RECORDS MANAGEWENT

Upe this subject for correspondence and related material pertaining to records management functlions,
such as records maintenance and disposition, records security, correspondence, Forms, reporte,
microfilming, and directives.

Disposal Authority:
Job Ho, WNC1=310-80-2

WETENTION
CODE TITLE DESCRIPTION OFFICE OF PRIMARY RESFONSIBILITY ALL OTHER OFFICES

REC RECORDS HANMAGEMENT Use For policles and procedures {Ttem 155a) (Teem 155h)
covering all ltems included under Records Management Offfcea: Destroy when 1 years old.
this primary subject. Destroy when 6 years old or when

superseded or obsolete, whichever
is later.
1 Annual Report of Records (Ttem 156) {Item 156}
Holdings Destroy when 3 years old. Deatroy when 3 years old.
F Correspondence Hanagement (Item 155a) (Ttem 155h)
Records Management OFFlces: Destroy when 3 years old.
Destroy when 6 years old.

3 Directives Management Use for correspondence on ayatema [or {Teem 153a) (Ttem 15%b)
ispuing policy and procedures and for Destroy when 6 years old, Destraoy when 1 vears old,
giving guldance to Agency personnael.

Do not use for coples of Directives.
3=1 Review of Directlves {Item 32b{1)) (Item 32b(2))
Directives Management Staff, Deatroy 6 monthe afrer {ssued,
ASD: Desatroy when 15 years old.

L Files Maintenance (Trem 155a) {Ieem 155b)

Records Management OfFlces: Destroy when 3 years old.
Destroy when 6 years old.

4-1 Equipment and Supplies {Ltem 155a) (Irem 155b)

Records Management Offices: Destroy when 3 years old,
Destroy when b6 years old,

5 Forms Hanagemant Use for general correspondence on {ITtem 155a) {Ttem 155b)
forme management, clearances, control, Destroy when 6 years old. Destroy when 3 years old,
design, development, analyais,
storage, and diseribution,

=1 Inventorles {(Item 159b) {Ieem 159b)

Destroy I years after next Inven—  Destroy I years after next inven-
rory ia completed. tory iea completed,

5=-2 Letterhead Case Files Includes a copy of each form, back- (Item 15%9a)
ground, analysis, design, usage, Records Management Offices: HiA

distribution records,; masters, and
negatives,

Destroy 5 years after form is
superseded or obsolete.
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RECORDS MANAGEMENT

RETENTION
CODE TITLE DESCRIPTION CFFICE OF PRIMARY RESPONSIBILITY ALL OTHEE OFFICES
[ Hall and Messenger Management (Teem 24a) (Ttem 24b)

Records Management OFFfces: Destroy when 3 years old or when

Destroy when & years old, supersaded or obsnlete, whichewver
i mooner,

-1 Bulk Third Class (ltem 24a) (Ttem 24b)

Destroy when & years old. Destroy when 1 years old or when
superaeded or obsolere, whichever
la mooner,

6=1-1 FPeruita Hail Management Offlcer, GSD: Destroy when no longer needed for
Deatroy & years after cancel- administrative purposes.
lation.

6=2 Buslness Reply Mail (Ttem 24a) (ltew 24b)

Eecords Mansgement Offices: Degtroy when 1 years old or when

Destroy when & years old. suparaeded or obsolete, whichever
is sooner.

b=-2-1 Permitn Mall Hanagement Offlcer, GHD: Destray when no longer needed [or
Destroy & years after cancel- adninistrative purposes,
lation.

6=3 Contractor Mallings (Teem 24a) (Item 24b)

Destroy when & years old. Destroy when 3 years old or when
suparaeded or obsolete, whichever
ls mooner,

b=3=1 Permits Hail Management Officer, GED: Destroy when no longer needed for
Destroy 6 years after cancel- administrative purposes.
lation.
=& Federal Hall Management (Trem 231) (Teem 231}
Counail Deatroy when 3 yeara old, Deatroy when 3 years old,
=5 Hail Costs (Trem 24a) {lrem 24b)

Records Management Offilcesa: Destroy when 3 years old or when

Destroy when & years old, supersoded or obsolete, whichever
is sooner.

=6 Mail and Messenger Scrvice Use for general correspondence and (Item 27a) (Ttem 27a)

records relating to the operation of

madilrooms,

Destroy when 1 yvear old or when

superaeded or obsoloete, whichever
18 applicable.

Destray when 1 vear old or when
superaeded or obsolete, whichewver
is applicable.

—
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RECORDS MAMAGEMENT

RETENTION
CODE TITLE DESCRIFTION OFFICE OF PRIMARY RESFONSIBILITY ALL OTHER OFFICES

B=f=1 Fostal Irregularities Use for correspondence relating to (Trem 26) (Trem 26)
irregularities in the handling of mall, Destroy 3 yeara after completion Destroy 3 years after completion
such as loss and destruction. of inveatigation, of investigation.

t=b=12 Recelpts Recelpts and records for incoming and (Item 23a) {Item 25%a)
outgolng reglatered, Insured, speclal Destroy when 1 year old. Destroy when 1 year old.
delivery, etc. mallings.

67 Mail Volume Surveys (Iten 2Ba(l1)) (Item 2Ba(2))

Records Hanagement Offices: Destroy when 3 years old.

Destroy when & years old.

-8 Postal Meters (Ttem 24a) (Item 24b)

Destroy when & years old. Dentroy when 3 years old or when
muperaeded or obsolete, whichever
1s sooner,

6-B-1 Licenses Mail Hanagement Officer, GSD: Destroy whan no longer needed for

Destroy & years after cancel- adninistrative purposes.

lation,

6=9 Violations (Teem 26) (Ttem 26)

Destroy 1 yeara after completion Destroy 1 years after complecion

of investigation, of investigation,

k) Microform Manag (Ttem 155a) (Item 155h)

Records Management Offlces: Deatroy when 3 years old,

Destroy when 6 years old,

T=1 Requests For Approvals of (Irem 158a) {leem 158b)
Hicrofllm Projects Destroy when 6 years old. Destroy when 1 year old.
] Recordas Disposition Use for general correspondence on {Item 155a) (Item 155b)
policy and procedures to be followed Destroy when & years old. Destroy when 1 years old.
in administering and operating records
dispoaition programs.
81 Donatlon of Recordas RETAIN: Disposition pending NARS  RETATN: MMaposition pending NARS
approval . approval.
B-2 Records Control Schedules (Ttem 157a{1)) (Ttem 15Ta{l))

(Case file 5F-115"s by
organizational unit when
volume Wwarrants)

Records Hanagement Offices:
Destroy 5 years after achedule [a
superseded, or when no longer
needed for adminfatrative or
reference purposes, whichever is
later,

Nestray whon revised schedule 18
recelved,
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RECORDS HANAGEMENT

sk RETENTION
CODE TITLE DESCRIFTION OFFICE OF PRIMARY RESPONSIBILITY ALL OTHER OFFICES
8-3 Tranafera of Records to FARCS Records Transmittal and Receipt (Item 157b{1}} (Item 157b(2))

(5F-135 and SF-135A) Records Management Nfflces: Deas- Destroy 3 years after records om
troy 10 yeara after all records transmittal document have baen
listed on tranamittnl document destroyed.
have been disposed of , unleas
needod for referance purposes.

B-4 Transfers of Records to HARS (Item 157¢)
Records Management Offices: H/A
Retain in office until no longer
peoded for reference purposes,
8-5 Tranafers Other RETAIN: Disposition pending MARS RETAIN: Disposition pending MARS
approval. approval.
B-6 Transfers of Records Outside RETAIN: Disposition pending MARS RETAIN: Disposition pending MARS
ARS approval, approval.
8=7 Transfers of Records Within ARS RETAIN: Disposition pending MARS RETAIN: Disposition pending NARS
approval. approval .
9 Beports Management Use for general matters regarding the (Item 155a) {Iter 155h)
preparation, subalssion, control, and Records Management Offices: Deatroy when 1 yveara old.
cost of reports, Destroy when & yeara old.
-1 ARS Reports {Item 155a) (Trem 155b)
Records Management Offices: Destroy when 3 years old.
(Cane file 1f volume warrants) Deatroy when 6 years old.
9-2 Forms Reductlon Campalgn (Item 15%) (Item 159d)
Destroy when 3 years old or after Deatroy when 3 years old or after
next reduction campaign, which=- next reductlon campalgn, which-
ever la later. ever 1s later.
9-1 Inventories (Item 160b{1)} (Ttem 160b{2)}
) Records Management Officer: Destroy 1 year after next
Demtroy 2 years after next laventory.
Inventory.
G=h 0ffice of Management and (Item 160a) (Iten 160a)

Budget Clearances

Destroy 2 years after report is
elininated or no longer requirved
for administrative functions,
whichever ia later.

Destroy 2 vears after repoct is
eliminated.




RECORDS HANAGEMENT

RETERTION.

CODE TITLE DESCRIFTION OFFICE OF PRIMARY RESPOMSIBILITY ALL OTHER OFFICES

9=§=1 Information Collectlon Budget (Item 160a) (Item 160a)

Destroy 2 years after report is Destroy 2 years after report ia
elininated or no longer required eliminated.

for administrative functions,

whichever is later.

10 Reporte-Statiatics Uae for reports, studles, surveys, Retentlon periods vary according Retentlon perlods vary according
progreaa reporcs, and significant to type of report. See Records to type of report. See Records
accompliashsent reports. Control Schedule or contact EMO Control Schedule or contact HMO

for specific disposal informatiom. for specific disposal information.

11 Security of Records Uae for systems and procedures regard- See Item 168, Records Comtrol

(See PERSONMEL for material
oo clearances)

See Item 168, Records Comtrol
Schedule, for specific disposal
information.

ing handling and comtrol of informatiom
and documents. Includes material on
technical, sdministrative, and physical
safeguardes to ensure confidentiality of
records containing perscnal and pro—
prietary information, and defense-
claseified material.

Schedule, for apecific disposal
information.
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