. REQUEST FOR RECORDS DISPOSITION AUTHORITY -
(See Instructions on reverse)

LEAVE BLANK L

JOB NO

NI-Z265-¢9-1

TO: GENERAL SERVICES ADMINISTRATION

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEI VED4./0’ ?7

1. FROM (Agency or establishment)
General Services Administration

NOTIFICATION TO AGENCY

2.MAJOR SUBDIVISION _ R L
Office of Administrative Services

approved”’ or

3. MINOR SUBD.l\;ISION .
Information Collection Management Branch

not required.

""withdrawn”’

In accordance with the provisions of 44 U.S.C. 3303a
the disposal request, including amendments, is approved
except for items that may .be marked "disposition not
in column 10. If no records
are proposed for disposat, the signature of the Archivist is

2. NAME OF PERSON WITH WHOM TO CONFER

Maury Grundy

5. TELEPHONE EXT.

202-535-7942

DAT
AT
v ‘7/

ARCHIVIST OF THE UNITED STATES (

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency's records;

that the records proposed for disposal in this Request of

38

page(s) are not now needed for the business of this

agency or will not be needed after the retention periods specified; and that written concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is

attached.

A. GAO concurrence: D is attached; or E is unnecessary.

D.TITLE

B. DATE C.SIGNATURE OF AGENCY REPRESENTATI )
%/ / 2 / §9 | Mary Cunningham@ % Chief, Info. Collection Mgmt. Branch
' ' /o l 9.GRSOR | 10.ACTION
ITEM 8. DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO. (With Inclusive Dates or Retention Periods) JoB (NARS USE
CITATION ONLY)
Information Management Program Records -
Record deSCI‘lptlonS and requested dlsp051t10n authorizations
| are contained in the attached proposed chapter to the HB,
GSA Records Maintenance and Disposition System (OAD P 1820., 2) .|NN-168-87
' o ’ NC1~269-76~1
NC1-269-80-5
N1-269-86}-2

115-108 * WM 6 ,@f

NSN: 7540-00,

neF / 787

34-4064

Prescribed by GSA
FPMR (41 CFR) 101-11.4

STANDARD FORM 115 (REV. 8-83)



RECORD
SYMBOL

ii&Al.

11A5.

11A6.

" DESCRIPTION OF RECORD

Form registers  (NC1-
269-80-5). Registers

used to record and con-

trol the numbers and
other identifying data
assigned to each form.
Reserved.

Forms case filee -(GSA

ﬁ%agencyw1de forms, GSA
&forms numbered in the

%5 000 thru 12,000
grles' and GSA issued
sta@dard and optional

formf)(GRS 16/3a)

de31gn1n'a evaluating
and clearlng GSA forms.
Included ame requests

' for managemé%g services, .~

papers relat g to the
development of‘forms
drafts of dlree%ives
prescribing forms%or

written statementg%ex—

-plaining their purpose

clearances, printed s

copies of each editioniy

forms status notices,
camera copy, record of
all actions taken, and
related records.

Forms case files
(regional forms)
(NC1-269-80-5). Numer-
ical' case files created

during the analysis,

design, clearance, and

Appendix 11-A
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OAD P 1820.2 CHGE

AUTHORIZED‘DiSPOSITiON'

Destroy when no longer
needed. :

Place in inactive file

" on cancelation of the

form. Cut off the in-
active file at the-end
of - the year and retire
to FRC; destroy when

5 years old.

file at the end
of the Qegr, destroy
when 3 years old.



OAD P 1820.2 CHGE

RECORD o : l VR : R
SYMBOL DESCRIPTION OF RECORD 'AUTHORIZED  DISPOSITION

evaluation of regional-
forms. Included are
requests for forms
management services,
papers relating to”~
developing the forms,
drafts of directives
prescribing the forms
or written statements
explaining their pur-
pose, -clearances,
printed copies of each L
edition of the form, .
forms action notices, '
current approved camera

¢ record of. all

actions taken, and

ted records. .

Cancel 6 months after -
“development, unless:

11A7.

numbersﬂhontaining "T" otherwise indicated;
prefix) (NC1-269-80-5). destroy when 1 year
_Numerical éase files old. :

- created du
.analysis, des'gn
clearance, an&r
evaluatlon of GS
one-time forms._@L

services, papers ;
relating to develop-
ment of the forms,
drafts of directives
prescribing the forms
or written statements
explaining thelr pur-
pose,. clearances ' :
‘prlnted copies of the
" form, forms action/
status notices,
current approved camera
copy (composition copy’

Appendixvll—A

4
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RECORD
SYMBOL

11A11-11A14.

11A15.

11A16-11A19.

- 11IA20.

11A21-11A24.

DESCRIPTION OF RECORD

forms management

~Reserved.

or GPO proof), record
of all actions taken,

. and related records.

Reserved.

Forms classification
files (NC1-269-80-5).
Central Office pre-
scribed GSA, Standard,

% and Optional forms,
“and regional.numbered

£\

f&rms (grouped by func-
p) used in evaluat-
ing} simplifying, com-
g, or eliminating
existikg forms. Also
reclude the
f new forms

},that duplfﬁete exist--
I

ing forms

actions.

WITHDRAWN- BY CHGE

Reserved.

: - ‘o N
Forms management activi-%

ties (NC1-269-80-5).
Documents created in re-
porting accomplishments
under the forms manage-:
ment program, such as
reports of savings
realized in printing,

-handling, storing, and

using forms, forms

-consolidated or elimi-
‘nated

or similar forms
management act1v1t1es._

‘Reserved.
Appendix 11-A

5

. OAD~P 1820.2 CHGE

»

AUTHORIZEDnDISPOSITION“

Destroy individﬁéi
forms when canceled
or discontinued.

;”fdestroy when 2 yearé

o




OAD P 1820.2 CHGE

RECORD
SYMBOL

11A25.

11A31-11A34.

11A35.

\A26-11A29.

DESCRIPTION OF RECORD

Forms management

- training. files

( - = =-1). Docu- .

-ments used in prepar-
" ing and conducting

training in forms

‘management, including-

forms and format
standards. Included
are requests for
training arrangements,
notifications, and
number of people.
trained.

Reserved.

Forms management traln—

ing materials

(NC1-269-80-5). Docu-
ments relating to-the
preparation and use .of

training materials for

forms management. In-
cluded -are outlines,

!%'texts, handouts, train-
“Ipg aids, and related

records.

Forms trﬂcklng and
control répords (GRS

23/8).. Logs registers,

and other ré‘ords in

hard copy or ‘&lectronic
form, used to comtrol and

manage all presdﬁabed
GSA-wide, GSA Centyx
and Regional Office\:

Standard, and Optionay:.

Forms.

Appéndix_ll—A'

AUTHORIZED DISPOSITION

Cut off annually;

‘destroy”when 1 year

old.

Destroy when super-
seded or obsolete.



OAD P 1820.2 CHGE ..

armd. dotynan labin o

RECORD . g
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION
~a. Forms Catalog Sys- Delete data elements
N, tem. Data elements, " as they are made obso-
‘maintained to control lete. Move canceled
and manage all pre- . forms to canceled

%ibed GSA Central - ~ form file; delete
Off{ce GSA-wide, - after 2 years.

Staﬁtprd, and Optional _
Formsl;_Included are - Destroy hard copy when
form tﬁ‘le, status, mno longér needed.

form num;er edition
date orlg;nator dis-

“g prescrib-

'ing directively stock

number and s1ze unit

of issue, report g ap-

proval number, £V

(common use or contiol—

led), stock, existin .

stock disposition and}. -

N
A

replenishment instruc-%y
tions, and date of issué;

b. Logs, registers,
and other records used
to control and manage
forms.

> longer

Appendix 11-A

7



RECORD
SYMBOL

1iB1.

11B2-11B4. -

11B5.

11Bll—llB14.

11B15.

DESCRIPTION OF RECORD

WITHDRAWN BY CHGE
(See 11C35).

Reserved.

.Directives management

training files

C - - -.

Docu-

"ments relating to con-

duct of training
sessions in directives
writing and format
standards and related
directives management
subjects. Included .
are requests for,
notifications of, and
arrangements for train-
ing; number of people
trained; and similar..
records.

Reserved.
Directives management

training materials
(NC1-269-80-5). Docu-

ments relating to the
preparation and use of

tfaining materials on
e s

r~iting and format
§tg dards and other
bl ives management

handouts’, raining aids,
e .
and related, wecords.
..J:\

Reserved.

Federal Register ¥y
liaison materials =¥
(NC1-269-80-5). Docu*
ments accumulated as a“

Appendix 11-B

3

OAD P 1820.2 CHGE

AUTHORIZED DISPOSITION

%

Cut off annually;
destroy when 1 year

" old. o

Destroy when super-
seded or obsolete.

Cut off annually;
destroy when 3 years
old.



OAD P 1820.2 CHGE

RECORD
SYMBOL

DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

result of GSA liaison
with the Office of "the
Federal Register. In- ' _
cluded are copies of : -
i GSA materials for .
“uNdnclusion in the U.S.
“Government Organization
N
Manual; requests for
additions to, deletions :
fromf\gr copies of the . .
Code of‘wFederal Regu- ‘ '
lations, *Eederal
Register, Weekly Compi-
lation of Presidential
Documents, Pubiic
Papers of the Presi-
dents, or similary
Federal Register N
publications; and re3\,
lated records.

11B16-11B19. - Reserved.

11B20. Directive master bind-
- ers. . Master binders
or record sets of . -
external and internal
directives maintained
. by the Central Office
Directives and Corres-
pondence Management .
Branch and regional ' .
Information Management t
Brnaches. Included are
Federal Information
Resources Management
Regulations, Federal Pro- '
curement .Regulations
superseded by Federal
Acquisition “‘Regulations; : ‘
General Services Admin- . - ‘ -
istration Procurement
Regulations superseded

Appendix 11-B

4



RECORD
SYMBOL

11B21-11B24.

11B25.

DESCRIPTION OF RECORD

by General Services
Administration Acquisi-
tion Regulations; Fed-
eral Property Manage-
ment. Regulations;

GSA bulletins, orders,
notices, handbooks,
manuals, and miscel-
laneous external
directives.
each regional directive
is included in the

GSA master binder.

a. Central Office
Directives and Cor-
respondence Manage-
ment Branch ( - -

BEEE

80—5),
Reserved.

Directive case files.
Documents reflecting
the preparation,
review, clearance, -
and publication

of directives
maintained in master
binders and directives
which are not includ-
ed in master ‘binders,

such as GSA materials

submitted for the
Federal Register, the

CFR, FPMR bulletins,

Appendix 11-B

5

‘A copy of

- OAD P. 1820.2 "CHGE

. AUTHORIZED DISPOSITION

NOTE: Master binders’
maintained by clear-
ance offices and di-
rectives maintained

by other offices .
should by filed under
Technical and . refer-
ence materials in

ch. 9B. |

'Permanent. Offer to

NARA when no longer
needed for refernece
in 5-year blocks when
20 years old.

~ Destroy- 'when super-

seded or obsolete.

-

NOTE: Working papers
maintained by the
originating office
should by filed under
Unofficial directives .
case files in ch. 9C.:

N



OAD P 1820.2 CHGE

RECORD
SYMBOL

11B26-11B29.

DESCRIPTION OF RECORD

and the U.S. Govern-
ment Manual. . Includ-
ed are directive

‘proposal briefs; per-

missions for use of
copyrighted material;
clearance sheets;
memorandums reconcil-
ing comments; comments
of other Federal
agencies, industrial
firmsg, and professional
groups; published direc-

tives; printing requisi-:

tions,

and.related"rec—
ords. T ’

materials (exclusiye
of requ1s1t10ns) 3

b. Offlces orlglnating

directives not maintain—._' ]
" seded or canceled and
" retire to FRC.

ed in GSA master blnd—
ers ( - - - ).

c. Information Manage-
ment Branch, GSA
regions ( - ' - -
One copy of each direc-
tive issued in the reg-
ion, with background
materials. »

Reserved.

Appendii 11-B
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Permanent.
annually when super-

-Permanent.

AUTHORIZED DISPOSITION

Cut off

seded or canceled

- .and retire to FRC.
. Offer to NARA 10

years after super- -
session oOr;cancéla- -

tion.

Cut off
annually when super-

: Offer
to NARA 10 years after
supersession or can-
celation. .

Cut off annually when
superseded or cancel-
ed; hold 2 years and
destroy, except copy-
right authorizations,
which are to be de-
stroyed after 56
years.


http:after.56

RECORD

SYMBOL

11B30.

'System ( ).

OAD P 1820.2 CHGE

DESCRIPTION OF RECORD AUTHORIZED DiSPOSITION_
Directives tracking = . NOTE: Tracking and

and control records. ~ control records main- :
Logs, registers, and tained by clearance :
other records in hard ' officers are filed’

copy or electronic : under - 9B15d.,
form used to manage :
and track GSA direc-
tives and regulations.

g : rwt Aotumen /«:vAM
Delete data eléments
or destroy hard copy -
Data elements malntalned when no longer needed.
to manage and track all ' '

a. Dlrectlves Catalog‘-

: GSA directives and regu-

lations. 1Included are
identification number,
document status,- title,
distribution, subject/
title key,. canceling
document(s), signature
date, effective date,
expiration date, origi-
nating office, number of
pages in the document, -
date of last activity, =
reports and forms estab- -
lished by the document,
an indication of any re-
strictions, date of last
reprint, date of last
revision, date sent to
print, 'references to

related parts of the Code

of Federal Regulatlons
and any remarks

SC reglsters, and Destroy when no longer
otherﬁgvgords used to - needed. .
control™*and manage all '
GSA reglona irectives
(GRS, 23/8). y

Appendix " 11-B

, L
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OAD P 1820.2 CHGE

This appendix describes records accumulated. in the creation, use, .
maintenance, and disposition of GSA records. These records are -
accumulated by offices with. agencywide responsibility for the
records management program and regional counterparts. It does:
not apply to related records accumulated by individual offices in -
managing their records. They are described in chapter 9B15 of
this handbook. ' ‘

The term "records management", as used in this appendix, is
defined to include records documentation, maintenance, and
disposition management, vital records management, FOIA and
Privacy Act management, and micrographicg management. Records
management program records are created pursuant to the provisions
of orders and handbooks in the 1800 and 2400 subject
classification series.

This appendix also applies to those offices responsible for
controlling .the identification, transmission, maintenance, ,and
disposition of emergency operating and rights and interests
records. - )

Appendix 11-C. Records Management Program Records



RECORD
SYMBOL

11cC1.

11C2.

11c4.

designatéed

DESCRIPTION OF RECORD

Records officer desig- .

ﬂ,Knations (NC1-269-80-5).
“Dgcuments reflecting

name and information
aboutelnd1v1duals

xto perform
records management
duties on a i

or regional: bas1s.

Records liaison officer

designations ( - -

- ). Documents re-
flecting names and-in-
formation about indi-
viduals designated by

services or staff offices

to perform records

management duties within

their service or staff
office. »

Records management gen-

eral. files (GRS 16/7).

authorizations, and
ther records that re-
ite to the management
*GSA records, includ-
“ch matters as

and all other aspec‘
of records management
not covered elsewhere
in this appendix.

)

Reserved.

Appendix 11-C
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Correspondence, reports,

OAD P 1820.2 CHGE

 AUTHORIZED DISPOSITION

Destroy'hhen.super—
seded or obsolete.

Destroy when super-
seded or obsolete.

Destroy when 6 years
old. Earlier disposal '

.is authorized if rec- -

ords are superseded,

- obsolete, or. no longer

needed for reference..



-l

OAD P 1820.2 CHGE

RECORD

SYMBOL - DESCRIPTiON OQF RECORD

File plans
(NC1-269-80~-5). 'Docu-
ments retained by rec-
ords management
officials that reflect
record categories,
subdivisions, and other
- information -about’ the
~ .records accumulated at
% individual file :
gstations. Included are
'”SA Form 2039, Records
'M'lntenance Plan rec-
sinventories, and

11C6-11C9.

11C10.

campaigns.
are copies of orders "\
or notices announcing
and publicizing the
campaigns, reports re-
flecting disposition
accomplishments, and
related papers, but
not record volume and
“activity reports
described elsewhere
in this appendix.

a. Information Collec-

tion’ Management Branch.

Appendix 11-C
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AUTHORIZED DISPOSITION

Destroy on receipt of -
a revised plan or on
discontinuance of the
plan or. the requlre—
ment.~

Cut off annually
following- éompletion
of the drive or ‘cam-
palgn.

completion of*a sub-

sequent campaigi,
whichever is sooner
and destroy.




RECORD
SYMBOL

11Cc14.

11C15.

. DESCRIPTION OF RECORD

b. Information Manage-
ment. Branch, GSA
regions. ‘

Reserved.

Régords disposition.
Deéérlptlve inventories,
dlsposal authorizations,
sched\] les reports and
corresggndence relating
to the disposition of

‘GSA recorgﬁ.

records centers. :W
cluded are SF 135,\Re

to Transfer, Approval W
and Receipt ¢f Records
to National Archives of"

the United States; acces-\i

sion agreements; copies
of approved disposal re-

guests; and related rec-
© ords. )

b. Disposition authori-
zations (GRS 16/2a).
Documents created by the
Information Collection
Management Branch in re-
questing authority from
NARA and GAO for the
disposal of.records.

. Included are SF 115, Re- -

quest for Disposition
Appendix 11-C
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OAD P 1820.2 CHGE

AUTHORIZED DISPOSITION

Destroy when 2 years
old.

 Destroy 2 years after

all records listed
therein have ' been de--
stroyed or when no
longer needed.

-

recorde%are destroyed;
or transferred to the
National : frchlves or

when no lg*ger needed
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OAD P 1820.2 CHGE

RECORD
SYMBOL

11C16-11C19.

11C20.

11C21-11C24.

11C25. .

« Routine correspon-

~reviewing, clearlng,'

DESCRIPTION OF RECORD AUTHORIZED . DISPOSITION

‘Authority; clearances,

including GAO clearances;
and related records.

c. Disposition re- " Destroy when no longer
quests.- (GRS 16/2b). . needed for reference.

-

dence and memoranda

“elatlng to requests

'“r changes to, or ex-

em‘tlons from, official
S

rec rds malntenance
d pos1t10n in-

WITHDRAWN
(See llClSa);

Reserved.

Records donation ‘and

transfer (NC1-269:80-5).
Documents created im, -

approving, and arrang—
ing for the  donation of._
GSA records to organi- -
zations, institutions,
etc., and the transfer
of records internally
or between GSA and other,
Federal agencies. In-
cluded are requests or
proposals for the
donation or transfer of
GSA records, clearance
actions, approvals, and
related records. '

a. .Information Collec-
tion Management Branch.

transferred.
Appendix 11-C
6
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OAD P 1820.2 CHGE

DISPOSITION OF RECORD  ~ AUTHORIZED DISPOSITION

b. Information Man- " Destroy. iVYear after
agement Branch, GSA : records are donated or .-

regions. 'transferred
11C26-11C29..
11C30.
- (GSA FC rm 2151, Records
Maintenance and Disposi-
tion- Repo*t) from all
offices andg;data on the -
volume of r“cords on
hand, retire
stroyed.
a. Informatlon‘%w Destroy when 3-years
tion Management Branch ‘ old.
(GRS l6/4a) _
b. Information Man- | Destroy when 1 year
agement Branch, GSA old.
reglons (GRS l6/4b)
11C31 11C34 Reserved
llC35. __" Information‘manage— N D%stroy after the next .
T 'ment program surveys comoarable survey or
{NC1-269-80-5).- Docu- aftern3 years, which-
sooner

ments accumulated in ever
auditing or surveying -
the supervision and
execution of GSA's
internal information
management programs
in the Central Office . A
Infornation

- and regional services . NOTE:
and staff offices. ‘ . management proﬁrams
Included. are survey include forms, rec-
audit reports, re-- . tives, records, F A/

plies and related: - . Privacy, - reports

and
records. . correspondence. 2 ‘

Appendix 11-C . VHQ
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OAD P 1820.2 CHGE

RECORD

11¢c37-11C39..

11C40.

11C41-11C44.

- Included are requests

‘disapprovals, and

DESCRIPTION OF RECORD

Information manage-
ment project files
(NC1-269-80-5). Docu-"
ments accumulated in
planning, conducting,
assisting in, report-
ing on, and taking

\‘zother action in connec-

tion with information
anagement projects and
studies that do not

result in the prepara-

tion\'of a directive

or otQ?; instruction.

‘Included’ are requests,

coordinafing actions,
reports with recommenda-

- tions, and"ﬁglated

records.

Reserved.

File' equipment and.sup--
plies (NC1-269-80%5).
Documents created in:u.
the records managemeut,
review of requests for;
file equipment and
nonstandard supplies.
for the purpose of
recommending approval
or disapproval of
supply -action.

for equipment‘or sup-
plies; approvals,

clearance actions;
and other papers
about specific items,
equipment or supplies.

Reserved.

Appendix 11-C
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AUTHORIZED DISPOSITION

Cut off annually
following completion
of the project.-or
study; destroy when 3 -

years old.

Cut off annually;
destroy when 2 years
old.
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RECORD
wSYMBOL

11C46-11C49.

11C50.

11C51-11C59.

11C60.

OAD P. 1820.2 CHGE

-,

DESCRIPTION OF RECORD - AUTHORIZED DISPOSITION

~Records management ' Cut off annually;
- training files . destroy when 1 year

(NC1-269-80-5). old.
Documents relating to ‘ :

providing and conduct- LT
ing training in

correspondence, mail,

files, or other areas

of records management.

Included are requests

for training and docu-

nents concerning arrange- -

ments, notifications, and

numeif of people trained.
Sy, '
Reserwved

;

Records %@nagement Destroy when super-
training\materials seded or obsolete.
(NC1-269-80%5). Docu-

" rials for use 1

'cation, transmission,

ments relating to the
preparation,\¢learance,

and issuance ofimate-
)

correspondence,

files, or other rgcords

management training<“
Included are outlin
texts, handouts, trai
ing aids, and related
records.

%

Reserved.

D g@;oy ﬁhen super- -
seded; or obsolete.

Vital records con-
trols (NC1-269-80-5).
Documents, accumulated
by records officers

and those services and
staff offices having
GSA-wide responsibility,
to control the identifi-

Appendix 11-C
9
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OAD P 1820.2 CHGE

RECORD - - Co '
DESCRIPTION OF RECORD - AUTHORIZED DISPOSITION

SYMBOL

maintenance, and dispo- , “
sition .of emergency

soperating records and )

rights and interests ' .
“ecords. Included are '

A} ventorles not 1ncorpo—"

11C61-11C79.

11c80.

ment studres, Docu- : , LT
ments accun 1ated in

planning, ad: 1n1ster-

ing, conduct® g,

assisting in, ‘report-

ing on, and tak'ngx
other action in .
conpnection with ingér- =~ - -
nal information ma age—
ment studies for develk
oping, recommendlng,\\n"
and assisting in the i
stallation of improve-
ments to information
operations, systems,
procedures, and methods.
Included are requests,
coordinating actions,
reports with recommenda-
"tions, and related

records.

a. Offlce responsible Cut off nQually,-
for conducting and destroy W en 5 years
clearing the study old

(GRS 16/9). _

b. Other offices . Hold 2 years a d .
(NC1-269-80-5). . destroy. N\

Appendix 11-C
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ey, RECORD

§YMBO

11C86-11C89.

11Cg0.

11cC91l.

- (NC1-269380-5).

DESCRIPTION OF RECORD

Reserved.

Micrographics project
files (N1-269-86-2).
Documents. accumulated
in planning, conduct-
ing, and reporting

on micrographics
projects and studies.

_iIncluded are requests,
jcoordlnatlng actions,
xeports with recom-

meéndations, and re-
lated records.

Micrographics equipment
Docu-
ments creéted in the

disapproval of suﬁﬁf
action. Included :
requests for equipme:
approvals,
and clearance actions;
and other papers about

specific items of equip-

ment or supply.

Microform Inspection

Correspondence,
and related rec-
"ords documenting the

Records.
reports,

inspection of microform
records, as required by
36 CFR 1230.

Appendix ll—Ci
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'OAD P 1820.2 CHGE

t;
dlsapprovgﬁlﬁ

AUTHORIZED DISPOSITION

Cut off annually -
foIlowing completion
of the project or
study; destroy when

the related system no -

longer exists.

Cut off annually;
destroy when 2 years
old.



OAD P 1820.2 CHGE

RECORD ; o . : L
SYMBOL ™, DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

Y,
%
%

?a. Microform Inspection’ Destroy 3 years after

(GRS 16/10a). Log . date of last entry.
documentlng the. inspec- ' .
tlon of microform
records, including de-
scrlﬁtlon of the records
testedxyrecord category, -
date, elements of 1nspec—
tion, results and if
defects are found cor-
rective action taken.

\ .

b. Mlcroforﬁ\lnspectlon Destroy when 3 years
Reports (GRS 16/10a). old. <
Reports made to NARA ‘ .
‘on the results of\mlcro— :
form inspection and: re- N e
lated correspondence:. .

11C92-11C94. Reserved. - ,\Q‘
11C95. Information proces- \i; Cut off annually,

: ‘ sing project records .destroy when 5 years
(NC1-269-80-5). ’ old.
Documents created in \@k
planning, administering, S
conducting, assisting
in, reporting on, and
taking other actions
in connection with
information processing
for developing, recom-
mending, and ‘assisting
in the installation . of
information processing
projects, systems,
standards, procedures,
and methods. Included
are'requests, coordinat-
ing actions, reports,
standards, recommenda-
tions, and related
records. :

Appendix 11-C
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RECORD 7,

SYMBOL Wﬁ%\ DESCRIPTION OF RECORD : AUTHORIZED DISPOSITION

@. Reserved.

S
Q9

11C100. wBM triennial. review Cut off annually:
: fites (GRS 16/11). : destroy when 7 years
'Reports required by - old.

GSA (KG) concerning
rev1ewa\of information
- resources’ management
(IRM) practl ses. In-
cluded.: are a§§001ated
correspondence%~stud1es
directives, feeder re-
ports, and monitori
surveys and reports.>%

Appendix 11-C
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-

This appendix -describes records created in the establishment,
coordination, ~and execution of procedures and techniques for
managing reports. Reports management is concerned with
maintaining GSA reporting requlrements and reports required of
GSA at the minimum level consistent with mission needs,
periodically reviewing reporting requirements _to determlne the
continuing need for the data being reported, and eliminating
unnecessary reports and reported data. Reports management
program records are created pursuant to the provisions of

FPMR 101-11.2; FPMR 101-11.11, the GSA Administrative Manual,
1-29 thru 37 (OAD P 5410.1); GSA Inventory of Internal.Reportlng
Requirements (OAD P '1872. 8A), and the HB, GSA Reports Management
Program (OOS P 1872.2). v

This appendix applies to records accumulated by offices with
agencywide  responsibility for management and oversight of reports
management programs, including regional counterparts. It does
not apply to related records accumulated by individual offices in
managing their reports They are described in ch. 9B15a of this ,
handbook. : : '

Appendix 11-D.- Reports Managemenr Program Records
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RECORD
SYMBOL

Y
11D1. \k

11D2-11D3.

11D4.

11D5.

‘records in hard.copy

. manage reports.

DESCRIPTION OF RECORD

" Reports management

case files (GRS 16/6).
Case files maintained
for each GSA report
created or proposed,
including public use
reports. Included are

clearance forms (SF 83);

copies of pertinent
forms or descriptions

) of format; copies of
‘Hauthorizing directives;
“preparation instruc-

ﬁions, and documents
katlng to the evalu-
atlon continuation,
revﬁs1on and discontin-
‘g of reporting re-

Federal Information
Locator Svistem files
(N1-269-8632). Docu-
ments used to identify
duplicate reporting
requlrements.a In-
cluded are ref“rence
materials, OMB ulde—
lines, the FILS Yser's
Handbook bllllng'

the GSA/DOD 1ntere”ency -

8

agreement, FILS chéck-
lists, and related \;
records.

Reports tracking and
control records

(GRS 23/8). Logs,
registers, and other

or electronic form
used to control or

Appendix 11-D

3
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_ AUTHORIZED ‘-DISPOSITION

Withdraw and place in-
an inactive file on
discontinuance of the
report. Destroy 2
years after the report
is discontinued.

Destroy when no
longer needed.
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RECORD -
SYMBOL

11D6-11D7.

11p8.

11D9.

\DESCRIPTION OF RECORD

Y,
e

a. Automated Reports'
Catalog System.

This - system includes
data elements needed to
" control and manage all
~reports 1ssued under

" the reports management
system, such as reports
control numbers tltles

expiration dates,tdirec-
tive numbers, orlglnator

subject, form identifd-

cation number, frequency,
status, user, and costs.;

b. Logs, registers,
and other records used .
to control or manage
reports.

"Reserved.

Reporits management

general files

( -- - - ). Documents

created in administer- .

ing the Reports Manage-

ment Program. . Included

"are annual reviews,

evaluations, invento-

ries;, and related rec- -
.ords.

5

Information collection:

budget files (GRS 16/12).

~ Reports, required by the
Office oﬁ;Management and

‘Budget und%r the Paper-.

work Reductlon Act about~

the number of Kours the

public spends. fufﬁﬁlllng
GSA reporting require: -

ments. Included are
associated feeder

-Appendix 11-D
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AAUTHORIiED DISPOSITION

Delete data elements

"as they are supersed-

ed. Move cancelled.
reports to cancelled

- report file; delete

after 2 years.

“Destroy when no longer

needed. - -

}Cut off annually,

destroy when 6 years

hold»

. Cut off annually; .
destroy when 7 years

old.
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RECORD

SYMBOL 'RD. DESCRIPTION AUTHORIZED DISPOSITION
. . Y \'-'5);3?.* ’ i v
reports,Nireport ex- . -

hibits, coOzrespon-
dence, directives,
and statistica¥com-
pilations. %

Appendix 11-D ~ -
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This appendix describes records created in establishing and
implementing procedures, standards, and systems for the
preparation, coordination, and format of correspondence. The
correspondence management program establishes standards for the
economic and efficient management of correspondence within GSA.
This appendix applies to records accumulated by offices with
agencywide responsibility for management and oversight of
correspondence management programs, including regional )
counterparts. It does not apply to related records accumulated
by individual offices in managing their correspondence. They are
described in chapter 9 of this handbook. .

" Appendix 11-E. Correspondence Management Program Records



RECORD
SYMBOL

11El.

- 11E2-11E4.

11E5.

11E6-11E9.

11E10.

OAD P 1820.2 CHGE

DESCRIPTION OF RECORD AUTHORIZED bISPOSITION
Correépondence manage- Cut off annually;
" ment training files destroy when 1 year

( - - = ). . old.

Documents relating to ~ '

conduct of training

sessions in correspond-’

ence preparation and . . '

format standards . and _ . -
related correspondence ’
management subjects. In-
cluded are requests for,
notifications of, and
arrangement for training;
number of people trained;
and similar records.

Reserved.

Correspondence manage- Destroy-'when .supersed-

ment training materials ed or obsolete."
( -~ - - ). Docu- L '
ments related to the

preparation and use of

»

* training materials on

format standards and
other correspondence
management subjects.
Included are outlines,
texts, handouts, train-
ing aids and related

records.

Reserved.

Correspondence letter- Place in inactive file
head case files -~ after request is

( - - -). Case ' _ denied or letterhead
files created in author- is -discontinued. Hold

izing and maintaining . 2 years and destroy.
GSA letterheads. In- - :
cluded are justifica-
tions for authorizing

" and establishing new

letterheads, a brief - ’ ..
: Appendix 11-E
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RECORD

SYMBOL . DESCRIPTION’OF RECORD

record of reprints,
and related camera
copies.

Appendix 11-E
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