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REQUEST FOR RECORDS DISPOSITION AUTHORITY'­

(See Instructions on reverse) 

LEAVE BLANK -~ 
JOB NO. 

A} I- Z/p 9-(Cj-1 
TO: GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
DATE RECEIVE~· 

-1IJ--({1 
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 

General Services Administration 
2. MAJOR SUBDIVISION 

Office of Administrative Services 
3. MINOR SUBDIVISION 

Information CollectionManagement Branch 

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 
approved" or "withdrawn" in column 10. If no records 
are proposed for disposal, the signature of the Archivist is 
not required. 

4. NAME OF PERSON WITH WHOM TO CONFER 

Maury Grundy 

5. TELEPHONE EXT. 

202-535-7942 
DA~ 
l L~ 

g""r 

ARCHIVIST OF THE UNITED STATES 

~~---r' 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I 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 pa'ge(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 c~ncurrence: 0 is attached; or [i] is unnecessary. 

B. DATE 

tf/?./~1 
C. SOGNATURE OF AGENC;~E'E~ 

Mary Cunningham ~ ~.A. 
D. TITLE 

Chief, Info. Collection Mgmt. Branch 

7. 
ITEM 
NO. 

I' I 
8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

9. GRS OR 
SUPERSEDED 

JOB 
CITATION 

10. ACTION 
TAKEN 

(NARSUSE 
ONLY) 

.• 

·­

: 

Information Management Program Records 

Record descriptions and requested disposition authorizations 
are contained in the attached proposed chapter to the HB, 
GSA Records Maintenance and Disposition System (OAD P 1820. 2). 

.. .. 

-

·'·' 

NN-168-87 
NC1.,.269-,.7 
NCl-269.,.8 
N1.,.269.,.86 

.. 

p.,-J. 
p.,.5 
-2 

STANDARD FORM 115 (REV. B-83) 
Prescribed by GSA 

115-108 -~~ 1:{;· f2t!'rl.l.7f/NSN·1540-n4-4064 

. ~,.. ;:1/cL1/~ '!f FPM R (41 CFR) 101·11.4 
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' 
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RECORD 
SYMBOL DESCRIPTION OF RECORD 

Form registers (NCl­
269-80-5). Registers 
used to record and con­
trol the numbers and 
other identifying data 
assigned to each form . 

.Reserved. 

11A5. : Forms case 
~,~ 

files -(GSA 
(t~ agencywide forms, GSA 
~~arms numbered in the 
·~ooo thru 12,000 
~~es~ and GSA-issued 
sta~9ard and optional 
form-~(GRS 16/3a). 
Numer''~,al case. files 
create'~n analyzing, 
designin'~',. evaluating 
and clear : g ; GSA forms. 
Included a ·' ·requests . · 

. 	 ~~- ;for_ managem ~t serv1ces, 
papers relati~g to the 
development o~forms, 
drafts of direcl&yes 
prescribing forms~~r 
written statement~\ex-

·plafning their purp1j~f?, 
clearances, printed 
copies of each edition 
forms status 'notices, 
camera copy, record of 
all actions taken, 
related records. 

11A6. 	 Forms case files 
(regional forms)· 
(NCl-269-80-5). Numer­
ical·case £iles 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 £~le 
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. 

filt'. 

Pla~~ in inactive-file 
on c.1incelation ·of~ the"...., . . 

form. "~tCut off the in­
active v'~le at . the end 
of the Y~!; destroy 
when 3 years old. 

l 



. 

. "'~···· 

... 


OAD P 1820.2 CHGE 

RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED.DISPOSITION 

~'·.· . evaluation of regional· 
forms. Included are 
requests for forms 
management services, 

~, papers rela'ting to .. 
~. developing the forms,
'~~'~.-.;\· dra.fts of directives 

~~ 

~~" 
~~l,~ 

.·~ prescribing the forms 

<.;~~.\ ~~p~~~~~~~ ~~=~~m~~;: {_, 

~\ pose, clearances, 


· '\:;:·;··''· prin,ted copies of each 

:.. edition of the form, 
'\~, forms action notices, ­

·&;l. 
"\~:"s::urrent approved camera 

·<:c:opy, reco·rd of. all 
a~ions taken, and 
re~b.;ed records . . 

"ii..;•, 

11A7 .. For~~iLQase. files (GSA Caneel 6 months .after 
one-t:Um~ .forms with form ·development, unles;:;• 

11 T 11numbeni~~~ontaining otherwise indicat~d; 
prefix) ··t;N_c1-269-80-5). destroy when 1 year 
.Numerical~6ase. files old. 
created duh~, g the. 
.analysis, de'$.'.gn, · 

. ).('"·


c;:learance, a:r;lB)1;. 


evaluation of G.$ 
. . "("·

one.-time forms .. '~l~ n-
cluded. are reques~: 
for forms managemefl~,­
services, papers 
re1 . to d eve1 op- '" '\~,.;at1ng 
ment of the forms, ··{~t~-. 
drafts of directives \~·; 

·--.~)~ :,,prescribing the forms 
"'~\.or written statements 

explaining their pu~~ 
pose,. clear~nce~~ . . 
printed copies of the 
form, forms action/ 
status notices, 
current approved camera ·· 
copy (composition copy 

Appendix 11-A 
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RECORD . ' 

SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION '. 


or GPO proof), record 
of a1·1 actions taken, 

. and related records. . . 

Reserved. 

llAlO. ··~\~., Forms classification Destroy individual 
·\~~.'.~.\ 

. 
files ( NCl-:26.9:..80-5). 
Central Office· pre~ 

forms when .canceled 
or discontinued. 

\;\,., scribed GSA; Standard, 
'<\and Optional forms, · 
\. nd regiona'l 'numbered' •,
f:~ms (grouped by func­
t{: ) used in evaluat~ 
inQ!;·.;, simplifying; com­
bini~ , or eliminating 
exist'± · forms. Also 

·~~ 

used to·l;,.. 
.

reelude the 
creatiod~-f new forms 
that dup:i''f-~te exist-:· 
ing forms arg;l other . 

. ' 

.forms manag6'm nt 
actions. ''l.~>t .. 

~}·::-:-~., 

11All-11A14 .. Reserved. \:~~~~ih,. 
11A15. WITHDRAWN· BY CHGE ~~l,L .. ~ .\ -. 

•' 

;~~~;. '~ '; . 

11A16-11A19. Rese~ved. . "~1~~~~~ . 
11A20. 	 Forms management activi"'""{k Cut off annually; 

ties ( NCl-269-80-5). · . ·~tdestroy when 2· years: 
Documents created in re- ·~e ·d.·· 
porting acco111plishment~ ~~\;!~~ . 
under the forms manage-· ..,l,,~; ·. 
men.t program, such as ·- -.\;~.., 
reports of savings· \;;,':\. 
realized in printing, "\\ 

. handling, storing, and '<':,;\;, 
using f.orms, forms '1';:, 
-consoli~ated or elimi- ·~ 
.nated, or similar forms 
~an~gement a6tivities. 

11A21-11A24. 	 Reserved. 

Appendix 11-A 
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OAD P 1820.2 CHGE 

RECORD 
SYMBOL DESCRIPTION-OF RECORD 

11A25. Forms ··management· 
training. files 
( · - )_. Docu­
ments used in prepar­
ing and conducting 
training in forms : . 

_'management, including· 
forms and format 
standards. Included 
are requests for 
training arra~gements, 
notifications, and 
n~mber of people­
trained. 

. 

Reserved. 

Forms management train­
ing materia'ls 
(NCl-269-80-5). Docu­
ments relating to the 
preparation and use of 
training materials fo~ 
forms management. In­
eluded -are outlines, 

~~texts, handouts, train­
"'i g aids, and related 
r~ ords. 

-l,l_. 

11A31..:.11A34. · 
''~;-. 

11A35. 	 Forms ti-.ckin and 
control r cords (GRS 
23/8) .. Log~, registers, 
and other :d~<~~rds in 
hard copy or "''~ectronic 
form,used to co~trol and 
manage all presc)ubed 
GSA-wide, GSA Cen~'al 
and Regional Office>~-
Standard, and Optionc{',:;,._ 

-. 
AUTHORIZED DISPOSITION 

Cut off annually; 
destroy'.. when_ 1 year 
old~. 

. ' 

Destroy when super­
seded or obsolete. 

. ' 

Forms . 

Appendix 11-A 
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OAD P 1820.2 CHGE, 

RECORD 
SYMBOL DESCRIPTION OF. RECOR~ ~~O~~~';S~:~ION 

'·' a. Forms Catalog sy0, ~elete data elements 
~.\tern. Data elements" · as they are made obso­
··~aintained .tc:> control lete·. Move canceled 
~·.d manage all pre- forms to canceled 
sC::\ibed GSA Central · fm:rn file; delete 
Ofi~ce, GSA-wide, after 2 ~ears. 
Stan\ard, and Optional 
Forms". 

~·· 
. Included are Destroy hard copy when 

form ti~le, status, ·no longer ne~ded. 
form num ~,er, edition 
date, ori'g, · nator, dis­
tribution ·~· d func- . ' 

tional .code'§; . prescrib..; 
'ing directiv~~> stock 
number and siz"~\ lJ,ni t 
of is.sue, report's ap­

\X 
proval numbe~, t~-­
(common use_or c~~%ol­
led), stock, existi~' .• \ 

stock disposition and1t. 
replenishment instruc:5:t:;~'·, 
tions, and date of issd ··>·, 

. -~~\'} 

b. Logs, registers, ~~Qestroy when no longer 

and other records used · -.~ eded. 

to control ·and manage ··<t;,, 

forms. ·-~~;~~\~, . 

' ·~\~~ 

Appendix 11-A 
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OAD P 1820.2 CHGE 

RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

11B1. 	 WITHDR~WN BY CHGE 
(Se~ 11C35). 

. ' 11B2-11B4. 	 Reserved . 

11B5. .Directives management Cut off annually; 
training files destroy when 1 year 
( - ). Docu- old . 

. ments relating to con­
duct of training 
sessions in directives 
writing and format 
standards and related 
directives· management 
subjects. Included . 
are requests for, 
notification$ of, and 
arrangements·· for train-· 
ing_; number of people 
trained; and similar­
records. 

Reserved. 	
:_, 

Directives management Destroy when ·super­
training materials seded or obsolete. 
(NC1-269-80-5). Docu­

'ments relating to the .
preparation and use of 


·~'P;:r,, \Laining materials on 

~-r;tw · ting and format 


-~·~-l;t. 

sta dards and other 
.-.:,.:~. . .

d1re 1ves management
' .'({~..

subjeq, Included 
are oi£t-~~~es, texts, 
handoutsi~~f..;.,t..raining aids, 
and relateq~ ecords. 

11Bll-11Bl4. 	 Reserved. 

Cut. off ~nnually;11B15. 

:~~'~,~~ 
Fed.eral Register·::,;;'t~'"·

,.,_,~

lia'ison materials · ~!&Q- destroy when 3 years
--,-....::.__,,--e:-=-=--=---=-=,---::~-~- '•, ". 

( NCl-269-80-5). Doculli<.l;,, old. 
ments accumulated as a-~'~·~, 

~-·r~ :; .....: 

Appendix 11-B 
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OAD. P 1820.2 CHGE 

R~(;ORD 
SYMBOL DESCRIPTION'OF RECORD 

result of GSA liaison 
with the Of'fice of"the 
Federal Register. In­
cluded are copies of 
GSA materials for 
inclusion in the U.S. 

-:'.Government Organization'..
M~~al ;. -requests for 
add:f:tions to, deletions 
from~~Qr copies of the 
Code o~ederal Regu- _ 
.lations, ~ederal 
Register, Weekly Compi­
lation of P~sidential 
Documents, Pu~ic 

11Bl6-11Bl9. ·­

11B20. 

Papers of the p}esi- . 
dents, or simila~ · . 
Federal Register ~'·,... 
publications; and re' ·., 
lated records. \ 

Reserved. 

Directive master bind­
ers .. Master binders 
or ~ecord sets of 
external and internal 
directives maintained 
by the Central Office 
Directives and Corres­
pondence Management 
Branch and regional 
Information Management 
,Brnaches. Included are 
Federal Information 
Resou.rces Management 
Regulations, Federal Pro­
curement.Regulations 
superseded by Federal 
Acquisition·-Regulations; 
General Services Admin­
istration Procureme~t 
Reg~l~tions superseded 

Appendix 11-B 
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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 ext'ernal 
directives. A copy of · 
each regional directive 
is included in the 
GSA master binder. 

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

- ) . 
b. ··.:_.,.. 'nformation Man--· 

~t.l: 

agemen ".,.,,Bfanch, GSA 
regions ( · · -:::_269­
80-5). 

Reserved. 

Directive case files. 
Documents reflecting 
the preparation, 
review, clea:r;ance, 
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 

•( 

OAD R 1820.2~CHGE 

AUTHORIZED DISPOSITION 

NOTE: Master·binders 
maintained by clear­
ance offices and .9-i.:... 
rectives maintained 
by other offices 
snould by filed under 
Technical and.refer­
ence. materials in 
ch. 9B. 

Per.manent. Offer to 
NARA when no longer 
needed ~or refernece 
in 5-year blocks when 
20 years old. 

Destroy.-when super.~ 
seded or obsblete. 

NOTE: Working papers 
maintained by the 
originating office 
should by·filed under 
Unofficial:dir~6tives 
case·fil~s inch. 9C.:· 

5 
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RECQRD 

SYMBOL 
 DESCRIPTION OF RECORD 

and ·the U.S. Govern­
ment M~nual .. Includ­
ed are directive 
'proposal bri~fs; per­
missions for use of 
copyr.ighted material; 
clearance sheets; 
memorandums reconcil ­
ing comments; comments 
of other Federal 
agencies, industrial 
firm$, and. professional 
groups; published direc­
tives; printing requisi-· 
tions, and related rec­
ords. 
'$ 
a.~· Central Office 
Di~· ives and Corres- · · 
pond~"if. Management

.......';, 

Branch (N~~-269-80-5). 
One copy of'"- ch direc­
tive with back> .qund . 
materials ( exclus""":v.~: 
of requisitions) . -.,.." ­

b. Offices originating 
directives not maintain­
ed in GSA master bind­
ers ( - ). 

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

AUTHORIZED DISPOSITION 

. ' 

.Permanent. Cut off 

annually-when super­

seded or canceled 

.and retire to FRC. 
. Of.fer to NARA 10 
years after · supe;r--. · 
session 

' 
or'

' 
canc'ena- · · 

tion . 

.Permanent~ Cut off 
annually when super­
seded or canceled and 

. retire ~o · FRC. . Offer· 
to N~RA 10 years after· 
supersession or can­
ce-lation. 

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

11B26-11B29. Reserved. 

Appendix 11-B · 
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DESCRIPTION OF RECORD 

Directives tracking 
and control records. 
Log·s, registers,·. and 
other records.in hard 
copy or electronic 
form us~d to manage 
and track GSA direc­
tives and regulations. 

a. Directives Catalog·· 
'System ( ) . 
Data elements~mai~tained 
to manage and track all 

·GSA 	directives and regu­
lations. Included·. 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 
rep:r:.int, date of last 
revision, date sent to 
print, ·references to 
-related parts of the Code 
of Federal Regulations, 
and any remarks . 

.,;··~···.~t. 
b. ·~·ogs, registers 1 and 
other~~"\: . cords used to 
control1-<:t, ', :. q manage all 
GSA regioria-.;:\,g_irectives 
( GRS .' 23/8 ) . .,.~,~,~;::~~~,~~:;:. 

I"• 	 • 

Appendix ··11-B 
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AUTHORIZED DISPOSITION 

NOTE: .Tracking and · . 
control ~ecords main­
tained by clearance 
officers are filed· 
under ~ 9B15d. . 

~ _do.cu ~nen icch'(Jh) 
Delete data el~ments 
or destroy hard ·copy 
when no longer needed. 

Destroy when no longer 
needed. 

r,, 

http:records.in
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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 region9-l 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 
defiped to include records documentation, maintenance, and 
disposition management, vita1 records management, FOIA and 
Privacy Act management, and micrographics 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 re'sponsible for 
controlling.the identification, transmission, ·maintenance, ~and 
disposition of emergency operating and rights and rnterests 
records. 

~·· . 

.! 't .• , 

Appendix 11-C. Records Management Program Records 
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RECORD 
··~%( 

SYMBOL~~., DESCRIPTION OF RECORD 
. ~-'~;... 

11C1. ..'&;;,''·, \ Records officer desig- . 
~.~nations ( NC1-269-80-5). 

-,~~~,g,uments refleoting 
nam~~and information 
about' •.mdividuals 

"!"·~~"··· 

designat~~~ perform 

~~~~~~~o~a~ag~J2ide . 
or regional bas~ 

11C2. 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~·f1+ 

;~~·~~· 
\~~):\- ­

11C3. '':b. Records management gen­
. ...~.:~;,~·;,b.-:... .eral files ( GRS 16/7). · 

-l::,S};--:. 

t~~:,...... Correspondence, · reports, 
'~~ltt(lB.. authorizations,· and 

.Jr.....- f. 

-"~~·other records that re­
-~"M-

!~ite to the management 
o '~1$§A records, includ­
ing e•ll:·c::h matters as 
forms, '~orrespondence; 
reports ;·<~h.q,:i_l, and files 
management;::~;·~he. use of 
microforms, K'~ ·,,,_,systems, 
and word proce~·~,,:~:r:.w; : 
vital recorps pro~~~s; 
and all other aspec >\~ . 
of records management'.;,,}1'·.·· 
not· covered else\'{here '""'~:~,~·-. 

OAD P 1820.2 CHGE 

_AU':j:'HORIZED DISPOSITION 

Destroy when super­
seded qr obsolete. 

Destroy when super­
seded· o~ obsolete. 

Destroy-when-6 years 
old. Earlier disposal 
is authorized. if reb- · 
ords are superseded, 
obsolete, or. no longer_ 
needed for reference .. 

in this appendix. ·(·li~f:::.;; 

11C4. Reserved. "'l:''"· ' 
. ' 
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OAD P 1820.2 CHGE 

RECORD 
SYMBOL DESCRIPTION OF RECORD .AUTHORIZED DISPOS-ITION 

File·plans Destroy·on receipt of 
( NC1-269-80-5). ·Docu­ a revised plan or dn 
ments retained by rec~ discontinuance_ of the 
ords management 	 plan qr..: the require­'''\::,~~,,. 	 officials that reflect men,t. 

iecqrd categories, 

subdivisions, and_ other 


'i;:~~~t~.•., · information about the 

.records accumulated at
'i·~t.. 


··:;;~•,,. individual file 

--"tl.•\. 	 . 

"i\;:stations. Included are 
''"·sA Form· 2039, Records 

. \.• ... 

M···j;p.tenance Plan, rec-
or ··.:;:..;inventories, and 
rela:,··~ed records. 

··.\\. 
11C6-11C9. Reserve\\~;·;.._ . 

''i\-~... 
11C10. 	 Dispositi ··~campai ns Ctit'off an~ually 

(NC1-269-80 .~5J. Docu­ following-completion 
ments accumu ..· .ted in · of the drive or'cam­
planning, cond.>qting, paign. 
an~ providing ~-~9ial 
reports on recor · .. ~''"-
disposition drives::· .F 
campaigns. Include 7·""·'<;, 
are copies of orders ''<2tL 

~-	 • ;. ··.'d:. 

or not1ces announc1ng \~·',\. 

and 'publicizing the ··.?1f;, 
campaigns·, reports re- ·:'~\,.. . ' 

,fleeting disposition -:·~;~,, 

accomplishments; and · <~~-~ 
relat_ed papers,· but _:~'1.\'t, 
not record volume and ·-'7 

'''), 

·activity reports 
described elsewhere 
in this appendix. 

a. Information Collec-. Hold _5 years~-,;'q,r ·until 
tion'Management Branch. . c<;:>mpietion of· ii,_ sub­

sequent campai~.. 
whichever is soon~r, 
. 	 ~.:

and destroy. '•\\'. 
"·\. 

Appendix 11-C 
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OAD P .1820.2 CHGE­

RECORD 
SYMBOJ., .DESCRIPTION-OF RECORD AUTHORIZED DISPOSI'l'ION 

b. Informati·on 	Manage­ Destroy when 2 years'\, 
' ~1)}. 	 ment.Brancp, GSA old. 


regions.
y~i~ 
11C11-11C13 .\~11-;. Reserved. 

. ··~1~;. . 
1lC14. ;~~,WITHDRAWN .BY CHGE 

·~(,see· 11C15c >. 
·{~-\ 


y!~ 


11C15. 	 R'.prds disposition.
De~~iptive inventories, r.• 

dispo$al authorizations, 
sch~~*es·, reports and 
corres~qndence relating 
to the·~sposition of _ 
.GSA reco:r:las . 

~-. Recor~'ret.ireme~t Destroy 2-years after 
( NC1-269-80- -;d. Docu­ all records-listed 
ments created'~in retir ­ therein bave~been de~· 
ing records· th\,National stroyed or when no 
Archives or to -~~geral lohger needed. 
records 	centers. '~J:n­
clud~Pd are SF 135, .,,~Bec­
ords Transmittal an'"-~&.,, 
Receipt;· SF 258, Req·~;;~.pt, 
to Transfer, Approval ,'''1~,_, 

·~ ~ ~\
and Receipt· Qf Records I!~:; 

to Nat~onal Archives of· ~~{\, 
the Un1ted States; acces- ~. 
sion agreements; ·copies . ~~h. 
of approved disposal re- ·v~~L 

)-~·"'

quests; and related rec-· :~. 
~.. 

ord s. 	 ~''';\, 
' .\~~~' 

• .··:-s·.':-.. 

b. 'Disposition authori­ Destr ": ·, when .related . 
zations ( GRS 16/2a). . records\;~re··. destr9yed, 
.Documents created by the or tran~~rred to the 
Information Collection National \fchives, or . 
Manag.ement.Branch-in re­ wh~n no lo~·~er needed 
questing authority from for admiriis ':~ative pr 
NARA and GAO for the reference pu ~'ses. . 
di~posal of.-records. 
Included are SF 115, Re­
quest for Disposition 

. ·:·.\.'\'""'·"" . 
\.,. 

~ppendix 11-C 
. \. 
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RECORD 
SYMBOL DESCRIPTION OF RECORD 

:~';;'1, ~~~~~~i~~; G~~e~~=~~=~~es; 
''1;~~-\~t and r'elated records. 

'~ c. Disposition re­
'(f~l- quests. ( GRS · 16/2b). 

vJ.,,_ Routine correspon­
~-.';­
~:\dence and memoranda 

'"· i~lating to requests 
~t. changes to, or ex­

em~ions from, official 
rec-~'rds maintenance 
and . · sposi'tion in­
strud ·· 6ns. 

11Cl6-11C19. 

11C20. 	 WITHDRAW~ ' ·\ CHGE 
(See 11C15a-h 

~~ 

-,~; ~v­
11C21-11C24. 	 Reserved. 

"\.. 
~(h. 

11C25 ... -Reco'rds donation··:<_~p.d 
transfer· (NC1-269~SQ-5). 
Documents created-in 

. reviewing, clearing >i~,­
approving, and arrangt\; 
ing fo~ 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 r~quests or 
proposals for the 
donation or transfer of 
GSA records, clearance 
actions, approvals, and 
related records. 

a. Information Collec­
tion Management Branch. 

Appen~iix 11-C 

:.. 

AUTHORIZ.ED.DISPOSITION 

Destroy when no longer 
needed for reference. · 

>·~,_,\,.,,,,_. 
·'I 

.. ' ...(~~ 
...1•• 

Des'troy 2 years~·, after. 
records are dona-ed or 
transfer'red. ·, 

' 	 ' 

6 
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DISPOSITION OF RECORD AUTHORIZED DISPOSITION 
. ' 

b. Information Man­ Destroy 1 -year--after· 
agement Branch, GSA records are donated or 

•,:, regions .. 	 ·transferped·."!~.~ 
f·.· 

. ,,._11C26-11C29 .. \~eserved. 	
.·. ­

11C30. 	 -~ord~ holdi~gs files. ­
'Sta ;istical reports of 
GSA ' '~;~"records holqings, 
inclu:!ng feeder reports 

· ( G~A F ··l~ 2151, R~cord~ 
Ma1ntena· ce and D1spos1­
tion ·Repo'·x )' from all 
offices an'··-;}_data on the 
volume of r ···cords on 
hand, retire -~~:\or.. de- · 
strayed. ··\~ 

a. Informa_tio~-;·.~~·9..l.lec­ Destroy ·when 3 years 
tion Management Bn€mch old. 
(GRS 16/4a). '\~;~, ·­
b. Information Man~:~:;1'\:, Destroy when 1 year 
agement Branch, GSA old. 

•..regions (GRS 16/4b). 

11C31-11C34. 	 Reserved. 

11C35. 	 Information· manage- _ 6';~);;~troy 'after the next 
·ment program surveys co~~arable survey or . 
(NCl-269-80-5).· Docu­ after. 3 y~ars, which­
ments· accumulated-in ever \'.\s sooner . 
auditing or surveying 
the -supervision and 
execution.of GSA's 
internal information 
management programs 
in toe Central Office 
and regional services 
and staff offices. 
Included._ are survey 
audit reports, re:- ·· 
plies and related: 
records. 

Appendix 11-C 
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DESCRIPTION OF RECORD AUTHORIZED DISPOS~TION 

Information manage- Cut off.annually 
~ ment project files following completion 
·;~:-'1,. ( NC1-269-80-5). Docu- · of the project-or . 

.~r· 

study; destroy when 3
:~;·1)~,~!,:,:_..... ,'__, ~~~~~i~~~u~~~~~~~i~~, years olc;l. 

,. assisting in, report- .._._-.. 
.~~;.. ing· on, and taking 
-~\\other action in connec­
-~~on with information 
~h?gement projects and 
s~9~es that do not 
resui·;t in the prepara­
tio~of a directive 
.or ot~~r instruction. 
Includ~<-.are requests, 
coordin(\.ting ac'tions, 
repor.ts ~r~J;l recommenda­
tions, and r,elated

) ,·.. 
records . ~i~~· ,1

'<l..". 
11C37-11C39. 	 Reserved. :-..:. 

.~~'~{ 
11C40. 	 File· equipment a <a ,_sup­ Cut off annually; 

plies ( NC1-269-80\5.-). destroy when 2 years 
Documents created '· n:~~:· old. 
the records managem "t. 
review of requests .. fo '\;,, 
file equipment and :\':> 
non·standard supplies·. 'v~ti, 
for the purpose of · '2:'5: 
recommending approval ·'{;~;) 
or disapproval of 
supply .. action. 

· Included are requests 
for equipment or sup­ '' 
plies; ·approvals, 
·disapprovals, and 
clearance actions; 
and o·ther papers 
about specific items, 
equipment or supplies. 

11C41-11C44. 	 Reserved. 

Appendix 11-C 	
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OAD P 1820.2. CHGE 

RECORD . ' 

-~:SYMBOL .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

ing training in 

correspondence, mail, 

files, or other areas 

of records management. 


·\~-,Included are 1equests 
\for training· and docu­
'\mts concerning arrange..::· 
~'I)Fs, notifications, and 
nu~b~~-- of people trained. 

\\'; 
11C46-11C49. 	 Rese v'~d. 

···~~. 
....~,.. 

11C50. 	 Records mpna ement Destroy when super­

training bterials seded or obsolete. 

( NC1-269-B9~:7,5). Docu- ­
'ments rela-Bing to the 
prepa_ration,\E~~arance, 
and issuance ~-~~mate­
rials for use ~\~. 
corresponde:pce, 'g~l ,_ 
files,·or other r cords 

-management training'\·\,1_. 

Included are outlin ~'~>'··. 
texts, handouts, trai :ib. 
ing aids, and related -~ 
records. ''\::};. 

-11CS1-11C59. 	 Reserved. 

11C60. 	 Vit~l records con- D stray when super~· 
trols (NC1-269-80-5). se '~1or obsolete. 
Documents, accumulated 
by records officers 
and those services and 
staff offices having 
GSA-wide responsibility, 
to control the identifi ­
·cation, transmission, 

Appendix 11-C 
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-~i~b 
RECORD 
SYMBOL 	 DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

maintenance, and dispo­ <_, 

sition .. of emergency . 
'f\\,ppe~ating records· and 

'iJ;;;tghts arid interests 
''ecords. .Included a·re _ . ' 

.i~~ntories not_incorpo­
r·c;t~d in handbooks and . 
siml~~~%- records. · , 

11C61-11C79. 	 Reser~~a_:_~. . . · · 

11C80. 	 Informa)i~n_- manage­
ment stud\e~,. Docu­
ments accuinp'iated. in 
I?lanning, a.a.~ip_ister­
lng, conduct~\19''~. 
assisting in, ~eport­
ing on, and- t;ak · rigF 
other action in ·:-~~~­
connection with i t:~r­
nal· information rna cige­
ment studies for devei~ 
oping, recommending, \ ·:~·:;,, 
and assisting in the i'n-\.,. 
stallation of improve- '·i:~: 
ments to information '•'0:~. 
operations, Systems, 
procedures, and methods. 
'rncluded are requests, 
coord.inating ac-tions, 
reports with recommenda­

. tions, and related 

records. 


a. Office responsible 

·;,,-\\\, 
·r... 

~..~. ~::.•. 
..J:\ 

w 
lipually;­

for conducting and ~~ 5 years 
clearing the study 
(GRS 16/9). 

b. Other o_ffices Hold 2 
(NC1-269-80-5). destroy. 

Appendix 11-C 
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RECORD 
""'Z·!1,$~MBOL DESCRIPTION OF RECORD 

~~?h.. 
··~t)L 

11 ·J-11C84. 	 Reserved. 

lic8;~~i~J . Micrographics project
1,t~;· files (Nl-269-86-2). 

\;;'-:,;;_, 
~~1(-~ Documents accumulated 

-~;~<'. in planning, conduct­
~l·~ ing, and reporting
··~&:;.tt on micrographics 

··~·~\ proj,ects and studies. 
·:~';Included are requests, 

·.'C:;:pordinating actions, 
: ~?ports with recom­
in.hgations, and. re-
la-oe·a. records. 

11C86-11C89. 
~ ·,·'[~~;;; 

11C90. 	 Microgr'pl}ics equipment 
( NCl-269 '. 0-5). Docu­
ments crea ed in the 
management ·\.~yiew of 
requests fo~cro­
graphics equipi!\emt for 
the purpose· Qf'i~com­
mending approval, ··a~ 
dis.approval of su., ,.Jy 
action. Included ' ·~e 

. 'i:i">­

requests for. equipme~~; . 
approvals, d1sapprov~s., 
and clearance actions;·, ·;:, ~. 
and other papers about ·,.,;, 
specific items of equip­
ment or supply. 

11C91. 	 Microform Inspection 
Records. Correspondence, 
reports, and related rec­

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

Appendix 11-c· 
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AUTHORIZED DISPOSITION 

Cut off annually 
forlowing completion 
of the project or 
study; destroy when 
.the related system no · 
lon,ger exists. 

Cut off annualiy; 
destroy when 2 years 
old. 

~-. 

,. 
. '· . ·•. 
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. ' 

RECORD 
SYMBOL .·'\,. DESCRIPTION-OF RECORD AUTHORIZED DISPOSITION 

'\. 
. ·".\

'\9- Microform Inspection· Destroy 3 years after 
~~ .. (GRS 16/10a). Log date of last entry .. 
documenting the inspec­

~· .
tioq.,of microform 
recotps, including de­
scrip;·bion of the records 

~· 	 . . 
tested~hrecord category,· 
date, eE@ments of inspec­
tion, resiJTts, and .. if 
defects a:N~:. found, cor-' -.. 
rective ac-e4:·on taken. · 

\'' 

\'-\ 
b. Microf'orm\r;~spection Destroy when 3 years 

Reports (GRS 16'll0a). old. 

Reports ·made t·o\t-rARA · 


·on 	the results of<micro­
form inspection and:,. re­
lated borresp6nden~~~ . 

\· .. 
11C92-11C94. 	 Reserved. 

·' 

\"'· 
. \'' ··,.

11C95. 	 Information proces­ ·\ ... Cut off anmi'ally; 
sing project records when 5 years·\·:·,des~roy
(NC1-2~9-80"-5) ·. \old. 
Documents created in \~ 
planning, administering, 
cond~cting, 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 rela_ted 
 ''\~;·records. 

Appendix 11-C 
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RECORD \\;i'· 


SYM]30L '<l.\~t>, DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

'-,);iJ~ 


. ·J~ . 

11C96-11C99. ''"'~\~,, Reserved. 

·\··~~~_":',,\ 

llClOO. 	 ·'RM tr.:i_ennial. review Cut off annually; 
fi"1t~s ( GRS 16/11). destroy when 7 years 
'R.epoi::'ts required by old. 

~:!·
GSA (KGj concerning · 
reviews~.£· information 

· resources~m~nagement 
(IRM) practrees. In­

.·,~\..

eluded· are as·sociated 
correspondence}~studies, 
d . . f d''"1rect1ves, ee e~re-
ports, and moni tor'il:).g 
surveys and· reports·:··' 

t_, 
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This appendix describes_records created in the establishment, 
coo"rdination, ·-and execution of. procedures arid techniques for 
managing reports. Reports management is'concerned with 
maintaining GSA reporting r.equirements and reports required of 
GSA at the minimum level consistent with mission ne~ds, 
periodically reviewing reporting require~ents_to determine 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 M~nual, 
1-29 thru 37 (OAD P 5410.1); GSA Inventory of 'Internal .Rep.orting_ 
Requirements (OAD P ·1872.8A); and the HB, GSA'Reports Management 
Program (OOS P 1872.2). 

Tbis appendix applies to records accumulated by offices with 
agencywide-responsibility for m~nagement and oversight of reports 
management programs, ·including regional counterparts. _It does 
not apply to related records accumulated by individual offices in 
managing their reports. Th~y are described in ch. 9B15a of this 
handbook. 

~-' 

·~ < 

Appendix 11-D~- Reports Management Program· Records 

~-. . 
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RECORD 
SYMBOL 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 desbriptions 

'"'' copies of. of _format;!~authorizing directives; 
\.reparation instruc­
b~ons; and documents · 
r~atin,g to the evalu­
ation, continuation, 
rev~sion, and discontin­

:·h 

uand,, 1 of reporting re­
,quire(ents. 

·;-~'I 

~/~
11D2-11D3. Reserve• .. 

11D4. Federal.,\formation 
Locator Sy~tem files 
(N1-269-86~). Docu­
ment~ used ·~£ id~ntify 
dupl1cate rep,ortJ..ng 

~~~~;~e:~~t~~~~~~ce....... 

materials, OMB\~~ide-
lines, the ,FILSVs~r's 
Handbook, billing\; . 
the GSA/DOD inter~ency 
agreement, FILS c;:he{ k­
lists, and related 
records. 

11D5. Reports 'tracking and 
control records 
(GRS 23/8). Logs, 
registers, and other 
·records in hard .. copy 
or electronic form 
used ·to control or 

. manage reports.· 

Appendix 11-D 
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AUTHORlZED·DISPOSITION 

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

. ' 

Destroy when no 
longer needed. 

3 
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RECORD· 
SYMBOL 

11D6-11D7. 

11p8. 

1'1D9. 

.DESCRIPTION OF RECORD 

a. ~~tomated Reports · 

Catafqg Systein. 

.This sy~tem includes 

data elsqtents needed to 

control ~hg manage all 

reports is~~ed under 


·the reports~~nagement
• f) . 

system, such a~.. reports 
controi numben:i!j; ·, titles, 
expiration dates~t-~irec­
tive numbers, originator, 
subject, form identif,t ­
cation number, frequenoy, 
status, user, and qosti:i 

b. Logs; registers, 

and. other records used . 

to control or manage 

reports. 


Reserved. 

Reports management 
general files· · 
( - ). Documents 
'created · in' administer- .. 

ing t_he Reports· Manage.:. 

ment Program. ·Included 


· are annual reviews, 
evaluations, invento­
ries, and related rec­

. ords. 

~ In{_ormation collection· 
bud®t files (.GRS 16/12). 
Repor~~required by the ' 
Office o~\:..t1·anagement and 
-Budget und~~-.the Paper-. 
work Reductida .., Act about-­
the' ~umber of ~urs the · 
public spez:ds. fui"~tling · 
GSA report1ng requ1re..::_ . 
ments. Included are .~,-, ;~, 

AUTHORIZED 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 'wh.en · 6 years 

.old·. 


Cut off annual_ly; . 
destroy wh~n 7.years 
old. 

associated .feeder ··,~'"-t:t;~ 

-·Appendix 11-D 
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RECORD 
SYMBOL AUTHORIZED DISPOSITION 

~.[~~~~.~~ • j 

reports, '~~port ex­
hib-its, co''~'J:;,,!?spon­
dence, direc'·; ·yes, 
and statistica~pom­
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 ~he 
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~ ~ 

. ; . 
t. 

· . Appendix 11-E. Correspondence Management Program Records 



RECORD 
SYMBOL 

llEl. 

11E2-11E4. 

11E6-11E9. 

llElO. 

DESCRIPTION OF RECORD 

Correspondence manage~ 
·. 	ment training files 

( - ) .· . 
Docu.ments 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
ment training materials 
( - ). Docu­
ments related to the 
preparation and use of 
training materials on 
format standards and 
other correspondence 
management subjects. 
Included are outlines, 
tex~s, handouts, train­
ing aids and related 
records. 

Reserved. 

Correspondence letter­
head case ·f;i.les 
( - ). Case ~ 
files created in author­
izing and maintaining 
GSA letterheads. In­
cluded are justifica­
tions .. for authorizing 
anq establishing new 
letterheads, a brief 

Appendix 11-E 
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~-. 

AUTHORIZED DISPOSITIO.N 
. ' 

Cut off annually; 
destroy when 1 year· 
old. 

Destroy :·when .supersE?d _; 
ed or obsolete. ­

Place in inactive file 
after request is 
denied or letterhead 
is-discontinued. Hold 
2 years and destroy. 

t., 
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RECORD 
SYMBOL DESCRIPTION}OF RECORD AUTHORIZED DISPOSITION 

record of reprints, 
and related camera 
copies. 

~.. 

. ' 

~-. 
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