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REQUEST FOR AUTHORITY DATERECEIVED JOB NO. 
TO	 DISPOSE OF RECORDS JUL 2 9 1975	 1.(See Instructions on Reverse) 

NC" 269-76-a
TO:	 GENERAL SERVICES ADMINISTRATION
 

NATIONAL ARCHIVESAND RECORDSSERVICE,WASHINGTON,DC 20408 NOTIFICATIONTO AGENCY
 
1. FROM (AGENCYOR ESTABLISHMENT) In accordancewith the provisionsof 44 3303a the dis-U.S.C.General Services Administration	 posal request, includingamendments,is approvedexcept for 

MAJORSUBDIVISION	 items that may be stamped"disposalnot approved"or "with· 2.	 drawn" in column10. Office of Management Services 
3. MINOR SUBDIVISION
 

Records Management Branch
 
4.	 NAMEOF PERSON WITH WHOMTO CONFER
 

Raymond F. Hershberger 151~~~~T32 /- ~(p-7(P r-~~ ~ r9(l?ufJ

6. CERTIFICATEOF AGENCYREPRESENTATIVE:	 (Date) ~ArChiVjst of the StatesUnited 

VI 15'by certifythat I am authorizedto act for this agencyin matterspertainingto the disposalof the agency'srecords;that the recordsproposedfor disposalin Ihis Requestof 
- .... '.' are ;~ ~." .... ~.",C~ pe 'C......	 cifi ed. 

7-'l..5-7S- Michael G. Barbour	 Chief, Records Management Branch (BRAR)
Date (Signature of Agency Representative)	 (Title) 

9.DESCRIPTIONOF ITEM7. S.	 10.ITEM NO. (With Inclusive Dates or Retention Periods)	 SAMPLEOR ACTIONTAKEN JOB NO. 

Files descriptions and requested disposition authoriza-
tions are contained in the attached proposed changes to
 
the HB, GSA Records Maintenance and Disposition System

(OAD P 1820.2). The proposed changes are identified by

vertical lines in the right margin.
 

Chapter 11-A, 11-B, 11-C, 11-0	 N171-137 
N168-87 
Nl72-223 

Chapter 12-A, 12-8	 N168-74 
N172-223 
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This appendix describes files created in establishing and implementing
procedures and techniques for increasing the usefulness of forms through
proper design; reducing cost of filling in, using, and filing forms; and 
achieving savings in the design, printing, storage, and distribution ofJ forms. Fornls management program files are created pursuant to the pro-

,visions of FPt1R 101-11.2080 the GSA Administrative ttanual , 1-38 thru 43 
(OAD P 5410.1), and the handbooks and orders in the 1824 subject classi-

:fication series. Documents accumulated by offices in originating and 
'using forms for accomplishing their program responsibilities are not forms 
imanagement program files. Rather, such documentation pertains to the pro-
:grams of the offices concerned and should be identified for filing in 
accordance with the appendixes applicable to the particular programs
involved. 

!
 

Appendix ll-A. Forms t1anagenent Program Files 
{.Do t~01' t} P(' tc.\t G 1..:.\\' thl~. II;"')	 I 

I
':' [)':st ri\)\.,L 'll C.-'N f'I\C:f:l 'and 2·.' ,(',fr. In I., ':	 I '.~.- -- ------- - ------- --.- -- - '- -' "1_ ," -". -- J 

'U:.Ld o n firs' !.O(;-.' c'l 0°;('r C'~LY. "CH,i',f' If (' he.nOLo"k f,.J";,. 
~"(n- t DAT" 1 rv-: .. I'~ """1' I' fJ " -~)cr L.. ono ,.•';\-1 ....,...l'lv. C itjntC at fup on Of; (.hl ;JI..'"t.S c t r r-r ~h(lf~ P("!~" I. 
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l1Al. Form re~isters. Registers used to record and control the numbers 
and other identlfying data assigned to each form. 

Destroy when no longer needed. 

llA2 - llA4. Reserved. 

llA5. Forms case files. tlumerical case files created during the analy-e-. ,sis, design. clearance, and evaluation of r,SA forms (including the forms 
,numbered in the GSA 6000 thru 9000 series), and Standard and Optional
.forms prescribed by GSA. Included are requests for forms manageMent
services, papers relating to development of the forms, drafts of issu-

,ances prescribing the forms or written statements explaining their pur-
.pose. 'clearances, printed copies of each edition of the form, forms action 
,notices, current approved camera copy (composition copy or r,PO proof), 
'running record of all actions taken, and related records. ~ ,t'I"t:,t1t,;"J.' 

01Je Go!')1 "fe.dGh 6~Jt Fo~"" ".,/tt, ?'e./dte.,f F'J.P.er7 "'1~-'''(/ I 
i ~,oPe. a"d ~'1~I'II.J'" ....,·1;h "I'e./tJ.teJ (,77" e rtl(;~ jd" $.i ~.Fonns Branc~y'\pennanent. Place in an inactiver·1anageme'h't
, file on cancellation or dlscontinuance of the form. Cut 

off the inactive file at the end of the year and re~ire. off-e.Y' 
t:o #AIf..s 10 )'eoY's a ff:e Y' c..fJ.~,e//&'I;lo", ~~ c!1!JGd"r/)J ~d."c.e. 

~Other offices: Place in an inactive file on cancellation 
or discontinuance of the form. Cut off the inactive file 
at the end of the year, hold 3 years, and destroy. 

'llAfi. n~9ional numhered forms case files. rwmerical case files created 
during the analysis, design. clearance, and evaluation of regiona}..forms.
Included are requests for forms management services, papers relating to 
developing the forms, drafts of issuances prescribing the forms or 

iwritten statements explaining their purpose, clearances, printed copies 
lof each edition of the form, forms action notices, current approved camera 
jcopy, running record of all actions taken, and related records. 
I / 

I Q. Paperwork t1anagement flranch: Place in an inactive file 
on cancellation or discontinuance of the form. Cut off 
the inactive file at the end of the year, ~old 3 years, 
and destroy. I

~Other offices: Place in an inactive file on cancellation Ior discontinuance of the form. Cut off the inactive file Iat the end of the year, hold 3 years, and destroy. i 
Reserved. 

:> ._-:rt.~t.;~iJ~~,_1j_,t_i w_._~_.__. __ . ~~~~1.(. !_~~t. Cr, 3 __ •• J~~.~_i.r: ~ - ~ ____ _. _ ._ .. ~I<_~ ~_ 

t __ .-' , (;;.I..:.2l it " ~,:." ; )l'~' ~..~~.' ,_. 
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,11Al0.	 Forms classification files. Collections of Central Office pre-
scribed	 GSA, Standard, and Optional forms, and regional numbered forms 
(grouped by function) for use in evaluating. simplifying, combining, or 
eliminating existing forms. Also used to preclude the creation of new 
forms which duplicate existing forms and other forms management actions. 

Destroy individual forms when canceled or discontinued. 

;llAl1 -	 l1A14. Reserved. 
I 

!11A15. Forms representative designation files. Documents reflecting the 
·designation of service and staff office forms liaison representatives.
Included are letters of designation and specifically'related records. 
i 
i 
I	 Destroy when superseded by a new designation or when 

obsolete. 
, 
llA16 -	 llA19. Reserved. 

:llA20. Forms management reports. Documents created in reporting accom-
:plishments under the forms management program such as reports of savings 
:realized in printing, handling, storing, and using forms; forms consoli-
;dated or eliminated, or similar forms management activities. Included 
are reports and specifically related records. 
, 

Cut off	 annually, hold 2 years, and destroy.
1 

hlA2l -	 llA24. Reserved. 
! 

hlA2S. Forms manasement training files. Oocuments relating to preparing
.and conducting tra1ning in forms management, including forms and format 
:standards. Included are requests for training and papers concerning 
arrangements, notifications, and number of people trained. 

Cut off	 annually, hold 2 years, and destroy. 

illA26 -	 llA29. Reserved.,,
:11A30e Forms management training materials. Oocuments relating to the 
:preparatTon and use of tralnlng materials for forms management. Included 
iare outlines. texts, handouts. training aids, and related records. 
I Office preparing GSA-wide training materials:I Destroy when no longer needed. 

Paperwork Hanagement Branches: Destroy when 
superseded or obsolete. 

(Use r(,VN~<' for I;:IGHT PAGE)\ to'!.. G~1. ~ 1..1 ·l . ::;..., 
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! 
'11A31 - llA34. Reserved. 

llA35. Forms reauirements 
maintenance 

files. Documents accumulated in the prepara-
fortion, review, an of requirements and printinq schedules 

forms. Included are requests for and changes to form requirements;
blanket printing requisitions; printouts of form listings and printing
schedules. inventory of forms requirements; and related records. 

Printouts: Cut off annually, hold 1 year, and destroy. 

Other papers: Cut off annual iy, hold 2 years, and destroy. 

I 
I 

I Appendix ll-A 
(D(, t-iOT tv po tf'l't b . lOW thi$ I ;pc!) 
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This appendix describes files created in estahlishing and implementing
procedures, standards, and systems for the preparation, coordination,

.approval , classifiotion, codification, \'/ritingstyle, fonnat, distribu-
tion, and maintenance of internal and external issuances. Issuances 

i management program fil es are created pursuant to provi sions in the (lS.l\ 
Administrative Hanual, 1-1 thru 28 (OAD P 5410.1), and orders and hand-

,books in the 1812 and 1832 subject classification series. Related 
'documents accumulated by other offices in originating, commenting on,
,implementing, or interpreting issuances applicable to their program areas 
:are not issuances management program files. Rather, such documentation 
:pertains to the program of the offices concerned and should be identified 
:for filing in accordance with the appendixes applicable to the particular
! programs involved. . 
! 
I 

-' 

I • 

i 
I 

I 

I Appendix ll-~ •. Issuances ~~nag~ment Program FilesI _ I\ 1.1 Q i ~I ~ ~ ~..... t r· )- f .' ';.~ I I ~ 1. • " 

i 
I·.1 r .: , t r : but : .1• .1 .. , _, 4 ~ .). • 

; .....(:)'l' .... ,' fl!! i ~ r}- \~~'I~) " 
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11Bl. Issuances management surve~s. .Documents accumulated in the survey
of issuances practices of the serVlces, staff offices, and regions. In-
cluded are survey reports, replies thereto, and related records. 

Office responsible for issuances management surveys: 

Destroy after the next comparable·survey. 

11B2 - l1B4. Reserved. 

11B5. Issuances management training files. Documents relating to the 
conduct of training sessions in issuance writing and format standards and 
related issuances management subjects. Included are requests for, notifi-
cations of, and arrangements for training; communications about the number 
of people trained; and similar records. 

Cut off annually, hold'2 years, and destroy. 

11B6 - 11B9. Reserved. 

11B10. Issuances management training materials. Documents relating to 
the preparation and use of training materials on writing and format
standards and other issuances management subjects. Included are outlines,
texts, handouts, training aids, and related records. 

Office preparing GSA-wide training materials: Destroy
when no longer needed. 

Paperwork Hanagement Branches: Destroy when superseded 
or obsolete. 

:11B11 - 11B14. Reserved. 

!11B15. Federal Register liaison materials. Oocuments accumulated as a 
result of GsA liaison with the Office of the Federal Register. Included 

:are copies of GSA materials for inclusion in the U~S. Government Organi-
zation Manual; requests for additions to, deletions from, or copies of 

,the Code of Federal Regulations, Federal Register, Weekly Compilation of 
Presidential Documents, Public Papers of the Presidents, or similar 
Federal Register publications, and related records. 

Cut off annually, hold 3 years, and destroy. 

:11B16 - 11819. Reserved. 
! 

l_L2.~~~~jl~ii_i. ';.1 r ,.·..··'..r r l\ r:r: I 3 ~q r R !I", t r-"L I ~~
-lj ~ J v'l : If ~1 , .i.,C' ,f o r -. -:..-.-'.-~':--L --:-- ' . ,. - -- -:i i , :,,!L';',.~ ; ~_c . c r 0: 't. y:~.~. - -- .: ':: (~:-\','-~.1 :J 

.4-;Ir.s(.rt D..\'ll: f)fdj OKU~:2 l:~.). o:i91~!,d c i top on c:l o·;d p:' h~,S cd .'1' i;l:;n f'.~:t 1. 
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,11B20. Issuance master binders. f1aster binders or record sets of external 
and internal issuances maintained by Central Office and regional office 
issuance clearance eleffi~nts. Included are Federal Pl~ocurement P-equlations; 
General Services Administration Procurement Requlations; Federal Property
f~anagement P-egulations; Federal t1anagement Circulars and t!otices; Federal 
Preparedness negulations, and Federal Preparedness Circulars and Bulletins;
GSA bulletins, orders, notices, handbooks, and manuals; and miscellaneous' 
external issuances. A copy of each regional issuance is included in the 
:GSA master binder. 

~,Office at the Central Office responsible for maintenance 
of the GSA master binders: Permanent. ~etil"'e when no 
longer needed for reference. 2>ffcy to .N~R~ 

~Offices responsible for maintenance of Central Office 
service 'and staff office and regional Qtfi~e master 
binders: Destroy when no longer needea for reference. 

~lB21 - 11B24. Reserved. 
i 

h1B25. Issuance case files. Documents reflectinq the preparation, review,
~learanceD and publication of issuances maintained in master binders and 
.issuances which are not included in master binders, such as GSA materials 
submitted for inclusion in the Federal negister, the CFR, and the U.S. 
Government r1anual. Included are issuance proposal brief; permission state-
ments for the use of copyrighted material; memorandums of consultation; 

f)d ~ssuance clearance sheets; memorandums reconciling or explaining coemerrts;

t~1 ~omments of other Federal agencies, industrial concerns, and professional

fA\..n1 groups; origfnals of issuances; copies of the published issuances; copies

\-In pf printing requisitions; and related records. ~"e c,«II'f'Z 01 e&c.~ IS5p~J?c..t!..
/J jwitb ~e./~t.-I IJ~" IrI.,. N."J 4'f1f. f:~ ,l,IJ.R;-¥c../I/,'V4. #,. iu1"'ill~s~rl.t,';e ~J t:e YliJ.J 

/...a.M! ~Offices at the Central Office anCf Region 3:APermanent.!J. ~e 1rtJl.,.,iI:J).
( ! Cut off annually when superseded or canceled and retire.O.f.f<:y Co 

i /V~"fj 10 Yedt'S ~Tte-II' ~f/fJe".$"J,~/,j11J av: c.arJ(.~JIa.t:"'tJ~ 
! ~Other offices: Cut off annually when superseded or • . 

canceled. hold 2-years, and retire.OJDestroy after 3 
additional years~~xcept that issuance case files ,

I containing copyrighted authorizations will be des-
I troyed after 56 years. 
I 
alB26 - 11B29. P.eserved. 
I 
InlB30. Issuance controls. Documents used to control the numbering and 
processinq of issuances. Included are issuance number assignment cards,
~ogs. registers, or similar records. 
I 
I Destroy when no longer needed. 

'(f.lo :.!\,f.ppen:di~, ii!,..)l1_~B;:.,
I . ~

' .. .-2 J_ \J.~ _ ~,~.~~:_.~::)__ t.:_:·~ ;. ~_~~_0_~' :::~_~ __ .... .. ~ ~.~_r- { 4 \ ~).':; . ...~ J 
..Cf~/~i> d c hondbool. pc·j..... ) 
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This appendix describes files accumulated as a result of developing and 
assisting in the application of management techniques to the creation, 
handling, maintenance, and disposition of GSA records. The term IIrecords 
management,1I as used in this appendix, is defined to include correspond-
ence management and procedures; mail management; files documentation, 
maintenance, and disposition management; ADP records management and mana-
gement of source data automation; files supplies and equipment control; 
and emergency preparedness records procedures and operations. Records 
management program files are created pursuant to the provisions of orders 
and handbooks in the 1800 and 2400 subject classification series. This 
appendix is not applicable to related documentation accumulated by in-

,dividual offices in managing their records or to files accumulated by NARS 
in administering the Government-wide records management program. The 
former records are described in chap. 9, while the latter files are 
described in the NARS chapters of this handbook. 

I 
I 
I 
I 
I 
I 
I 

Appendix ll-C~o ~~co~ds 1!1~n.agemen~_ FilesIPt:"ogram
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,11C31 - 11C34. Reserved. 

11C35. Records manaqement surveys. Documents accumulated in auditing or 
surveying the supervision and execution of records management programs of 
Central Office and regional services. staff offices, or elements thereof. 
Included are surveyor audit reports, replies thereto, and related records. 

Records r1anagement Branch: Cut off annually fo lIowf nq
completion of the survey, hold 5 years in the current 
files area, and destroy. 

Other offices: Destroy after the next comparable
surveyor after 5 years, whichever is sooner. 

j 11C36. Records management project files. Documents accumulated in plan-
ning, conducting, assisting in, reporting on, and taking other action in 

:connection with records manage~ent projects and studies that do not result 
;in the preparation of an issuance or other instruction. Included are re-
quests, coordinating actions, reports with recommendations, and related 

·records. 

Cut off annually follrn1ing completion of the project
or study, hold 3 years, and destroy. 

I:11C37 - 11C39. Reserved. 
I 
I 

111C40. File equipment and supplies. Documents created in the records 
Imanagement review of requests for file equipment and nonstandard supplies
ifor the purpose of recommending approval or disapproval of supply action. 
IIncluded are requests for equipment or supplies; approvals, disapprovals,
iand clearance actions, and other papers about specific items of equipment
.er supply. 

Cut off annually, hold 2 years, and destroy. 

11C41 - 11C44. Reserved. 

11C45. Records management training files. Documents relating to provid-
;ing and conducting training in correspondence. mail, files, or other areas 
!of records management. Included are requests for training and papers
iconcerning arrangements, notifications, and number of people trained. 

Cut off annually, hold 1 year, and destroy. 

11C46 - 11C49. Reserved. 

Appendix 11-C 
(Do NOT typ" rc xt i..>d()w thiS line) 

':' Qj. ::.t.!~il·_;~.i... .. _ C:~"Lo_r r'htJF: ~ 5 : ~'~;':r[:-f'; In L-. ( 
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~"!n~('rt DAT(~ onc O;~["l ~ iiJ. oli\jllc:d ot !"p en ull <),lJ pll ..'CS r.' ,·r .'lon P"_' 1. 
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l1C50. Records manaqp.ment training materials. Documents relating to the 
preparation, clearance. and issuance of materials for use in correspond-
ence, mail, files, or other records management training. Included are 
outlines, texts, handouts, training aids, and related records. 

Office preparing GSA-wide training materials: Destroy

when no longer needed.
 

Office of records officers: Destroy \1hen superseded
 
or obsolete.
 

l1C5l - 11C54. Reserved. 

l1CSS. Hail volume reports. Documents created in recording and reporting 
data on the volume of outgoing mail services used. anticipated changes in 
mail volume, and similar data; in negotiating reimbursement to the United 
States Postal Service; and in analyzing mail practices. 

Cut off annually, hold 1 year, and destroy. 

11CS6. Reimbursement a reement with the U.S. Postal Service. Documents 
reflecting GS s agreement with the U.S. osta SerVlce to pay equivalent 
postage for mail postage for mail services received. Included are copies OISPOSA( NOT 

APPROV£!)of the agreement and related records.
'~t~~;when superseded~bso 1ete. of)t"~ff:1tr~:r~"" toaf fe II' 

/V'JfJR~ 10 Yed~..s Ia.~e..y;-
11C57 - 11C59. Reserved. 

·11C60. Emergency preparedness records controls. Documents accumulated by
records officers to control the identHication, transmission, maintenance,
and disposition of emergency preparedness records. Included are inven-
tories not incorporated in handbooks and similar records. 

Destroy when superseded, obsolete, or no longer needed. 

11C61 - 11C64. Reserved. 

11C65. Emergency preparedness records reports. Docum-ents created in pre-
paring and reporting data on emergency preparedness records holdings to 
NARS. Included are reports and directly related records. 

Cut off annually, hold 2 years, and destroy. 

. Appendix 11-C 
(00 i·:or ~""'i;\" tf')o't t 'I';"~ -~;::: j.;-(.\ 
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This appendix describes files created in connection with the establishment,
coordination, and execution of procedures and techniques for managing re-
ports. Reports management is concerned with maintaining GSA reportinq 
requirements and rer~rts required of GSA at the minimum level consistent 
with mission needs, periodically reviewing reporting requirements to 
determine the continuing need for the data heing reported, eliminating 
unnecessary reports and reported data, ensuring that reporting instructions 
are clear, and other comparable reporting requirement activities. reports
management program files are created pursuant to the provisions of rpMR
101-11.2; FP11R 101-11.11; the GSA Administrative l1anua1, 1-29 thru 37 
(CAD P 5410.1); GSA Inventory of neporting Requirements (OAD 1872.1); and 

,the HB, GSA Reports r~nagement Program (OAD P 1872.2). This appendix is 
not applicable to related documentation accumulated by other offices in 
carrying out their program responsibilities. Such rlocumentation should 
be identified for filing in accordance with the appendix applicable to 
the program functions of the offices concerned. 

Appendix 11-D~_" Repor-ts nanagement Program Files 

\ " • i . 1 and 2
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1101. Reports management case files. Documents created in analyzing, 
approving, controlling, and canceling (a) individual internal GSA report-

j	 ing requirements, (b) reporting requirements imposed on GSA by law, com-
mittees of the Congress. or other Federal departments and agencies, (c)
reporting requirements imposed on the public sector by GSA, and (d) re-
porting requirements imposed on other Federal agencies by GSA. Included 
are requests for approval of reportinq requirements, estimates of reporting 
costs, reporting instructions and supporting statements, clearances of 
other agencies, and related records. 

Withdraw and place in an inactive file on discontinuance of 
the report. Cut off the inactive file at the end of the 
year, hold 2 years, and destroy. 

1102 - 1104. Reserved. 

1105. Reportin re~uirement renisters. Documents used for a perpetual
inventory of al T reports issued under the reports management system. In-
'cluded are cards, registers, sheets, or similar documents. 

Withdraw and place in an inactive file on discontinuance of 
the reporting requirement or on revision of the reports con-
trol symbol. r,ut off the inactive file at the end of the 
year, and destroy when no longer needed for controlling the 
assignment of new reports control symbols. 

'1106 - 11D9. Reserved. 

/ '11010. Withdrawn by CHGE 

~U'.t.I: ("t, : •••• " ;:.'. {(. 
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The files described in this appendix relate to organization and methods 
management and manpower uti1 ization. Organization and methods manaqement
Heals with the study and evaluation of organization, methods, policies,
programs, systems, and procedures for the purpose of reconmending and 
assisting in the installation of more efficient and econonical "lays of 
performing work, llanpower utilization, on the other hand, is concerned 
with establishing a basis for determining current and future manpower
requi rements and ensuri ng optimum util izati on of manpower resources. 
These files, hereafter referred to as general management files, are created 
as a result of responsibilities assigned in the GSA Organization :~nual 
(OFA P 5440.1) and pursuant to provisions of orders and handbooks in the 
5400 subject classification series. OOCUMents accumulated by other offices f 
in installing, implementing, and reporting on general management actions 
within their assigned program areas are not covered by this chapter.
Such documentation pertains to and should be identified for filing in 
accordance with the chapter and appendix applicable to the program of the 
office concerned. 

, 
Appendix 

-- ~ p -- -

l2-A. 
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General 

, , 

t-lanagement Program Files 

• I _: 

1 and 2 
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The files described in this appendix relate to r.SA's proqram for manage-
ment improvem~nt. These programs are Goncerned with ~ncouraging, support-
ing, promoting, and providing a medium for recording and reporting actions 
taken to improve the effectiveness of operations and reduce the cost. 
ManageMent improvement program files are creat~d pursuant to the provisions
of orders and handbooks in the 5400 subject classification series. 

I 
Ii, Appendix .. Proqram Files12-B. \:;~~~?r~~,ent ,~m.prov~p~7n~,
lI)t .:tl';>:" ,', _ r,-:,.:':",' .J~=_.~ ,and 2 ,;".,, 
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12B1. l1ana~ement irlprOVeMent awards. Documents accumulated in recommend-
ing, nominat1ng, and assisting in the selection of individuals or groups
to receive awards for significant management improvement actions developed
during the fiscal year. Included are recommendations, coordination ac-
tions, and directly related papers. Excluded are award case files accumu-
lated by the Incentive Awards Committee. 

Cut off at the end of the fiscal year, hold 2 years,
and destroy. 

12B2 - 12B4. Reserved. 

12B5. r1anagement iMprovement reports. Documents created in reporting 
manageMent improvement goals, progress, and accoMplishments for GSA inter-
nal and Government-\</ide programs. Included are semiannual improved man-
power management reports, annual management reports, and directly related 
records. 

<1!s6vJ, Cut off at the end of the fiscal year, hold 5 years,
~I and retire. Qe&1;pey aft!er 5 aeeiMe ..al yea\,! ..(J~A)Ii~e#r. , DISPOSAL NOT 

" APPROVEDoffe" to /y".If,j whey] 10 )'ed"'; "Ic/, . f' 
12B6 - 12B9. Reserved. 

12B10. r1anagement improvement projects schedules. Documents used to iden-
tify, define, and sclledule action on projects for improving and reducing
the cost of operations within a Central Office'service or staff office or 
a regional office. Included are schedules of management improvement pro-
·jects and directly related records. 

Cut off at the end of the fiscal year, hold 2 years,
and destroy. 
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