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-. , . LEAVE .BLANK•. j REQUEST FOR AUTHORITY DATE RECEIVED JOB NO , 

TO DISPOSE OF RECORDS 
(See InstructIons on Reversel	 3-26-80 NCI-I04-80-1 

TO	 GENERAL SERVICES ADMINISTRATION
 
NATIONAL ARCHIVESAND RECORDSSERVICE, WASHINGTON, DC 20408 NOTIFICATION TO AGENCY
 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance wIth the provIsIons of 44 usc 3303a the drs Department of the Treasurv posal request. including amendments. IS approved except for 
Items that may be stamped "dIsposal not approved" or "wIth 
drawn" In column 10 

2. MAJOR SUBDIVISION 

Bureau of the Mint 
3. MINOR SUBDIVISION 

Old Mint, San Francisco 
4. NAME OF PERSON WITH WHOM TO CONFER 15. TEL EXT 

Lois O'Mara	 376-0617 5-j"-~1
6. CERTIFICATE OF AGENCY REPRESENTATIVE	 (Date) ~'fe~::-

I hereby certIfy that I am authorized to act for this agency In matters pertarrnng to the dIsposal of the agency's records, that the records proposedfor dIsposal In this Requestof 
-&-- page(s) are not now neededfor the business of thrs agencyor wIll not be neededafter the retenllon periodsspecIfIed 

Director of the Mint 
(TItle) 

9.7, 8. DESCRIPTION OF ITEM	 10SAMPLE ORITEM NO (WIth Inclusive Dates or RetentIon Penods)	 ACTION TAKENJOB	 NO 

The followtng record sertes ts ~n addttton to the Bureau 
of the Mint Records Control Schedule for all field offtces 
NC 1-104-79-1 approved by-the Archtvts t of the Urrlted 
States, December 21, 1978; 

I 

1. 

Numtsmatic Order 

Order Cards 

process Records 

Computer cards, filed tn the sequence recetyed~ 
containing customer number, name and address , t1int' 
mail ing address, "chanqe of address" box? customer 
signQ,ture 1tne and 1tnes for the number of sets 
ordered? amount of remi,ttance and remtttance number , 
Batched in batches of ~ hundred, blocks of Q,thous~nd 
for mi:crofilmi'ngand pj-ocessinqby computer. Asstgned
order numbers accordtng to the sequence in which they
are fed into the computer controlled by the Batch 
Control Cards~ ~ 

2. 

Destroy ~ mi,crofilmtng and computer processing (l to 
5 day period) 

Checks/Money Orders 

RemHtances 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, reviewin~, 

115-106	 STANDARD FORM 115 
ReVIsed January 1973 
Prescrobed by General services 

AdmInIstratIon 
FPMR (41 CFRJ 101-11 4 
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2REOUEST FOR RECORDS DISPOSITION AlITHnDITY-CONTINl'ATION 

7. 
ITEr~ NO (With 

R. DESCRIPTION OF ITEM 
Inclusive Dates on Retention Periods) 

q 

<)aPlnle
or 

Job No. 

10. 
Action 
Taken \ 

encoding/endorsin9 by SCMO. 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. 

Deposit in the Federal Reserve Bank after 
microfilmina, reviewinq, encodinq and endorsin 
(1 to 3 day'period) - -

3. a. Microfilm of Checks/Money 

Remittances are filmed by
remittance after reviewina 
endorsin9 by SCMD. These 
are in payment for orders 
and medals. 

Orders 

date of 
and automatic 

remittances 
of coin sets 

,Ne/-fo¥-
7'1~ 

:::!:k-;,../ 
c?lll. 

b. 

end of t 
months) Tran er 

Destr 5 years ter d e of 

u.se. G~elrC\.l ~ecorJ.s Sc~edu[e lei I 
Microfilm of Order Cards 

Order Cards are filmed in the seauence 
received. This is a sepRrate microfilm 
from checks but is filmed in saPle order 
as checks so that order and remittance 
may be matched by customer number and 
name. 

Retain 
accept
to C Destro 
co espondin9 

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. With the customer's order number 
researcher can locate from the Microloa 
th~ roll of microfilm containin9 the 
record. 



, .
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3REOlJEST FOR' RECORDS DIspnSITION AllTHnpITy-cnNTINI'ATInN 
q. 1o.7. .	 8. DESCRIPTION or ITEM <)aJ11nle ,ActionITEM NO (With Inclusive Oates on Retention Periods) or Taken 

Job No. 

Retain in ..0 until nd of the order 
acceptan cycle (2 onths)~ ransfer 
to CSD Destroy years aft r filming
date ntered on rintouts ' the mtcr0-
fil er. I 

l.{,Ge G~ Rec.orJs ~e (o/Ov 

Microfilms are used for research to answer 
inquiries while orders are bein9 precessedt 

4.	 Batch Control Cards 

Computer cards, filed by order number, 
wi th "star t" and "end" numbers as low and 
high number g1lides , Cards are used to precede
and control each group of order cards I. entry
into computer. Order cards are asstgned
order numBers within these qutde numbers as 
they are fed into the computer. Instructs 
computer to enter cards according to coin 
program, number sf sets ordered? deposit
date, type of payment, deposit value 
and order number. Used repeatedly to 
process orders for the len9th of coin 
program. 

Retain fo ength of ~ progra-~allY2 yea~ ,then de~y. ~~U~U( 

\ASe.. GG{.\Q..('L'-I f2ecorls. SdA.eJ-«/,Q.., rolla.. 5.	 Listing Containing Registry Numbers and 
Shipment Dates 

Computer printout entitled "NUCOS Report 
No. R30n, 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 labels. Referred 
to when researching customer inquiries. 

Destroy~ears af~e of pr~	 I 
L{,$C--	 Ge..VlEW'GlJ 1(eecr-J.s. Sct...z.,L.Je b/I6.	 Customer History File 

Disc, tape, filed by customer number and 
name, comprised of information from the order 
cards, batch control cards and re9istry 
numbers. Contains customer number, proaram
(indicating types of proorams on record), 
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REOUE$T FOR RECORDS DISPOSITION AlITHnpITY-CnNTINI'ATI0N 
q. 1n.7.	 8. DESCRIPTION OF ITEM <;arnnle ActionITn~NO (With Inclusive Dates on Retention Periods) or Taken 

Job No. 

customer name, address, entry date, status,
order number, proqram (delineates each
customer's file by prooram), number of sets 
ordered, payment code, status, shipment date,
registry number. File is on disc, duplicated 
on tape. Tape is held in another area in 
case somethinq should happen to the disc. 
CRT access from disC...Taoe can be utilized for 
CRT information retrieval, if necessary. 

Destro~ears ¥ last e~ on ~r 
ta? - lASe- Ge-vteml f<ecorJs S~k ft/lo....J 

7. 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 baq
number. Also contains bag zip, number
of sets, order number and order zin.
Used for researching shipments that are
lost or missing. 

Destroy~ars aft~of~~th~ proa~' ~,,~	 j
v\s e. Gt"A,\C-<£\'\ Re_cc,J. 5 S~)I'f_ {o 10.. 

b.	 Refund Reconciliation File - filed by
coin pr09ram and order number. Docu-
ments tbe 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. 

De~tro~ear~ en~~r ~he 
cOlJY15Y-oar~ (

I.t>e	 GeM "rtvl Re co nt s Sch ~cLvle (p/10...-
c.	 Purged List - filed alphabetically by 

last name of the customer. Lists all 
customers and their orders qoinq back
further than two years (and'not'on
current Customer History File). Contains 
order number, number of sets, reo+stry
number, ODF, shipment date, cost, -

-- ... ~,	 J 



REOUEST FOR' RECORDS DISPOSITION AtITHnPITy-cnNTINlIATI(lN
7. 8. DESCRIPTION nF ITEM 

ITEM NO (With Inclusive Oates on Retention Periods) 

q.
Sarmle 

or 
Job No. 

, P.Ar, r. ('I!=" 

5 

In. 
Action 
Taken 

6 

customer number, name aridress• anr'tvne . 
of coin program and year of coin program. 

8. 

DCD turns over C(lMmicrofilm or micro-
fiche to CSD after proqram qoes "off 
1ine" on the computer. 

Destroy 5A1e'ar afte~of ~~ 
the edfn proq~ - _ I 

u.~e· G v&.rvl. \ ¥1.Qo,J < 5J...cJvle b I 
Cor-respondence, iFI !Toloa eo!='y fol"ffl iA&lblEles: 

\-t4rtl. c<-'f~ 

a. GurrcAt Files 
~ .' __ '" ,,--J2AoflO. (~ T'~ . .,.J)
~4 ~:r;:r~ ~~"1'.,I~ N. ~~ ;~J 
~Un.L ~ . -;-"-i ~U~~YI. 

;f/ ~~ 't..~, ~~~~~ ~ ~...a..1 ~/t'J'/U w-Id ~ ':;/ j"t~ 

Destro~ 5 ar; aftP~fr.~ the proqra~ -"'I-Po J , I / /1
. "",S e.. G0vt e '~t\. I\e.c D rCil.5- SokCl...\.l e 'DI tee-

d. Purged List - filed 'nu~erically by order 
number. Lists all customers and their 
orders qoinq back further than two years 
(and not on current Customer History File) 
Contains order nu~ber, number of sets,
reqistry number, OOF, shipment date, cost,
customer number, name and address, type 
of coin proqram and year of proqram. 

Destroy 2 years after date of reply. 

b. 

~ Vouchers of Paid or Pendin~ Claims 

Refunds by Old Mint to customers. Filed 
alphabetically by last name of customer 
with annual file breaks. 



6 ,10B Nn. ~Ar,En~ 

REOUEST FOR 
7. 

ITEM NO 

RECORDS OISPOS ITI0N Al1THnDITY-cnNTINl'ATION 
8. DESCRIPTION nF ITEM 

(Hith Inclusive Oates on Retention Periods) 

I....!> e GvAU:' r cd Re. co ret ~ Sc,/.vutv I-e (p / lc 

Destr~ars afte~nt to ~r. 
Trace,.. Flies 
.fIl. Tracer Files Reg.C4e.$'fS 

q 

Sarnn 1 e 
or 

Job No. 

6 

In. 
Action 
Taken 

Claims sent to the Postal Service 
attempt to locate customer's coin 
Filed alphabetically by last name 
customer with annual file breaks. 

in an 
sets. 
of 

Destroy 1~ af~imPost~~:~'-
\.\.5 e. ~e-nvl 

~. Sets Received File 

i~ 

Recortls. 
to~ ,I 

.5c.,kki-e. f; J 

Results of tracers. Letter and sianature 
postal receipts si9ned by customer. Filed 
alphabetically by last name of the 
customer with annual file breaks. 

~'V 

Destroy ears afte~r's 
of r: eipt. 

use. ~rCA. 
I. Claims Paid File 

I 
s~ 

D 
((€Cords 

-SchuLvle_ ~ )cv 

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

use 

after yment is ~ 
to e Old Mi~ 

G€M.e.cc< \ Rf/corJ..s 

to 

5-J\J:LIA)1e (p/' 

.- ..' 




