,33m |

Certification ccquest control index 1 33n 1
'

| Correspondence 1 3,4,17a,17c,
18a,33b |

Counseling 1 26 l
'

" Delegated agreemtats" 1 33

Discrimination cases 1 25
Displaced employee program 1 33o,p
Dispensary logs 1 20

|

14
|

- - . . . - - - - . - . _ - . - . . . - - - - _ _ _ . - - - - - - . . _ . - . , -
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Transmittal No. 3 General Records Schedule Subj3ct Index
i February 22, 1991

Schedule item

Personnel (continued) j|
Driver tests 10 7 -'

Drug testing 1- 36
|;

Employee interviews 1 8 |
Employen nodical folder 1 21 :

Employee record card 1 6

Equal Employment Opportunity 9.23a,25'

Evaluations 1 7c(1)(b),3a
Examination Announcement cases 1- 33e
Examinations _1 33j
Financial disclosure reports 1 24
Crievance 1 30a
Health benefits claims, former spouse -1 3$
Health record cases 1 21
Health records, individual 1 19,21
Health unit control files 1 20. ;

incentive Awards
Cases 1 12a i

Reports 1 13 ,

Informational files 1 18
'

Injury and illness 1 31 .

Interviews 1 8
Labor mance, ament relations 1 28
Leave 2 8 9,10,

Letters of reference 1 10
Motor vehicle operation 10 7 4

-Notification of Personnel Action 1 14 *

Official Personnel Folder- 1 1.10 l

Performance ratings 1 8,23,

| Personnel security case files 18 22
Position classification

Appeals 1. 7d-
iStandards 1 7a(1)

Survey 1 -7c(1)
Position descriptions 1 7b

'

Position identification strips' 1 11'
ReductioniIn+ Force (RIF) records 1 17b(1),30b

iReS sters of eligibles- 1 33f
Reports

Audits:of dele 6ated examining operations 'l _339
*

Statistical 1 16,22,25f -

Time and attendance 2 3
Retention registero _1 17b
Retirement 2 19

' Security clearance 18 23
Security violation 18 24, ,

1 -Service record _rard 1 2
\ Standards of conduct 1 27-

Temporary records. 1 10-

5

>

15
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: Transtnittal No. 3 Ceneral Records Schedule Subject Index
| lebruary 22, 1991

S.thetnic iten
'

Personnel (continued)
Test innterial stock cont rol 1 33c

;

1 Tirr,e and attendance 2 3

| Training 1 29

Vacancy announcernent s 1 32 |

Personnel Security
case files 18 22

Correspondence 18 21

Status 18 23.

Violations 18 24,25 |

Photographs (also see Audiovisua1; 21 18

Plant Accounting
,

Account cards 8 5
,

Correspondence 8 1

Ledgers 8 5

Police Records 18 14

Position Descriptions 1 7

Postal Irregularities 12 7

Postal Records 12 4

Press Service 14 3

l'r i n t i .ig
Correspondence l' 1

Malling lists 4

Mana gerne n t 6.

Planning 13 2b

| Projects 13 2a

Reports to Congress 13 5

Registers 13 3

Privacy Act
Adini ni a t rat ive 14 26

Aniendine n t cases 14 22

Control records 14 24
Discic;ure 14 23

Erroneous release 14 36

Reports 14 25

Requests 14 21

O
10
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Transmittal No. 3 .. General Records Schedule Subject Index
Vebruary 22,-1991

Schedule itf3

Procurement g

Bids snd proposals, 3 5
Bond and surety 3 3

Contract. appeals 3- 15
Contractors' payrolls 3 11
Contracts 3 3

Correspondence 3- 2.
Federal procure'. ant data system '3 3d
Inventories 3 9'
Purchase orders -3 3
Real property acquisition 3. 1
Requisitionc 3 3,6,7,8
Small and disadvantaged business

utilization 3 17i
'

Supply management 3 4
Survey. reports of 3 9c

.

Tax exemption cer;ificates .3 .12
Telephone statements 3 10

Production Files (Audiovisual) 21, 28-

Promotion Merit 1: 3,32
.I

Proposals'(also see Bids) 3- 5,13

Proporty-Disposal
..

Correspondence 4 .1
Excess person property reporta 4 2

'

Real property disposc1 4- ' 4 ;-

Surplus property 4 3

Publicatione, Electronic 20 6

Purchase Orders- ~3 3

Recordings
Sound (aad .o) :21 46 61'i

,

Video 21: .28 4S

Records Disposition Files' 16' - 2 -.

Records lloldings _ Tiles 16- 4

. Records Management Files 16 7
'

-Reduction-In Force (RIP) Records (see Personnel)

$ .

.s.

)
17-

-- - - _ =____ _ _---- _ __ w __



Transmittal No. 3 General Records Schedule Subject Irh x
February 22, 1991

Schedule lLEID

Reports
Accident, motor vehicle 10 5 -

Budgec 5 3

Building space and maintenance 11 2b
*

Communications 12 2b,4a
Control 16 6

Cost accounting 8 6

Electronic files te produce 20 6

Freedom of Information 14 11

Ilealth programs, civilian 1 22

Housing 15 3

Incentive award 1 13
Joint Committee on Printing 13 Sa

I 1.osses in Shipnent Act, Government 9 2

Mail 12 Sc,6b,6d,7,8

Motor vehicle 10 4

Pay 2 3

Payroll 2 17,18c,19
,

Personnel 1 13,16,22,
25f,33q

Privacy Act 14 25
Property disposal 4 2

Space and maintenance 11 2

Statistical
Communications 12 2c
Mail (statistical) 12 6b,6d

Surplus property 4 2
' U.S. Savings Bonds 2 7

Requisitions
Bindings 13 2.

Control registers 13 3

Duplication 13 2

llousing maintenance and repair 15 2b
Nonpersonal 3 7

Printing 13 2a
Procurement 3 3d
Public Printer 3 6

Stamps 12 Sa
Supplies and equipment 3 8

Retirement 2 19-

Safety and Security Inspections 18 9

Schedules of Daily Activities 23 5

Scripts 21 28

-

'

18
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( Transmittal No. 3 General Records Schedule Subject Index
; February 22, 1991
i
| Schedule Item 1

Security and Protective Services I

Corrrspondence la 8 i
'Guard assignment and strength 18- 13

[ Cuard force faci *tity checks 18 18 -1

1 Guard log and registers 18 20
'

) Guard service control 18 19

| Investigations 18 11 f
Key accountability 1E 16 |

j Lost or stolen property 18 15
j Police files 18 14
i Property pass files 18 12 >

| '. Survey and inspection 18 -9,10
| Visitor control filer 18 17.
!

| Selective Placement 1 $,14-
1

i Shortage and Demurrage Reports .9 1 |
t

k Site Audit Records 6 1

h
^

2 1

! 9 1
1 '

[ Small and disadvantaged business utilization (See
;

p Prneurement)
-

Software 20- Id,10 -i
,

. Sound Recordings (also see Audiovisual) 21 - 46-61
f

,

Space and Maintenance '

Allocation and utilizatinn 11 '2 ,

Building plans 11 2 .

Correspondence 11 1,2bi

I- Credentials 11 -4
_ _ _

Directory service ' listings . 11 3
Maintenance 11 5
Reports 11 2b ,

'

Specifications 4 4

Spreadsheets 23 4

Statement of Employment and Financial Interest 1- 24b
i

Statistical Files
Extracted data 20 5 ;

Summarized data 20 4
i

Still Pictures (also see Audiovisual) 21- 1-4
,

| 1' 9 -
,

.1
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Transmittal No. 3 General Records Schedule Subject Index
February 22, 1991

Schedule Item

Stores Accounting
Correspondence 8 1

Invoices 8 2

Returns and reports 8 3

Work papers 8 4

Suggestions Employee 1 12a(1)

Supply
Inventory 3 9

Requirements 3 4

Requisitions 3 6,7,8

Surety Bond Files 6 6

Surplus Property
Correspondence 4 1

Personal property 4 3

Real property 4 4

Reports 4 2

Suspense Files 23 6

Tax Exemption Certificates 3 12

Tax Files 2 18

Telecommunications 12 2,3

Telegrams 6 9

Telephone Statements and Toll Slips 3 10
6 8

Time and I,t endance Reports 2 3

Title Papers 3 1

Tracking Files (See Control Records)

Training Records 1 29

Transit Certificates 9 1

Transitory Files 23 7

Transportation
Accountability 9 4

Bills of Lading 9 1

Correspondence 9 4

Freight records 9 1

20

- - _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
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. Transmittal No. 3 General Records Schedule Subject Index4

February 22, 1991

Schedule 1123 ,

Transportation (continued) '
o

Lost or damaged shipment 9 2
'

,

Travel
Accountability 9 4

Authorization 9 1

Correspondence 9 4 :

Orders 9 3'

Passports 9 5

Reimbursement 9 3

Requests 9 1

Vouchers 9 1-
,

.

U.S. Postal Service Records 12 4

U.S. Savings Bonds
Payroll savings -2 4

,

Receipt and transmittal 2 6

Registration 2 5

Reports 2 7

Vacancy announcements 1 32'

Video Recordings _(see also Audiovisual) 21 14-21i

V1.itors' Passes 11 4
.

| Vouchers
Communications 12: 2b
General 6 1

Passenger transportation 9 1

Wage survey 2- 22

Waiver of Claims. 6 .11

Vo.rd Processing tiles .23 2

. ork PapersW
Budget .5 3
_ Stores accounting 8- 4

,

,

9
21
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General Records Schedules Forms Index
June 1988

b
GENERAL RECORDS SCHEDULES

FORMS INDEX

STANDARD FORMS INDEX

SF NUMBER TITLE GRS CITATION

1, Printing and Binding Requisition 3(6);13(2)

1A Binding Instructions 3(6): 13(2)

1B List of Books to be Bound 3(6);13(2)

10 Printing and Binding Requisition for
Specialty Items 3(6):13(2)

2 U.S. Government Lease for Meal Property 3(3)

2A General Provisions, Cesetification and
Instructions - U.S. Government Lease for-
Real Property 3(3)

2B U.S. Government lease for Real Property

(Short Form) 3(3)

7 Service Record 1(2)

7A Service Record-Continuation 1(2)

7B Employee Record 1(6)

7D Position Identification Strip 1(11)

114 Telegraphic Message 12(3)

15 Claim for 10-Point Veteran Preference 1(1)

18 Request for Quotations 3(3.5)
'

19 Invitation, Bid and Award 3(3.5)

19A Labor Standards Provisions 3(3)

19B Representations and Certifications-(Construc-
tion and Architect - Engineer Contract) 3(3)

20 Invitation for Bids (Construction Contract) 3(3)

21 Bid Form (Construction Contract) 3(3.5)

23 Construction Contract 3(3)

1

. . . _ . . - - - . , . - . . , .. . . . .



General Records Schedules Forts Index
June 1988

SF NUMBER TITI.E ORS CITATION

24 Lid Bond 3(3)

25 Performance Bond 3(3)

25A Payment Bond 3(3)

25B Continuation Sheet (For Standard Forms 24, 25.
and 25A) 3(3)

26 Award / Contract 3(3.5)

28 Affidavit of Individual Surety 3(3)

30 Amendment of Solicitation / Modification of
Contract 3(3.5)

33 Solicitation. Offer and Award 3(3.5)

34 Annual Bid Bond 3(3.5)

35 Annual Performance Bond 3(3.5)

36 Continuation Sheet 3(3.5)

37 Report of Procurement by Civilian Executive
Agencies 3(4)

37A Report on Procurement by Executive Agencies 3(4)

39 Request for Referral Eligibles 1(5.33)

39A Request and Justification for Selective
Factors and Quality Ranking Factors 1(5.33)

44 Purchase Order-Invoice-Voucher 3(3);6(1)

44a-d Purchase Order-Invoice-Voucher 3(3);6(1)

46 U.S. Government Motor Vehicle Operator's
| Identification Card 11(4)

47 Physical Fitness Inquiry for Motor Vehicle
Operators 10(7)

49 CertificaMon of Insured Employee's Retired

Status (FEGLI) 1(1)

50 Notification of Personnel Action 1(1,14);2(11)

50A Notice of Short-Term Employment 1(1.14);2(11)

2

. _ _ _ . _ _ _ _ - _ _ - - _ _ _ . - .
- -
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Transmittal No. 2 General Records Schedule Forms Index
October 30, 1989

SF NUMBER TITLE GRS CITATION -

SOB Notification of Personnel Action 1(1,14):2(11)

51 Request for Insurance (FEGLI) 1(1)

52 Request for Personnel Action 1(1)

54 Designation of Beneficiary (FEGLI) 1(1)

55 Notice of Conversion Privilege 1(1)

56 Agency Certification of Insurance Status (FEGLI)- 1(1).
'

59 Request for Approval;of Non-Competitive Action 1(1,331)

61 Appointment Affidavits 1(1)

61B Declaration of Appointee 1(1).

62 Agency Request to Pass over a_ Preference
Eligible or Object to an Eligible 1(5)

'

- 66 Official Personnel Folder- 11(1)
,

66A Official Personnel Folder Tab Insert 1(1)

69 Incentive Awards Program Annual Report 1(3)

71 Application for Leave 2(8)

72 Report of Action After: Agency Full Field
Investigation 18(22)~

73 Report;of Action After CSC or FBI Section
8(d) Full Field Investigation; 18(22)

74 Notice of Transmittal of Investigative Reports-
for Security' Determination !18(22);

79 Notice of Security Investigation. 18(22)

81 Request for Space 21(2)

82 Agency Report of Motor' Vehicle Data 10(4)

83 Clearance Request:and_ Notice of /ction 16(6)

85 Data.for Nonsensitive or Noncritical-Sensitive
Position 18(22)

'

85A National Agency: Check Data for. Nonsensitive or
Noncritical-Sensitive Position 18(22)

. _

3

a _ . -...... _ . _ - . . . _ . -. . - . , . _ - - - . _ _ _ . _ .. . a _ ,. - , - ,



General Records Schedules Forms Index
June 1988

ftF NUMBER TITLE CRS CITAllQli

86 Security Investigation Data for Sensitive
Position 18(22)

91 Operator's Report of Motor Vehicle Accident 10(5)

91A Investigation Report of Motor Vehicle Accident 10(5)

94 Statement of Vitness 10(5)

97A The United States Government Certificate of
Release of a Motor Vehicle 4(3):10(6)

98 Notice of Intention to Make a Service Contract
and Response to Notice 3(11)

98A Notice of Intention to Make a Service Contract
and Response to Notice (Attachment A) 3(11)

99 Notice of Award of Contract 3(3)

108 Statement of Receipts 7(4)

113A Monthly Report of Federal Civilian Employment 1(16)

113B Payroll Report of Federal Civilian Employment 2(17)

113E Semi-Annual Report of Federal Participation
in Enrollee Programs 1(16)

114 Sale of Government Property--Bid and Award 4(3)

114A Sale of Government Property--Item Bid
Page-aSealed Bid 4(3)

114B Sale of Government Property--Item Bid
Page--Sealed Bid 4(3)

114C Sale of Government Property-General Sale Terms
and Conditions 4(3)

1140-1 Sale of Government Property-Special Sealed
Bid Conditions 4(3)

114C-2 Sale of Government Property-Special Sealed
Bid-Term Conditions 4(3)

114C-3 Sale of Government Property-Special Spot
Bid Conditions 4(3)

114C t: Sale of Government Property-Special Auction
[ Conditions 4(3)
I

4'
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-General Records Schedules Forms Index
,

June 1988
.

~

SF NUMBER. IIILE GRS CITATION

ll4D Sale of Government Property-Amendment of
Invitation-for Bids / Modification of Contract 6(3)

114E Sale of Government Property--Negotiated
Sales Contract 4(3) s

114F Sale of. Government Property--Item Bid
Page--Spot' Bid or. Auction 4(3)

115 Request for Records DJ position Authority 16(2)

ll5A Request for Records Disposition Authority--
Continuation Sheet 16(2) ,

119 Contractor's Statement of Contingent or Other
Fees 3(3,5,16)

120 Report of Excess Personal Property 4(2)-

120A Continuation Sheet (Report of Excess Personal-
Property) 4(2)

'121 Annual Report-of Utilization-and Disposal of-s

Excess and Surplus Personal Property 4(2)

.

Transfer Order--Excess Personal Property 4(2)122
1

. . ..

4(2)l 123 Transfer Order--Surplus Personal Property.
.

123A- Transfer Order--Surplus Personal _ Property--
Continuation Sheet '4(2).

126 Report of Personal Property for Sale 4(2)

126A Report of Personal Property for Sale--'
continuation Sheet 4(2)-

127. Request for Official Personnel Folder
(Separated Employee) 1(17)

.

|- 132 Apportionment and Reapportionment-Schedule: 5(4)
I'

133 Report on Budget Execution 5(3)

135 Records Transmittal and_ Receipt jl6(2)
_ _

| 135A Records Transmittal and' Receipt
--Continuation Sheet. 16(2).

138 Identification Card 11(4)

5 .
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Transmittal No. 2 General Records Schedule Forms Index
October 30, 1989

O
Ef_ll)_ DEB llILE GRS CITATION

144 Statement of Prior Federal Civilian and
Military Service 1(1)

145 Order for Telephone Service 3(3):12(2)

145A Order for Telephone Service--
Continuation Sheet 3(3):12(2)

145B Agency Request for Telephone Service 3(3);32(2)

147 Order for Supplies or Services 3(3);6(1)

148 order for Supplies or Services
Schedule - Continuation 3(3):6(1)

150 Deposit Bond-Individual Invitstion Sale or
Government Personal Propertv 4(3)

151 Deposit Bond-Annual Sale of Government Personal
Property 4(3)

152 Request for Clearance, Procurement er
Carcellation of Standard and Optional Forms 16(3)

171 Personal Qualificatons Statement 1(1,15.32)

171A Continuation Sheet for Standard Form 171
" Personal Qualifications Statement" 1(1,15,32)

172 Amendment to Personal Qualifications Statement 1(1,15,32)

173 Job Qualifications Statement 1(1,15,32)

177 Statement of Physical Ability for Light
Duty Vork 1(1)

180 Request Pertaining to Military Records 14(21)

182 Request, Authorization, Agreement and
Certification of Training 1(1)

203 Annual Audiovisual Report 16(4)

211 Request for and Designation of Cashier 6(6)

215 Deposit Ticket 6(1)

224 Statement of Transactions 6(1)

6
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General Records Schedules Forms Index
June 1988

SF NUMBER .lllLE GRS CITATION

225 Report on Obligations 5(3) .

'
-230 US Government' Payroll Savings Plan-

Consolidated Quarterly Repott 2(7) >

248 Annual Report on Federal Advisory Committee 16(8)

248A int.aal Report on -Federal Advisory Committee--
Continuation Sheet 16(8)

,

249 Membership List on Federal Advisory Committee 16(8)-

249A Membership List on Federal Advisory Committee--
Continuation Sheet 16(8)

250 Annual Report on Federal Advisory Committees.
Summary Sheet 16(8)

252- Architect-Engineer Fixed-Price Contract 3(3)
s

254 Architect-Engineer and Related Services

Questionnaire 3(3)

255 Architect-Engineer and Related Services-
Questionnaire for Specific Project 3(3)

258- Request to Transfer - Approval and Receipt of:
Records to National! Archives of the U.S.- 16(2)

269 Financial Status Report 3(3)

270 Request for Advance or Reimbursement 3(3)

271 Outlay Report and Request for Reimbursement
for Construction Programs 3(3)

272 Federal Cash Transactions Report- 3(3)

-272A Federal Cash Transactions Report (Continuation) 3(3)

273 Reinsurance Agreement f a Miller Act-
Performance Bond 3(3)'

274 Reinsurance Agreement for a Miller Act' Payment
Bond .3(3)

275' Reinsurance Agreement in Favor of the United
,

States 3(3)

278 Financial Disclosure Report 1(24)

7



Transmittal No. 2 General Records Schedules Forms Index
October 30, 1989

e

jif NUMBEA IlTLE GRS CITATIpH

278A Inf ormation Sheet-Financial Disclosure Report 1(24)
*

279 FPDS - Individual Contract Action Report (over
$10,000) 3(3)

( >

308 Request for Determination and Response to
Request 3(3)

,

311 Agency Information Security Program Data 18(1)

312 Classified Information Nondisclosure Agreement 18(25)

344 Multiuse Standard Requisitioning / Issue System
Document 3(8)

360 Request for Clearance of an Interagency
Reporting Requirement 16(3)

361 Discrepancy in Shipment Report 9(2)

362 U.S. Government Freight Loss / Damage Claim 9(2)

363 (DISCON) Discrepancy in Shipment Confirmation 9(2)

364 Report of Discrepancy 9(2)

365 Annual Report of Disposal of Foreign Excess
Property 4(3)

1012 Travel Voucher 6(1)

1012A Travel Voucher (Memorandum) 9(1)

1013A Payroll for Personal Services 2(13)

1013C Payroll for Personal Services 2(13)

1034 Public Voucher for Purchases and Services
Other Than Personal 6(1)

1034A Public Voucher for Purchases and Services

Other Than Personal (Memorandum) 6(1)

1035 Public Voucher for Purchases and Services
Other Than Personal (Continuation Sheet) G(1)

1035A Public Voucher for Purchases and Services
Other Than Personal (Memorandum) (Continuation
Sheet) 6(1)

1036 Statement and Certificate of Award 6(1) 3(3)

$*

8
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General Records Schedules Forms Index
June 1988

SF NUMBER TITLE GRS CITATION

1038 Advance of Funds Application and Account 9(3)

1047 Public Voucher for Refunds 6(1)

1048 Memorandum - Public Voucher for Refunds 6(1)

1049 Pub 11e voucher for Refunds 6(1)

1050 Public Voucher for Refunds (Memorandum) 6(1)

1069 Voucher for Allowances at Foreign Posts of Duty 6(1)

1075 Pay Receipt for Cash Payment - Not Transferable 2(13)

1080 Voucher for Transfers Between Appropriations

and/or Funds 6(1)

1081 Voucher and Schedule of Withdrawals and Credits 6(1)

1093 Schedule of Withholdings Under the Davis-Bacon

Act (40 U.S.C. 276a) and/or The Contract Work
Hours and Safety Standards Act (40 U.S.C.
327-333) 3(3):3(11)

1094 U.S. Tax Exemption Certificate 3(12)

1094A U.S. Tax Exemption Certificate (Documentation

on Certificate Numbers) 3(12)

1096 Schedule of Voucher Deductions. 6(1);2(16)

1097 Voucher and Schedule to Effect Correction
of Errors 6(1)

1098 Schedule of Canceled Checks 6(1)

1103A U.S. Government Bill of Lading-Memorandum copy 9(1)

1104 U.S. Government Bill of Lading-Shipping Order - 9(1)

1109A U.S. Government Bill of Lading-Continuation

Sheet (Memo) 9(1)-

1113 Public Voucher for Transportation Charges 6(1)

1113A Public Voucher for Transportation Charges

(Memorandum) 6(1);9(1)

1126 Payroll Change Slip 1(1);2(15)

9
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Gensral Records Schedules Forms Index
June 1988

SP NUMBER TITLE GRS CITATION

1128 Payroll for Personal Services - Payroll
Certification and Summary 6(1)

1128A Payroll for Personal Service - Payroll
Certification and Summary - Memorandum 2(13)

1129 Reimbursement Voucher 6(1)

1129A Reimbursement Voucher (Memorandum) 6(1)

1131A U.S. Government Transit Bill of Lading -
Memorandum Copy 9(1)

1132 U.S. covernment Transit Bill or Lading -
Shipping Order 9(1)

'
1143 Advertising Order 6(1)

1145 Voucher for Payment Under Federal Tort
Claims Act 6(1)

1145A Voucher for Payment Under Federal Tort
Claims Act - Memorandum 6(1)

1150 Record of Leave Data 2(10)

1151 Nonexpenditure Transfer Authorization 6(1)

1152 Designation of Beneficiary - Unpaid Compen-
sation of Deceased Civilian Employee 1(1)

1154 Public Voucher for Unpaid Compensation Due a
Deceased Civilian Employee 6(1)

1154A Public Voucher for Unpaid Compensation Due a
Deceased Civilian Employee - Memo 6(1)

1156 Public Voucher for Fees and Mileage of Witnesses 6(1)

1156A Public Voucher for Fees and Mileage of
Witnesses - Memorandum 6(1);9(3)

1157 Claim for Witness Attendance Fees, Travel,
and Miscellaneous Expenses 9(3)

1164 Claim for Reimbursement for Expenditures on
Official Business 9(3)

1165 Receipt for Cash - Subvoucher 6(1)

1166 Voucher and Schedule of Payments 6(1)

10



_ _ _ _ . _ _ _ . . _ _ _ _ _ . . . _ - _ - . _ . _ ._. _..___ ~ _ _ . _ _ . _ _ _ __

General Records Schedules For:s Index
June 1988

SP NUMBFJ TITLE. GRS CITATION

#

.A Voucher and Schedule of Payments - Memo 6(1)

1167 Voucher and Schedule of Payments (Continuation
Sheet) 6(1)

1167A Voucher and Schedule of Payments (Continuation
Shoet) (Memorandum) 6(1)

,

.1169A U.S. Government Transportation Request -
Memorandum 9(1)

.

1170 Redemption of Unused Tickets 9(1)

1172 Certification in Lieu of Lost U.S. Government
Transportation Request 9(1)

1176 Public Voucher for Unpaid Pay and Allowances
Due a Deceased Member of the Armed Forcos 6(1)

it76A Public Voucher for Unpaid Pay and Allowances
Duo a Deceased Member of the Armed Forces -
Memorandum 6(1)

1177 U.S. Savings Bond Issue File Action Request 2(6)

1182 Subscriber List for Issuance of United States
Savings Bonds 2(5)

1183 Subscriber List for Issuance of United States
Savings Bonds 2(5)

1185 Schedule of Undeliverable Checks for Credit
,

to Government Accounts 6(1)
|

1186 Transmittal for. Transportation Schedules and
Related Basic Documents 9(1)

1187. Request for Payroll Deductions for Labor
Organization Dues 2(4)

T

1188 Revocation of Voluntary Authorization for '
Allotment of. Compensation for Payment of Labor -
Organization Dues 2(4).

1189 Request by Employee for Payment of Salaries or
-Wages by Credit to Account at a Financial
Organization- 2(4)

h -1192 Authorization for Purchase and Request for
(,/ Change: U.S. Series EE Savings Bond 2(4)-

11

.. - . _ . .. . . _ .. _ . . _ _ -



General Records Schedules For::s Index
June 1988

SF NUMBER TITLE GRS CITATION

1198 Request by Employee for Allotment of Pay for
Credit to Savings Accounts with a Financial
Organization 2(4)

1203A U.S. Government Bill of Lading, Privately
Owned Personal Property- Memorandum Copy 9(1)

1204 U.S. Government Bill of Lading, Privately
Owned Personal Property- Shipping Order 9(1)

1205 U.S. Government Freight Waybill - Privately
Owned Personal Property 9(1)

1206 U.S. Government Freight Waybill- Privately
Owned Personal Property 9(1)

1218 Statement of Accountability ( Account Current)
U.S. Dollar Account 6(1)

1219 Statement of Accountability 6(1)

1220 Statement of Transactions According to
Appropriations, Funds, and Receipt Accounts 6(1,5)

1221 Statement of Transactions According to
Appropriations, Punds, and Receipt Accounts
(Foreign Service Account) 6(1,5)

1303 Request for Federal Cataloging / Supply Srpport
Action 3(2,4)

2800 Application for Death Benefits - Civil Service
Retirement-System 1(1)

2801 Application for Retirement - Civil Service
Retirement System 1(1)

2801A Superior Officer's Statement in Connection
with Disability Retirement 1(1)

2801B Physician's Statement for Employee Disability
Retirement Purposes 1(1)

2801C Transmittal of Medical and Related Documentn
for Employee Disability Retirement 1(1)

2801D Request for Medical Records (To Hospital er
Institution) in Connection with Disability
Retirement 1(1)

2802 Application for Refund of Retirement De<1uctions 1(1):

l

12
,

I
1
l'
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{ General Records Schedules Forms Index
June 1988

SF NUMBER TITLE GRS CITATION

2803 Application to Make Deposit or Redeposit 1(1)

2804 Application to Make Voluntary Contribution 1(1)

2805 Request for Recovery of Debt Due the
United States (Civil Service Retirement System) 2(21)

2807 Register of Separations and Transfers -
Civil Service Retirement System 2(19)

2807 Register of Adjustments - Civil Service
Retirement System 2(19)

2807-2 Annual Summary Retirement Fund Transactions 2(19)

2808 Designation of Beneficiary - Civil Service
Retirement System 1(1)

2809 Health Benefits Registration Form- Federal
Employees Health Benefits Program 1(1)

2810 Notice of Change in Health Benefits Enrollment 1(1)

2811 Transmittal and Summary Report to Carrier -
Federal Employees Health Benefits Program 2(17)

2812 Report of Withholdings and Contributions for
j Health Benefits, Group Life Insurance, and
| Civil Service Retirement 2(17)

2812A Report of Withholdings and Contributions,
Continuation 2(17)

2815 Employee Service Statement 1(1)

2816 Election of Coverage and Benefits 1(1)

2823 Debit Voucher -6(1)

5515 Designation of Beneficiary 1(1)

i

I

| 13
|
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General Records Schedules Forms Index
June 1988

OPTIONAL FORMS INDFJ

OF NUMBER TITLE GRS CITATION

7 Property Pass 11(4)

8 Position Description 1(7)

Q 12 Request for Door Title Cards and Holders 11(5)

j 13 Form Design Guide Sheet (8" x 10 1/2") 16(3)

13A Form Design 0~~de Sheet (16" x 10 1/2") 16(3)

13B form Design Guide Sheet For 33 - 1/3/%
Reduction of 8" x 10 1/2" 16(3)

13C ADP Form Design Spacing Guide 1'(3)

16 Sales slip (Sale of Government Personal
Property) 4(3)

17 Notice to Bidder 4(3)

20 Notice of Surety 4(3)

26 Data Bearing Upon Scope of Employment of
Motor Vehicle Operat.or 10(5)

30 Motor Vehicle Service and Inspection
Work Orders 10(2)

37 Nomination for Interagency Training 1(29)

40A Motor Vehicle Service Authorization 10(2)

49 Inquiry for United States Government Use only 1(15)

50 Inquiry for United States Government Use only 1(15)

51 Inquiry for United States covernment use Only 1(15)

55 U.S. Government Identification (Card) 11(4)

59 Contract Pricing Proposal 3(3)

60 Contract Pricing Proposal (Research and
Development) 3(3)

9
14 |
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General Records Schedules Forms Index
June 19880 0F NUMBER TITLE GRS CITATION

61 Subcontracting Program - Quarterly Report of
Participating Large Company on Subcontract

Commitments (To Small Business Concerns and
Minority Business Enterprises and Labor Surplus
Area Concerns) 3(3)

62 Safe or Cabinet Security Record 18(7)

| 63 Security Container Information 18(7)

68 Record of Travel Expenses 9(3)

101 Summary Worksheet for Estimating Reporting
Costs 16(6)

108 Daily Vehicle Usage Report 10(2)

111 Combination Safe Card 18(7)

112 Classified Material Receipt 18(5)

113 Register--Distribution of Classified Material 18(5)

114 Register--Destruction of Classified Materials
(Non-Record Copies) 18(5)

115 Top Secret Cover Sheet 18(5)

116 Record of Top Secret Material 18(5)

117 Notice of Security Violation 18(24)

118 Record of Violation 18(18;24)

119 Record of Material Removed for Overnight Custody 18(4.5)

122 Report of Closing Hours Security Check 18(18)

123 Top Secret Document Inventory Record 18(5)

131 Stock Control _ Card -3(9)

136 .pplication for Retirement--Foreign Service
Retirement System 1(1)

137 Designation of Beneficiary 1(1)

f 138 Application for Refund of Retirement
Contributions (Foreign Service Retirement
System) 1(1)

15
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General Records Schedules Forms Index
June 1988

0F NUMBER TITLE GRS CITATION

140 Election to Receive Extra Service Credit
Towards Retirement (or Revocation Thereof) 1(1)

141 Application for Service Credit 1(1)

144 Temporary Duty (TDY) Official Travel
Authorization 9(1)

151 Incoming Telegram 12(3)

151(H) Incoming Telegram (Hectograph) 12(3)

152(H) Outgoing Telegram (Hectograph) 12(3)

152A(H) Outgoing Telegram (Hectograph, Continuation
Sheet) 12(3)

153 Outgon g Telegram 12(3)

153A Outgoing Telegram (Continuation Sheet) 12(3)

158 General Receipt 6(1)

160 Request for Records (Freedom of Information Act) 14(11)

163 Employee Suggestion Form 1(12)

164 Meritorious Service Increase Certificate 1(12)

187 Telegram Repeat Request 12(3)

189 Travel Reimbursement Voucher 6(1)

189A Travel Reimbursement Voucher (Memo) 6(1);9(1)

1890 Travel Reimbursement Voucher (Continuation
'

Sheet) 6(1)

189C Travel Reimbursement Voucher (Memo
! Continuation Sheet) 6(1);9(1)_

190 Foreign Service Emergency Locator Information 1(6)
!

191 Outgoing Telegram 12(3)

191A Outgoing Telegram (Continuation) 12(3)

199 Notice of Shipment of Effects
Residence-to-Residence Method 9(1)

16

. . .,
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Oeneral Records Schedules Forms Index

Q June 1988

0F NUMBER TITLE ORS CITATION

200 Monthly Record of Vehicle Operation Cost 10(2)

202 Leave Record 2(3)
.

I 202A Leave Summary- 2(3)

203 Privacy Act Information Request 14(21)

205 Statement of Operating Cash Advance and
Replenishment Voucher 6(1)

206 Purchase Order. Receiving Report and Voucher 3(3)

206A Purchase Order. Receiving Report and Voucher
(Continuation Sheet) 3(3)

208 Statement of Collections 6(1)
r

1014 Oeneral-Ledger }(2)

1014A Oeneral Ledger 7(2)

1015 Allotment Ledger 7(3)

i 1016 Distribution Ledger .7(4)

1016B Distribution Ledger 7(4)

1017C Register of Allotment Ledger Trarissctions 7(4)

10170 Journal Voucher 7(4)

1101 Miscellaneous Obligation Recoru 7(3)

1114 . Bill for Collection 6(1)

1114A Official Receipt. 6(1)

1114B Collection Voucher 6(1);4(3)

1120 Transportation Request Accountability Record 9(4)

1121 Bill of Lading Accountability Record 9(1)

1127- -Individual Pay Card 2(1)

1130 Time and Attendance Report 2(3.9)
! O
y/ 1130A Time and Attendance Report (For Use Abroad) 2(3.9)

17

_. . . _ __ _ - - -- - . _ - . . . . . _ _ . . __



_ _ _ _ . _ _ _ _ . _ _ _ _ _ _ _ _ _ - __ _ _ __ _ _ _- _

General Records Schedules Forms Index
June 1988

0F NUMBER TITLE GRS CITATION

1135 Time and Attendance Report 2(3)

1136 Time and Attendance Report 2(3)

1137 Leave Record 2(9)

,

O

- O
18..

.. _ _ _ _ - _ _ _ - _ - _ _ - _ _ _ _ _ _ _ _
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General Records Schedules Conysrsion Ttble

June 1988

GRS CONVERSION TABLE

Current Former
Series Citation Citation Comments

CIVILIAN PERSONNEL RECORDS

Official Personnel Folder 1/la -Deleted - see note
1/la 1/1b(1).
1/lb 1/lb(2)

Service -Record Card 1/2a 1/2a
1/2b 1/2b

Personnel Correspondence 1/3 1/3

Offers of Employment 1/4a- 1/4a
1/4b(1) 1/4b(1)
1/4b(2). 1/4b(2)
1/4b(3)- 1/4b(3)

Certificates of E11gibles 1/5 1/5

/{'' Employee Record Card- 1/6 1/6

Position Classification 1/7a(1) 1/7a(1)
Files 1/7a(2)(a) 1/7a(2$fa)

1/7a(2)(b) 1/7a(2;ss)
1/7b 1/7b(1)

1/7b(2) Deleted - nonrecord
1/7c(1) .1/7c(1)
1/7c(2) 1/7c(2)-
1/7d 1/7d

Interview Records 1/8 1/8.

Performance Rating Board ~ 1/9 1/9|
Case Files

' Temporary Individual 1/10 1/10-
Employee Records

Position Identification 1/11 1/11
Strips

Employee Awards Files 1/12a(1) 1/12a(1)
-1/12a(2) -1/12a(2)
1/12b 1/12b
1/12c- 1/12c

/'~'\ 1/12d '1/12d
.\q,,) 1/12e Deleted - see note

-Incentive Awards Reports 1/13 1/13

1-

..
.

_ _ _ _ - _ _ _ .



.

Ganeral R: cords Schedules Conversion Tchle
June 1988

Current Former
Series Citation Citation Comments

Notifications of Personnel 1/14a 1/14a
Action 1/14h 1/14b

Employment Applications 1/15 1/15

Statistical Reports 1/16 1/16

Correspondence and Forms 1/17a 1/17a
1/17b(1) 1/17b(1)
1/17b(2) 1/17b(2)
1/17c 1/17c

Supervisors' Personnel 1/18a 1/18a
Files 1/18b 1/18b

Individual Health Records 1/19 1/19

Health Unit Control Files 1/20a 1/20a
1/20b 1/20b

Employee Medical Folder 1/21a(1) 1/21 Formerly Individual

1/21a(2) Employee Health Case

1/21b Files

1/21c

Statistical Summaries 1/22 1/22

Employee Performance Records 1/23a(1) 1/23a(1)
1/23a(2) 1/23a(2)
1/23a(3)(a) New item
1/23a(3)(b) 1/23a(3)
1/23a(4) 1/23a(4)
1/23a(5) 1/23a(5)
1/23b(1) 1/23b(1)
1/23b(2)(a) 1/23b(2) New item; previously

disposition pending

1/23b(2)(b) 1/23b(2) New item; previously
disposition pending

1/23b(3) 1/23b(3)
1/23b(4) 1/23b(4)

1/23c Deleted - see note

Motor Vehicle Operation 1/24 Deleted - unnecessary
Files cross-reference

Financial Disclosure Reports 1/24a(1) 1/25a(1) ,

1/24a(2) 1/25a(2)
1/24b 1/25b

2



__ _.. _ . _ _ _ . _ _ _ _. _ _ _

_

|

Transmittal No. 2 General Records Schedule Conversion Table
October 30, 1989

+

Current- Former
'

Series Citation Citation Commenta

Equal Employment Opportunity 1/05a 1/26a
Records '1/25b 1/26b

1/25c 1/26c
'1/25d(1)- 1/26d(1)
1/25d(2)- 1/26d(2)
1/tJe 1/26e
1/25f 1/26f-

|
1/25g 1/26g

|. 1/25h(1) 1/26h(1)
| 1/25h(2) 1/26h(2)
'

1/25h(3) 1/26h(3)
1/25h(4) 1/26h(4)

|
'

Personnel Counseling Records 1/26a '1/27a
1/26b 1/27b

Standards of Conduct Files 1/27 1/28

Labor Management Relations 1/28a(1) 1/29a(1)
Records 1/28a(2) 1/29a(2)

1/28b 1/29b

Training Records 1/30a(1); Deleted - see note

1/30a(2) Deleted - see note

1/29a(1) 1/30b(1)
1/29a(2). 1/30b(2)

'
1/29b 1/30c __

1/30d Deleted - see note.

Grievance, Disciplinary and 1/30a ~1/31a
Adverse Action Files 1/30b 1/31b-

Personal Injury-Files 1/31 1/32

Herit Promotion Cases 1/32 1/33

Examining and Certification 1/33a New item
Files 1/33b 1/34a

1/33c 1/34b
1/33d 1/34c
1/33e 1/34d-
1/33f .1/34e
1/33g 1/34f

, 1/33h 1/34g
| 1/331 -1/34h-
, _

1/341~1/33j
| 1/33k(1) _ 1/34j(1)

1/33k(2) 1/34j (2)
L ( 1/331 1/34k

1/33m 1/341
1/33n- -1/34m

,
-

2 , .. _ , a, -_._._,_...a.._.......,.__.__..,, _, _.. , _ ..- - _ _ . . . _ _ . _
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General Records Schedules Conversic7 Table
June 1968

Current Former
Series Ellatinn Citation Cor ents

1/33o 1/34n
1/33p 1/340
1/33q 1/34p

Occupational Injury and 1/34 New item
Illness Files

Denied Health Bentfits 3/35a New items
Claims 1/35b(1)

1/35b(2)

PAYROLLING AND PAY ADMINISTRATION RECORDS

Individual Accounts 2/1 2/1

Payroll Correspondence 2/2 2/2

Time and Attendance Reports 2/3a(1) 2/3a(1)
2/3a(2) 2/3a(2)
2/3b 2/3b

Individual Authorized 2/4a(1) 2/4a(1)
Allotments 2/4a(2) 2/4a(2)

2/4b(1) 2/4b(1)
2/4b(2) 2/4b(2)

Bond Reaistration Files 2/5 2/5

Bond Receipt and Transmittal 2/6 2/6

Bond Purchase Files 2/7 2/7

Leave Application Files 2/8a 2/8a
2/8b 2/8b

Leave Record Cards 2/9a 2/9a
2/9b 2/9b

Leave Data Files 2/10a 2/10a
2/10b 2/10b

Notification of Personnel 2/11 2/11a
Action 2/11b Deleted - unnecessary

cross-reference

Budget Authorization Files 2/12 2/12

Payroll Files 2/13a 2/13a
2/13b(1) 2/13b(1)
2/13b(2) 2/13b(2)

4

. _ . . . .



- - _ _ _ _ _

Transmittal No. 2 General Records Schedule Conversion Table-
October 30, 1989

Current Former
11I121 Citation Citation Commenta

Payroll Control 2/14 2/14

Payroll Change Files 2/15a 2/15a e

2/15b 2/15b
$/15c 2/15c

Fiscal Schedules 2/16a 2/16a
2/16b 2/16b

Administrative Payroll 2/17a 2/17a
Reports 2/17b 2/17b

Tax Files 2/18a 2/18a
2/18b 2/18b
2/18s 2/18e

Income Tax Return Files 2/19 Deleted - unnecessary
cross-reference.

Tax Report Files 2/20 Deleted - unnecessary
cross-reference

Retirement Files- 2/19a 2/21a
2/19b 2/21b,

Insurance Deduction Files- 2/20 2/22-

Levy and Garnishment Files 2/21 2/23

Vage Survey Files 2/22 2/24

PROCUREMENT, SUPPLY. AND GRAhT RECORDS

Unique Procurement Files 3/1 Deleted - see note
-following item 3

Real Property Files
_ 3/2a Deleted'- see note-

3/la 3/2b
~3/lb 3/2c-

General Correspondence 3/2 3/3

-Routine Procurement Files 3/3a(1) 3/4a(1)
3/3a(2) 3/4a(2)
3/3b 3/4b

'3/3c- 3/4c-
,

3/$d New item

\~- Supply Management Files 3/4a 3/5a-
3/4b 3/5b

5

. .
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|

\ c

I
i |
j Transmittal 140. 2 Ceneral Records Sched;1e Conversion Table

|
j October 30, 1989 i

i

| Cutzent Fornet |

| Idtrit:1 f.itallCD C.11&L10D CRMGla '

!

4 B i d t, and Proposals 3/5a 3/ba
3/5b(1) 3/0b(1)

; 3/5b(2) 3/0b(2)
; 3/$c(1) 3/bc(1)
; 3/Sc(2) 3/6c(2)
1 3/$d 3/6d

Public 'rintet l'il e s 3/ba 3/7a
3/6b 3/7b

) lionpersonal Requisition. 3/7 3/8
i
| Inventory Requisitions 3/8a 3/9a
) 3/8b 3/9b
|

'

| Inventory Files 3/9a 3/10a
i 3/9b 3/10b
i 3/9c 3/10c

Alephone Records 3/10 3/12
,

Cont ract ors ' Payrolls 3/11 3/12
,

Tax Exemption Files 3/12 3/13'
,

!,

| Unsuccessful Graat 3/13 3/14a
! Applications 3/14b Deleted - see note

f Grant Case FIIes 3/.5 Deletei - see note

Grant Control Files 3/16 Deleted - unnecessary - i

covered by CRS 23

Grant Subject Filen 3/17a Deleted - see note
I 3/14 3/17b

3/18 Deleted - see note

i Contracts Appeals Cases 3/15a 3/19
| 3/15b 3/19
:

Cont rSctor's St atement of 3/16 3/20
Contingent or other Fees

! Small and Disadvantaged 3/17 liev item
! Business Utilintion Files

PROPPRTY DISPOSAL. RECORDS

Surplus Pronerty Preceden- 4/1 Deleted - see note- I
tial Cases |

6
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i

General Records Schedules Conversion Tchle
June 1988 ,

i

Current Forses i

Series Citation Citation Comments |

.

Property Disposal Cases 4/2 Deleted - see note
l

Excess Real Property Reports 4/3 Deleted - see note :

Property Disposal 4/1 4/4
Correspondence

!

Execas Personal Property 4/2 4/5 .

lleports

Surplus Property Cases 4/30 4/6a
4/3b 4/6b ;

Real Property Files 4/4 4/7

DVDGLT PREPARATION, PRESENTATION, AND APPORTIONMENT RECORDS

Dudget Policy Files 5/1 Deleted - see note

Dudgets Estimates and 5/2a Deleted - sea note;

Justifications 5/2b

Dudget Correspondence 5/1 5/3 -

Dudget Background Records 5/2 5/4

Dudget Reports 5/3a 5/5a
5/3b 6/5b

!Dudget Apport.ionment Files 5/4 5/6

-ACCOUNTABLE OFFICERS' ACCOUNTS RECORDS

Accountable Officers' Files 6/la(1) Deleted - seo note
6/la -6/la(2)
6/1b: 6/ib q

GAC Exceptions Files 6/2 _6/2
,

Certificates Settlement 6/3a 6/3a ;'

Files 6/3b 6/3b

Genaral Fund Files 6/4 -6/4

Accounting Administrative 6/Sa 6/5a
Files- 6/5b 6/5b

7
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General Records Schedules Conversion Table
June 1988

Current Former
Series Citation Citation Comments

Federal Personnel Surety 6/6a(1) 6/6a(1)
Dond Files 6/6a(2) 6/6a(2)

6/6b 5/6b

Gusoline Sales Tickets 6/7 6/7

Telephone Toll Tickets 6/8 6/8

Telegrams 6/9 6/9

Administrative Claims Files 6/10a New item
6/10b(1) New item
6/10b(2)(a) New item
6/10b(2)(b) New item
6/10b(3) New item
6/10c New item

Waiver of Claims 6/11a New item
6/11b New itcm

D'PENDITURE ACCOUNTING RECORDS

Expenditure Accounting 7/1 7/1
Subject Files

General Accounting Ledgers 7/2 7/2

Appropriation Allotment. 7/3 7/3
Files

Expenditure Accounting 7/4a 7/4a
Posting and Control Files 7/4b 7/4h

STORES, PLANT, AND COST ACCOUNTING RECORDS

Plant Accounting Files 8/1 Deleted - see note

Plant, Cost, and Stores 8/1 8/2
General Correspondenco

'

Storen Invoice Files 8/2 8/3

Stores Accounting Files 8/3 8/4

Stores Accounting Work Files 8/4 8/5

Plant Accounting Files 8/5 8/6

e
,

.- -
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Transmittal No. 2 Generr 7 terds Schedule Conversion Table !
'

October 30. 1989

current Former
jigt. igg QtJh Citation Eppments

Cost Accounting Reports 8/6a 8/7a |

8/6b 8/7b j

Cost Report Data Files 8/7a 8/8a
8/7b(1) S/8b(1)
8/7b(2) U/8b(2)
8/7b(3) 8/8b(3)

,

TRAVEL AND TRANSPOR?ATION RECORDS

Preight and Passenger 9/la(1)-(4) New items
Transportation Files 9/lb 9/la

=

,

9/lb Deleted
9/la(1) &(2) 9/lc

'

9/la(3) 9/id .

9/lb 9/3a
9/lc 9/3b
9/1d 9/3c !

:

Lost or Damaged Shipments 9/2 9/2

Pausenger Reimbursement 9/3a 9/4a-

1 - - 9/3b '9/4b .

|
i General Travel and Trans- 9/4a 9/$a

portation Files 9/4b 9/5b- ,i

i

HOTOR VEHICLE HAINTENANCE AND OPERATIONS RECORDS

IHotor Vehicle Correspondence 10/1 10/1

Hotor Vehicle Operating and 10/2a 10/2a
Maintenance Files 10/2b 10/2b ,

I

' Hotor Vehicle Cost Files 10/3 10/3
;

Hotor Vehicle Report Files 10/4 10/4

Hotor-Vehicle Accident Files 10/5 10/5- [
'

i

Motor' Vehicle Release Files 10/6 10/6-
'

Motor Vehicle Operation Flie 10/7 10/7
i

-

SPACE AND HAINTENANCE RECORDS i
,

|

! Space'and Maintenance 11/1 11/1
LCorrespondence

.

9

- -
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General Records Schedules Conversion Table
June 1988

,

Cut t e.it Fu t rt e t

5 tLits C113110B CllM1011 CWitrtit

i

Agency Space Files 11/2a 11/2a |
11/2b(1) 11/2b(1)
11/2b(2) 11/2b(2) |

Directory Service Files 11/3 11/3 i

|
Credentials Files 11/4a 11/4a )

11/4b 11/4b
|

Bu11 ding and Equipment 11/5 11/5
Service Files

COMMUlllCAT10!15 RECORDS ;

Messenger Service Files 12/1 12/1

Communication General Files 12/2a 12/2a
12/2b 12/2b
12/2c 12/2c
12/2d(1) 12/2d(1)
12/2d(2) 12/2d(2)
12/2e 12/2e

,

Telecommunications opera- 12/3a 12/3a
tions Files 12/3b 12/3b

12/3c Deleted - see note

Telephone Use Records 12/4 12/4 Formerly, Telephone
Summaries Nov RESEKVED
(see introduction to
schedule).

Post Oftice and Private 12/5a 12/5a Formerly, Postal Records
Mail Company Records 12/5b 12/5b

12/5c 12/5c

Mail and Delivery Service 12/6a 12/6a
Control Files 12/6b 12/6b

12/6c 12/6c
12/6d 12/6d
12/6e 12/6e
12/6f 12/6f |

12/6g 12/6g
12/6h 12/6h

Penalty Mail Reports 12/7 12/7

! Postal Irregularities Files 12/8 12/8

I

10
;

|
- - _ . __ . _ . . . - _ - _ _ _ _ _ . _ _ _ _ _ . _ _ _ _ _ . _ . . . . _ _ _ _ _ _ . _ . . _ - . _ _
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General Records Schedules conversion Table <

June 1988 |

|

Current Former
Series Citation Cita11QD Comtten t s,

PRINTING. BINDING. DUFLICATION AND DISTRIBUTION RECORDS
I

M 11 cations Files 13/1 Deleted - see note j
i

Printing Binding. Duplica- 13/1 13/2 !
!ting, and Distributing

Administrative Records !

Project Files 13/2a 13/3a i

13/2b 13/3b {
| t

Control Files - 13/3 13/4 [4

I I
} Hailing Lista 13/4a 13/5a
! 13/4b 13/5b |
| 13/$c Deleted . obsolete :

-

.

JCP Reports 13/$a 13/6a [
13 /5'; 13/6b :

Internal Hansgement Files 13/6 13/7 ,

i
-I

INFORMATION SERVICES RECORDS |
!

Public Relations Files 14/la Deleted see introduction -!
.14/lb Deleted - see introduction ;

- I
Information Subject Files 14/2 De$eted-seeintroduction i.

!
! Information Requests Filco 14/1 14/3 {

;

Acknowledg+ ment Files' 14/2 .14/4 .

,

?

Press Service Files 14/3 '14/5 i

- Information Project Files 14/4 14/6
|

f'- Commendation / Complaint 14/5 14/7 |

[ -Correspondence j

Indexes and Check Lists 14/6 - 14 /8 - ;
:

14/7 10 :14/9-15_ ~ Reserved i
;

FOIA Requests 14/11a(1) 14/16a(1) l
14/11a(2)(a)-14/16a(2)(a) {

i

!11
t

- -y ;

. ..
_ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ . _ -
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| Transmitta1 fio. 2 General Records Schedule Conversion Table
| October 30 1989
|

|
Cuttent fuzmer

f t Lii19 CllallLL C.iULL12D CLOUttILLt; .

I
|

14/11a(2)(b) 14/16a(2)(b)'

! 14/11a(3)(a) 14/16a(3)(a)
| 14/11a(3)(b) 14 /1 tin ( 3 ) (b)
| 14/11b 14/16b

FOIA Appeals 14/12a 14/17a
14/12b 14/17b

j FOIA Control Files 14/13a 14/10a
14/13b 14/18b:

I
j FOIA Reports 14/19a Deleted - see note

! 14/14 14/19b
|
] FOI A Administ rat ive Files 14/15 14/20

14/16-20 14/21 24 Reserved

] Privacy Act Requests 14/21a(1) 14/25a(1)
| 14/21a(2)(a) 14/25a(2)(a)
j 14/21a(2)(b) 14/25a(2)(b)
j 14/21a(3)(a) 14/25a(3)(a)
i 14/21a(3)(b) 14/25a(3)(b)
| 14/21b 14/25b

Privacy Act Amendment Cases 14/22a 14/26a
14/27b 14/26b
14/22c 14/26c

|

Privacy Act .tecounting 14/23 14/27

| Privacy Act Control Files 14/24a 14/28a
| 14/24b 14/28b ,

i i

| Privacy Act Reporta 14/29a Deleted - see note ;

14/25 14/29b
'

Privacy Act Administrative 14/26 14/30
Files'

!

j 14/27-30 Reserved
| i

Mandatory Review for 14/31a(1) New items
:

Declassifleati a Requests 14/31a(2)(a)'

! 14/31a(2)(b)
14/31a(3)(a):

| 14/31a(3)(b) ,

I14/31b
,

14/31c

|

12 .

I
I
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I Transmittal No. 2 General Records Schedule Conversion Table
I 8October 30, 1989

i

Current Former
He_i_ lea Q.lt a t ion Citation G ggm.".Hid

Mandatory Review Appeals 14/32a New iten
14/32b

i

Mandatory Review Control 14/33a New item j
14/33b ;

| Handatory Review Reports 14/34 New item
! !

Handatory Review 14/35 New item -|
AdministratJve Files !

[
t

-f!!OUSING RECORDS

i
i llousing Correspondence 15/1 15/1 |
i -

! Ilousing Haintenance and 15/2a 15/2a |
Repair 15/2b 15/2b- |

[:

j. Housing Management 15/3 15/5 [
!

Housing Lease Files 15/4 15/4 f
llousing Assignment and 15/5a 15/5a !

Vacancy Cards 15/5b 15/5b .j
.

i
Housing Inventory .15/6 15/6

llousing Applications 15/7a 15/7a ,

15/7b 15/7b {

ADM1%ISTRATIVE MANAGEMENT RECORDS

i

Administrative Issuancist Formerly Forms 1 Directives i
Procedural and Operating
Manuals i

16/la- Deleted - see note
'

16/lb- ~ Deleted - see-note- i
16/la 16/lc [
16/lb 16/1d-

'

Pablications 16/2a Deleted 'see note :

.16/2b i

RoLords Disposition Files
. 1i

.

16/2a 16/3a :

16. "! 16/3b '|
16/3c Deleted.--. unnecessary. I

cross-reference
'

!
.

f13
,

- *

_ _ _ _ _ . _ _ _ _ _ _ _ _ _ _ _ _ _ _ . _ _ . _ _ . _ _ _ _ . . . . . . . . .
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General Records Schedules Conversion Table
June 1988

l

Current Former
A +' r i ca 9.ht.4 t19D CILA.t.itu 9.9 FEM.1;

i

| forms Files 16/3a 16/4a
! 16/3b 16/4b

Management Improvement 10/5 Deleted - see note

Reports following item 1

Re( ards Holdings Filen 16/4a 16/6a
16/4b 16/6b

Project Control Files 16/5 16/7

Reports Control Files 16/6 16/8

10/9 Deleted - unnecessaary
cross-reference

Vorking Papers 16/10 Deleted - records have
varying value

Records Management Files 16/7 16/11

Committee and Conference 16/12a(1) Deleted - see note

16/8a 16/12a(2)
16/12b(1)(a) Deleted - see note

16/8b(1) 16/12b(1)(b)
16/8b(2) 16/12b(2)

16/12c('.) Deleted - see note

16/12c(2) Deleted - see note

16/12c(3) Deleted - see note

16/12c(4) Deleted - see note

Organizational Files 16/13a-c Deleted - must be scheduled

Feasibility Studies 16/9 16/14
l
j Microform Inspection 16/10a New item
| 16/10b New item

IRM Triennial Reviev 16/,' ' New item

| Information Collection 16/12 New item
! Budget
i

| Federal Register Documents 16/13a New item
16/13b New item

O
| 14



-.: - . - - - . - _ . - - . - _ . - - - _ - - - _ - - . - . . _ .

|
t

Transmittal No. 2 General Records Schedule Conversion Table 3

October 30, 1989 ',

' Current Former ,

FIIltut [diation Gitatjen Comments I
t

L

CARTOGRAPilIC, AERIAL Pil0TOGRAPH10 ARC!!!TECTURAb, AND ENGINEERING RECORDS'

i

I Manuscript and Annotated 17/1 Deleted - must be scheduled i
Maps <

Cartographic Records Pre. 17/1 17/2 ,
3

! pared During Interme-
;

diate Stages of Publi- |
cation

_
-

- t

_ Published Haps- 17/3 Deleted - nust be schedt. led

Map flistory case Files 17/4 -Deleted --must.be scheduled

Maps on Microfilm 17/$a Deleted - must be scheduled'
17/$b Deleted - must be scheduled i

Computer Related Maps 17/6a Deleted - must be scheduled -

17/6b

Globes, Terrain Models, 17/7a Deleted - must be scheduled i

l and Raised Relief Haps 17/7b Deleted - must be scheduled
'

Finding Aids 17/8 Deleted - see GR$ 23
'

Survey Field Notes, Geodetic '17/9 Deleted - must'be scheduled
| Controls, and Computations

| 17/10-15 Reserved
t

| Vertical and Oblique Aerial 17/16a Deleted _- must be scheduled
|- Film, Conventional Air- -17/16b(1) Deleted ---nust be scheduled-
I craft 17/2a 17/16b(2) .

;

; 17/16c(1) Deleted - must be scheduled ,

17/2b '17/16c(2). ;,

i

l' Infrared. Ultraviolet, Mul- 17/17a' -Deleted - must be-scheduled ,

tispectral Video, Ima- 17/17b(1) Deleted - must be scheduled
gery Radar, and Related' 17/2b 17/17b(2)
Data Tapes, Converted to
a-Film Base

Finding Aids 17/18 Deleted - see GRS 23
'

Architectural Drawings of -17/3' 22/lb
Temporary Structures and

,

Bulidings or of Buildings.
3

Not Critical to the Mission ;
'

of the Agency |

|

!

p 15
l - :l' _!
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Transmittal No. 2 Ceneral Records Schedule Conversion Table |
October 30, 1989 i,

! ;

' |
| Current Former 1

Snith C11P11211 Gitat10n CarAenLE |
| '

| |
Drawings of Electrical, 17/4 22/2b |

Plumbing. Heating, or Air ,

Conditioning Systems [
,

Contract Negotiation 17/5 22/2b !;

j Drawings .

j Space Assignment Plans 17/6 22/2b j

i !
I Architectural Models 17/7 22/lb 1

'
|

| Engineering Drawings of 17/8 22/2b ,

Routine Minor Parts

) Drawings Reflecting Miror 17/9 22/2b
i Modifications i

!<

j Paint Plans and Samples 17/10 New item |

|
|

| SECURITY AND PROTECTIVE SERVICES RECORDS

i i

j Security Policy Files 18/1 Deleted - see note

||

| Classified Documents 18/1 18/2
Administrative
Cotrespondence

Document Receipt Flies 18/2 18/3 :

Dest ruction Certificates 18/3 18/4

Classified Document 18/4 18/5 i

Inventory

Top Secret Accounting and 18/$a 18/6a
Control Files 18/$b 18/6b

Access Request Files 18/6 18/7

Classified Document Con- 18/7 18/8
tainer Security Files

Security and Protective 18/8 18/9
Services Correspondence

O
16
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General Records Schedules Converston Teblei

June 1988

O- Current Former
Series Citetion Citation Com(ants

Survey and Inspection Files 18/9 18/10
(Oovernment-owned
facilities)

Survey and inspection Pfles 18/10 18/11
(privately-owned
facilities)

Investigative Files 18/11 18/12 :

Property Pass Files 18/12 18/13

Guard Ansignment Files 18/13a 18/14a
18/13b 18/14b

Police Functions Files 18/14a 18/15h
18/14b 18/15b
18/14c 18/15e

Personal Property Account- 18/15a 18/16a
ability Files 18/15b 18/16b

Key Accountability Files 18/16a 18/17a
18/16b 18/17b

Visitor Control Files 18/17a- 18/18a
18/1 'b 18/18b

Facilities Checks Files 18/10a 18/19a
18/18b 18/19bt

Guard Service Files 18/19a 18/20a
18/19b 18/20b
18/19e 18/20e

. 18/19d 18/20d

Logs and Registers 18/20a 28/21a
18/20b 18/21b

Security-Clearance 18/21 18/22
Administrative Files

Personnel Security 18/22a 18/23a
Clearance Files 18/22b 18/23b

18/22c 18/23e

Personnel Security 18/23 18/24
Clearance Status Files

Security Violations Files ~18/24a 18/25a
18/24b 18/25b i

17
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General llecords Schedules Conversion Table
June 1988

Current Former
Series C1,,l a t i on Citation Comments

Nondicciosure Agreements 18/25 18/26

Emergency Planning 18/26 18/27
Correspondence

Faergency Planning Cases 18/28a Deleted - see note
18/27 18/28b

Faergency Directives 18/29 Deleted - nonrecord
Reference Files

Emergency Planning Reports 18/30 Deleted - see note

Emergency Operations Tests 18/28 18/31

National Defense Executive 18/29a New item
Reserve Cases 18/29b New item

GRS 19. RESEARCil AND DEVELOPMENT RECORDS RESCINDED

ELECTRONIC RECORDS (FORMERLY MACilINE-READABLE RECORDS)

Statistical Master Files 20/I 1-12 Deleted - must bo scheduled

Scientific Master Files 20/1 13-17 Deleted - must be scheduled

Pfles/ Records Created in 20/1a 20/II 2:
Central ADP Facilities III/ '4 & 5
to Creato. Use, and 20/lb 20/II 1. 11
Maintain Master Files 12. 13 & 114

20/1c New item

Input / Source Records 20/2a 20/II 3. 6
& 10

20/2b 20/II l'
20/II Deleted - must be scheduled

20/2c 20/11 8
20/2d 20/I 18

20/I1 5 & 9 Deleted - must be scheduled

Master Files Relating to 20/3 20/I 27-28 Formerly. Housekeeping File
Administrative Functions Note exclusions

20/I 29 Deleted - nonrecord

Summarized Information 20/14 20/1 214 Note exclusions
I20/I 23 Deleted - must be scheduled
'

Extracted Information 20/5 20/1 26 Note exclusions
20/1 25 Deleted - iiust be scheduled

18
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Transmittal No. 2 General Records Schedule Conversion Tablei

October 30, 1989

! !
Current Former '

Serien Q11111gn pitation Comments ,

Print File 20/6 20/I 30 32 '

Ii

Technical Reformat File 20/7 20/1 34 f

; Security Backup File 20/8a 6 b 20/1 33
f

Finding Aids (or indexes) 20/9 20/1 21 ;

20/1 22. Deleted - nonrecord |
T

Special Purpose Programs 20/10 20/III 11 &
12 See exclusions
20/III 13 Deleted - must be scheduled

Documentation 20/11 20/111 1-2 !

6-10 See exclusions
20/III 3 Deleted - must be scheduled

Federal Loan and/or 20/I 19 Deleted - must be scheduled,

; Grant Files 20/4 20/I 20 i

n

AUDIOVISUAL RECORDS
,

Still Photography

Administrative Photographs 21/1 21/1
i

Identification Photographs 21/2 21/2
;

Administrative Filmstrips 21/3 21/3 -

,

Photo Duplicates 21/4 |21/4

Official Portraits 21/5- Deleted - must-be scheduled

Other Photographs 21/6 Deleted.- must be scheduled

j Other Color-Negatives 21/7 Deleted - r; be scheduled '

;

Other Slides and Filmstrips ~21/8 - Deleted - must be scheduled

Graphic Arts

Vlawgraphs 21/5 21/9
'Routine Artwork 21/6 21/10

Materials 'or Photo-- 21/7 21/11
- mechanical Reproduction

|

19
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Transmittal No. 2 General Records Schedule Conversion Table
October 30, 1989

Current Former
F1rita Citation Gitation C omuni_E

Line copies of Graphs and 21/8 21/12
Charts

Posters 21/13 Deleted - must be scheduled

Unusual Artwork 21/14 Deleted - must be scheduled

Motion Pictures

Acquired Training Films 21/9 21/15

Acquired Entertainment 21/10 21/16
Films

Routine Surveillance 21/11 21/17
Footage

Routine Scientific, 21/12 21/16
Medical, or fangineering
Footage

Duplicate Prints and 21/13 21/19
Pre-prints

Agency-sponsored Films 21/20-23 Deleted - must be scheduled

Films Produced Under Grant 21/24 Deleted - must be scheduled

| Acquired Films re Agency 21/25 ''eleted - must be scheduled
| Programs

Documentary Footage 21/26 Deleted - must be scheduled

Stock Footage, Outtakes, 21/27 Deleted - must be scheduled
and Trims from Agency Films

Video Recordings

Acquired Training Programs 21/14 21/28

Acquired Entertainment 21/15 21/29
Programs

Rehearsal or Practice Tapes 21/16 21/30

Internal Administrative 21/17 21/31
and Training Programs

Routine Surve? ' lance 21/18 21/32
Recordings

20

. . . ,
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General Records Schedules Conversion Table !

June 1988 I

Current Former
Eeries git ation Citation Gnmunia

'

,

i

Routine Scientific, Medical, 21/19 21/33
or Engineering Recordings

Recordings of Routine 21/20 21/34 f
Meetings and Awards

Duplicate Dubbings and 21/21 21/35
Pre-mix Elements :

I

Agency-sponsored Programs, 21/36-39 Deleted - must be. scheduled-' *

Releases, at Productions

Internal Hanagement News . 21/40 Deleted - must be scheduled

Recordings of Testimony, and 21/41 Deleted - must be sch9duled
Public Meetings

Programs Submitted under 21/42 Deleted - must be ccheduled ;

Grant

Acquired Programs re Agency 21/42 Deleted - must be scheduled
Programs

Media Appearance 21/44 - Deleted - must be scheduled

Documentaries 21/45 Deleted - must be scheduled L

Audio (Sound) Recordings
:

Recordings made for 21/22' 21/46
Transcription !

Diet ation Belts or Tapes - 21/23 21/47 .

l
i .;

| Pre-mix Sound Elemeats 21/24 21/48

bibrary Sound Recordings 21/25 21/49

| Daily or Spot News 21/26 21/50
Recordings

I

j Duplicate Dubbings 21/27 21/51
|
|- Agency-sponsored releases, 21/52-54 Deleted'- must be scheduled

Pubile Programs, and
,

Announcements .

|

Internal Management News- 21/55' Deleted - must be scheduled

Recordings of Meetings, . 21/56 Deleted -'must be; scheduled- -

Speeches, and Testimony

21

_ _ - - ,
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Transmittal No. 2 Genersi Records Schedule Conversion Table
October 30, 1989

Current former
findrii Citation (di5.1.120 CeumnLt

Oral llistory Collections "/57 Deleted - must be scheduled

Recordings Submitted under 21/58 Deleted - must be scheduled
Grant

Acquired Programs re Agency 21/59 Deleted - must be scheduled
Programs

Media Appearances 21/60 Deleted - must be scheduled

Documentaries 21/61 Deleted - must be scheduled

kelated Documentation

Production Files 21/28 21/62

Findings Aids 21/29 21/63

DESIGN AND CONSTRUCTION DRAVINGS AND RELATED RECORDS

Federal Structures Design 22/la(1) Deleted - must be scheduled
Files 22/la(2) Deleted - must be scheduled

17/3 22/lb

Federal Structures 22/2a(1)-(6) Deleted - permanent records
Construction Files 17/4-9 22/2b

Other Architectural and 22/3a Deleted - must be scheduled
Engineering Drawings 22/3b Deleted - must be scheduled

Measured Drawings 22/4 Deleted - must be scheduled

Findings Aids 22/5 Deleted - must be scheduled

Microt'orm Files 22/6 Deleted - must be scheduled

INSPECTOR GENERAL RECORDS

Policy and Precedures Fi.es 25/la.c Deleted - must be scheduled

Report to Congress 25/2a-c Deleted - must be scheduled

Investigative Case Files 22/la 25/3a
22/lb 25/3b

Audit Case Files 22/2 25/4

Indexes to Case Files 25/5 Deleted - see GRS 23, item
9
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Ocneral Hecords Schedules Conversion Table j

June 1988

Current Former
Series Citation Citation Comments

RECORDS COMMON TO MOST OFFICES WITHIN AGENCIES

Office Administrative Files 23/1 23/1

Word Processing Files .23/2a New items |

23/2b j
- 1

Administrative Data Dases 23/3 20/I 27 & 29 |
!

Electronic Spreadsheets 23/4 New item

Schedules of Daily 23/2a(1)L(2) Deleted - see note- !

Activities 23/5a 23/2b !

23/5b 23/2c !

Suspense Files 23/6 23/3

Transitory Files 23/7 23/4 1

20/1 21

Tracking and Control Records 23/8 23/5
'' Technical Reference Files 23/6 Deleted - nonrecord

Finding Aids
. 23/7a- Deleted - must be scheduled l

23/9 23/7b |
t
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Division of Information Support Services
Of fice of Inforrntion Resources Management
U.S. Nuclear Regulatory Commission
Washington, D.C. 20555
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$ame as above.
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10 SUPPLt Mt NT AltY NO11s
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Title 44 United States Code, "Public Printing and Documents," regulations cited in
the General Services Administration's (GSA) " Federal Information Resources Management
Regulations" (FIRMR), Part 201-9, " Creation Maintenance, anu Use of Records," and
regulations issued by the National Archives and Records Administration (NARA) in 36
CFR Chapter XII, Subchapter B " Records Management," require each agency to prepare
and issue a comprehensive records disposition schedule that contains the NARA
approved records disposition schedules for records unique to the agency snd contains
the NARA's General Records Schedules for records common to several or all agencies.
The approved records disposition schedules specify the appropriate duration of
-retention and the final disposition for records created or maintained by ths NRC.
NUREG-0910, Rev. 2, contains "NRC's Comprehensive Records Disposition Schedule " and
the original authorized approved citation numbers issued by NARA. Rev. 2 totally

reorganizes the records schedules from a functional arrangement to an arrangement by
the host office. A subject index and a conversion table have also been developed for
the NRC schedules to allow staf f to identify the new schedule numbers easily and to
improve their ability to locate applicable schedules.
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