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INTRODUCTION

Each Federal agency is required by the Federal Records Act of 1950 to estab- |
lish and maintain a records disposition program to keep its records moving out of
high cost office space and filing equipment as rapidly as desirable.

Such a program includes two chief elements: the retirement of noncurrent
records to economical storage and the disposal of records not warranting further
preservation under even the most economical storage conditions.

The economies and other benefits to be derived from the transfer of records
to noncurrent storage are explained in the Records Management Handbook, ''Fed-
eral Records Centers,'" which also contains information about procedures to be
followed in packing and transferring records to these centers.

Transfers to centers, however, merely involve a transfer of custody or a new
location of files. The only way to avoid perpetual expansion of records storage
space and constantly increasing masses of records lies in vigorous disposal of
unneeded records.

Many Federal officials, particularly in the field, may feel that a disposition
program is no concern of their own small offices. They may need to be reminded
that about three-quarters of the savings resulting from records disposal over a
four year period came from the disposal of files heldin field offices. (See Figure 1.)
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FIGURE 1

The key to aneffective records disposition program is the agency records con-
trol schedule, which lists and describes the records of the agency, and shows when
they shall be retired to a center or other storage space and when those not war-
ranting indefinite retention shall be disposed of.

Even the best records control schedules, however, are of little value unless

they are systematically applied to the records of the office, and it is the purpose
of this handbook to suggest ways to apply them effectively.
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REVIEWING SCHEDULES

The first stepin applying schedules is to obtain current copies of them. Records
may be transferred to Federal Records Centers without being formally scheduled
for transfer, but records cannot be destroyed without Congressional approval of
their destruction. (See Figure 2.)

504,02 FEDERAL RECORDS CENTERS. When records become inactive in the
Reglonal Office they shall be transferred to the nearest Federal
Records Center (See Exhibit I for list of Federal Records Cen-
ters). Records are considered inactive when they are referred
to less than once a month psr cubic foot of material involved,
1.e., if you have two file cabinets (16 cublc feet) and they are
referred to only twice a week (8 times a month) then they are
sufficiently inactive to transfer to a Federal Records Center.
Centers malntain the records until they are ready for disposal

or transfer to the Archives.

Small Business Administration’s Field |
Offices areencouraged to use Federa

FIGURE 2

The Records Disposal Act of 1943 provides three types of authorizations for
the disposal of Federal records, each of which must be approved by the Joint Com-
mittee on the Disposition of Executive Papers before it is put into effect:

1. LISTS of records in an agency's custody that are deemed not of sufficient
value to warrant further preservation. This is a one-time authorization and
permits disposal only of the precise records described on the list.

2. SCHEDULES of records that have accumulated in an agency or that may in
future accumulate that will not, after the lapse of a specified period of time or
after the occurrence of a specified event, have sufficient value to warrant
further preservation. These are mandatory authorizations for the periodic
disposal of records and may be used repeatedly.

3. GENERAL RECORDS SCHEDULES developed by the General Services
Administration covering records common to several or all agencies. These
schedules are permissive but within any agency by administrative action their
use may be made mandatory or may be left to the discretion of individual cus-
todians of the records.

Records Control Schedules required by General Services Administration Reg-
ulations combine these disposal schedule authorizations with instructions for the
transfer of recordsto storage and for the indefinite retention of records of enduring
value.

In field offices it is not always easy to determine whether currently applicable
schedules are at hand. At every session of the Congress hundreds of new disposal
authorizations are approved. Some simply revise existingauthorizations to destroy
records, some authorize 'such destruction for the first time.

-92-
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Theoretically all field offices holding a giventype of records should be notified
by agency headquarters whenever there is a revision in the disposal authorization
pertaining to the records. In practice this would not be feasible so most agencies
try to issue annually revisions to generally applicable agency schedules.

If there is a change that is of particular importance, either requiring the re-
tention of records formerly disposable or permitting the disposal of a large
body of records, the field may be notified before the annual consolidated state-
ment of revisions is issued. Normally this is not the case.

The most recent agency issuance governing records disposition may normally
be considered valid.

The issuance announcing the provisions of the schedule should be an agency
directive, or an attachment to an agency directive, usually issued at the bureau
or divisional level. It should:

1. Incorporate any necessary information from the pertinent laws and GSA reg-
ulations so that field officials need not check these legal documents.

2. Include a statement that the new schedule supersedes all schedules issued
in the past or, if this is not the case, explain what the relationship of the new
schedule is to prior schedules.

3. Define all terms subject to misunderstanding.

4. Authorize application of the schedules.

5. Indicate inunderstandable terms justwhat records are coveredbyeachitem.

6. Indicate the use to be made of General Records Schedules.

7. Define the coverage of the schedule in terms of organizational units, dates
(if significant), and records.

If such an agency directive has been issued and is in the hands of the proper
field officials, there are no problems in determining what the agency's policies are
as to the disposition of the records of each office.

There may be very considerable difficulties if such a directive has not been
issued. In such a case the field official has two choices:

1. He can ask his central office what records disposition policies are in effect
that might be applicable to the records of his office, or

2. He may first develop descriptiors of the records of his office and ask his
central office whether (a) he may transfer any of the files to a Federal Records
Center (if he has not discretionary authority to make this decision himself},
or (b) any of the files are covered by disposal authorizations.

Almost certainly some of his files are covered by General Records Schedules.
Since these are permissive, however, they should not ke used by a field official
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unless he has determined whether it is agency policy to use them as issued by GSA
or to use them with specified modifications.

If the official's centraloffice replies that the agency has nopolicies on disposal
or transfer of records, the General Services Administration's Records Manage-
ment Service in the field may be asked for assistance in developing an appropriate
schedule.

Field officials should not often get such an answer, however. Agencies have
reported to GSA that only 4 percent of all their holdings are not definitely scheduled
either for disposal or indefinite retention - by far the bulk of them are scheduled
for disposal. Of field records, only 3 percent have not been definitely evaluated.

With the applicable schedules in hand, it is most important that the person
responsible for applying them be thoroughly familiar with their provisions.

If the wrong records are destroyed, they cannot be re~created.

'::" JOB RO, TITLE AND DESCRIPTION OF RECORDS CLASS AUTHORIZED DISPOSITION

This schedule covers reports required of regional
offlces a5 listed in B7.02 of the Organization and
Policy Manual., Unless otherwise indicated, this
scheduls applies to both the central office and
regional offios coples.

1 CSDA-52 Security program workload Temporary | Destroy 1 year after
date of report.

2 CSDA-52 Work reports See Budget Schedule
3 CaDA-52 Managemsnt comments: Temporary
a8, Budget and Finance Division copy Destroy 2 years after

close of fiscal year.

b. All other coples Destroy 1 yesr after
close of fiscal year,

b C8DA-52 Status of dieability retirement applications: Temporary
a, Central office Medical Divislon copy Destroy 3 years after
date of report.
b. Reglonal office copy Destroy 1 year after
date of report.
-

REPORTS REQUIRED OF REGIONAL OFFICES  F2ge o
51

Civil Service Commission schedule
covering reports required of Re-

FIGURE 3 gional Offices.
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MATCHING SCHEDULES WITH RECORDS

After the applicable schedules have been reviewed so that they are thoroughly
understood, the next step in applying them is to match the records of the office
with the written descriptions of the records to see what records are eligible for
transfer or disposal. In doing this matching job, usually one of four situations is
found:

1. SCHEDULE TAILOR-MADE FOR RECORDS OF ONE OFFICE

The schedule may be tailor-made for the records of the office, based
usually on an inventory of its records. This is likely to be the case if the
office is the only one performing particular functions.

If many offices perform exactly the same functions, a schedule based
on an inventory of the records of one of the offices may fit the records of
all similar offices, especially if filing systems are uniformly prescribed.
(See Figure 3.)

With a tailor-made schedule in hand, there should be no difficulty in
matching the schedule with the records and determining the disposition in-
structions applicable to each group of records.

2. A GENERALIZED SCHEDULE COVERING ESSENTIALLY ALL THE REC-
ORDS OF THE OFFICE

Such a schedule is usually based on an inventory of several offices
performing substantially the same work, but not always using exactly the
same terminology and often not keeping records in exactly the same man-
ner. Such schedules usually desciibe the records in terms of the function
performed so that differences in terminology and filing systems and loca-
tions do not affect the coverage of the items.

Major examples of such schedules are the General Records Schedules.
They are based on inventories of the records maintained by offices per-
forming the pertinent functions, together with analyses of the paperwork
procedures involvedin carrying outthe functions. Generalized descriptions
of the various types of records resulting from the procedures are then
developed. (See Figure 4.)

Similarly, many agencies have developed such schedules in cases
where field offices perform substantially the same functions.

Often all the items in a generalized schedule are not applicable to the
records of a given office. Therefore the personapplying the schedule must
use his own judgment in determining which items apply to which of the
records.

Such schedules are much more flexible than the tailor-made schedules
in that the schedule need notbe re-written witheach minor change in record
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keeping or records-creating procedures. On the other hand at times
they may involve some difficulties of interpretation. (See Figures 5 and 6.)

3. LOCALLY PREPARED SCHEDULES THAT ARE DEVELOPED WITHIN
THE LIMITS OF AGENCY-WIDE GENERALIZED SCHEDULES

Some agencies obtain Congressionalapproval of generalized schedules,
then require each local field office to compile an inventory of its records,
indicating for each item the appropriate disposition instruction based on

GSA Reg. 3
Appendix B
GENERAL RECORDS SCHEDULE 2 (10-8-57)

Payrolling and Pay Administration Records

Payrolling and pay administration records pertaln to disbursements to civil employees of the Govern-
ment for personal services. This schedule applies to the pay records created since January 1, 1921, that
ars common to all mgencies, but it excludes (a) retirement record cards (Forms 2806 or equivalent) that
are maintained during employee duty and then are transferred to the Retirement Division of the Clvil Ser-
vice Commission; (b) files physically transmitted to the General Accounting Office or maintained in agency
space for audit under sectlion 117(b) of the Budget and Accounting Procedures Act of 1950 and the Post Of-
fice Department Financial Control Act of 1950; (¢) recorde relatlng to tax withholding, savings bonds, or
fidelity bonds, or other records held by the appropriate units of the Treasury Department responaible for
the related Government-wide programs; (d) or to Bureau of the Budget files reflecting agency personnel
needs and problems. Evaluation and disposition of these groups of records muat be provided for separately,
except that Congress has given the St. Louls Federal Records Center authority to destroy certain pre-1921
files that are transferred to 1ts custody, provided the transferring egency concurs in their degtruction.

RECOMMENDED
NO. DESCRIPTION OF RECORDS METHOD CF FILING AUTHORIZED DISPOSITION
1. Individual earning and service cards Alphabstically by name Transfer to Federal Records
(such es Standerd Form 1127 or 1its of employee; start a Center, St. Louis, Mo., 1
equivalent), new file every ye&ar. year after audit. (a) If
in personnel folder or in
individual pay folder filed
adjacent to psrsonnel
folder: dispoee with the
parsonnel folder (see GRS
1, 1tem 1); (b) If not in
or filed adjacent to per-
gonnel folder: diapose 56
yoars after date of last
entry on card.
2. Correspondence filles maintained by op- Conform to agency Dispose efter 2 years.
erating units responsible for payroll practice.

preperation and proceasing, pertaining to
administration and operation of the units.

R e ————— e ——

2h. Wage survey flles consisting of wage eurvey Conform to agency Dispose after completion
reports and data, working papers and related practice. of second succeedlng
correspondence concerning area weges paid wage survey.

for each employment class {excluding euthor-
1zed wage achsdules and wage survey recaplt-
uletion work shesta).

A General Records Schedule for |} .
pay records developed by GSA. - —

FIGURE 4
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28. TRecords and Documents Regarding Program Planning, Farm and Ranch
Planning and Management, and Procsdure

(a) Program Planning: This includes the planning of surveys
to determine conservation needs and economic benefilts
of conservation, lending assistance 1n the development of
new dlstricts and the planning of District Programs and
Work Plans, assistance to the Dlstrict governing body,
cooperation with local groups in developing or amending
State soll conservation legislation.

(b) Farm and Rench Planning end Management

Tncludes techniques and procedures for the development

of conservation farm plans, improving and accelerating
farm planning, keeping the operating personnel acqualnted
and up-to-date on the technical aspects and new develop-
ments in the field of farm planning.

(c) Procedurs

Tncludes assisteance in the development of operating pro-
codures and the Development of State policy.

Sub-item 1: Conservation Needs

Records relating to the determination of the total soil conser-
vatlon job which needs to be done in the United States by Areas
in terms of land use adjustment, types and quantities, of
practices, technical personnel required, and cogts, Involves
records of field surveys and data complled therefrom, corres-
pondence and reports on baslc land resource areas, minor resource
areas and basic land resource units, data and statistlics on the
Soil Conservation District jJob shead, and data on the rate of
soil decline,

Retain: Washington Records

Dispose: State Records
Work Sheets
Five years after survey is completed.

Summarles

Ten years after survey is completed.
5CS 3-1-5k4

So1l Conservation Service covers
central office and field records
in one generalized schedule.

FIGURE 5

-
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Records Management PROGRAM RECORDS CONTROL SCHEDULE B-620

(First of 6 pages)
FOOD AND DRUG DISTRICT AND RESIDENT INSPECTION STATION RECORDS
Approved: H.R. 688-84th Congress-lst Seasion

NOTE: All previous authorizations for the
disposition of records covered by
thls schedule are hereby rescinded.

Housekeeping records covered by
Department Records Control Schedules
should be disposed of at the ex-
piration of retention periods.

DESCRIPTION OF ITEMS AND APPROVED DISPOSITION
1. Establishment (Factory) Inspection Report Files.
a., Jacketed Records.

Retaln records created prior to
January 1, 1941. Transfer to a
Federal Records Center.

b. All other Jacketed rscords.

Dispose of after 10 years. Transfer
to a Federal Records Center in 2-year
accumulations folders on firms which
have gone out of business, or which
are of no further regulatory interest.

These files consist of establishment (factory) inspsction
reports, investigational reports, surveilllance reports,
assignment letters, and related correspondence on firms
and thelr products, fastened in chronological date order
in folders which are filed alphabetically by firm name.

¢. UnJacketed Miscellansous Correspondence.
Disgpose of after 10 years,
These filles consist of an alphabetical file of correspondence

and reports on "home" District firms which did not develop
to point warranting the establishing of individual folders.

Appendix B-620 to HEW's Records Management
Manual covers in generalized items most
Food and Drug freld records.

FIGURE 6
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the generalized schedule items. The local schedule is then reviewed at the
central office level before it may be applied. This represents a combina-
tion of a tailor-made schedule and a generalized schedule.

Insofar as it is a tailor-made schedule it usually requires frequent
revision but offers few difficulties of interpretation. Insofar as it is gen-
eralized, it obviates the need for frequently seeking new Congressional
authorizations for disposal.

4, SCHEDULES COVERING ONLY FRAGMENTS OF THE RECORDS

In view of agency reports that 96 percent of all their records are
scheduled, this situation should seldom arise.

It will most frequently arise in cases where an agency over a period
of years has scheduled all its records, but has never integrated its dis-
posal authorizations into one issuance. If such acoordination has not taken
place, the existing disposal authorizations are likely to overlap, duplicate,
and even contradict one another, since they have been obtained at different
times when slightly differing procedures were in effect. In these cases it
may be impossible for the field office to tell what authorizations apply to
what records and it may be necessary to ask the central office for virtually
an entirely new schedule.

After agency schedules and pertinent General Records Schedule items have
been matched with the field files, an important segment of files will not have been
covered: the so-called site-audit records.

The site audit records are the contracts,accounts current, and all the support -
ing papers which, prior to the establishment of the site audit system, would
have been sent to the General Accounting Office in Washington for audit.

Agency records which have a subject matter relationship to the transactions
reported in the formal accounts are not part of the site audit accounts and are
covered by the General Records Schedules or the agency schedules.

The site audit records are records of the General Accounting Office, despite
their maintenance by the agency. As GAO records they are governed by GAO
retirement and disposal policies.

Under GAO policy, as expressed in the Policy and Procedures Manual of the
Comptroller General, each agency is required to submit for GAO approval a
plan for the retirement periodically to Federal Records Centers of the site
audit records after they have met administrative needs of the agency. After
GAO has approved this plan on an agency-wide basis, transfers are to be made
on the prescribed timetable, subject to the written prior approval of the GAO
Regional Director.

Federal Records Centers are responsible for obtaining clearance from both the
agency concerned and the GAO for disposal of the records 12 years after the
accounting period involved, in accordance with established GAO disposal policy.

Site audit records retired to the Federal Records Center are available for
reference both to the agency concerned and to the GAO. Therefore the agency

concerned does not need to create and maintain duplicates of these records for
reference purposes.

-9-
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WHEN TO APPLY SCHEDULES

Records do not have to be disposed of or transferred on the exact day their re-
tention period ends. Because of short and varying retention periods, it usually is
most practical to consolidate all disposal andtransfers intoone effort. It is recom-
mended, therefore, that eligible records normally be transferred or disposed of
once a year. Deviations from such a timetable maybe advisable if records accumu-
late very rapidly so as to make more frequent retirement to centers advisable or
accumulate so slowly as to make annual transfers unwarranted. Arrangements in
these unusual cases should be worked out by the local agency office-and the center

concerned.

In applying the schedule, the exact time of actual disposal or transfer of par-
ticular records should depend on two factors:

1. Regardless of schedule authorizations, agency personnel should not dispose
of records if such records are still needed by the agency for administrative,
legal, or fiscal purposes.

2. The costs of handling records for disposal or transfer should be kept to a
minimum.

Whenever records need to be retained significantly longer than required by the
schedule, presumably owing to events unforseen at the time the schedule was de-
veloped, the agency central office should be notified, with a detailed explanation of
the factors requiring further retention of the records. A delay in destroying rec-
ords should not be regarded as significant unless it is of more than a year's dura-
tion and concerns encugh records to affect filing equipment requirements.

Careful timing of disposal and transfer actions will hold down the costs of han-
dling the records both in the agencies and in the centers. Technically, additional
records become disposable or transferable every day of the year, but to take action
so often would be uneconomical and inefficient. To avoid this several factors must
be considered:

1. AVOID INTERFERENCE WITH CURRENT OPERATIONS

Records should be disposed of and transferred during slack periods if
possible. The guiding rule should be to interfere as little as possible with
current operations.

Thus, whether suchactions should take place at the same time through-
out an agency or should occur at varying times in different elements of the
agency, depends on the particular circumstances involved.

2. BULK HANDLING

It seldom pays to dispose of or transfer records in very small quanti-
ties. This is another reason records should notbe disposed of or transferred
more often than once a year, except where accumulations cannot be accom-
modated in the office in which they are filed for that long a period. (See
Figure 7.)

-10-
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90k .6 RECORDS CONTROL SCHEDULES. The provisions of such schedules are
mandatory. Records wlll be reviewed at least once a year, and action

taken to dispose of those eligible for disposal 1n accordance with
approved schedules in section 904,6b,

Forest Service instructs field
| offices to apply their schedules
| at least once a year.

FIGURE 7

2

Since the volume of business may vary greatly among different field
offices, the volume of records of a particular local office may be so small
that it may only be worthwhile to effect disposals or transfers at much
longer intervals than the schedule requires. This is usually the case when
an agency's field office schedule is prepared to take care of the records
turnover requirements of its larger field offices. The timing of transfers
may not be economically applicable to its small field offices.

On the other hand, if the schedule isprepared on the basis of the needs
of the smaller offices, the agency's larger offices may find it advisable to
transfer their noncurrent records more often than the schedule itself
requires.

3. TIE-IN WITH FILE BREAKS

Files should be cut off periodically so as to make their disposal or
transfer as easy as possible.

Many groups of records fall naturally into chronological segments. In-
come tax returns are most easily filed by the year in which the tax return
is made; harvest recordsare almost automatically filed by growing season;
many fiscal records are necessarily filed by the period covered by the ac-
counts, such as month, quarter, or fiscal year. Retirement and disposal
periods for such recordsare easy to apply owing to the essentially chrono-
logical basis of the filing system.

Other types of records are not susceptible to chronological filing. Gen-
eral subject files, stock inventory files, and office reference files must be
artificially broken tofacilitate retirement and disposal - that is, a new file
must be started periodically.

Some agencies, particularly those which create a considerable volume
of records, have prescribed periodic breaks either as an over-all policy or
with respect to particular groups of records.

The Army requires the breaking of most department andfield files on
an annual basis, except where the nature of the files dictates breaks
based on completion of action or other factors. This policy has been
written into all the Army disposal standards.

The Bureau of Narcotics provides periodic cutoffs for certain routine
correspondence files relating to Bureau activities. Files are broken

into five year segments, transferred to Federal Records Centers for an
additional five years, then disposed of.

-11-
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In the Atomic Energy Commission correspondence files are uniformly
brokenevery twoyears, and other files are brokenat specified intervals.

The Civil Service Commission breaks its examination record card files
every five years.

The intervals between breaks should be tailored to the size of the files
and should fit the agency's needs. The breaks should be made long enough
before the actual disposal or transfer to allow the files to '"cool off." The
required retention periods must be reckoned for the cutoff files as a whole
and should therefore begin from the latest record in the file.

4. SCREENING

In order to dispose of a block of files, it may be necessary to remove
from the block certain documents or folders of continuing value. In other
cases, two or more files maintained in different offices may duplicate each
other to such an extent that their combined volume could be reduced by half
or more if they were merged and duplicate copies of the same papers de-
stroyed.

Such extraction of individual documents or folders from larger files is
called screening, and may involve either withdrawal of materials to be kept
or withdrawal of materials to be destroyed.

Folder-by-folder screening for disposal may be avoided by placing
closed cases in an inactive file upon completion of action. For example,
individual claims case files may be transferred to the inactive file upon
filing of the action indicating approval, disapproval, or closing. The inactive
file can then be transferred or disposed of on a block basis without screen-
ing for active cases.

Screening is usually defended on the grounds that it will improve the
quality of the documentation and the ease of reference to the files, or it is
justified because it will free office equipment and space.

Generally, however, unless the documents or folders tobe retained are
of permanent or very long time value and constitute only a very small por-
tion of the total file, it is extremely uneconomical to screen on a paper-by-
paper basis or where each folder must be completely reviewed.

The costs of screening the contents of one letter-size file cabinet, as
reported by various agencies, range froma minimum of about $3 to a maxi-
mum of about $60, depending on whether:

a. Complete folders can be removed,

b. Disposable material can be separated easily fromindividual folders,
as inthe case of temporary records filed on a specified side of a folder,

c. The materials tobe extracted are easily identifiable by information
on the folder tab or, in the case of individual documents, by form num-
ber or similar obvious characteristics.

Savings in space and equipment that result from screening depend on
the following:

-12-
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a. Number of cabinets that must be screened to empty one cabinet,

b. Value of equipment released, and

c. Value of space released, computed annually for the period of time
the documents or folders to be kept must be retained.

Normally savings in space and equipment are not sufficient to justify
screening because there are more economical alternatives:

a. Transfer the files intact to a records center where they can be re-
tained until they are disposable as a whole, or

b. Microfilm the file intact, if the records to be retained are of per-
manent or very long time value and constitute a relatively large pro-
portion of the whole file.

Figure 8 shows the comparative costs of microfilming and retention in
a Federal Records Center. Before any agency undertakes a screening
project it should estimate the costs of the job and the resulting potential
savings. If necessarya pilot test canbe undertakento validafe the estimates.

A comparison of these potential costs and benefits with the costs and
benefits involved in microfilming or center storage is usually conclusive in
determining that screening is not justified.

The real solutionto screening problemsin the long run, of course, lies
in revision of filing systems so that infuture records to be retained for
long periods are not intermixed with papers of very temporary value.

COMPARISON OF COSTS BETWEEN MICROFILMING
and USE OF FEDERAL RECORDS CENTERS

$50.00 $100.00 $150.00 $180.00
I I |
MICROFILMING: preparation, film and camera operation costs alone usually
range from $50 to $ 150 per 4 drawer file cabinet. These figures would be in-
creased if maintenance, equipment and other necessary costs were included,
|

10 years

20 years

30 years

t Federal Records Center the cos
f storing one cabinet of records 1
3.60 per year.

40 years

50 years

FIGURE 8
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METHODS OF TRANSFER AND DISPOSAL

When records have beenidentified aseligible for transfer or disposal inaccord-
ance with agency policyas expressed in its schedules, the transfer or disposal may
take place in one of several ways. Transfers may be to an agency holding area,
records center, or depository, a Federal Records Center, or under very unusual
circumstances, to the National Archives. Disposals may be by sale, salvage, do-
nation, or destruction.

1.

TRANSFERS

Records to be transferred to cheap noncurrent records storage areas,
for either permanent or temporary retention, normally should go either to
(a) Federal Records Centers maintained by the General Services Adminis-
tration, or (b) agency records centers or depositories approved by the Na-
tional Archives and Records Service in accordance with the provisions of
Title 3 of the Regulations of the General Services Administration.

Some agencies, particularly in the Department of Defense, have estab-
lished storage facilities intermediate between office space and centers.
These "holding areas" are used for the storage or processing of records
that must be retained for so short a period that it is uneconomical to send
them to centers.

Normally transfers to the National Archives are made only from head-
quarters offices of agencies located in Washington, and then only under cir-
cumstances specified in the GSA regulations.

Records may usuallybe transferred to Federal Records Centers at any
time, whether specifically provided for in a schedule or not. Information
about arranging and carrying out such transfers is included in the Records
Management Handbook, '"Federal Records Centers."

DISPOSAL

a. SALE OR SALVAGE: Disposable records should bé sold on a competi-
tive basis as waste paper or other waste material unless:

(1) The quantities involved are too small,
(2) The market price is too low, or

(3) The records can be sold only after unwarranted expensive and time-
consuming sorting and cleaning.

In manyregions, GSA's Personal Property Utilization Division has cur-
rently ineffect a standard contract for the sale of waste paper, so thatagen-
cies may simply call representatives of that Division to make arrangements
for the sale of waste paper. Where no such contract is in effect or where
the disposable records are at a distance from a GSA office having such a

-14-
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contract, representatives of the Personal Property Utilization Division will
assist the agency in letting such a contract.

Security-classified records may be sold as waste paper only if adequate
safeguards are taken to prevent any disclosure of the information in the
records prior to their shredding or other destruction. Confidential secu-
rity-classified records should be shredded before being sold. This may
occur after the sale, however, if the records remain until their mutilation
under the observation of an authorized Federal official or employee. Rec-
ords bearing a secret or higher classification must be burned. Security-
classified records must not be donated for salvage purposes without prior
shredding.

If the records are privileged, that is if their availability to the public
is prohibited by law or administrative regulation, the waste paper con-
tractor must pulp or macerate the records under the witnessing supervision
of a Federal employee.

b. DONATION FOR PRESERVATION AND USE: Whenever it is believed
that the public interest will be served thereby, a Federal agency may trans-
fer records authorized for disposal to a government, organization, institu-
tion, corporation, or person that has made application for them; provided

(1) That the applicant agrees not to sell the records as records or
documents,

(2) That the transfer is made without cost to the United States Govern-
ment,

(3) That no transfer shall be approved if the records contain informa-
tion the revelation of which is prohibited by law or would be contrary
to the public interest,

(4) That no transfer to a foreign government shall be approved unless
such government has an official interest in the records, and

(5) That no transfer to a person or business corporation shall be ap-
proved unless the records are directly pertinent to the custody or
operation of properties acquired from the Government.

Each donation of records to non-Federal custody should be reported to the
agency records officer who, in turn, must make a report to the National
Archives and Records Service.

c. DESTRUCTION: If records are neither salable nor otherwise salvage-
able, or if an agency considers their destruction necessary to prevent the

disclosure of information prejudicial to the public interest, the records
may be destroyed by shredding, burning, or other appropriate means.
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KEEPING A SCHEDULE UP TO DATE

After matching the schedules against the records on hand, some records may
be found that are not covered by any disposition instructions. Similarly, records
already transferred to a Federal Records Center may not be covered by disposal
instructions and the Centers will call this to the attention of the transferring office.
The reasons for such lack of coverage may lie in the fragmentary nature of the
available schedules, in the recent addition of new programs or functions to the of-
fice, in significant changes in existing programs, or in the termination, prior to
the development of schedules, of former programs. Regardless of whether these
unscheduled records are few or many, they should be called to the attention of the
agency records officer so that the agency schedules can be revised to include them
or, if appropriate, lists can be prepared to cover files that are immediately dis-
posable.

To revise a schedule the records officer will need complete information about
each series or group of the unscheduled records, including:

1. The purpose for which the records were created, their relationship to the
program activities of the unit creating them, and any other significant purpose
or function they may or do serve;

2. Their content;

3. Their relationship with other records, including duplication elsewhere in
substance or content, either in record form or in printed or published private
sources;

4. If unusualand significant, the kind of copy, i.e., whether all carbon copies,
all ribbon copies, all processed, or others;

5. The terminal dates of the files; and
6. Their volume.

This information should be sent to the agency records officer with the request
that disposition instructionsbe issued covering these files. If the field official hold-
ing the files has definite ideas as to what should be done with them, he should in-
clude his opinions for whatever help they may be in determining the proper disposi-
tion of the files.

Pending the receipt of such instructions, the records may be retained by the
office holding them, or, if not currently needed, they may be transferred to the

nearest Federal Records Center, which will carry out the disposal instructions
when they are received.
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ENSURING MAXIMUM USE OF SCHEDULES

In order to ensure that schedules are actually used, most agencies have in-
stalled certain management controls so that the headquarters offices and local of-
ficials can be aware of how effective the schedules are and wherein they need im-
provement. The four major records disposition program measurement checks are
(1) a reports system, (2) an inspection or audit system, (3) tickler files, and (4) a
requirement that the records officer approve all requests for filing space andequip-
ment. Normally at least three of these checks are necessary.

Such controls should be simple and require as little time and effort in field
offices as possible. A complex time-consuming controls system only defeats itself
by preventing the disposition program from making any significant net savings.

1. REPORTS SYSTEM

Volume data on records holdings, disposals, and transfers for a given
period are essential for measuring the over-all progress of the records dis-
position program. Such data must be furnished the agency records officer by
field and other operating officials.

Normally annual reports will be sufficient since in a given office transfers
to records centers or disposals usually occur only once or twice a year., Fur-
thermore, the reports should be designed so that an agency can easily submit
to the National Archives and Records Service the biennial statistical summary

of records holdings required by Title 3 of General Services Administration
Regulations. (See Figure 9.)

The volume data should be on an over-all basis for the reporting element.
It need not be broken down intoindividual schedule items unless special signifi-
cance is attached to certain records series, owing to their volume or other
characteristics. All volume data should be in terms of cubic feet.

It is essential that ‘the reporting system not require too frequent or de-
tailed reports. The only purpose of collecting and compiling the volume data
is to be able to measure the general effectiveness of the program. The object
is not to maintain a current stock-type inventory. This means that separate
reports to central office on each recordsdisposal or on each transfer to a rec-
ords center are usually unnecessary. In bureaus or offices where disposals and
transfers are centralized, the reviewing official can use a work sheetto keep
track of the volume involved. All individuals making on-the-spot disposals or
transfers should do the same. (See Figure 10.)

Information on the volume of total records holdings should be collected in
the easiest way possible. Two short cuts are:

a. To combine the task with the annual check of the records against the
schedule, or
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b. To combine it with an inspection by a records officer or specialist.

2. INSPECTION OR AUDIT SYSTEM
Nothing can replace personal inspection as a means of:

a. Getting a concrete picture of an agency's records holdings and records
problems; ’

b. Spotting or solving potential records problems and nipping them in the
bud.

DEPARTMENT OR AGENCY

Pt BIENNIAL SUMMARY
A Y m‘” “?mt“o,) OF RECORDS HOLDINGS
o One copy of this report is to be submitted w General Services

Administration, National Archives and Records Service, Washington
25, D.C., by each Pederal agency within 30 days after the close of
Fiscal Year 1960, and every even year thereafter (See instructions on

reverse).
LOCATION ORDS YOL ] ~
OF #EC UME OF RECORDS ON HAND—END CF FSCAL YEAR (Cubic feed)
CEPARTMENT [T TOTAL

CURRENT ME ROOME AND OFFICES

STAGING, HOLDING, AND OTHER STORAGE AREAS

TOTAL

REMANKS (Agencies may inchude ers dok on pregres mode during e period in digpessi, inemeler, ond scheduling of recorde)

INSTRUCTIONS

DEFINITIONS

“Departmental’ means the headquarters office of the re-

GENERAL

Records to be reported herein, with no distinction made

between them, are to include the following:
1. All of the records of the reporting agency:
2. Records held at the site for GAO audit; and
3. Official Personnel Folders (legally records of the
Civil Service Commission) in tf\e custody of the re-
porting agency.

Nonrecord material (as defined in the Records Disposal
Act of July 7, 1943, as amended) is to be included in volume
reported if the reporting agency's practice calls for statistics
on this type of material.

No volume should be included for Agency Records Cen-
ters operated by the reporting agency in accordance with
GSA Regulations 3-1V-401.01, and 3-1V-401.03a, because
they submit separate rcrorts on Standard Form 137, Agency
Records Center Annual Report.  (See GSA Regulation 3~
IV-401.04.) No volume should be reported for Federal
Records Centers which report separately.

U SOVERNNINT FRINTIHG OFFICK : 104D OF —$4BSIL

porting agency, as contrasted to its field activities, but ex-
cludes Agency Records Centers.

“Field” means the reporting agency's offices other than the
headquarters office and Agency Records Centers.

“Staging, Holding and Other Storage Areas’’ means areas
at departmental or field locations formally designated for
staging and holding purposes, as well as alt other storage
areas except current file rooms and offices, Agency Records
Centers, and Federal Records Centers.

EQUIVALENTS

For the purpose of this report, volume may becalculated
according to the following wble of cubic foot equivalents:

FIUNG CABINETS | FILING CASES | TABULATING | OUTSIZED

e | weA [ ax3 | axo]axe CARDS EQUAPMENT
W[ 2 Ve 1 W | w ! W0 CUNC
PER DRAWEN PR 12 DRAWER | PER'10,000

NoTe.—Eguivalents are for full but workable drawers. Ap-
propriate adjusiments should be mads for partially
filled drawers.

Agency biennial report to GSA of
records holdings.
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There are two equally important types of inspections. One is a check by a
records officer of operating office files. The other isan auditin a large agency
of the operations of subordinate records officers.

Every records officer in a field office or staff or operating division of a
central office should make a personal inspection of the records holdings under
his jurisdiction whenever he has reason to believe the disposition program is
not moving smoothly. At other times records should be spot checked to see
how the schedule is being carried out. However, if the records officer is also
the one who checks the records against the schedule to see what changes are
necessary to keep it up to date, then of course he does not need to make spot
inspections.

Agencies accomplish this inspection or audit in different ways, but the aim
is the same.

The Civil Service Commission has its field operations personnel attached
to its central office check on records management activities as part of an
annual administrative audit.

W_"" *\/\/\/\M
3. Maintain a folder to include a disposal sheet for each calendar year, |
a copy of each Transmittal of Government Records, each Shelf ILlst,
each Form 2615, Annual Records Inventory Report, and each letter of

transmittal forwarding the lnventory report. The dlsposal sheet
will be a slmple record indicating the volume of records destroyed
in each dlsposal recorded in cubic feet and totaled in cubic feet at
the end of the calerfdar year. This data will enable the Office Man-
ager to provide volume records information to the Director, Adminis-
trative Services Division, as provided In 2 above. All records data
included in the folder will be kept on a cublc feet basis by use of
the followlng table of conversion:

CONVERSION TABLE FOR RECORDS

(FULL BUT WORKABLE DRAWERS)

Legal or Cap Size Drawer 2 Cubic Feet

Letter Size Drawer 11 Cubic Feet

3 x 5 12" Drawer 1/10th Cubic Foot

L x 6 12" Drawer 1/6th Cubic Foot

5 x 8 12" Drawer 1/4th Cubic Foot
Map Cabinets and Other Cubic Measurement of
Outsized Equipment Inaside Contalners
Shelving Cubic Measurement of

Space Occupled

Federal Housing Administration instructs
its office managers to keep a simple
record of records transferred and
disposed of.

FIGURE 10
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The Army has an elaborate and extensive audit system. Since 1950 rec-
ords management specialists in The Adjutant General's Office have made
annual audits of field command levels as part of the larger annual joint
command inspections. In turn the command levels are expected to survey
the subordinate levels.

Commodity Stabilization Service has a staff representative basedin Denver
inspect disposal activities in field offices west of the Mississippi River
and a staff representative based in Washington inspect offices east of the
Mississippi.

Veterans Administration makes records management inspections at three
levels: the Departmental level, the Administrator's level (through an in-
ternal audit group), and the agency records management level. These in-
spections may occur at any time and may cover records activities spe-
cifically or be part of larger administrative or program audits.

3. TICKLER FILES

Tickler control files are used in Federal Records Centers and in some
agencies to make sure that records are disposed of when they are eligible for
disposal, or, in the case of agencies, transferred to storage when they become
noncurrent.

Some agencies require controls of .this kind, while in other agencies their
development and use is discretionary.

The Veterans Administration requiresevery installation to maintain cards
as tickler controls.

The Atomic Energy Commission encourages the use of tickler files in field
offices, but does not require them.

Techniques used in recognizing when records should be transferred to
storage or destroyed are left by most agencies to the discretion of field offi-
cials.

4. RELATED SPACE AND EQUIPMENT CONTROLS

Many agencies require the approval of the local official responsible for
disposal activities on all requests for filing space and equipment, in order to
comply with GSA directives for the economical use of such equipment.

This is an effective means of:

a. Ensuring compliance with the schedule,

b. Ensuringthat unnecessary nonrecord materials - obsolete publications,

stocks of obsolete forms, and unnecessary reference files - do not remain

in office space and equipment, and

¢. Spotting records problems.
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Before approving requisitions for additional filing equipment, the records
officer should investigate the extent to which the requesting unit is complying
with authorized records disposition policies, and the possibility that existing
schedules need revision.

Only if the records officer is satisfied that the unit is disposing of its rec-
ords in a prompt and orderly fashion should requisitions for additional filing
equipment be cleared. '

See Figure 11 for a filing equipment requisition bearing a certification
that the regulation providing for the proper utilization of such equipment
has been complied with.

METHOD OF AUTHORITY DEPARTMENT OF 5 I"N-'mbv muet a»'m -
HEALTH, EDUCATION, AND WELFARE i e o, TAPERS
0S4 - Stock OFFICE OF THE SECRETARY GRGER NO.
— WASHINGTON, D. C. T"‘_M}’A:S()___
APPROPRIATION
7568704 PURCHASE ORDER Jan. 25, 1956
[ NEGUISTTION NO. MAIL INVOICKTO:  Department of Health, Bducation, and WelZars
12776 Social Security Administration
ALLOTMERT UMSRANCES Bu. of O, A. 8, I.
25,08 Accounts and Audit Section, Baltimore, Maryland
A RELIYRR oA SESRANSE, e AT SN ANRCT TR S5 Y conTucT A
CONSIGNEE AND DENTINATION
General Services Administration : Department of Health, Education, and Welfars
% Federal Supply Service 1 Sockal Security Admin., Bu. of 0.A.S.I.
L 7th & "D® Streets, S.ie P Earle Bldg.
'i Washington 25, ,ﬁ, T 74 Weat Washington Strest
H J O Hagerstown
[l Al NO. [ NO, TINE POA DELIVERY
F. 0. B. POINT SHIF VIA
ITEM NO. ARTICLES OR SERVICES Quantr | UNIT JumiTPrica|  AMOUNT
V'/
td

TLLO=R73-944] Bection, filing, upright, 4—drawer, /’
without look, Oliv. Creen, letter si. 10 ea., ki3 20

d
v
»

NOTE1 8 certifies that thias DapM\ont has compli
th the applicsble utilizg¥{on provisions of|
A Reg. I-TII=204.00 <,/

QV/

d

N\

ek
E:m.u:: tieyborrorlte B < Ry r'%u u':-'.'u'-un""ﬁ. '.‘.'..::‘.,'w.:" "ot

MR gy B oy ool g Moy R M g Wi g o ] -

INSTRUGTIONS TOTAL

IMVOIR MUET BE BUBMITTED IR TRIPLICATE VD THE ADORESS SNOWH M
ADOVE. ORISIMAL NVOIOR MUSY B CERTIFIED A® POLLOWS(
1 cortify that the abeve Ml I correct and just and thai anonges AlL cornzaronon;
payment thorsfor has mot beem recelved. ”
Date. Payer (mieNATURS)

. en
Per. Thia

AL ABRANGENENTA ANC/OR AGREEMENTS RELATIVE TD THIR ORDER Chiet,. Purchase Secffon
WUST BE TAKRN UP WITH THIS GFFICE AMD WATHERG OTHENWINE HAN-
BLEG WILL WOT OR RECOSNIZED AD BINDING TO YHE SOVERMWENY.
MERCMANDIOR DELIVAREE OR SWIPPED WITHOUT AFPROVED WhITYEN
PURCHARE OROER WILL BE AT THE VENDOR'S RIDR.

vom wrw.se ORIGINAL COPY

W U, 8. SOVERNMENT PRINTING OPPION: 1508000000

Purchase Order withcertification
of compliance with GSA regulations
onutilizationof filing equipment..

FIGURE 11
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CHECK LIST

The questions are so worded that check marks in the NO column indicate the need

for corrective action.

1. Are your records all covered by records control schedules ?

2. Are copies of all currently applicable schedules available to your
office ?

3. Are applicable schedules incorporated in a single document ?

4. Are the disposition instructions and the schedule clearly under-
stood by those applying them ?

5. Have the schedules been applied within the past twelve months ?

6. Is timing of the application of the schedules coordinated with other
workloads ?

7. Is full use made of GSA's Personal Property Utilization Division
assistance in selling disposable materials ?

8. Is the costof screening records estimated and compared to center
storage costs before a screening project is undertaken ?

9. Are the schedule provisions for transferring records to Federal
Records Centers appropriate for your office ?

10. Are unscheduled noncurrent records sent to- Federal Records Cen-
ters pending establishment of a retention period?

11. Are annual volume reports of holdings made to the agency records
officer ?

12. Has the effectiveness of the schedules been checked by the agency
records officer within the past year?

13. Does the agency or local records officer clear all requests for
additional space and equipment for records ?

14. Are all disposition instructions satisfactory to your office ?

15. Does your agency have in office space only those records needed
for the conduct of current business ?

o]
=
o
2
o)

U0 000D O0OOoOO0o0 0o o0 o
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