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OAD P 1820.2 CHGE 

CHAPTER 19. PROPERTY PROGRAM RECORDS 

1. General. This chapter provides documentation and maintenance and disposition instructions for personal 
and real property program records. These instructions are contained in: 

a. Appendix 19-A. Personal Property Utilization and Disposal Program Records 

b. Appendix 19-B. Personal Property Rehabilitation Program Records 

c. Appendix 19-C. Real Property Appraisal Program Records 

d. Appendix 19-0. Real Property Disposal Program Records 

e. Appendix 19-E. Real Estate Acquisition and Planning Records 

f. Appendix 19-F. Art and Historic Preservation Records 

2. Microfilming records. The records described in this chapter may be converted to microfilm and the original 
paper records destroyed provided that the requirements and standards of the HB, GSA Micrographics 
Management Program, chs. 3-1, 3-3, 4-3, and 4-4 (OAD P 1882.1) are met. -

3. Electronic records. 

a. The records described in this chapter are eligible for disposal in both hard copy and electronic form. 
Information designated for permanent retention in this chapter may be maintained on electronic media. This 
information must, however, be written on new or recertified one-half inch 7 or 9 track magnetic tape (in ASCII or 
EBCDIC) or paper or microfilm at the time specified for transfer to the National Archives. 

b. The terms "document" and "information", used throughout this chapter, refer to electronic as well as 
textual (paper) records. 

1and 2 
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1111Sappendix provides documentation and maintenance and drsposiuon mstrucnons for personal property 
hzauon and disposal program records Uuhzanon and disposal IS concerned with the uuhzauon and transfer of 

ex ess personal property between Federal agencies and their contractors or grantees; the disposal of surplus personal 
pro y by donation, sale. abandonment or destruction, and the establishment and operation of surplus personal 
prope sales centers. These records are accumulated by offices in the Central Office and regional counterparts and 
by surpl property sales centers This appendix does not apply to records created in using and disposmg of ADP 
equipment escnbed In ch 12 

RECORD 
SYMBOL 

19A1. Excess ro ert cataloQs and bulletins 
C 1-29 -81-1 Informauon relating to the 

d Issuance of numbered 
pubhcauons ed In screening excess personal 
property for uu . anon by other Federal 
agencies. Include are coordinaung actions: 
official file copies 0 the published bulletins. 
catalogs or other pubi auons: and related 
records. 

19A2-
19A4. 

Reserved. 

19A5. 
Informanon used in reviewing repo 
excess personal property for Items req ed, in 
special demand. used by specific agencie for 
redistribunon through the FSS stores syste or 
for storage for future use. Included are agenc 
requests for property, want lists, similar 
documents and related records. 

19A6-
19A9. 

Reserved. 

19AI0. Personal property utlhzatlon ca<;efiles 
(NCl-291-81-1). Information accumulated in 
receiving reports of. screening for unhzauon 
of. and transferring, excess personal property. 
Included are reports of excess. nonficauons of 
availabiluy, hsts of agencies notified, requests 
of transfer. notices of transfer and other 
transfer documents. deterrmnauons, 
correspondence and related records. 

19A1l-
19A14. 

Reserved. 

19A1S. Personal property donation files 
(NC 1-291-81-1). Information relatmg to the 
donation of personal property to eligible non-
Federal organizations and msutuuons. 
Included are reports of excess. requests for 

AUTHORIZED DISPOSITION 

Cut off at the end of the fiscal year; destroy 1 
year after cutoff, 

Review at the end of the fiscal year; destroy 
individual items when no longer needed. 

wand place in inacuve file following 
com pie n of transfer or transacuon, Cut off 
Inactive at the end of the fiscal year; 
destroy 3 ye s after cutoff. 

Place in inactive file following c pleuon of 
transaction. Cut off inacuve file at e end of 
the fiscal year; destroy 3 years after c off 

Appendix 19-A Personal Property Uulizauon and Disposal Program Records 



DESCRIPTION OF RECORD	 AUTHORIZED DISPOSITION 

property, notices of availability, deterrruna-
nons relating to donation of property, surplus
 

operty releases. correspondence and related
 
rec rds.
 

19A16-
19A19 

19A20 

.- ; _ .. 

a.	 Case folders. Withdraw upon initiation of disposition or 
rehabilitation action and file with the 
appropriate utilization, donation, rehabilitation 
or sales file. 

b.	 Inventories. Destroy when superseded or when all items 
listed on the inventory are no longer in storage. 

19A21- Reserved. 
19A24. 

19A25.	 Personal property sales center establishment 
files, Information accumulated in 

establishing. relocating, consolidating, or 
continuing surplus personal property sales 
centers. Included are requests for 
establishment or consolidation. feasibility 
studies. recornmendanons, jusuficanons, final 
determmauons. agreements and related 
records. 

a. Records relating to established sales centers. Cut off at the end of the fis 

(I)	 Central Office (NCl-291-81-1). Hold 5 years and retire to FRC. 
years after cutoff. 

(2) Other offices (N1-291-91-2). 

(a)	 Annual report (N1-291-91-2). Cut off at the end of the fiscal year; destro 
years after cutoff. 

(b)	 Other records (NC 1-291-81-1). Hold 1 year and retire to FRC. 
-- - afiercumfr.--

Appendix 19-A 
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RECORD 
SYMBOL 

19A26-
19A29. 

19A30. 

b. Recor to sales centers not 
established (NCl-29 -

(1) Central Office. 

(2) Other offices. 

Reserved. 

Personal property sales case files. Information 
accumulated in the sale of Government 
personal property by GSA. These records 
consist of case files documenting sales of 
individual items or lots of personal property 
that include reports of excess property; reports 
of personal property for sale; sales letters; 
memorandum receipts; announcements of sale; 
advertising orders and vouchers; requests for 
bids; abstracts and tabulations of bids; registers 
of bidders and persons Inspecting property; 
sales analysis reports; correspondence; and 
other related records. They also contain buyer 
contract files (documenting completed sales 
with each buyer of personal property) that 
include general terms and conditions, sale of 
Government property invitations, sales slips, 
spot and auction bid cards or similar bid forms 
from successful bidders, notices of award, 
certificates of release of property, 
correspondence With buyer and related 
documents. 

AUTHORlZED DISPOSITION 

Cut off at the end of the fiscal year following 
disapproval. 

b. Case files With transactions of $25,000 or 
less (GRS 4/3b). 

c. Case files covenng hazardous materials 
(- - -). 

sale of aircraft 

Cut off when final payment 1$ received, place 
in inactive file and hold locally for 3 years, and 
destroy. 

Cut off when final payment is received, place 
in inactive file and hold locally for 3 years, and 
retire to FRC. Destroy 10 years after cutoff. 

Cut off when final payment is received, place 
in inactive fild and hold locally for 6 years. and 
destroy. 

Appendix 19-A 
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RECORD 
SYMBOL 

19A31-
19A34. 

19A35. 

19A41-
19A44. 

19A45. 

19A46-
19A49 

CHGE 

DESCRIPTION OF RECORD 

Reserved. 

Surplus property precedenhal case flies 
( - - - ). Case files on sales of surplus 
personal property docurnenting the iruriauon 
and development of transactions that deviate 
from established precedents with respect to 
general agency disposal or to major disposal 
programs. 

Reserved. 

a. Central Office. 

b. Regional offices. 

Reserved. 

Holdmg agency sales files (NCl-291-81-l). 
Information accumulated in assisung holdmg 
agencies in plannmg and conducting sales of 
surplus personal property and in receiving 
reports and other documents on sales 
conducted by holding agencies. Included are 
copies of agency invitations to bid, related 
literature and pertinent correspondence. 

Reserved. 

AUTHORIZED DISPOSITION 

Cut off upon completion of project or sale; 
destroy when no longer needed. 

tJor~: IF -n-l'oS I~ T"K- oR'b:.tVAL 

C A. se, vi: ~ , II rJb #.) 0"( A N6N- (4W p';p 
co'1'l..j J 'T"'~ c) RI/;~:'.J A,J... MIJST lk-
#iA d,J'£1 A r J..€AoS I A S ~,I)..) & 
ti 'S 7'f<IL '( IpcJ) f'") tt. IJ fJ~ ~-AS,q '30 _ 

IJ D IJ- A,ep1J iJ.b col> Ie oS f-I./J, If i'JP"( U 

k1i (2e.b -n 7')ve F~c. : .. 

Cut off at the end of the fiscal year; destroy 2 
years after cutoff. 

ut off at the end of the fiscal year; hold 1 year
 
tire to FRC. Destroy 3 years after cutoff.
 

Cut off at the end 0 

years after cutoff. 

Appendix 19-A 
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19A51-
19A54. 

19A55. 

-r -r ,."Jr -, / 
_..-' -

19A56-
19A59. 

19A60. 

r 

DESCRIPTION OF RECORD 

Personal property activities register 
CNCl-291-81-l) Registers contammg data on 
personal property uuhzauon and disposal 
ctivines, such as actions taken on reports of 

e ess property, ceruficates of unavailabihty 
. unhzanon officers' activities, donation 

received and approved, uulizauons 
achiev surplus determinauons made and 
similar rna 

Reserved. 

UtilIzation and dl re rts. Information 
that reflects personal pr utilization and 
disposal transactions and ivities of GSA and 
other Government agencies. eluded are 
regional, national, summary an consolidated 
reports of personal property repo 
agency reports on the uulizanon an 
of excess and surplus personal prope 
including property replaced under the 
exchange/sale authority; machine-prepared 
reports on utilization, donation, transfer and 
sale of excess and surplus personal property, 
including property In contractor inventories; 
other reports and lisnngs; and related records. 

a. Govemmentwide and agencywide 
consolidated and summary reports accumu-
lated at the Central Office (NCI-291-81-1). 

b. Other reports (NCI-291-81-1). 

c. Machme lisungs (NCI-291-81-1). 

d. Unusual cases (determined as Significant by 
management) (NCl-291-81-1). 

Reserved. 

Property recovery records (NC 1-291-81-0. 
Information created in providing for the 
preservation or collection of wrecked, 
abandoned or derelict property withm the 
Jurisdiction of. and which should come to, the 
United States. These records may be referred 
to as "Treasure Trove" or "Hidden Treasure" 

Appendix 19-A 
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AUTHORIZED DISPOSmON 

Cut off after date of final entry; destroy 2 years 
after cutoff. 

NOTE: Reports accumulated In office 
responsible for consolidating and-preparing 
regional and GSA-wide reports are described 
Inch. 19. 

C off at the end of the fiscal year; hold 1 year 
and ire to FRC. Destroy 5 years after cutoff. 

Cut off at ttl end of the fiscal year; destroy 2 
years after cut f. 
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19A61-
19A64. 

19A65. 

19A66-
19A69. 

19A70. 

- ~' ,:' I ' ....,; 

~-

19A71-
19A74. 

DESCRIPTION OF RECORD 

records. Included are records reflecting 
existence, descnpnon, locanon and plans for 
t e recovery of the property or alleged 
tre ure; inquiries, applications and copies of 

ts; other agency comments; and related 

b. Routine inquines an 

Reserved. 

81-1). Information pertaining to comp . 
ance/noncompliance by a State agency d ee 
such as a copy of the Report of Comphance 
Activity, letters. memos, police reports, FBI 
reports, court Judgments, cnmmal indictment 
reports, State agency invoices, distnbunon 
documents, newspaper accounts. State law and 
other supportive documentation. 

Reserved. 

Eligibility donation files (NC 1-291-81-0. 
Information consisting of the apphcanon: copy 
of the IRS letter of exemption: copy of 
approval, accreditation or license; copy of 
applicant's program narrative; copy of wntten 
authonzanon signed by the Chief 
administrative head or a resolution by the 
governing body of the applicant; copies of the 
necessary assurances; copy of a statement on 
the types and kind of equipment needed by 
applicant; and a copy of letter of determi-
nation. 

Reserved. 

AUTHORIZED DISPOSITION 

Remove applications and related records that 
result in a contract and me them 10 the contract 
case file in ch. 61. Cut off other apphcauons at 
the end of the fiscal year; destroy 2 years after 
cutoff. 

Cut off at the end of the fiscal year; destroy 1 
year after cutoff. 

Cut off upon completion of case and place m 
inactive file. Cut off inactive me at the end of 
the fiscal year; hold 2 years and retire to FRe. 
Destroy 5 years after cutoff. 

Temporan place in inactive file after 
detenninatio of eligibility. Cut off inacuve 
me at the end the fiscal year; destroy 3 years 
after cutoff. 

Appendix 19-A 
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RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

19A75 Special donation c..1.tegoriesof property ftles. 
Documents pertaining to the provisions under 
section 203())(4) of the Federal Property and 
Administrative Services Act of 1949, as 
amended, to Impose appropnate condinons on 
the donation of property having characteristics 
that require special handling or use hmuanons, 
including: drugs, biologicals and reagents 
other than controlled substances; donation of 
aircraft; and vessels. 

a. Records relatmg 
hazardous matenals 

to the donation 
(- - -). 

of Cut off upon donanon of material: place.in. 
inactive file, hold locally for 3 years and reure 
to FRC. Destroy when J years old. 

\0 

b. Other reeeffis Q'ICl 291 81-1) Destroy when no longer needed. 

19A76- Reserved. 
19A79. 

19 State plan files (NCl-291-81-l). Information 
related to the detailed plan of operation of each 

gency. The plan consists of operational 
authorit, signation of the State agency, 
inventory can d accounting system, 
return of donated pro , financing and 
service charges, terms an itions on 
donable property, nonutilized don 
property, fair and equitable distribution, 
eligibility, compliance and utilization, 
consultation with advisory bodies and public 
and private groups, audit, cooperative 
agreements, liquidanon, standard issue forms 
and conditional transfer documents. 

Destroy when no longer needed. 

Appendix 19-A 

7 and 8 



OAD P 1820.2 CHGE 

This appendix provides documentation and maintenance and disposition Instructions for records accumulated In the 
rehabilitation, maintenance, repair and reclamation of excess personal property; the establishment, consolidation or 
discontinuance of Government rehabilitation facihnes; selection of property for rehabilitation; and storage of 
rehabilitated personal property for future use. These records are accwnulated by offices in the Central Office and 
regions responsible for the personal property rehabilitanon program and by rehabilitation faciluies or centers. 

DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

19B1. 

~\'- \ 

Cut off at the end of the fiscal 
years after cutoff. 

year; destroy 3 

b. Files relating to facilities not establish Cut off at the end of the fiscal year; destroy 2 
years after cutoff. 

19B2-
19B4. 

Reserved. 

19B5. Rehabilitation program improvement proJects 
(NCl-291-81-11. Information created in 
determining areas for potential growth, 
improvements or discontinuance of specific 
programs for the maintenance, repair, 
rehabilitation and reclamation of personal 
property. Included are comparability and 
capability studies and analyses, 
recommendations and determinations: 
statistics; and related records. 

C off at the end of the fiscal year; hold 2 
years d retire to FRC. Destroy 5 years after 
cutoff. 

19B6- Reserved. 
19B9. 

19B1O. Property rehabilitation reports (NCl-291-81-
1}. Information created in collecting, 
preparing, computing, recording and 
submitting data on items of excess personal 
property rehabilitated or repaired by 
commercial and Federal facilities, including 
data on acquisition and rehabilitation costs. 
Included are commercial and Federal facilities 

Appendix 19-B. Personal Property Rehabilitation Program Records 
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RECORD 
SYMBOL 

19B 11-
19B14. 

19B15. 

19B16-
19B19. 

19B20. 

'"J : ,~ -' 

19B21-
19B24. 

19B25. 

DESCRIPTION OF RECORD 

ports, correspondence, workpapers and other 
do uments used In the preparation of the 

ummary and regional consolidated 

Reserved. 

ll. Information accumu in inspecting, 
filling requisitions for, or iss . g, storing and 
inventorying rehabilitated exc s personal 
property. Included are inspectio reports; 
requisitions; purchase orders. di delivery 
orders; storage documents; agency uests; 
transfer, shipping and transportation 
documents; and directly related records. 
may be arranged by name, group or class 
property. 

Reserved. 

Rehabilitated property stock records 
(NCI-291-81-11. Information containing 
descriptions, stock balances and other 
information on rehabilitated excess personal 
property placed in storage for future use. 
Included are cards, lists and similar records. 
Files may be arranged by name, group, class, 
locanon of property or using agency. 

Reserved. 

Rehabilitation facility work controls 
(NCI-291-81-l). Information used in 
scheduling and controlling work at 
rehabilitation facilities. These records reflect 
the name of agency requesting services; 
requisition, purchase order or invoice numbers; 
time in and approximate delivery date; charges 
for services; and related information. 

AUTHORIZED DISPOSmON 

Cut off at the end of the fiscal year; destroy 3 
years after cutoff. 

Cut off at the end of the fiscal year; destroy 1 
year after cutoff. 

Remove and place in inactive file following 
disposition of property. Cut off inactive file at 
the end of the fiscal year, hold 2 years and 
retire to FRC. Destroy 4 years after cutoff. 

emove and file in inactive file when all 
orman.on is transferred to a new card or 

rte s appearing on record are no longer in 
sto e. Cut off inactive file at the end of the 
fiscal , destroy 2 years after cutoff. 

Remove and file in i tive file following 
completion of services d delivery of property 
to owning agency. Cut 0 inactive file at the 
end of the fiscal year; des 2 years after 
cutoff. 

Appendix 19-B 
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RECORD
 
SYMBOL
 

19B27-
19B29. 

19B30 

19B31-
19B34. 

19B35. 

19B36-
19B39. 

19B40. 

DESCRIPTION OF RECORD 

Reserved. 

Equipment logs (NC1-291-81-l). Information 
lattng to the operation, mspecuon, repair and 

m .ntenance of each item of rehabilitation 
fae equipment. includmg installed 
equip nt. Included are log forms (may be 
attached the equipment), equipment folders 
or surular r ords. 

Reserved. 

Reserved. 

Precious material recovery reports (NCl-291-
81-1). Information on methods used, savmgs 
resulting from, production figures for, surveys 
pertaining to, and other activities about the 
recovery of silver, other precious metals and 
critical materials from excess property. 
Included are agency reports and records 
directly related to the precious matenals 
recovery program. 

a. Governrnentwide reports (maintained by the 
office responsible for preparanon.) 

b. Other reports. 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

Transfer wuh equipment or destroy upon 
disposal, cannibalizauon or abandonment of 
equipment. 

Cut off at the end of the fiscal year; destroy 5 
years after cutoff. 

Cut off at the end the fiscal year; hold 2 
years and reure to . Destroy 6 years after 
cutoff. 

Cut off at the end of the fi 
years and retire to FRC. Des 
cutoff. 

Appendix 19-B 
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1111S appendix describes records created In developing. coordinating and implemenung procedures and methods for 
appraising real property to be acquired by the Government, excess and surplus real and personal property to be 
disposed of, and rights and interests related to managing real property held by GSA. Property appraisal records are 
created as a result of responsibilities outlined in the GSA Organization Manual (OHR P 5440.1) and other directives 
m the L 005 senes. They are accumulated by Central Office and regional offices. 

DESCRIPTION OF RECORD 

19C1. 

19C2- Reserved. 
19C4. 

19C5 

19C6- Reserved. 
19C9. 

19C1O. Appraisal case files (NCI-121-84-l). 
Information accumulated as a result of 
appraisals by GSA staff or by contract 
appraisers. Included are requests for appraisal 
estimates, proposals, notices of acceptance of 
proposals, contracts and amendments, 
specifications, appraisal reports and supporting 
documents. 

a. Reports received 
spot check only. 

b. Case files. 

by the Central Office for 

c. Abstract or certificate of title (GRS 3/1b). 

AUTHORIZED DISPOSITION 

Cut off at the end of the fiscal year; hold 2 
years and retire to FRC. Destroy 6 years after 
cutoff. 

NOTE: This record series contains emergency 
operating records. 

Destroy when no longer needed. 

NOTE: This record series contains emergency 
operating records and records subject to the 
Privacy Act of 1974. 

NOTE: This record series contains emergency 
operating records. 

Cut off at e end of the fiscal year; destroy 2 
years after c toff. 

Place in mactive le after unconditional sale or 
release by the Gov ment of conditions, 
restrictions, mortgag or other liens. Cut off 
the inactive file at the e of the fiscal year. 
hold 5 years and retire to C. Destroy 20 
years after cutoff. 

Transfer to purchaser after unco inonal sale 
or release by the Government of c ditions, 
restrictions, mortgages or other liens. 

Appendix 19-C. Real Property Appraisal and AcqUIsItIOn Records 
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This appendix provides documentauon and maintenance and disposinon Instructions for records created In 
adrmrustenng programs and acuviues for the unlizauon by, and the transfer among, Federal agencies and authonzed 
orgamzauons of excess real property and related personal property; the disposal of surplus real property and related 
personal property by sale, donauon. exchange, lease, permit or transfer; and the care of surplus property pending ItS 

drsposiuon. Program records documenting the real property disposal program are created as a result of 
responsibihnes outlined In the GSA Orgaruzauon Manual (OHR P 5440.1) and other orders and handbooks of the 
4000 subject classificauon series. 

RECORD
 
SYMBOL DESCRIPTION OF RECORD AlITHORlZED DISPOSITION
 

19D1.	 Real property disposal case files. Information NOTE: This record senes contains emergency 
used In (I) reporting as excess real property operaung records. 
and related personal property no longer - ' '...... required by Federal agencies, (2) screening for
 
uuhzanon, (3) transfemng property between
 
Federal agencies, and (4) disposing of property
 

etennined to be surplus to the needs of the
 
eral government Included are reports of
 

; notices of availability; requests for
 
with al from excess or surplus; Inspection
 
and app . al reports; requests for property,
 
including a onzations and approvals of
 
disposition; ap ications for public use;
 
determinations 0 urplus; transfer, donation,
 
exchange, lease, use ermit and assignment,
 
and sales documents; e ements and deeds;
 
drawings and specificand ; bids and
 
Invitations; documents relat to the care of
 
property pending disposition; rrespondence
 
with other Federal agencies, Stat d local
 
governments, private organizations
 
individuals; and related records.
 

a.	 Central Office (NCI-291-83-1). Permanent, Cut off following completion of 
case and send to the appropnate region for 
retirement to FRC under par. 19D1b. 

OTE: Central Office records cannot be 
ret ed to the Washington Nauonal Records 
Cent (WNRC). Records reured to the 
WNRC fore November 13, 1984, are 
permanent ecords and will be offered to 
NARA when 5 years old in 5-year blocks. In 
most cases, CO s not maintain disposal 
case files but may p original documents that 
must be forwarded to e appropriate region for 
inclusion, 

b.	 Regional offices (NCl-291-83-1). Permanent, Cut off followm completIon of 
case; hold I year and reure to C. Transfer 
to NARA when 25 years old in 5-

Appendix 19-D Real Property Disposal Program Records 
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RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITON 

c Other records (N C 1-291-83 -1) Records 
necessary or convenient for the use of real 
property sold, donated, or traded to non-
Federal ownership since August 21. 1935. 
Including (If pertinent as determined by the 
releasing agency) SIte maps and surveys. plot 
plans, architect's sketches, working diagrams. 
preliminary drawings, blueprints, master 
tracings, uulrty outlet plans, equipment 
ocanon plans, specificauons, construcuon 

p gress photographs, Inspection reports. 
bu g and equipment management and 
maint ance records and allowance lists, as 
well as licate copies of tnle papers, 
provided t (1) the records are not scheduled 
for permane retention elsewhere In this 
manual (see c 42 & 43), (2) the records can 
be segregated wit ut harm to other documents 
of enduring value, ( no responsibility IS 
attached to the Govern ent because of 
disagreement between th sferred 
documents and the physi ondrtion of the 
property at the time of convey ce and (4) If 
the property is released for lusto 
purpose, the user agrees to retain It d return 
It to the Federal Government immedi ely on 
the disconnnuance of its use for histone 
purposes. 

19D2- Reserved. 
19D4. 

19D5.	 Real property diSposal general sublect files 
CNCI-291-81-l). Informauon relating to real 
property disposal which cannot logically be 
filed In other categones of this appendix. 

19D6- Reserved. 
19D9. 

19D10	 HoldIng agency real property disposal records 
(NCI-291-81-l). Informauon relating to the 
utilization and disposal of real property and 
related personal property declared as excess by 
holding agencies who are designated or 
delegated authonty to act as the disposal 
agency. Included are reports of excess; 
descriptions of property; documents relating 
to the Government's utle to the property, 
notices of availability; correspondence 

Transfer to new custodian on compleuon of 
sale. trade, or donation proceedings. or 
acceptance of purchase money mortgage. 

ut off at the end of the fiscal year; hold 2 
y s and retire to FRC. Destroy 9 years after 

Withdraw and plac n Inactive file followmg 
disposal by the holdiri agency. Cut off 
inactive file at the end 0 the fiscal year; 
destroy 1 year after cutoff. 

NOTE: This	 record senes con 
operating records. 
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RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DESCRIPTION 

19D15 

19016-
19019. 

19020. 

19021-
19024. 

19025. 

.. .:::-

19026-
19029. 

19030. 

19031-
19034. 

between GSA and other agencies, 
orgaruzauons or indrviduals: disposal acuvuy 
control data; surplus determmauons; and 
related records 

Reserved 

Reserved. 

Reports and related records containing data 0 

real property utilization and disposal activities, 
such as actions taken on reports of excess 
property, certificates of unavailability, reports 
of utilization officers' activities. donation 
requests, utilization achieved. surplus 
detenninauons made, and similar matters. 

Reserved. 

Real property disposal activity controls (NC1-
291-81-1). Information used in controlling 
acuviues and scheduling disposinon of excess 
and surplus real property. Included are surplus 
real property operauonal control nonces, real 
property disposal activity controls and related 
records. 

Reserved. 

Destroy when no longer needed. 

NOTE: This record senes contains emergency 
operating records. 

Destroy when no longer needed. 

NOTE: ThIS record senes contains emergency 
operating records. 

Destroy when no longer needed. 

NOTE: This record series contains emergency 
operating records . 

Withdraw and p in inactive file on removal 
of property from G inventory. Cut off 
inactive file at the en f the fiscal year; 
destroy 1 year after cuto 

NOTE: This record series co 
operating records. 
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RECORD 
SYMBOL DESCRIPTION OF RECORD AUfHORIZED DISPOSlTON 

Real property disposal reports CNCl-291-84-
1l. Information showing real property
 
unhzanon and disposal transactions and
 
acuvines of GSA and other Government
 

cies. Included are regional. nauonal 
, and consolidated reports of real
 

property rted as excess; agency reports on
 
utilization an sposal: machme-prepared
 
reports on uulizati donation. transfer and
 
sale; and related recor
 

a. Central Office. 

(1) Congressional and White House Permanent, Cut off at the end of the fiscal 
(Property	 Review Board) required reports. year; hold 5 years and retire to FRC. Transfer 

to NARA when 25 years old in lO-year blocks. 

IE: The official file of the Congressional 
Repo "Explanatory Statement of Proposed 
Negotia ale of Surplus Real Property. isn 

filed with the ropriate case file under 19D1 
and a copy is fil . 19D55. 

(2) Other reports. I DT 1kR.. 0 fFJ c..e... Cut off at the end of the I year. Destroy 2 
COI"I~.s	 , years after cutoff except mach! listings may 

be destroyed when no longer need 

19D36-	 Reserved. 
19D39. 

Penn anent Cut off following issuance of a 
. relating to the utilization of real new survey report or after 6 years and retire to 

-, property. Inclu e rts, photos, FRC. Transfer to NARA when 25 years old in 
maps and related correspondence. 5-year blocks. 

19D4l- Reserved. 
19044. 

19045	 Pre-excess fIles (NCl-29l-8l-l) Correspon-
dence and related documents concerrung real 
property that may be reported as excess to 
GSA in the future. 

Cut off at the end of the fiscal year; destroy 5 
years after cutoff. Earlier disposal IS 
authorized on receipt of information that 
property will not be reported as excess. 

NOTES: On receipt of report of excess, 
withdraw the related file and place It in 19D1. 

This records series contains emergency 
operaung reeerds, -
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a retire to FRC. Offer to NARA when 25 years old in 
10-ye blocks. 

Note: ficidl file of the Congressional Report
"Explanatory Statement Proposed Negotiated Sale of Surplus
Real Property" is filed wi the appropriate case file under 
33D1, and a copy is filed in 5. 

( 2)	 Other reports: ually. Destroy when 
superseded, canceled, obsole no longer needed. 

b.	 Other offices: Cut off annually. Destroy

old, except machine listings may be destroyed

longer needed.
 

33D56--33D58. Reserved. 
1'9);;.{-l:> 

--t;1D'39. Real ?roperty Utilization Survey (Nl-291-86-2).
Documents relating to the utilization of Real Property. Included 
are survey reports, photos, maps, and related correspondence. 

a.	 Central Office: Cut off following completion of case,
hold 1 year and transfer to FRC. Destroy when 8 
years old. 

b.	 Regional Offices: Cut off following completion of case,
destroy when 1 year old. --

Preexcess files (Nl-291-81-1). Correspondence and
 
ocuments concerning real property that may be reported


~s A in the future.
 

Destroy ears. Earlier disposal is authorized 
on receipt of ion that property will not be 
reported as excess. 

Note: On receipt of report s, withdraw the
 
related file and place it in 3301.
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This appendix descnbes records created m planmng for, acquinng and developing real property. It also includes 
plannmg for, assigning and usmg space m Government buildings and operaung a space management reporting 
system. The records are created under responsibihues outlined in the GSA Orgamzauon Manual (OHR P 5440 I) 
and orders and handbooks 111 the 1600 and 7000 subject classificauon senes 

RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

19E1.	 EnVironmental records CNCl-121-81-I). 
Documents created and accumulated in 

prepanng, reviewing, and mamtammg 
environmental projects. Included are 
environmental unpact assessments (EIA), 
findings of no significant impact, environ-
mental impact statements (EIS), histoncal 
records on EIAJEIS master plans, 
environmental quarterly reports, coastal zone 
management records, records related to 
floodplams and wetlands, site studies, 
landscape plans, Specialty contract studies, and 
related records. 

a.	 Central Office (- - -). Place m mactive file after review of project 18 

completed; hold 2 years and destroy. ~/~..1

b.	 ~roffices (NCI-121-81-l). Permanent, Place m macuve file on 

completmg project; cut off at the end of fiscal 
year, hold 5 years and retire to FRC. Transfer 
to NARA when 10 years old. 

c. Environmental Quarterly Reports (- - -). 

(1) Central Office.	 Destroy when 2 years old. 

(2) Other offices.	 Destroy wben 4 years old. 

19E2-	 Reserved. 
19E4. 

19E5.	 Capital Improvement and leasmg program 
planmng records (- - -). Documents created 
m providing guidance, direction, planning and 
schedulmg to assist regions in developing their 
programs. 

a.	 Central Office. Place m inacuve file when superseded or 
obsolete. Cut off macuve file at the end of the 
fiscal year, destroy 10 years after cutoff. 

b Oilier offices.	 Destroy when superseded or obsolete. 

Appendix 19-E. Real Estate Acqutsition and Planning Records 
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RECORD
 
SYMBOL
 

19E6-
19E9. 

19E11-
19E14. 

19E15. 

19E16-
19E19. 

DESCRIPTION OF RECORD 

Reserved 

NatIonal program records INC 1-121-;;;I-I) 
Long-range planning documents created 111 

lannmg for and idenufymg proposed projects 
for buildings ,U1dfor extending, 

r acqumng exisung buildings as 
rogramrnmg \11 me 5-year 

a. Program records Documen I border 
station projects, SSA District Offices, 
acquisitions, hrstonc preservation, policy 
procedures reports, and related records. These 
records are arranged m alphabetical order by 
subject. 

b. Budget records Documents created m the 
budget formulauon for prepanng the 
presentation for construction and acqUISItIOn 
of facilities. These records are arranged 
chronologically by fiscal year. 

Reserved 

New building file records (- - -). Documents 
accumulated m prehmmary space assignment 
and utilization plannmg before occupancy of a 
new building or conversion or extension of an 
existing buildmg. Included are copies of 
wntten contacts WIth the agency mvolved, 
prehmmary space study data sheets, space 
requirements survey worksheets, funcuonal 
diagrams, layout drawmgs, layout approvals, 
final paruuon plans, and related records 

Reserved. 

AUTHORIZED DISPOSITION 

Cut off at the end of fiscal year, hold 3 years 
and retire to FRC. Destroy 3 years after cutoff. 

Cut off upon occupancy of the buildmg and 
establtshment of the official space assignment 
file; hold 3 years and reure to FRC. Destroy 5 
years after cutoff. 

NOTE: Bnng forward to the space assignment 
fIle,.4fH 2>, any records needed as supporung 
data. l't t~'O 

NOTE: These records are arranged first by 
state, then CIty, and finally, according to the 
segment idenufied 10 subpars. b thru e below. 

ecords idenufied m subpar a are arranged by 
region, 
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RECORD 
SYMBOL DESCRlPTION OF RECORD 

a General buildmg records. Documents 
.iccumulated that refer to buildings or plans 
pertainmg to a City or state, but that do not fit 
Into categories b thru e or oilier records 
described 10 this chapter. 

b. Exisung building records. Documents 
created 10 managing space assignment and use 
111 buildmgs under GSA control. Included are 
space studies With supporting documents, 
uuhzauon survey reports and recom-

endauons, uuhzauon studies, fact sheets, 
re ews and approvals, retenuon or disposal 
evalu uons, correspondence, maps and 
photogr bs, and related records. 

c. Project de lopment records. Documents 
created in plann g for new buildmgs, leased 
buildings, and for tending, converung, or 
acquinng exrsung bu mgs. Included are 
survey reports; cost es tes; drafts and 
COpies of final prospectus . COpies of project 
authonzauons, fact sheets: sp and Site 
directives with supporting doc 
congressional, agency, and intern 
dence; and related records. 

d. Facrhty plannmg reports. Documents 
created m developmg sbort-range plans 
covenng current and projected Federal agency 
space requirements. Included are planning 
reports containing community surveys, maps, 
pbotographs, narrative statements, supporting 
data, summary and approval records, agency 
space tabulations, buildmg evaluations, 
regional plannmg memorandums and related 
records 

( I) Central Office. 

(2) Other offices. 

e. Space requirement records. Documents 
created in planning for new buildings and for 
extending, converung, and acquiring exisung 
buildings. Included are requests for space on 
GSA Form 144, Net Space Requirements for 
Future Federal Building Construction, and 

OAD P 18202 CHGE 

AUTHORIZED DISPOSITION 

CUl off at the end of fiscal year, destroy 2 
years after cutoff 

CUl off at the end of fiscal year, bold 3 years 
.ind retire to FRC. Destroy 4 years after cutoff 

NOTE. FIles for projects not completed at the 
wne of cutoff shall be Withdrawn and brought 
forward to the current files. 

Cut off on completing or cancelmg project; 
hold 2 years and reure to FRC. Destroy 5 
years after cutoff. 

Cut off on comple 
hold 2 years and re 
years after cutoff 
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RECORD 
SYMBOL DESCRlPTION OF RECORD 

related records 

(1) Central Office 

(2) Other otfices 

19E21-
19E24 

19E25. 
record t of (1) ongmal prospectus and reports 
of buildm project surveys signed by the 
Comnussion , PBS, and the Adnumstrator 
and (2) project thonzauons (Central 
Office). 

19E26- Reserved. 
19E29 

19E30. 
Documents created 10 the planmn 
programmmg, scbeduhng, admimst 
managmg and reporting on space man ement 
projects. Included are GSA Forms 1829, 
Schedule and Performance-Space Managem 

./ Site Selection and 1830, Schedule and 
-, I ::; 

Performance-Space Management SIte 
Acquisiuon, supporung papers, corre-
spondence, and related documents. 

a. Central Office 

b. Other offices 

19E31- Reserved. 
19E34 

19E35.	 Real property acqUlstlton records. TItle papers 
and related mformauon docurnenung the 
acquisrtion of real property by purchase, 
transfer, condemnation, donation, exchange or 
other action. 

a. Records relating to property acquired after 
December 31, 1920, other than abstract or 
certificate of utle (GRS 3/la) 

Appendix 19-E 
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AUTHORIZED DISPOSITION 

Cut off on complcung or cancchng project, 
bold 2 years and retire to FRC Destroy 5 
years after cutoff. 

Destroy 3 years after cut off 

Permanent Cut off In 5-ye3f blocks; hold 5 
years and reure to FRC. Offer to NARAl5 
years after cutoff. 

Cut T at the end of the month, destroy 4 years 
after c ff. 

Destroy afte transfemng incomplete projects 
to new fiscal y schedule. 

NOTE: Tbts record series 
interests records. 

Retain in the regional office. Cut off after 
unconditional	 sale or release by the 
Government	 of conditions. restncuons, 



RECORD 
SYiv1BOL 

19E36-
19E39 

19E40. 

1.-1 ' 

19E41-
19E44. 

19E45. 

"., -.' 

19E46-
19E49. 

19E50. 

DESCRIPTION OF RECORD 

b Records relaung to property acquired before 
January 1,1921 (NCI-121-81-1). 

ct or certificate of utle (GRS 311b) 

Documents created in drsplac 
businesses, or farm operations. 
contracts for relocation services, re cation 
plans, surveys appraisals, general and 
mdivtdual claim files, claim forms, paym t 
vouchers, interview and contact reports, 
negotiations reports, pubhc body coordinauon 
reports, claim appeals, drsclaimers, and related 
records. 

Reserved. 

Space allocation standard records (NCI-121-
~. Documents created m the preparation, 
clearance, and publication of guides for the 
use of space by mdrvidual agencies. Included 
are coord mating actions, record copres of the 
guides, and commumcauons pertaming to the 
pubhshed guides 

Reserved. 

Space asstgnment and utthzatlon records 
( - - - ). Documents created by regional 
offices tn analyzing space requirements, 
assignmg space to Federal agencies and 
managmg space in buildings under GS A 
control. Included are space assignment 
requests, on-site survey and mspecuon reports, 
fact sheets, review and approval actions, 
uuhzauon reports and studies, retention or 
disposal studies, maps, photographs, 
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5 

OAD P 1~20.2 CHGE 

AUTHORIZED DISPOSITION 

mortgages or other hens. Destroy IO years 
after cutoff. 

Permanent, Cut off at the end of the fiscal year 
after acquinng title or rendenng final Judgment 
on condemnation cases. Transfer to NARA IO 
years after cutoff. 

Transfer to purchaser after uncondruonal sale 
or release by the Government of condiuons, 
restncuons, mortgages or other hens. 

Cut off at the end of fiscal year; after complet-
mg final relocation and payment of relocation 
claims, hold 2 years and reure to FRC. 
Destroy 5 years after cutoff. 

Place III rna ve file when superseded or 
obsolete; destr 2 years after cutoff. 

Cut off at the end of fiscal year after assign-
ment ends; destroy 5 years after cutoff. 

NOTE: Bnng forward to the current file 
penodic inspection and uuhzauon survey 
reports on recommended actions that have not 
been completed. 
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RECORD 
SYMBOL DESCRIPTION OF RECORD 

correspondence and related records 

19E51-
19E54. 

19E55 

a. Master inve ry reports. Reports showing 
real property own and leased by the Umted 
States and consistin of mach me lisungs for 
the current year and b nd pnnted copies. 

(1) Machine listing. 

(2) Bound volumes. 

b. Feeder reports. Reports providmg 
information for the master inventory re 
consisting of input data from other 
Government agencies, regional consolida 
reports, and supporting records. 

c. GSA inventory report. Reports showing 
inventory of buildings under GSA assignment 
control, building rdenuficanon data, 
occupiable space per building, and similar 
data. 

d. Space assignment reports. Reports showmg 
space assignment by budding, agency, 
occupancy nght, and providing data on the 
buildmg, the agency, locauon, space, and 
smular informanon. 

e. Occupiable space and summary reports. 
Reports showing space summary by urban 
center, city, and occupancy nght; space 
utilization by agency and bureau; space 
summaries by occupancy rigbt and by agency; 
leases in effect; regional leased space and 
annual rentals; summary of buildings and 
acuve leases (including Metropolitan Distnct 
of Columbia); vacant space by occupancy 
ngbt; and list of macuve records. 

AUTHORIZED DISPOSITION 

Destroy upon receivmg new edition. 

Destroy when no longer needed for reference. 
(Permanent copies are maintained by the 
Office of Finance.) 

Cut off at the end of fiscal year; destroy 2 
years after cutoff. 

Cut off at the end of fiscal year; destroy 2 
years after cutoff. 

at the end of fiscal year; destroy 2 
r cutoff. 

rly reports may be destroyed 
needed or when a new printout 

Cut off at the end 0 

years after cutoff. 
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RECORD 
SYMBOL 

19E56-
19E59. 

19E60. 

19E61-
19E64. 

19E6S. 

19E66-
19E69. 

19E70. 

DESCRIPTION OF RECORD 

f. Buildmg and other reports. Master buildmg 
records, building register change lisungs, 
master buildmg mventones, master 
assignment records, lease acuvity and 
expiration date records, personnel census 
hstmgs, and similar reports. 

Reserved. 

Reserved. 

Site i iti r r 1-121- -1. 
Documents created 10 acqu . g real property 
and easements through purch e, exchange, 
transfer, donation, or condemna on. Induded 
are site invesugation directives; p lie notices: 
offers to sell and synopses of offers; ite 
investigation, inspection, appraisal, an 
negotiation reports; condemnation assem ies; 
excess property records and reports; copies 
title reports; property surveys; certificates of 
inspection and possession; disclaimers; and 
related documents. 

Reserved. 

Site management records. 

a. Undeveloped Site files (N1-121-90-l).
 
Documents created m admimstenng,
 
supervising, and controlhng undeveloped
 
sites. Induded are site direcuves and sup-

- portmg documents,	 Site management plans, __ 
site inspection survey reports, Site condition-
mg acuons and reports, out-lease actions and 
supporting documents, lease termmauon 
survey reports, Itcenses, permits, easement 
grants, encroachment data, junsdicnonal 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

Cut off at the end of fiscal year; destroy I year 
later. 

Cut off at the end of the fiscal year; destroy 3 
years after cutoff. 

Cut off at the end of fiscal year after final 
acquisition of title and/or rendering of final 
judgment on condemnation cases; hold 2 years 
and retire to PRC. Destroy 8 years after cutoff. 

Nom This record series contams emergency 
operating records. _ _ 

Cut off at the en of fiscal year on completing 
construction or dis sing of Site. Hold 2 years 
and retire to PRC; d oy ~year,Slater. 

'3 
NOTE: This record sene 
operating records. 
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RECORD 
SYMBOL DESCRIPTION OF RECORD 

transfer actions 
rrespondence, 

and similar records, 
and other related records. 

b. veloped Site records (NCI-121-81-l). 
Docu nts created 10 admimstenng, 

, and controlling developed Sites. 
Included licenses, permus, easement 
grants, encro hment data, jurisdtcuonal 
transfers, corr ndence, and related records. 

c. Outlease records (NCI-121-81-1 
Documents created in leasing pubhc b dmgs 
and grounds on developed sites, includin 
Government-leased facilines for commer 
use. Included are documents deciding the 
availability of space for outleasing; approvals; 
consultants' and real estate brokers' reports; 
appraisals, analyses. and cost statements; 
Central Office approvals; bids, abstracts, and 
analyses; letters of acceptance and rejecuon; 
originals of leases and amendments; insurance 
documentation; miual condition survey re-
ports; alteration, improvement, and repair 
records; rental collection records; claims; and 
related records. 

(1) Central Office. 

(2) Regional offices. 

AlITHORIZED DISPOSITION 

Place m macuve file after execuuon, Cut off at 
the end of fiscal year; destroy 1 year later. 

Place in inactive file on termmauon, 
expiration, or revocauon of instrument. Cut 
off at the_end of fiscal year; destroy I year
later. --~:-' - ..-. --'-' '-

~~~~.- -.~,------
..:: -:-;--~. ---::- --- --

~~:-::,?: ... 

Place in macuv file after award. Cutoffafth~_-----
end of fiscal year; estroy I year later. 

Cut off at the end of cal year; following 
temunauon or expirauo of the lease, bold 1 
year and reure to FRC. D troy 5 years later. 
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TIllS appendix provides maintenance and disposiuon mstrucuons for records relaung to the arts and histone 
preservation programs and managing the Federal art collecuon, Art and histone preservation records are created as 
the result of responsrbihues and functions assigned J11 tile GSA Organizauon Manual (OHR P 5440 I), ch 23-55 

RECORD 
SYMBOL DESCRJPTION OF RECORD 

Fme arts progr:un records (N 1-121-91-2) 

a. Art inventones. 

(I) Art Inventones Registers, photographs 
d shdes relating LO mventones of artworks 

t11 are located III Federal facihues 

(2) useum files. Informauon relaung to 
ponable, ederally owned, New Deal artworks 

llecuons,	 Includes 
and other pertinent 

(3) Disputed Fede ownership files. 
Includes registers, phot rapbs and slides of 
artworks for which Feder ownership IS in 
quesuon, 

(4) Art disposiuon files. Incl 
mformauon on artwork that has b 
deaccessioned, donated or destroyed 
natural or man-made occurrences. 

b. Artists files. Biograplncal and otber 
informauon, mcludmg correspondence with 
artists whose artworks are owned by me 
Federal government. 

e. Art history ease files. Documentation 
relatmg to acquisiuon: conservation, 
exhibtuons and loans; and the deaccession of 
Federally owned works of art, mcludmg Art 
Exarrunauon Worksheet (source of acqursiuon, 
e.g. donauon or transfer), audiovisual 
documentation, Questionnaire for Loan of 
GSA Artworks for Exhibtuon, all completed 
GSA loan forms including GSA Form 10048, 
Liabiluy Agreement for Loan of GSA 
Artworks, conservation and inspection reports, 
missing artwork mformauon, correspondence 
and other related mformauon. 

AUTHORIZED DISPOSITION 

Destroy after related third generauon 
inventory. 

Cut off on return of artwork to Federal--
custody. Create an Art History Case File and 
file under 19F1e. 

Cut off when Federal ownership IS established. 
file mformauon m related art history case file 
(l9Flc). 

Cut off when artwork IS deaccessioned; file 
mformauon m related art history case file 
(l9Flc). 

Permanent. Cut off m IO-year blocks; transfer 
to NARA 5 years after cutoff. 

ent. Cut off at the end of the fiscal year 
ich artwork IS donated, destroyed or 

othe e deaccessioned. Transfer 
irnmedia Iy to NARA 

Appendix 19-F Art and Histone Preservation Records 
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RECORD 
SYMBOL 

19F2-
19F4. 

19F5. 

DESCRJPTION OF RECORD 

d Exhibition and IO:U1 requests Requests by 
museums to borrow Federally owned portable 
artworks for exlnbruon Includes 
Quesuonnaire for Loan of GSA Artworks for 

hiburon, correspondence and related 
auon. 

·equests granted. 

(2) 

Reserved. 

a. Art mventones. Registers, 
slides relaung to mventones of 
are located m Federal facihues. 

b Artists files. 

(1) Artists represented 10 the A-I-A 
program. BIOgraphical and other mformauon, 
including correspondence With comnussioned 
artists whose artworks are incorporated mto the 
architecture of Federal facihues. 

(2) National Registry of Artists. 
Information submitted by artists who want to 
be comnussioned for the GSA A-I-A Program. 
Includes correspondence and background 
mformauon necessary to determme an artist's 
quahficauons and work In a specific art media, 
such as resumes, catalogs, art reviews, slides of 
the artist's work and related mformauon, 

(3) Project case files. Documentauon 
relaung to acquisiuon, comrrussion, placement, 
conservation and deaccession of artworks In 
Federal facihues lnformauon Includes 
backgrounds about proposed and selected 
arusts, photographs and slides, minutes from 
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AUTHORIZED DISPOSITION 

File With related art history case file. 

Cut off at the end of the fiscal year; destroy :2 
years after cutoff. 

Destroy after related third generauon 
inventory. 

Permanent Cut off in lO-year blocks; transfer 
to NARA 5 years after cutoff. 

R urn sltdes to artist when slbe no longer 
wan to be considered for comnussion, 
Destr remainmg informatton when no longer 
needed. 

NOTES: In rrnauon about arusts may be 
subject to the vacy Act of 1974 

Informauon 10 thiS tegory may be donated to 
the public when no I ger needed, provided 
permission from the st IS secured before 
such donauon and the 10 

ch. 3-2Ia(2) Me followed. 

Permanent Cut off at the end the fiscal year 
10 which artwork IS donated, des yed or 
otherwise deaccessioned Transfer 
immediately to NARA. 



RECORD
 
SYMBOL
 

19F6-
19F9 

19F1O 

19F1l-
19F14. 

19F15. 

DESCRIPTION OF RECORD 

the Artist Selecuon Panel meeungs, copies of 
artist's contracts, buildmg plans related to the 
placement of artworks, conservauon 

mformation and art mspecuon forms 

a. Propos onservator files, Information 
about conserv ors who desire to be considered 
for GSA contrac . Included are GSA 
Conservator QUalJ auons Quesuonnaire, 
correspondence and r ated records. 

b. Miscellaneous art manag 
Correspondence, slides, photo aphs, drawings 
and non textual informauon relau to the 
management of artworks that cann be filed 
within specific categones elsewhere this 
appendix. 

Reserved. 

Hlstonc butldwj!s preservation program 
records (N1-121-91-2l. 

a. Historic structures reportslhistonc building 
preservation plans. Reports and program plans 
to identify and mamtam histoncally and 
architecturally significant buildings under GSA 
ownership. 

b. Histone properties files. Informauon 
relating to specific histone buildmgs under 
GSA ownership. Includes correspondence 
between Central Office and the regions, 
between GSA and state histone preservation 
officers and related mformauon. 

OAD P 18202 CHGE 

AUTHORIZED DISPOSITION 

Destroy when conservator no longer wants to 
be considered for GSA contracts or when no 
longer needed. 

NOTE: Informauon about conservators may 
be subject to the Pnvacy Act of 1974. 

Cut off at the end of the fiscal year, destroy 2 
years after cutoff. 

ent, Cut off at the end of the fiscal year 
m wi}' h the budding IS sold or demolished. 
Transfe ediately to NARA. 

Permanent Cut f at the end of the fiscal year
 
m which buildmg sold or demolished.
 
Transfer immediately 0 NARA.
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GAD P 18202 CHGE 

DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

isceUaneous preservauon management Cut off at the end of we fiscal year. destroy 2 
files. 0 ndence and ower documents, years after cutoff. 
slides, photographs. sand nontcxtual 
mformauon relating to we pres 1 of 
histone structures that cannot be filed WI I 

specific categories elsewhere In this appendix 
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, OAD. P 1820.2 GSA RECORL .AINTENANCE AND DISPOSITION SYSl 

PROPOSED CHAPTER EXISTING CHAPTER 

19AI 33AlO 

19A5 33A45 

19A1O 33A20 

19A15 33A25 

19A20 33A35 

19A25 33A45 

119A30* 33A70 

/19A35* ~ 3'3,4;t1l" Alru> 
19A40 33A80 

19A45 33A85 

19A50 33A90 

19A55 33A95 

19A60 33AlOO 

19A65 33A105 

19A70 33AIlO 

t19A75* ,,31.119 '3'3AI a.6 
19A80 33A130 

19B1 33Bl 

19B5 33BlO 

19BI0 33B20 

19B15 33B30 

19B20 33B35 

19B25 33B40 

19B30 33B45 

19B35 33B46 

19B40 33B50 

19C1 30Al 

19C5 30A5 

19CIO 30A15 

1901 3301 

1905 3302 

19010 3305 

19015 33010 

J-9020 ----- ___ 31015 
--- -

19025 33025 

19030 33030 



, 
'CONTD 

PROPQSED CHAPTER 

19035
 

l/19D40*
 

19045
 

19E1 *
 

v"19E5*
 

19E1O
 

v19E15* 

19E20
 

19E25
 

19E30
 

19E35
 

19E40
 

19E45
 

v'19E50*
 

19E55
 

19E60
 

19E65
 

19E70
 

19F1
 

19F5
 

19F1O
 

19F15
 

*AUTIIORIZED DISPOSmON 

EXISTING CHAPTER 

33055 

33059 

33060 

40A61 

NEW 

4OAlO 

4OA45 

40A15 

40A90 

4OA4 

4OA60 

40A58 

4OA40 

40A25 AND 4OA30 (COMBINED) 

4OA95 

4OA70 

40A55 

4OA65 

.' -...-33FL ..... _. --"--=:--::--~---~~ .. -.-....- - ~ - ..... 
33F5 

33FIO 

33F15 

HAS BEEN CHANGED 




