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Regulations
‘ ‘ ' of the_

General Services Adwinistratlon

General. Regulations prescribed by the Administrator of General Ser=-
‘vices pursuant to the provisions of Public Law 152, 8lst Congress, as
amended, and other law, having continuing application to Government
agencies and to the public will be codified into a five title odition
entitled "Regulations of the General Services Administration." These
Regulations will include all pollcy directives, procedures, general
delegations of suthority, GSA end Standard Forms and similar regula~-
tory material,

' 'Title Numbers and Subjecbf. When completed the codified edition of
. e Regulations w conslst of the follewing:
1 Personsl Property Management
2 Real Property Management 7
Title 3 Federal Records .
4

Emergency Proourement
Title 6 Contract Settlement

Method of Issuence. Codified Regulations are issued in loose leaf
orm to pe e insertion or removal of pages upon which additions
to, or deletiona or revisions of, regulatory statements are made
necessary by changes in policy or fsct. Revised or added pages will
be 1ssued as needed, and the material under esch Title shall be kept
up to date by all persons who are responsible for the operation of
eny phase of an agency program whioch ias effected by the Regulations
of the Genersl Services Administration.

Internal Numbering System. Titlea are divided into numbered and
‘ . 3TETed chapters, pnr%-. sections and subsections, to denote delinea-
" tion between subordinate functional areas under the main title,

Parts, sectlons snd subsections are identified by a five digit number-
ing system., The first diglt identifies the part; the second and third
digits identify the section; and the fourth and fifth digits identify
the subsection. For purposes of reference a subsection will be identi-
fied by using the title number, the chapter number and the full section
number, For example, the first subsection of the first section under
Chapter II of Title 2, will be referenced as GSA Regulation 2-11-201,01,
The first number identifies the title and the second number identifies
the chapter, Paragraphs and subparagraphs are identified by small
alphabetical letters and by arabic numerals respectively: for example,
paragraph a, subparagraph 1. Thus a paragraph and subparagraph under
seotlon 201.01 of Part 2 will be referenced for identification pur-
poses as subparagraph a.l. of GSA Reg. 2-1I-201.,01, or GSA Reg.
2-II-201.0la,1. Further subdivisions, when necessary, will be identi=
fied in order by letters and numerals in parentheses, e.g., (a) and (1).

Pages are identified in the upper right or left corner tc show the
title, chapter, part, section and subseotion in which they belong.
For example, a page bearing the identification "GSA Reg. 2-I11=~201,04"
belongs in Chapter II, Part 2, Section 1, subsection 4, of Title 2,
Real Property Management. The identification shown at the top of the
rage will be the number of the first subsection beginning on that
Page. When a subsection extends beyond ons page, the continuation
page 1s further identified by "(Cont'd~ )" appearing after the sub-
section number at the top of the page; for example, (Cont'd-2),
(Cont'd-3), etoc. '

After the original lssuance of material under a title revised or added
pages will be identified by the following statement in the upper right

~or left corner immediately below the page ldentification (Revised (date))
‘ or (Added (date)).
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Iranamittal Letters. The original issuence and revised and added
materlal will be promulgated and distributed to mgeneles under cover
of a seriea of consecutively numbered transmittal letters for each

title., The transmittal letters will be designed to serves the follow-
ing purposes:

1., Trensmit as an attachment the pages to be substituted or added
and give instructions for inaertion.

2. B8tate the purpose of the new regulation or the change in poliey
_ involvead,

3. Give such nonrecurring instroctions as may be necessary to effect
the new or changed regulation and the date such regulation shall
be mads effective.

For reference purposes tranamittal letters should be retained, and may
be placed in the back of the cover for the partiocular title; or may be
detached and filed separately. ‘ :
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AUTHENTICATION

Ig accordance with the authority vested in the
Admin{istrator of General Services, I hereby declare
that the Regulations of the General Services Admin-
istration, Title 3, Pederal Records, shall be the
. 'Regulations governing the management of the records
of Federal agencies until modified by order of the

Administrator or by law,

| o

JESS LARSON
Administrator
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GSA Dege 3-I-101.01

TTTLE 3 PEDERAL REGORDS
CHAPTER I GENERAL PROVISIONS
PART 1 INTRODUCTION
SEGTION 101.00 GENERAL

101.01 Purpose. The Regulations in this Title prescribs policies
and methods for the economical and efficient management of records
of Federal agencies, '

101.02 Authority. The Regulations in this Title are issued pursuant
to the authority contained in the so-called Records Disposal Act, as
amended (44 U.S.C. 366-380), the Federal Property and Administrative

‘Services Act of 1949, as amended (41 U.S.C. Supp. 14, 44 U,5,C.

Supp. 367, 369), and the Federal Records Act of 1950 (41 U.S.C.
Supp » 281—290) [ ] : " ‘

101,03 Applicability., The Regulations in this Title apply to all
agencies in the executive, legislative, and judiclal branches of
the Government, except the Senate, the House of Representatives,
and the Architect of the Capitol and any activities under his
direction, to the extent provided in the Federal Property and
Administrative Services Act of 1949, as amended,
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GSA Ige Beled02.0%
SECTTON 102,00 AGHNCY RECORDS MANAGEMENT PROCRAMSG

102,01 futhority. Section 506 (b) of the Federal Focords Act of 1950

C regulres the head of each Tederal ngency to establish and maintain an

active, continuing program for the economical and efficicnt management
of the records of the agency,

102,02 Program Content, Agéncy prograns shall, amoné other tiings,
provide for:

8. Effactive controls over the creation, the organization, maintenance
and use, and the digposition of all agency records.

| b. Cooperation with the Administrator of General Services in develop-

ing and applying standards, procedures, and techniques designed to
improve the management of records, assure the maintenance and
security of records of continuing value, and facilitate the segre-
gation and disposal of all records of temporary value,

¢, Campllance with the provisions of the Federal Records Aet of 1950
and with the regulatione issved thereunder,

102,03 Creation of Records. Adequate records management controls over
the creation of agency records shall be instituted to insure that im-
portant policies and decisions are adequately recorded; that routine
operational paper work is kept to & minimum; and that the accumulation
of unmecessary files is prevented, Effective techmiques to be applied
in this area include the application of systems for the control of
correspondence, forms, directives and issuances, and reports; the mini-
wizing of duplicate files; and the disposal without filing of transitory
material that has no value for record purposes. :

. 102,04 Organization, Maintenance!-and Use of Records. Provision shall

be made for the continued analysis and improvement of such matters as

“mail handling and routing, record classification and indexing systems,

the use of filing equipment and supplies, the reproduction and trans-
portation of records, and work production standards relating thereto,
to insure that records are maintained economically and efficlently and

~in such & maonsr that their maximum usefulness is attained,

102,05 Digposition of Records. Provision shall be made to insure that
records of continuing value are preserved but that records no longer of
current use to an agency are promptly disposed of or retired. Effective
techniques for accomplishing these ends are the development of records

eontrol schedules; the transfer of records to records centers snd to

the National Archives; the microfilming of appropriate records; and the
disposal of valueless records. : ,
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: 102,06 Lisison Offices. Responsibility for the development of the
B records management program shall be zpecifically assigned to an office
- or offices.within each Federal agency. The office to which the major
_ . responsibility is assigned shall be reported for liaizon purposes to
? the National Archives and Records Ssrvice.

102.07 Annuel Statistical Summary, Each Federal agency within &0 days
sfter the close of t iscal year 1952 and each year thereafter shall
submit to the Natlonal Archives and Records Service a statisticsl
sumary of records holdings on GSA Form 467 (Exhibit 1, Appendix A).
Instructions for the preparation of the report are set forth on the form.
The statistical summary may be consclidated for the entire agency, or,
if more practical, individuval reports may be submitted for bureaus or
comparable organizational units.

Approved For Release 2002/06/10 : CIA-RDP72-00450R000100130004-4

o _ _



GGA Bup. 2.09-101.00

Approved For Release 2002/06/10 : CIA-RDP72-:00450R000100130004-4
CHAPTER TV DISPOSIIICN OF FELERAL, REGORDS
W/ |

- PART 1 RECORDS CONTROL SCHEDULES AND STANDARDS
SECTION 101,00 RECORDS CONTACL SCHEDULES

01,0l Records Scheduling Programs. A records scheduling program is
easential to promote a prompt and orderly reduction in the quantity of
records in each Federal agency in accordance with the provisions of
section 505 (&) of tbe Federal Records Act of 1950.

101.02 paglc Elements in Bocords Scheduling Programs. Three basie
elemants ara present in a records scheduling program: '

8. The taking of & complete inventory of the records in the custody
of the agenecy, ' .

.3 The formulation of policy as to the disposition of each type on
sarles of records and its statement in the form of s records
sontrol scheduls,

6. The application of the records control schedule to effect the
olimination or removel of records.

101,03 Formulation of Records Qomtro) Schedules. The following steps
L 4 shall be taken in devalopment of records control schedules:

&, FRach Federal agency shall complle a records control scheduls for

31l major groupe of records In its custody having importance in

- terms of content, bulk, or space and equipwent occupled. For

' all Federal agencies in existence on Juns 30, 1951 (other than
the judiclary, for which special arrangemsnts will be made), such
vecorde control schedules shall be completod by June 30, 1954,
For z11,Federal agencies created after June 30, 1951, such
schadules shall be couwmpleted within one year after the creation
of the agency.

9. Schedules shall clearly identify and describe tha saries of records
oovared, and shall contain instructions that, when approved, can
be readily applied. Schodules must be readily adaptable to use
alvog organizaticnal lines, sc that each office will have standing
Aingstructions for the disposition of records in its eustody.

6. AL schedules shall take into account the actual filing arrangements
1y existence, so that disposition of records can be physically
atcomplished in the largest blocks possible,

d.  Nmrecord materials, such as extra coples of documents preserved
¢ for convenience of referencs, stocks of processed documents,
/ preliminary worksheets, and simi!-r papers that nced not be made
| ) ¢ & matter of record, shall not be incorporated in the official
{  files of ths agency. To ths maximum extent possible, material

!

{ﬁ
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' not required for record purpot.s shall bte disposed of; it should not ,
be sent to filea, In cases vhers transitory files of wuch mabterials ‘.-

are establishad and maintained in filing equipment, such files shill
be controlled by means of instructions in the records control schoedule.

e, Schedules shall be reviewed at least once annually to effect cl iges
necessary to malatain their current status.

'101.04 Provisions of Records Control Schadules. Records control schedulss
ghall provide for: ' |
'a, The disposal after minimum retention periocds of thoss records not
" having sufficient value to justify their further retention,
Procedures for obtaining disposal authorization are prescribed
in seotions 104.00 and 106.00 of this chapter.

b, The removal to a Federal Records Center (or to an agency records
center approved under the provisions of section 401.00 of this
chapter) of those records which cannot be disposed of immedlately
but which need not be maintained in office space and equipment.
‘Such records will be maintained by the records center pending
their transfer or disposal.

o;_ The fetentidn‘aa cﬁrrent récorda,in office space and equipment of
' the minimum volume of records consistent with efficient operation.

101,05, fcation of Records Control Schedules. The head of each -~
Federal agency shall take necessary action to obtain the application.

of records control schedules to provide for the maximum economy of

‘gpace, equipment, and persomnsl,

i
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.EvSA eg. 3-IV-104.01
SECTICN 104.00 GENERAL RETENTION AND DISPOSAL SCHEDULES

104.00 Authority. Section 505 (b) of the Federal Records Act of 1950
diracts the Administrator to establish standards for the selsctive
retention of records of continuing value. The Records Disposal Act
prescribes that no records of the United States Government shall be

- alienated or destroyed except in accordance with the provisions of

the Act. This Act also authorizes the Administrator to submit to
Congress schedules proposing the disposal, after the lapse of speci-
fied periods of time, of records of a specified form or character
common to several or all agencies that either have accumlated or
may accumulate in such agencies and that apparently will not, after
the lapse of the perlods specified, have sufficient administrative,

| legal, resesarch, or other value to warrant their further preservation

by the United States Government.,

' These schedules when reported upon favorably by the Joint Cmmit.teé

on the Disposition of Executive Papers constitute authority to
dispose of the records included therein, Agencies may apply this
authority subject to approval of the Comptroller Gensral of the '

" United States when required by section 9 of the Records Disposal
~Aot, Such disposal authority is permissive and not rmandatory.

104,02 Approved General Disposal Schedules. Pursuant to the

authority clted in section 104.01, gensral disposal scheduls s
governing the retentlon and disposal of the types of records listed
below shall continue in effect until superseded by amendment of

this section.

a. Civilian Personnel Records, issued by Federal Records
- Regulation No, 1, dated November 2, 1951,

b. Deferment Records (World. War II), issued by National
. Archives Circular Letter No, 46-2, dated March 13, 1946.

e Records of Informational Services and Relations with ths

Public, issued by National Archives Circular Ietter No.

o da Mail.and Postal Records, lssued By National Archives

Circular letter No. 47-1, dated August 7, 1946.

¢. Fiscal and Accounting Records, issued bjr National Archives

Circular Letter No. 47-2, dated August 7, 1946,

£, ‘Bankruptey Récords, issued by National Archives Circulapr
_Iﬁt‘t-er NO. 48—1, dated July 7, 1947.
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- ' SECTION 105.00 REPRODUGTIO}J QoF PEIMLNENTLI VALUAELE RECORDS =

105.01 'Authofﬁ_.gx.‘ Pursuant to the provisions of seetion 2 of the Rocords
- Disposal Act, the Adwiniztrator of General Services 1ls roquired to estab.
llsh standards for ths repreduction of records by photograpbic, micro-

photographic, or other processes, when such reproductions ave to morve as
permanent records, : ‘

- 105,02 Standards, In imaking reproductions of permanently valuable records
'n order 4o dispose of the originals, the following standards shall bo
=ainteineds . ' : :

@. The integrity of the original records shell be preserved on the coples,
The pressrvation of the integrity of the records implies that the
coples will be adequate substitutes for the original records in se

- the purposes for which such records were created or maintained, More
specifically, the term "integrity of the records" is defined to mean:

‘1. That the coples will be so arrangsd, identified, and indexed
that an individual dooument or component of & records serion
can be located with reascnable facility; and

2, That the ocpies Will gontain all significant record detail
neadsd for probable future reference, s

L be. The film stock used in making photographic or mierophotographic ooples,
~and the processing thereof, shall comply with the speoifiocations of
the Natlional Burean of Standards for permanent reoords,

9. The provisions for pressrving, exanining, and using the copies of
the originnl recerds shall bu'adnquata. ! ,‘ ¥

d. TVhenever the agency deems that the original photographio or miecre.
photographio nsgative or master Teproduoing copy of permansntly
valuable records is deteriorating or will detericrate as s ronuls
of use or other causes, ths agency shall make a duplisate occpy for
4te om use, if necessary, and shall deposit the original photo- -
graphie or miorophotographic negative o master reproducing oopy
with the National Arohives, S

- 105,03 W- Authority to dispose of the original
. reoords mup: obta socordance with seotion 106,00 of this shapter,
In order to avold the poseibility of approval belng withhsld because of
failure to comply with the above standards, Federal agenoiss proposing to
. Pressrve permanently valuable records on misrofilm or by other reproduc.
- - tlon processes shall request authority to dispose of the originals before
the reproduction project lteelf is actually undertaken, |
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)
a., Approval will bte facilitated if a statemant of procesdursa to bu
adopted in order to comply with the abova standards accqnnpantﬁa
~the request.
b. Teochnicsl advice and assistance may be obtained, upon reqm.ast,
from the National Archivee and Records Service, Records Manags-
rent Division,
~
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G54 Reg, 2-IV-106.01

SECTION 106,00 AGENCY DISPOSAL AUTHCRITY

b -
g ke oo '

106,01 Authority. The Records Disposal Act prescribes that mo records
of the United States Government shall be allenated or destroyed except
in accordance with the provisions of the Act. It further requires the
Administrator of General Services to establish procedures to be followed
by Federal agencies in cempiling and submitting lists and schedules of
records proposed for disposal,

106,02 gubmiseion of Disposal Requests. Requests for authorizetion to
dispose of records shall be initiatod by Federal agencics by submitting
records disposal lists or schedules to the National Archives and Records
Service on Standard Forms 115 and 115a, Continuation Sheet, 28 revised.
Samples of these forms and instructions for thelr preparation are attached
as Exhibits 2 and 2a, Appendix A. Existing stocks of Standard Form 115
and 1154 will be used unti) exhausted. Standard Form 115 may be used for
submittlng eitber a list or schedule, by checking either A or B, respec-
tlvely, under entry 6. Authority contained in an approved list is limited
to records already in existence, and should be used only when records of
the types deseribed are no longer accumdating, A schedule gives contin-
uing authorization, and will be used in all cases vhere the types of
records described in the request will continue to accuwulate,

106.03 gertification. The signing of Standard Form 115 by a properly
authorized agency representative shall constitute certification that the
records described do not have, or will not have after the expiration of

~the retention period indicated, sufficient administrative, legal, or

fiscal value to the agency itself to warrant further retentlion, Appraisal
by the Naticnal Archives and Records Service will be limited to review for

poseible value to other agencies of the Government, and for research or

historical value,

106,04 General Aecounting Office Clearance. Each Federal agency shall

cbtain the approval of the Comptroller General of the United States, asg

‘required by section 9 of the Records Dispossal Act, for the disposal of

coertain classes of records relating to claims and demands by or against
the Govermment or to accounts in which the Goverrment is concernsd,
8ucli approval shall be obtained either prior to or concurrently with ths
aubm}ss,on of the disposal request to the National Archives and Records
Bervice. ' ' n

106,05 ' Approval of Requegts for pisﬁosa;_Authority. After review by the
Natlopal Archives aud Records Service, tbe request, with the Archivist's
recomendation, is transmitted to the Congress as required by the Reeords

- Disposal Aet, If the Joint Coumittee on the Disposition of Executive

Papers makes a favorable report on the request, the Archivist shall notify
the agency thergof by returning one copy of completed Standard Form 115,
This consitutes the disposal authordzation, which is mandatory., Such
authorized digposal shall be accomplished as preseribed in section 201,00

-~ of thie chapter,
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105,06 Extension of Retention Pericds. In cases of emergency or when '

1t 1s in the interest of economy, the head of a Federal agency may

retain recorda authorited by Congress for disposal after the specified

retention period, When records are so retained, a copy of the directive

suthorizing such retention shall be furnished to the Administrator and

:;tzizlrocoma ‘shall be disposed of as eoon as is adminiatratively prac-

s gl de VD
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u‘ SECTION 107,00 EMERGENCY AUTHORIZATION FOR THE DISPOSAL CF RECORDS

107.0) General. Under certain conditions records may be disposed of
without regard to the provisions of section 106,00 of this chapter.

107,02 Lznaces to Hwman Fealth or Life or to Property. Saetion 10 of

the Records Disposal Act authorizes disposal whenever it 1s determined
that records constitute a continuing menace to human health or life or

to property. Vhenever the head of an agency has determined that records
constitute such a menace he shall notify the National Archives and Records
Service, specifying the pature of the records, their location and quantity,
and the nature of the menace, If the National Archives and Records Service
concurs in the determinstion, the immediate removal of the menace by
destruction of the records or by other appropriate means will be directed.

107,03 State of Var or Threatened War. Section 11 of the Records Dispossal
Act authorizes the destruction of records outside the territorisl limits

of the continental United States whenever, during the existence of a

state of war between the Unlted States and any cother nation or when hostile
action by & forelgn power appears imminent, the head of the agency that has
custody of the records determinss that their retention would be prejudicial
to the interests of the United States, or that they occupy space urgently
needed for military purposes and are without sufficient value to warrant
‘continued preservation.

o Within six months after the disposal of any records under this authoriza-
tion, a written report describing the character of the records and stating
when and where the disposal was accomplished shall be sutmitted to the
National Archives and Records Service by the agency official who directed
the disposal. '

"/
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O34 Dogs 3-14-701,00

PART 2 DIUPCSAL G IECCRRS

SECTION 201,00 METHODS OF DISPOSAL

201,01 Aut.hérity;. Under the provicions of the Records Disposal Act,
Federal agencies are required to follow regulations issued by the

Administrator of General Services governing the methods by which records

suthorized for disposal are to ba disposed of, Only the methods set
forth in this sectlon shall be used in effecting the disposal of records,
whensver Congress shall have authorized their diSpogal.

202,02 8ale or Sélvége.‘ Paper records to be disposed of shall normélly,

- &and during the present shortage of paper, to the maximum extent prac-

ticable, be sold as waste paper; provided that, unless the records have
been treated to destroy their record content, the contract for sale shall
prohiblt their resale or use as records or documents, Outside Washington,
D. C., where quantitles invclved do not warrent cele, paper records
authorized for dieposal may be donated for salvage purposes to local
public or nonprofit institutions or agencies; provided that precautions
are taken to inpure that the materials are not resold as records or
documents, and that the intereets of the United States and of private
individuals are protected. Reoords other than paper records (film,
plastic, etc.) may be salvaged by the agency concerned or sold under the
same condltions that govern the sale of paper records. All sales shall be
on & competitive baslis as required by the provizions of law applicable to
the selling agency. , '

201,03 ggg%ﬁ;on for.Preservgtion and Uss, Whenever it is believed that
ic in

the publ berost will be served thereby, a Federal agency may transfer
records authorized for disposal to a govermment, orgenisation, institu~
tion, corporation, or person that has made application for them; provided
(8) that the applicant agrees not to sell the records as records or doct-
ments; (b) that the transfer i1s made without cost to the United States
Government; (c¢) that no transfer shall be approved if the records contain
information the revelation of which is prohibited by law or would be con-
trary to the public intersst; (d) that no transfer to a foreign government
shall be approved unless such government has an official interest in the
records; and (e) that no trensfer to a person or business corperation

#hall be approved unleas the records are necemsary to the operation of

of properties scquired from the Government,

- &, Report of Donation of Disposable Records to Non-Pederal Custody.
‘ Fach denatlon of records under this authority shall be reported to

the Natlonal Archives and Records Service, This report shall containg

1. The name of department or agency and the name of the major and
minor subdivision thersof concernad, \

2+ The naums and addrees of the recipient.of the records,

Approved For Release 2002/06/10 : CIA-RDP72-00450R000100130004-4
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3. A list of tho records by item mmber, with an recurnte fdentifi.
cation of the saries of records transferred, the inclusive dates
of the records, and the National Archives and Records Sorvice
Job and item number(s) of the disposal authorizaticn{s) as
indicated on Slendard Form 115, or other disposal authority,

201.04 Destruction, If the records camnnot advantageously be sold or
otherrlege salvaged, or if, in the opinion of the agency concerned, de-
structlon is neccesary to prevent the dlsclosure of information that
might be prejudicial to the public interest, tbe records may be destrayed
by maceration, burning, or other appropriate means,

-

Approved For Release 2002/06/10 : CIA-RDP72-00450R000100130004-4
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‘GSA Rege 3-IV-301,01

Fooow

~ PART 3 TRANSFERS OF RECORDS

SECTION 301.00 TRANSFER OF RECORDS FROM THE CUSTODY OF
“oe ...y, ONB EXECUTIVE AGENCY TO THAT CF ANOTHER

F AR

4

L

- 301,01 Authority. Section 505 (e) of the Federal Records Act of 1950

provides that, subject to applicable provisions of law, the Administrator
of General Services shall issue regulatiens governing the transfer of

- records from the cugtedy of ome exediitive agency to that of another,

- &, A concise desoription of the records to be transfer d, including

~ d. Astetement of the pumber of persons, if any, assigned to the

e, A statement of the ourrent and proposed physical and organiza-

'3‘0'1.‘_92 QE% proval. No records é_l_;ﬁ.li_ﬂ_be(_gransferred from one executive
agency to the custody of another withott the prior written approval of

- the National Archives and Records Service except as provided in section
., 301.09 of this chapter, - P 7

301,03 " jgency Bequest. The head of any ‘xscutive agency may request the

‘transfexr of records to or from his agency, Approval shall be requested

by letter addressed to the National Archives and Records Service, in which

e

COE M ey )

. -

b, A sgatemont of the restrictions imposed on .tlya'gge. ofreoord,,

6. A statement of ‘the number of reference requests per month made

~ on the records; with information as to the agenéies and persons
‘using the records and the purpose of such use; _
L bl el omey T 00 :

SRR Ty T

i
L

- adeinistration of the records; -

. tional locations of the records;

.2, Information as to why the proposed transfer is in the best

- dnterests of the Govermment ; and

g+ A Justification for the 'traﬁafa_r of records more than {ive yaaréu

' old.

301,04 ggéngx g'ohcnrfeﬁc'eg'.' '(‘.l!opiejs of the concurrente or nonconcurrence
in the transfer by the heads of any agencies concerned ghall be attached
to t.ho agency request. o

301,05 Becords of 'ggmimted Agencies. Transfers of records of executive

agencies whose functions arg terainated or are in process of liguidation

- are expressly sub;lect,'t,pjm_thgse regulations and no such transfers shall

be made except in apcorc_l_g'_ggg with their provisions.

Approved For Release 2002/06/10 : CIA-RDP72-00450R000100130004-4 .
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301,06 Eguipmn’c.. ‘Records storage equiyment shall te tfrans.ferrad. with
the records contained therein in nccordance with arranpementa provievsly
agreed to by the agencles concerned, -

A . . L O IR
301.07 Costs of Transfers. Apprmred transfers shall bs made without
reimbursement to the agency of original custody for any coste invelwed,
 except when such reimbursemont is previcusly agreed to by the agencles
peneerned, - S Co -

e e s P . e - 7 :
301,08 Restrictions on Use of Records. Whenever any records that are
transferred are subject to restrictions upon their use, imposed pursuant
to gtatute, Executive order, or agency determination, such restrictlons.
shall continue in effect after the transfer. Restrictions lmposed by
agency datermination may be removed by agreement between the agencies
concerned, ' _ C

B

501,09 Pxceptions. Prior written approval of the National Archives
and Records Service is mot required: -
a, ﬁhen records are transferred to the Federal Records Centers or
the National Archives in accordance with sections 302,00 and
303,00, of this chapter. y S

b When records are loansd for official use,

By g e T

c. wh;;:t& transfer of récords or functions or both 1s required
by .statute, Executive order, or Presidential reorganization
lan, or by specific determinations made thereunder.

T

4, When the continuing transfer of records has heretofore been au.
thorized under the provisions of Executive Order 9784, September
%5, 1946 (11 F.R, 10909). Revieions in such authorizations re-
q’uirq the approval of the National Archives and Records Service.

5 -

o ¥

Ly
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- SECTION 302.00 TRANSFER OF RECORDS TO FEDERAL RECORDS CENTERS

Al

302,01 Authordty. Seotion 505 (d) of the Federal Records Act of 1950

- authorizes the Administrator of General Services to establish, maintain,

. &@nd operate records centers for the storage, processing, and gservieing
of records for Federal agencies, Such centers are known as Federal

- Records Centers. A 1ist of Federal Records Centers ehowing the areas
servnd thereby is attached as Exhibit 3, Appendix A,

302,02 Progedures for Transfers to Federal Records Centers. The follow-
ing procedures will govern the transier of records to Federal Records
Centers; a , . _ : -

&, Federal Records Centers will accept for transfer any records offered
by Federal agencies, subject to the followlng conditions:

1, ‘?hat the records ére not authorized for immediate disposal; and

2. That facilities for housing and'prcviding reference service
on the records are available, '

r
-t

" Priority will be given to the removal of records from office space,
from space convertible to office use, from leaced space, and from -
filing equipment vwhich can be reused,

- - be Transfers may be initiated by either oral or written request to the
‘ ~ Deputy Regional Director for Records Management in the General
Services Administration region in which the records are locatad,
Requests shall specify the nature and quantity of the records
proposed for transfer., . .

¢. Transfers of records on an agency-wide basis may be initiated by
-~ central or headquarters offices of agencies by either oral or
- Wrltten request to the Records Management Division, National
. Archives and Rescords Service, National Archives Building, Washington
25, Do C. Requests shall specify the nature and quantity of the
records proposed for transfer, _

- d. Federal Records Genters will furnish agencies with a receipt
: acknowledging‘the_transfer of records, . S ‘

- 302,03 Surveys of Records Available for Transfer. Surveys will be con-

~ ducted by bhe regional Records Management Service of the records accunn.-
lations of field offices of those agencles not operating approved records
centers for the purpose of recommending records for transfer to Federal
Becords Centers. Such recommendations will be submitted to the field

office concerned and to the National Archives and Records Ssrvice for

w
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coordination vith the appropriate agency headquarters, Sﬂrveys'of records
of agency headquarters will normally be made by the Records Management
Division, Natlonal Archives and Records fervice,

302,04 Release of Equigment. Equipment received with the transfer of
records to a Federal Records Center will, when emptied and if needed, be
returned on request to the agency from which the records were received.
If the return of such equipment is not required, it will be disposed of
in accordance with applicable excess property Regulations.

302,05 Restrictlons on Use of Records. Restrictions lawfully imposed
on the use of transierred records will be observed and enforced by the
Pederal Records Centers, subject to the provisions of section 507 (b)
of the Fedaral Records Act of 1950,

302.06 Disposal Clearances., No records of a8 Federal agency still in
existence shail be disposed of by a Federal Records Center except with
the concurrence of the agency concerned,

Approved For Release 2002/06/10 : CIA-RDP72-00450R000100130004-4
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U' SECTION 303.00 TRAMSVER OF RECORUS TO THE RATIONAL ARGHIVES

1303.01 Aunthority. Tha Administrator of Geraral Services is authorized
by section 507 (a) of the Federal Reccids Act of 1950 to accept for

- deposit with the Natiomal Archives of the United States the records of
any Federal agency or of the Congross of the United States that are
determined by the Archlvist to heve sufficient historical or othor value
to warrant their continued preservation by the United States Govermment.

303.02 fronsfers via Records Centers. Records will normally be irans-
ferred to the Natioaal Archives fram a Federal Records Center or an ap-
proved agency records center. When such transfers are made, ths agencies
coneerpad will be furnished an Anventory of the records transferred,

303.03  Direct Transfers. The classes of Federal records listed below
pdy be offered for direct transfer to the National Archives, Such
transfers shall be initiated by Federal agencies by written request to
the National Archives and Records Service, specifying the nature and
quantity of the records proposed for transfer, Existing arrangements
for the transfer of records of the Congress of the United States will
be continued. . ,

8, Records of the Executive Office of the President and of
Presidential Boards, Commlssione, and Committess

W’  b. Records of the Congress of the United States
¢+ Records of the Supreme Court of the United Stateé‘

d, Audiovisual records (motion pictures, still photegraphs,
sound recordings, etc.) '

. Cartographic records (maps, charts, etc,)

Seriea'of records of unQuestionable value that are not ausceptiﬁle
: to screening or other processing (such as microfilming) to reduce
their bulk ' _

g. Records that have been in existence 25 or more years and that
ere considered to have enduring value _

303,04 BRelsase of Equipment. Equipment received with the transfer of
records to the Natiopal Archives will, when emptied and if neaded, be
returnsd on request to the agency from which ths records were recelved,
If the return of such equipment is not required, it will be dispossd of
in accordance with applicable excess property Regulations, |

Approved For Rélease 2002!0611_0 : CIA-RDP72-00450R000100130004-4
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303.05 BRestrictions on Use of RMceords. Restrictions lawfully imposed A
on the use of transferrad records will be observed and enforced by the
National Archives and Records Service, subject to the provisioens of
section 507 (b) of the Federal Records Act of 1950.

303.06 pilsposal Clearances. No records of a Federal agency still in
existence shall he disposed of by the National Archives and Records
-Barvice except with the concurrence of the agency concerned,
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| | PART 4 AGEHCY REUOKDS CENTERS
o |

..H'J- ‘
[
EAp

SECTION 401,00 BSTALISHNENT

401.61 Auvthority. Section 506 (c) of the Federal Records Act of 1950
authorizes Fedoral agencies to malntain and opsrate records centers
for the storage, processing, and servicing of records that are appro-
priate thorefor, when such centers are approved by the Administrator
of Genere)] Services. Such genters cperated by Federal agencies are
referred to herein ag "agency records centeps," ‘

401,02 isting Records Gehters. Agency records centers in operation
- as of the date of this Regwation are provisienally approved, pending
- their inspection by the General Serviceauhdminiatration. _

. 401,03 Requests for Authority to Establish or Relocats Records Centers.
Ne agency records center shall be eatablished or relocated from one city
- to another without the prior written approval of the General Services
Administration. : : S L

a. Exclusions. For purposes of this section the term "agency records
- center® gxcludes: : :

l. Staging areas containing less than 5,000 square feet of space
‘ -used by agencies for the temporary storage of materials pre-
" ' ‘paratory to their transfer to a records center or other
- disposition; provided that no records are held in the staging
- area in excess of five years. .
2. Areas of less than 5,000 square feet used solely for the
- 8tnrage of records to which occasional reference is made

- but on which no processing activity (screening, microfilming,
etc,) is performed. . S _ s

d+g'b. 'fon}gnt of gggﬁests; 'quuoats for authority to establish or re-
. ocate an agency records centar shall be submitted in writing to
tha_Administrator of Ceneral Services._‘Such-requests shall, specify:
1. Proposed lpcation of the agency records center |
2,  8pacaﬁto be dcdupied in gross equara feot
3. ‘Nature.and_quantity of records to.be Btored
e Total personpal to be employed |

.5. Justificatiéh éf'the-propoaéd'center ‘

A

Approved For Release 2002/06/10 : CIA-RDP72-00450R000100130004-4



3 Reg, 3-IV~01,04 | -
X Approveopﬁér%e%eage 2002/06/10 : CIA-RDP72-00450R000100130004-4

0. Approval of Requosts. Requests for the establishment or relocation -
of an agency records center will be approved by the Adwinistrator
of General Services when greater economy or efficiency can be
achieved through its operation than by use of a Federal Records
Center operated by the General Services Adminlstration.

401.04 Annual Agency Records Center Report. Each Federal agency
cperating ons or more agency récords centers shall subnit to the
National Archives and Records Service, within 60 days after the close
" of the fiscal year 1952 and each year thereafter, a report on GSA
Form 468 (Exhibit 4, Appendix A), for each center,

Approved For Release 2002/06/10 : CIA-RDP72-00450R0601d01 300044
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"APPENDIX A
 TORMS AND OTHER EXHIBITS
o
e ;.:.'.‘,(_Arrange_d "in. numeric‘.a.i o;-ci,er_ by Exh_ibit number)
\
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EXHIBIT 1, APPENDIX A
@94 REG. 3~1-102.07

G5A FORM N§T 1. FISCAL YEAR ENDING

Ap@gﬁﬁfﬁfg\?ﬁggease EﬂﬁﬁA‘lﬁfﬂ?AﬁHﬁRE@JﬂﬂﬁﬂpﬂP%é’éﬂﬁﬂQ%ﬁlNao

0 ADMINISTRAT ON

| 2. ARTMENT OR A
U_ This form (‘”‘iiiﬂﬂl only) is to be submitted by aac‘\ Federa[ agency within 60 days DEF GENLY

after the closs of epch fiscal year to the National Archives and Records Service,
General Servicel Administration, Wnshlngton 25, D. C. Bee instructions below.

AGENCY

DEPARTMENTAL FLELD | pecoros center| TOTALS
(A} 8} e ()

3, Volume of recordu on hand et the beginning of the
' fiscal yesr (cubic feet)

4, Volume of recorda dlsposed of during the flscal
year (cubic feet) (Do not include records cleared
~for di apoml in _Federal Records Centera)

3: Volume of records trensferred to agency records
centers during the fiscal year (cubic feet)

. 78 Yolume of rucordi transferred to other nganciasr
- during the fiscal year (cubic feet) (Including
Federnl Records Centers or the National Archiven)

' 7.7Volume of records on hend at end of fiscal year
¥ . (cubic feet)

8. Percentage of the records shown In 7 above which
* sre scheduled for di sposal (including general sched-
yles forma”y adopted by the agency)

"9, Percentage of the tecords shown in 7 above which
are consldered as permanent records.

{0, Percentngs of the records shown 1n 7 abuva which
are not yet scheduled for disposal (item 8) nor
considered B3 permanent records (item 9)

E IL00ATE _ L - 13. SIGNATURE

1,;-»--;]‘.2.-( TITLE OF PERSON SIGNING REPORT

~.-;

INSTRUCI‘IONS

Records of an agency transferred to the Genersl Servlces Administration in years prior to the fiscal
.year covered by the report will not be reported. Non-record materisl will be included in volume and per-
centage totals lf agency practice calls for statistics on this class of material,

::"I‘he term 'Departmental (eolumn A) means the headqunrtersof the agency, as contrasted to the agency's
"}f.l.eld actwities. if any, but excluding records centers as defined below,
The term 'Field (column B) means the ngency s offices other than those included in the departmental
headqusrtera end other than racords centers as defined below.

: "Agéncy Reco_rds Center" (cdlumn C) is'deacrlbed in GSA Regulation 3-1v.401,01 and 3-1V-401.03a. :

N.'JI‘E For purposes of this report, cubic feet may be calculated accordmg to the following table of
equivalents:

Letter sized filing cabinets (full but workeble) - 14 cu, ft. per drawer
. Legal sized filing cabinets (full but workable) - 2 cu, ft, per drawer
Tabulatrng cards - 10,000 per cu, ft.
3 x5 Filing case (full but workable) - 1710 cu. ft, per 12 inch drawer
4 x 6 Frlmg case (full but workable) - 16 cu. ft. per 12 inch drawer
5 x 8 Filing case (full but workeble)- % cu., ft. per 12 inch drawer
“tap cases and other outsued equipment . cubic measurement of inside of containers v
justments for parually filled cabmets should be made.

‘ihere exact hgures can not be given, an estimate that is as nearly accurate as possible may be sub. '

t d the fi eded b * It ted that it 89,and
Apﬁéés;“éﬁdrf rvﬂ %g 8:. Sddoisan dh C|AgR|5P'}’5"d34soﬁB°o°o1ﬁo1500%4-4 is expected that items
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STMDARD T{)RM 1%
REVISED DECEMBER 1951

N

\

5

'I'O DISPOSE OF RECORDS

(See Instructions on raverse)

EXHEBIT 2, APPENDIX 4
854 REG. 3-1V-196.07

_LE IWE I‘.II.HNK
’ J(m 10N

DATE RECEVLD

To: THE GENLRAL,SERV}CES ADMUKT STRATION,
 MAT{ONAL ARCHIVES AND RECORDS SERVICE,

0. C.

DATE APPROVED

|

CONGRESSIONAL AUTHORIZATION

1. FROM (AGENCY OR ESTABLISHMENT)

WASHINGTON 25,

HOUSE REPORT HO. i:DNGRESS DATE

SESSION

2. MAJOR SUBDIVISION .

© schedule of

ROTIFICATION TO AGENCY

3, MINOR SUBDIVISION

4. NAME OF PERSON WITH WHOM TO CONFER

| % TEL. EXT.

CONGRESS HAS AUTHORIZED DISPOSAL OF FTEMS MARKED
“DISFOSAL AFFROVED" 1th COLUMN 10,

(Date) Archivist's Reprosontative.

6. CEHTlF!CATE oF AGENCY REPRESENTATIVE:
" Thereby ﬂ-fﬂfy that T am aathorized to act !‘or the bead of this agency ™ mtten partainin; to the dlupolul of record!. and th.nt. the records dencribed in thia tiat or

A  'The records Iuve

> ceaned to have suffi-
clent value to warrant

-

-

further retention,

-

poges m-e propna<t for dltpoul for the reason lndicaud: ("X" only one)

The rccorda will sease to have suffclent vn!ue

to warrant further retention on the expleation
of the perind of time indicated or oft the vecur-

rence of the event specified,

il

ety {Clgnature of Agency Hepresentative) (Titlo) .
7, 8. DESCRIPTION OF ITEM . 1 cavmeon 10.
\TEM NO. ONITH INCLUSIVE DATES OR RETENTION PERIODS) JOB T, ACTION TAKEN

.

Four. copies, lnc_luding oflglnaf. to be submitted to the National Archives and Recorde Service

=4




Conaral Tnatrnctlonts Yoo Stomdard Fomvs 115 end 1152, obbainable fiem Surpiy Cenbory of
- AP ved. Formd e aterdeppeitos S -RDRT2H0450R068100130804% obtain adidority to dig-
pas of rocordas Subtalt fowr copics, all of which should bo signed and duted, o the -~
‘«bional Arohives and Rocords Servico. Indicate the mumbor of pages involved dn tho o) @
ponal roquust under entry 6. Copy 4 of the standard form will to returned to the agancy
2y patilleotdon that Congress has authorized dlsposal of the itoms marked *approved.!

Spcedfie Inatmetionsy | _
Entries ].z 2, and 3 should show whay agency has cuetody of the records that ars
. 1dontified on the form, and should contain the name of the department or indspendont
agency, and its major md minor subdivisions,

Entries 4 and 5 should help identify and Locate the person to phom inquiries regard
Ing the records should be directed. ,

Entry 6 should show .!hﬁwwmmm is requesteds Only one of tw
kinds of authorlzations may be requested en a particular form.
Box A should be merked 1f lmmediate disposal 1s to be made of past accum-
lations of records, and the completed form thus marked is a list.
0 should bo marked 1f records that have acoumalated or will continue
0 accurulate are to be disposed of at some definite future 4ime or
periodieslly at ststed Intervals, or if disposal is to be made of micro-
photographed records after it has been ascertained that the microfilm
‘coples were made in acoordance with the standards prescribed in GSA Regu-
iations 3-IV-105.003 and the comple ted form thus marked is a schedule.

-

Entry 7 should contain the mumbexs of the items of recoxds identified on tho form
in sequonce, l.ee 1, 2y 3, 4, etce _ .

Entry 8 should ehow what records are proposed for disposal.

Center headings should indicate whal oﬁ.‘%e's rocordg are Involved if all recorda“
dasoribed on the form are not those of the same office or if they are records
created by another oiffice or agenoy. |

An identification should be provided of the iypes of recards involved if they are
other than textual reocords, for example, if they are photographic records, sound
recordings, or cartograrhle records.

An itomization and accurate identificatlion should be provided of the seriss of
rocards that are proposed for disposal. Each series should comprise the largest
practical grouping of separately orgsnized and logleally related materials that
can be treated as & s unit for purposes of disposal. Component parts of a
seriss may be listed separately if mumbered consecutively as 1s, lb, etc., under
the general series entry,’ : |

A statemert should be provided showing when the records were prodused or when i
posal is to be made of the records, thus:

If Box A under entry 6 was marked, the inclusive dates during which the records
wore produced should be stated,

If Box B urder entry 6 was marked, the period of retention should be stateds The
retantion period may be expressed in terms of years, months, etc., or in terms
of future actlons or events. A future actlon or event that is to determins the
retentlon period pmst be oblectlve and definite. If dispossl of the records
1s contingent upon thelr belng mierofilmed, the retention perioed should read:
ntil ascertuined that microphotographlc coplea have been made in accordance
with GSA Regulations 3-IV-105.00 and are adequate substitutes for the papar -
records." '

Entry 9 should show that_samples of records ware submitted for each item, or with
¥hat Job mmber such samples were previously sutmitteds Samples of types of records
othapieradteairale 456 pousEsohio X RO 558 IMYY OB SBUTEY bode |
Entiry 10 should be left blank, _ _
0
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Frbibdi 3, Apponile A

(04 Bige IwlV-302.0L

GHA
Rorion Area Served Malling Addrogs
2 - New York, Pemnnsylvania, General Services Administration
New Jersey, and Delaware - 250 Hudson Stroet
o New York 13, New York
3 District of Colunbia, Maryland, General Services Administration
West Virginia, Virginia, Puerte GSA Regional Office Building
‘Rico, and the Virgin Islands Washington 25, D. C.
L North Carolina, South Carolina, Genersl Services Administration
Tennsssee, Mississippi, Alabama, 50 Whiteball Street, S, W.
(eorgla, and Flori o Atlanta, Georgia
5 Kentucky, Illinois, Wisconsin, Genersl Services Administration
. Michigan, Indiana, and Ohio Room 528, Court House
| 219 South Clark Street
Chicago l, I1linois
7 Texas, Louisiana, Arkensas, Ceneral Services Administration
and Oklahomwa, 111} Commerce Strest
Dallas 2, Texms ‘
T8 Colorado, Wyoming, Utah, and General Services Admindstration .
“w New Mexico - Bldg. ki, Denver Federal Center
o Denver, Colorade o
9 California, Arisona, Nevadé., General Services Administration
and the Territory of Hawaii 630 Sansome Strest
T o : 8an Franclsco, Californie
|  GSA RECORDS DEPOSITORIES# |
1 Haine, Vermont, New Hampshire, | General Services Administration
. Magsachusetts, Comnnecticut, and Post Office & Courthouse
Rhode Island _ | Boaton 9, Massaciwsetts
« 6 Missouri, Kansas, Iowe, Nebraaka, Qeneral Services Administration

+ North Dakota, South Dakota, and
Minnesota. _

10 Washington, Oregon, Idaho, Montana,
~ and the Territory of Alaska

‘Room 1800, Federal Office Building
Kansag City, Missouri :

General Services Administratio

909 First Avenue ‘

Seattls li, Washington |

#Transfers limited at present to types of records specified in GSA Circular Nos, 9,
23 amended, '
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Tl

EXHIBIT 8, APPERDIR A
GSA REG. 3-1V-K01.0Y4

&

. GSA FORM MNE8
DECEMBER 1961
TGENERAL SERVICES

. ADMINISTRATION

AGENCY RECORDS CENTER
ANNUAL REPORT

L. REPORT FOR Fi15CAL YEAR ENDBING

2. DEPARTHMENT OR AGENCY

J[\!ST"R[J_!@‘TIONS:- This form (original only) is to be submitted
+* within 60 deys after the close of each flscal year to the
- Nationgl Archives and Records Bervice, General Services Admin-

3. LOCATION OF RECORDS CEMTER (Streat, city, ynd State)

Lstration, Washington 25, D:C.. for each Agency Records Center.
4, Volume of records on hand at the begin-|

ning of the fimcal yeer (cubic feet)

‘

9, Average number of personnel employed by
the center during the fiscal yemr

5, Volume of records accessioned during
the fiscal year (cubic feat)

10. Average amount of space occubied by the
center during the fiscal year (aq,ft.)
L

. FVolume of records _'l:llnpbaed of during
;he fiscel year (cubic feat) ’

11, Number of 405 5 drawer units of steel
_filing equipment utiliged at the end
of the fiscel year

5
',..Vbidno of records trensferfed from the
center during the fiscal year (cu. ft.)

12, Number of steel trensfer cases
(drawera) utilized at the end
of the fiscal year

8. Yolume of re_cotds on hand ﬁt the end of

the fiscal year (cubic feet)

13. Total number of reference services
during the fiscal year®

14. DATE

16. SIGNATURE

{5 TTF(F OF FERSON GIGNING REPORT

NOTE: Non-record material is to be included in the volume totals.

®Reference services comprise (1) each flleitem furnished on loanor for reproductionor for referen
and (2) each occasion on which informetion ls furnighed from the recordy (orally or written).

a bound volume, etc., depending upon the physical manner in which the records are stered,
If the request is for one document or several documents filed separately, each

L %ingle document, a folder,
removed and furnished to the inquirers.

ce use in the coenter
A file item mny be a

document constitutes a file ltem, If the request is for certain folders, each folder comstitutes an itew, etc.

~
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