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.o LEAVE BLANK
REQUEST FOR AUTHORITY T RECEvED s
’ "TO DISPOSE OF RECORDS
(See Instructions on Reverse) 3_26—80 NCl—lO)-l— 80_1
TO GENERAL SERVICES ADMINISTRATION

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

NOTIFICATION TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)
Department of the Treasury

2. MAJOR SUBDIVISION ttems that may be st
Bureau of the Mint

In accordance with the provisions of 44 U S C 3303a the dis
posal request, including amendments, 1s approved except for

g

4

drawn'’ 1n column 10

3. MINOR SUBDIVISION
01d Mint, San Francisco

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT
Lois 0'Mara 376-0617 5./4-8/ WQ‘)/

posal not app " or “with

6. CERTIFICATE OF AGENCY REPRESENTATIVE (Date)

rch:wst of the Umted Sges

I hereby certify that | am authorized to act for this agency :n matters pertaining to the disposal of the agency's records, that the records proposed for disposal in this Request of

page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified

%/9"5/2’0 M c‘C/QL,QJQ Director of the Mint

'pate

Signature of Agen\éy Representative)

(Title)

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR

10
10B NO ACTION TAKEN

The following record series is an addition to the Bureau

of the Mint Records Control Schedule for all field off1ces

NC 1-104-79-1 approyed by the Archivist of the United -
States, December 21, 1978:

Numismatic Order Process Records

Order Cards

Computer cards, filed in the sequence receivyed,
containing customer numbey, name and address, Mint
mailing address, "change of address" box, customer
signature line and 1ines for the number of sets
ordered, amount of remittgnce and remittance number.
Batched in batches of g hundred, blocks of a thousand
for microfilming and processing by computer. Assigned
order numbers according to the sequence in which they
are fed into the computer controlled by the Batch
Control Cards.

- .
Destroy Sgtef microfilming and computer processing (1 to
5 day period)

Checks/Money Orders

Remittances payable to the Bureau of the Mint for
orders of coin sets and medals. Filed as received by
date of remittance. Batched in batches of a hundred,
blocks of a thousand for microfilming, reviewing,
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Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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T RAGE NF ¢
REOUEST FOR' RECORDS DISPOSITION AUTHOPITY-CONTINUATION 2
9 10
7 8. DESCRIPTION OF ITEM : L
: . : . . Samnle Action
X
ITEM NO (With Inclusive Dates on Retentjon Periods) or Taken .
Job No.
encoding/endorsina by SCMD, Customers are
instructed to put their Customer Number on
their remittance so it can be matched with
: order card in case of a mix-up. Remittances
are deposited in the Federal Reserve Bank. N
Deposit in the Federal Reserve Bank after
microfilmina, reviewing, encodina and endorsing.
(1 to 3 day period)
3. a. Microfilm of Checks/Money Orders NCi- (04
74,
Remittances are filmed by date of At
remittance after reviewina and automatic L
endorsing by SCMD. These remittances
are in payment for orders of coin sets
and medals.
Retain i i¥’end of the order >
accept months )/ Transfer e, Ty
to C 5 years xfter dgte of :sb*wsz:LaMﬁ/
e e
re . ere T, e
wse. Gemeral lgamr&s Schedule &/1a 3%",0 ot M
b. Microfilm of Order Cards ar ,;eM“ﬂMwM”
P o™ Oﬁa/?'
Order Cards are filmed in the seauence “f

received. This is a separate microfilm

from checks but is filmed in same order
as checks so that order and remittance
may be matched by customer number and
name.

. use Geuneral
c. Microloa

Computer printouts of the order numbers
of Batch Control Cards, the Microloa is
filled in by the microfilmers as cards
are microfilmed. Contains block number,
number of sets, roll number, filmer and
date, reviewer and date and a snace for
remarks.
researcher can locate from the Microloa
the roll of microfilm containina the
record.

Records Schedide L/l

With the customer's order number




' JOR MO, T RARE NF ¢
’ ' 3
REOUEST FOR' RECORDS DISPOSITION AUTHOPITY-CONTINUATION . —
7. . 8. DESCRIPTION OF ITEM q i n t'.n
ITEM NO (With Inclusive Nates on Retention Periods) ag: € Tgk;ﬁ
Job No.

Retain in
acceptan
to CSD

oo Conerl Records hedue (,,/m

Microfilms are used for research to answer
inquiries while orders are beina processed,

Batch Control Cards

Computer cards, filed by order number,
with "start™ and "end" numbers as Tow and
high number guides. Cards are used to precede
and control each group of order cards' entry
into computer. Order cards are assianed
order numbers within these quide numbers as
they are fed into the computer. Instructs
computer to enter cards accordina to coin
program, number of sets ordered, deposit
date, type of payment, deposit va]ue
and order number. Used repeatedly to
process orders for the lenath of coin
program.

Retain for“length of cein progrgm/{ﬁgzg11y
2 yearsY, then destroy.

use Geweral Pecords Schedule G//&
Listing Containing Registry Numbers and
Shipment Dates

Computer printout entitled "NUCOS Report
No. R3077, filed by registry number and order
number, contains customer name and address,
number of sets, date shipped and date of
computer printout. Printout is generated by
Data Center upon release of Tlabels. Referred
to when researching customer 1nquiries.

Destroy 2-fears angp/dﬁgé of prl
% use | General ﬁewm{s SLO:LM-le [/i&‘lz
Customer History File

Disc, tape, filed by customer number and
name, comprised of information from the order
cards, batch control cards and registry
numbers. Contains customer number, proaram
(indicating types of proarams on record),
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JOR MO, T

’ PAGE DF
REOUEST FOR RECORDS DISPOSITION AUTHOPTTY-CONTINUATION
9. 1n.
7. 8. DESCRIPTION QOF ITEM .
. : . . Samnie Action
1 K
ITEM NO (With Inclusive Nates on Retention Periods) or Taken
Job Mo.

customer name, address, entry date, status,
order number, proaram (delineates each
customer's file by proaram), number of sets
ordered, payment code, status, shipment date,
registry number. File is on disc, dupnlicated
on tape. Tape is held in another area in

case somethina should habnen to the disc.

CRT access from disC. Tape can be utilized for
CRT information retrieval, if necessary.

De;;rgy/5/§éars que?f1ast Qp£r§ron gjst/gr

tape~ use Cemeral Qecorcas Sehedule é»/ia..
COM - Microfilm or Microfiche

Computer output microfilm or microfiche
files includes:

a. Post Office Registry Number File -
customer shipments and their registry
number, filed by coin program and baaq
number. Also contains bag zip, number
of sets, order number and order zip.
Used for researchina shipments that are
lost or missing.

Destroy atzmgjjer’éﬁafof the-year
th@,iafﬁfigzg;r . ///e/y/’,/of(,

use Gemern) Records Schaduvle (f/al

b. Refund Reconciliation File - filed by
coin proaram and order number. Docu-
ments the amount refunded or rebated
to each customer. Contains the coin
program, customer name and address,
customer number, number of sets
refunded, refund check number and refund
amount.

Deégrgx/S/ZiEgszaffE? endef thevear of the
coinp-Pproar

wse Ceucral Kecords Scheduvle (0//0\,

c. Purged List - filed alphabetically by

last name of the customer. Lists all

customers and their orders aoina back

further than two years (and not on

current Customer History File). Contains

order number, number of sets, registry

number, ODF, shipment date, cost,
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7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates on Retention Periods)

9,
Samnle

or
Joh No.

10,
Action
Taken

customer number, name address., and tvne .
of coin program and year of coin program

Desf;gﬁﬁé/yeﬁ?;;ijzgp/eﬁﬁzg} t year

th F

¢ prog::ge Gemeral KeCom{s Schedule 6/GV

d. Purged List - filed numerically by order
number. Lists all customers and their

orders goina back further than two years

(and not on current Customer History File)l

Contains order number, number of sets,
reaistry number, ODF, shipment date, cost,
customer number, name and address, type
of coin proaram and vear of proaram.

DCD turns over COM microfilm or micro-
fiche to CSD after proaram aoes "off
line" on the computer.

d of theyearof
e/b\QJTA\ %.eorrﬂs So&caév (9/{‘\-*
+ﬁ—ha*ﬁkﬁﬂﬂqy—ferm—+ﬁe;udes—-

’ Harde Copy
a. Lurrent—Tites

Destroy ear afte

the in proq
Uuse

Correspondence,

Destroy 2 years after date of reply.

b. General Data F11es “k'(“&t’
+WMMW0 ‘ftm/lmﬂ/‘od)%

7%2@u Zuu oLas A%f%144533ﬁ3;22£2%7iii3i

a§y444@7£44é?7,&.,éku5 namua7/duni;ma»
martticineds o Vme,oz/mom’é/ of 35, 60, = 70

Destroy 90 days after date of correspondence.

[

Vouchers of Paid or Pending Claims

Refunds by 01d Mint to customers. Filed
alphabetically by last name of customer
with annual file breaks.
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REQUEST FOR RECORDS DISPOSITION AUTHOPITY-CONTINUATION 6
7. 8. DESCRIPTION OF ITEM N :i A 19'
ITEM NO (With Inclusive Nates on Retention Periods) | "®"'€ ction
or Taken
Job No.
,M"’W",J)’ wse Gemeral Records Schedole (a/lcu
e})”xm Destrqyzs’igars afteggmﬂﬁ@ht to gggjzmﬁ?.
bj.u!/"/ /706. | Tracer Fl’c.S'
%T’ox?*wﬁ**:} hd. Tracer-Fites Rex,ueé‘ﬂ'
p ‘k 8 Claims sent to the Postal Service in an
TVV&NV ¢J3 '0ﬂ£” attempt to locate customer's coin sets.
yl w Filed alphabetically by last name of
customer with annual file breaks.
Desttg¥/3/yég;; after-cTaim i§/séﬁ% to_the”
Post.Bffice. )
use (Gemerw! R&corc\s Schnedude (%/a(
(V"K/‘A g. Sets Received File
Results of tracers. Letter and sianature
postal receipts sianed by customer. Filed
alphabetically by last name of the
customer with annual file breaks.
Destroy 3-yéars afte3/9u§faa;r's sjorature
of recgipt. .
ise Gm(‘a‘ fecor;?s 50’\%“1(& Jo

e #. Claims Paid File

Claims paid by the Post Office to the
customer or to the 01d Mint as a result
of tracers. Filed alphabetically by
last name of the customer with annual
file breaks.

Destroy 2 yg€ars after pdyment is e to
the customer or to the 01d Mint?

wse  Gemera | f\jf,CorA.s Schadote (p/ lo






