Directorate of Technical Support and Emergency Management

CINTINNATI TECHNICAL CENTER
Records Management Plan

As of 3-24-11

Overview

CTC is responsible for calibration and repair of all technical equipment that OSHA compliance officers use to measure dangerous substances and hazards to the health and safety of U.S. workers in their work environment.  The Center also develops engineering systems for the testing and evaluation of technical equipment, including testing procedures and evaluation protocols; provides the agency with expertise, particularly in the field of measurement technology; plans for long and short term equipment needs; and develops specifications for instruments to be purchased.  We work with equipment manufacturers to incorporate new features or modify existing equipment to better meet OSHA’s needs.  We host two Compliance Officers Forums on Equipment Evaluation (COFFEEs) each year in conjunction with professional society conferences to give compliance officers an opportunity to meet with CTC staff and discuss technical equipment issues.

CTC provides additional field support through our expendable supply program, loan equipment program, technical equipment procurement program, and excess equipment program.  We provide each office with a report indicating the age of their technical equipment so they can better monitor their equipment needs.  The Center is also responsible for developing, implementing, and maintaining OSHA’s Property Management Inventory System which tracks information on accountable property.

Types of CTC Files:

Unique records for CTC:
1.  Program Files:

i. Program Files relating to the creation, use and maintenance of the Agency Expendable Supplies Program (AESP), Agency Loan Equipment Program (ALEP), Agency Excess Equipment Program (AEEP), Agency Technical Equipment Procurement Program (ATEEP), Compliance Officers Form on Equipment Evaluation (COFEE) and equipment evaluations.
Disposition:  Delete/destroy when the agency determines that they are no longer needed for administrative, legal, audit or other operational purposes.  

ii. Equipment and Supplies:

1.
Requisition for supplies and equipment for current inventory.
Disposition:   Destroy 3 years after completion or cancellation of requisition.  

2.
Property Management Records includes DL-1-55s with supporting documentations and annual physical inventories.

Disposition:  Destroy 6 years after asset has been removed from inventory.

3.
Calibration data from the servicing of the equipment.

Disposition:  TBD
iii. Information Technology Operation/Management. 

1. Files/Records Relating to the Creation, Use, and Maintenance of Computer Systems, Applications, or Electronic Records.

Disposition:  Delete/destroy when the agency determines that they are no longer needed for administrative, legal, audit, or other operational purposes.

2. Includes files created and maintained in the operation and management of information technology (IT) and related services. As defined in the Information Technology Management Reform Act of 1996 (now the Clinger-Cohen Act), "information technology" includes computers, ancillary equipment, software, firmware and similar procedures, services (including support services), and related resources.

Disposition:  Destroy/delete 1 year after system is superseded.
3. Technical Equipment Support System (TESS)

TESS is an Oracle database driven application which is used to assist the Cincinnati Technical Center (CTC) personnel in their day-to-day activities by the development and dissemination of information pertaining to OSHA’s equipment servicing and other agency support related programs.  The system has been operating in its present form since 2005 and in previous other forms since the 1980s.  It consists of application modules that use forms and reports to provide operational information on the Center’s various programs supporting OSHA activities including the following:  Agency Expendable Supplies Program (AESP), Agency Technical Equipment Procurement Program (ATEPP), Agency Loan Equipment Program (ALEP), and DTSEM budget tracking and requisitions.  Additional modules to handle other activities throughout the Center in support of OSHA’s mission are continually in development.


a.  Input

Certain TESS information is keyed in manually to the system from paper documents by authorized users in the CTC.  Other information used by TESS is keyed in manually into a form which then is stored in the database. This interface is available exclusively at the Cincinnati Technical Center. 

Disposition: TEMPORARY.  Paper documents are stored for 3 years and then destroyed.  All other information inputted is stored in the database and therefore subject to other disposition schedules noted below.


b.  Equipment Information

TESS maintains data regarding OSHA’s equipment and its servicing.  This information is stored in the database within the system and can be accessed via the TESS interface by authorized users. 

Disposition: PERMANENT.  Hold data on specific equipment model until such model is decommissioned plus 10 years.  Data is then sent to the Federal Records Center (FRC) for an additional 5 years before offering to the National Archives.


c.  Other Electronic Data

TESS maintains data related to the Center’s numerous activities related to supporting OSHA’s mission.  This information is stored in the database within the system and can be accessed via the TESS interface by authorized users. 

Disposition: TEMPORARY.  Hold data until no longer needed for business purposes unless related to and, therefore, subject to other disposition schedules within this document.


d.  Output

The TESS system has the ability to create ad hoc records and tracking documents that can be printed from the system. These records can pertain to any of the above-listed programs, such as equipment tracking reports, progressive budget reports, procurement documents, etc.

Disposition: TEMPORARY. Destroy any records when no longer needed for business purposes.


e.  System Documentation

All information documenting how the TESS system operates, captures, stores, manipulates, and outputs the data. This includes, but is not limited to, user manuals, system design manuals, etc. 

Disposition: TEMPORARY. Delete/destroy when system is decommissioned.

Common Office Files:
1. Office Administrative Files (Permanent)

Unique substantive records accumulated by High level officials include the heads of departments or program offices; their deputies and administrative assistants.

a.
Communications

b. Functional Statements

c. Litigation Holds

d. Organization Chart

e. Presentations

f. Significant Information of Importation

g. Speeches

h. Staffing

Disposition:  TBD.
2. Office Administrative Files (Temporary)

Records accumulated by individual offices that relate to the internal administration or housekeeping activities of the office rather than the functions for which the office exists. In general, these records relate to the office organization, staffing, procedures, and communications, including facsimile machine logs; the expenditure of funds, including budget records; day-to-day administration of office personnel including training and travel; supplies and office services and equipment requests and receipts; and the use of office space and utilities. They may also include copies of internal activity and workload reports (including work progress, statistical, and narrative reports prepared in the office and forwarded to higher levels) and other materials that do not serve as unique documentation of the programs of the office.
GENERAL RECORDS SCHEDULE 1 – Civilian Personnel Records

1.
Personnel Correspondence Files.  
Correspondence, reports, and other records relating to the general administration and operation of personnel functions, but excluding records specifically described elsewhere in this schedule and records maintained at agency staff planning levels. 

Disposition: Destroy when 3 years old. (N1-GRS-81-10 item 1)

2.
Position Descriptions.  
Record copy of position descriptions that include information on title, series, grade, duties and responsibilities, and related documents.

Disposition: Destroy 2 years after position is abolished or description is superseded. (N1-GRS-88-4 item 1)

3.
Supervisors' Personnel Files.  
Correspondence, forms, and other records relating to positions, authorizations, pending actions, position descriptions, requests for personnel action, and records on individual employees duplicated in or not appropriate for the OPF.

Disposition: Review annually and destroy superseded or obsolete documents, or destroy file relating to an employee within 1 year after separation or transfer. (NC1-64-77-10 item 18a)

4.  
Reasonable Accommodation Request Records.  
Information created and maintained while receiving, coordinating, reviewing, processing, approving, and reporting requests for reasonable accommodation from federal employees and applicants under the Rehabilitation Act of 1973 and Executive Order 13164. A reasonable accommodation is a change in the work environment or in the way things are customarily done that would enable an individual with a disability to enjoy equal employment opportunities. The three categories of reasonable accommodation are: 

Modification or adjustments to a job application process to permit an individual with a disability to be considered for a job, such as providing application forms in large print or Braille; 

Modifications or adjustments necessary to enable a qualified individual with a disability to perform essential functions of the job, such as providing sign language interpreters; and 

Modifications or adjustments that enable employees with disabilities to enjoy equal benefits and privileges of employment, such as removing physical barriers in an office or cafeteria. 

This schedule includes all requests for reasonable accommodation and/or assistive technology devices and services offered through the agency or the Computer/Electronic Accommodation Program (CAP) that are made by or on behalf of applicants, current or former employees. Also included are medical records, supporting notes and documentation, as well as procedures and records related to processing, deciding, implementing, and tracking requests for reasonable accommodation(s).

a.  Employee Case Files

Individual employee files that are created, received, and maintained by EEO reasonable accommodation or diversity/disability program or employee relations coordinators, immediate supervisors, CAP administrator, or HR specialists containing records of requests for reasonable accommodation and/or assistive technology devises and services through the agency or CAP that have been requested for or by an employee. This series also includes, but is not limited to, request approvals and denials, notice of procedures for informal dispute resolution or appeal processes, forms, correspondence, e-mails, records of oral conversations, medical documentation, and notes.

Disposition: Destroy three years after employee separation from the agency or all appeals are concluded whichever is later. (N1-GRS-04-2 item 1b)
[Note: These records are neither part of an employee's Official Personnel File (OPF) nor part of a supervisor's unofficial personnel file.]

5.  
Labor Management Relations Records.

a.  Labor Management Relations General and Case Files. 

Correspondence, memoranda, reports, and other records relating to the relationship between management and employee unions or other groups.

Disposition: Destroy 5 years after expiration of agreement. (NC1-64-77-10 item 29a1)

b.  Labor Arbitration General and Case Files.

Correspondence, forms, and background papers relating to labor arbitration cases.

Disposition: Destroy 5 years after final resolution of case. (NC1-64-77-10 item 29b)

6.  
Training Records.

EXCLUDING records of formally established schools which train agency employees in specialized program areas, such as law enforcement and national defense. 

a.  Employee training.

Correspondence, memoranda, reports, and other records relating to the availability of training and employee participation in training programs sponsored by other government agencies or non-Government institutions.

Disposition: Destroy when 5 years old or when superseded or obsolete, whichever is sooner. (NC1-64-77-10 item 30c)

7.    
Administrative Grievance, Disciplinary, and Adverse Action Files. [See note after item 30b.]

a.  Administrative Grievance Files. 

Records relating to grievances raised by agency employees, except EEO complaints. These case files include statements of witnesses, reports of interviews and hearings, examiner's findings and recommendations, a copy of the original decision, related correspondence and exhibits, and records relating to a reconsideration request.

Disposition: Destroy no sooner than 4 years but no later than 7 years after case is closed. (N1-GRS-92-1 item 30a)

b.  Adverse Action Files and Performance-Based Actions.

Case files and records related to adverse actions and performance-based actions (removal, suspension, reduction-in-grade, furlough) against employees. The file includes a copy of the proposed adverse action with supporting documents; statements of witnesses; employee's reply; hearing notices, reports, and decisions; reversal of action; and appeal records, EXCLUDING letters of reprimand which are filed in the OPF.

Disposition: Destroy no sooner than 4 years but no later than 7 years after case is closed. (N1-GRS-92-1 item 30b)
8.  
Personnel Injury Files.

Forms, reports, correspondence, and related medical and investigatory records relating to on-the-job injuries, whether or not a claim for compensation was made, EXCLUDING copies filed in the Employee Medical Folder and copies submitted to the Department of Labor. 

Disposition: Cut off on termination of compensation or when deadline for filing a claim has passed. Destroy 3 years after cutoff. (N1-GRS-86-4 item 32)

9.  
Occupational Injury and Illness Files.

Reports and logs (including Occupational Safety and Health Administration (OSHA) Forms 100, 101, 102, and 200, or equivalents) maintained as prescribed in 29 CFR 1960 and OSHA pamphlet 2014 to document all recordable occupational injuries and illnesses for each establishment. 

Disposition: Destroy when 5 years old. (N1-GRS-87-6 item 35)

10. 
Donated Leave Program Case Files.

Case files documenting the receipt and donation of leave for medical emergencies, including recipient applications, agency approvals or denials, medical or physician certifications, leave donation records or OF 630-A, supervisor/timekeeper approvals, leave transfer records, payroll notification records, and leave program termination records. 

Disposition: Beginning in January 1994, destroy 1 year after the end of the year in which the file is closed.  (N1-GRS-92-5 item 1)

GENERAL RECORDS SCHEDULE 2 – Payrolling and Pay Administration Records

TIME AND ATTENDANCE
1.     Leave Application Files. SF 71 or equivalent plus any supporting documentation of requests and approvals of leave. 

a.     If employee initials time card or equivalent. 

Disposition:  Destroy at end of following pay period. (N1-GRS-92-4 item 6a)

b.     If employee has not initialed time card or equivalent. 

Disposition:  Destroy after GAO audit or when 3 years old, whichever is sooner. (N1-GRS-92-4 item 6b)

2.     Time and Attendance Source Records. 

All time and attendance records upon which leave input data is based, such as time or sign-in sheets; time cards (such as Optional Form (OF) 1130); flexitime records; leave applications for jury and military duty; and authorized premium pay or overtime, maintained at duty post, upon which leave input data is based. Records may be in either machine-readable or paper form. 

Disposition:  Destroy after GAO audit or when 6 years old, whichever is sooner. (N1-GRS-92-4 item 7)

3.     Payroll Correspondence. 
Correspondence between agency and payroll processor regarding general, routine administrative issues that do not relate to individual payments. 

Disposition:  Destroy when 2 years old. (N1-GRS-92-4 item 24)
GENERAL RECORDS SCHEDULE 3 - Procurement, Supply, and Grant Records 
1.
General Correspondence Files.

Correspondence files of operating procurement units concerning internal operation and administration matters not covered elsewhere in this schedule. 

Disposition:  Destroy when 2 years old. (NC1-64-77-5 item 3)
2.     Routine Procurement Files. 

Contract, requisition, purchase order, lease, and bond and surety records, including correspondence and related papers pertaining to award, administration, receipt, inspection and payment (other than those covered in items 1 and 12). 

a.     Procurement or purchase organization copy, and related papers. 

(1)     Transaction dated on or after July 3, 1995 (the effective date of the Federal Acquisition Regulations (FAR) rule defining "simplified acquisition threshold"). 

(a)     Transactions that exceed the simplified acquisition threshold and all construction contracts exceeding $2,000. 

Disposition:  Destroy 6 years and 3 months after final payment. (N1-GRS-95-4 item 3a1a)

(b)     Transactions at or below the simplified acquisition threshold and all construction contracts at or below $2,000. 

Disposition:  Destroy 3 years after final payment. (N1-GRS-95-4 item 3a1b)

(2)     Transactions dated earlier than July 3, 1995. 

(a)     Transactions that utilize other than small purchase procedures and all construction contracts exceeding $2,000.

Disposition:  Destroy 6 years and 3 months after final payment. (N1-GRS-95-4 item 3a2a)

(b)     Transactions that utilize small purchase procedures and all construction contracts under $2,000. 

Disposition:  Destroy 3 years after final payment. (N1-GRS-95-4 item 3a2b) 
[NOTE: Given the complexities of the rules on procurement, agencies should involve procurement officials when deciding which of the subitems to apply to a particular series of records.] 
b.   Obligation copy. 

Disposition:  Destroy when funds are obligated. (NC1-64-77-5 item 4b) 

c.     Other copies of records described above used by component elements of a procurement office for administrative purposes. 

Disposition:  Destroy upon termination or completion. (NC1-64-77-5 item 4c) 
3.
Solicited and Unsolicited Bids and Proposals Files. 

a.     Successful bids and proposals. 

Disposition:  Destroy with related contract case files (see item 3 of this schedule). (NC1-GRS-81-2 item 6a) 

b.     Solicited and unsolicited unsuccessful bids and proposals. 

(1)     Relating to small purchases as defined in the Federal Acquisition Regulation, 48 CFR Part 13. 

Disposition:  Destroy 1 year after date of award or final payment, whichever is later. (NC1-GRS-86-2 item 6b1) 

(2)     Relating to transactions above the small purchase limitations in 48 CFR Part 13. 

(a)     When filed separately from contract case files. 

Disposition:  Destroy when related contract is completed. (NC1-GRS-86-2 item 6b2a) 

(b)     When filed with contract case files. 

Disposition:  Destroy with related contract case file (see item 3 of this schedule). (NC1-GRS-86-2 item 6b2b
4.
Nonpersonnel Requisition File.

Requisitions for nonpersonal services, such as duplicating, laundry, binding, and other services (excluding records associated with accountable officers' accounts (Schedule 6)). 

Disposition:  Destroy when 1 year old. (NC1-64-77-5 item 8) 
5.
Federal Activities Inventory Reform (FAIR) Act Records (created under OMB Circular A-76, Performance of Commercial Activities)
Circular No. A-76 records maintained by other offices, including information copies and background material. 

Disposition:  Cut off upon completion of study. Destroy 2 years after cut off. (N1-GRS-05-2 item 18b)
GENERAL RECORDS SCHEDULE 4 - Property Disposal Records

1.     Property Disposal Correspondence Files. 

Correspondence files maintained by units responsible for property disposal, pertaining to their operation and administration, and not otherwise provided for. 

Disposition: Destroy when 2 years old. (GRS 4, 1952, item 4)
2.     Excess Personal Property Reports. 

Disposition:  Destroy when 3 years old. (GRS 4, 1952, item 5)
3.     Surplus Property Case Files.

Case files on sales of surplus personal property, comprising invitations, bids, acceptances, lists of materials, evidence of sales, and related correspondence. 

a.     Transactions of more than $25,000.

Disposition:  Destroy 6 years after final payment. (N1-GRS-87-11-1, item 6a)

b.     Transactions of $25,000 or less.

Disposition:  Destroy 3 years after final payment. (N1-GRS-87-11-1, item 6b)
GENERAL RECORDS SCHEDULE 5 - Budget Preparation, Presentation, and Apportionment Records
1.
Budget Background Records. 

Cost statements, rough data and similar materials accumulated in the preparation of annual budget estimates, including duplicates of budget estimates and justifications and related appropriation language sheets, narrative statements, and related schedules; and originating offices' copies of reports submitted to budget offices. 

Disposition:  Destroy 1 year after the close of the fiscal year covered by the budget. (NC1-GRS-81-13 item 2)
2.     Budget Reports Files. 

Periodic reports on the status of appropriation accounts and apportionment. 

a.     Annual report (end of fiscal year).

Disposition:  Destroy when 5 years old. (GRS 5, 1952, item 5a)

b.     All other reports.
Disposition:  Destroy when 3 years old. (GRS 5, 1952, item 5a)
GENERAL RECORDS SCHEDULE 9 - Travel and Transportation Records
1.
Noncommercial, Reimbursable Travel Files.

Copies of records relating to reimbursing individuals, such as travel orders, per diem vouchers, and all other supporting documents relating to official travel by officers, employees, dependents, or others authorized by law to travel. 

a.  Travel administrative office files.

Disposition:  Destroy when 6 years old. (N1-GRS-91-3, item 3a)

b.  Obligation copies.

Disposition:  Destroy when funds are obligated. (N1-GRS-91-3, item 3b)
2.
General Travel and Transportation Files.

a.  Routine administrative records including correspondence, forms, and related records pertaining to commercial and noncommercial agency travel and transportation and freight functions not covered elsewhere in this schedule. 

Disposition:  Destroy when 2 years old. (N1-GRS-91-3, item 4a)

b.  Accountability records documenting the issue or receipt of accountable documents.

Disposition:  Destroy 1 year after all entries are cleared. (N1-GRS-91-3, item 4b)
3.
Records Relating to Official Passports. [See notes after item 5c.]

a.  Application files. 

Documents relating to the issuance of official passports, including requests for passports, transmittal letters, receipts, and copies of travel authorizations.

Disposition:  Destroy when 3 years old or upon separation of the bearer, whichever is sooner. (N1-GRS-91-1, item 5a)

b.  Annual reports concerning official passports.

Reports to the Department of State concerning the number of official passports issued and related matters.

Disposition:  Destroy when 1 year old. (N1-GRS-91-1, item 5b)
4.
Federal Employee Transportation Subsidy Records.

Documents in either paper or electronic form relating to the disbursement of transportation subsidies to employees, including applications of employees no longer in the program, superseded applications, certification logs, vouchers, spreadsheets, and other forms used to document the disbursement of subsidies. 

Disposition:  Destroy when 3 years old. (N1-GRS-97-2, item 7)
GENERAL RECORDS SCHEDULE 11 - Space and Maintenance Records
1.     Space and Maintenance General Correspondence Files. 

Correspondence files of the unit responsible for space and maintenance matters, pertaining to its own administration and operation, and related papers. 

Disposition:  Destroy when 2 years old. (N1-GRS-96-1, item 1c)
2.     Agency Space Files. 

Records relating to the allocation, utilization, and release of space under agency control, and related reports to GSA.

a.     Building plan files, surveys, and other records utilized in agency space planning, assignment, and adjustment. 

Disposition:  Destroy 2 years after termination of assignment, or when lease is canceled, or when plans are superseded or obsolete. (GRS 11, 1952, item 2a) 
b.     Correspondence with and reports to staff agencies relating to agency space holdings and requirements. 

(1)     Agency reports to the GSA, including Standard Form (SF) 81, Request for Space, and related documents. 

Disposition:  Destroy when 2 years old. (GRS 11, 1952, item 2b1)

(2)     Copies in subordinate reporting units and related work papers. 

Disposition:  Destroy when 1 year old. (GRS 11, 1952, item 2b2)
3.     Credentials Files.

Identification credentials and related papers.

a.     Identification credentials including cards, badges, parking permits, photographs, agency permits to operate motor vehicles, and property, dining room and visitors passes, and other identification credentials. 

Disposition:  Destroy credentials 3 months after return to issuing office. (GRS 11, 1952, item 4a)

b.     Receipts, indexes, listings, and accountable records. 

Disposition:  Destroy after all listed credentials are accounted for. (GRS 11, 1952, item 4b)
4.     Building and Equipment Service Files. 

Requests for building and equipment maintenance services, excluding fiscal copies. 

Disposition:  Destroy 3 months after work is performed or requisition is canceled. (GRS 11, 1952, item 5)
GENERAL RECORDS SCHEDULE 12 - Communications Records
1.
Communication General Files.

a.  Correspondence and related records pertaining to internal administration and operation.
Disposition:  Destroy when 2 years old. (NC1-64-77-9, item 2a)
b.  Telecommunications general files, including plans, reports, and other records pertaining to equipment requests, telephone service, and like matters.
Disposition:  Destroy when 3 years old. (NC1-64-77-9, item 2b)
c.  Telecommunications statistical reports including cost and volume data.
Disposition:  Destroy when 1 year old. (NC1-64-77-9, item 2c)
2.
Telecommunications Voucher Files.
a.  Reference copies of vouchers, bills, invoices, and related records.
Disposition:  Destroy when 1 fiscal year old. (NC1-64-77-9, item 2d1)
b.  Records relating to installation, change, removal, and servicing of equipment.
Disposition:  Destroy 1 year after audit or when 3 years old, whichever is sooner. (NC1-64-77-9, item 2d2)

c.  Copies of agreements with background data and other records relating to agreements for telecommunications services.
Disposition:  Destroy 2 years after expiration or cancellation of agreement. (NC1-64-77-9, item 2e)
3. 
Telecommunications Operational Files. 

Message registers, logs, performance reports, daily load reports, and related and similar records.
Disposition:  Destroy when 6 months old. (NC1-64-77-9, item 3a)

4. 
Post Office and Private Mail Company Records.

Post Office and private mail company forms and supporting papers, exclusive of records held by the United States Postal Service.

a.  Records relating to incoming or outgoing registered mail pouches, registered, certified, insured, overnight, express, and special delivery mail including receipts and return receipts.
Disposition:  Destroy when 1 year old. (N1-GRS-87-2 item 1a)

b.  Application for registration and certification of declared value mail.
Disposition:  Destroy when 1 year old. (N1-GRS-87-2 item 1b)
c.  Report of loss, rifling, delayed or late delivery, wrong delivery, or other improper treatment of mail.
Disposition:  Destroy when 1 year old. (N1-GRS-87-2 item 1c)
5. 
Mail and Delivery Service Control Files.

a. Records of receipt and routing of incoming and outgoing mail and items handled by private delivery companies such as United Parcel Service, EXCLUDING both those covered by item 4 and those used as indexes to correspondence files.
Disposition:  Destroy when 1 year old. (NC1-64-77-9, item 6a)

b.  Statistical reports of postage used on outgoing mail and fees paid for private deliveries (special delivery, foreign, registered, certified, and parcel post or packages over 4 pounds).
Disposition:  Destroy when 6 months old. (NC1-64-77-9, item 6b)

c.  Requisition for stamps (exclusive of copies used as supporting documents to payment vouchers).
Disposition:  Destroy when 6 months old. (NC1-64-77-9, item 6c)

d. Statistical reports and data relating to handling of mail and volume of work performed.
Disposition:  Destroy when 1 year old. (NC1-64-77-9, item 6d)

e.  Records relating to checks, cash, stamps, money orders, or any other valuables remitted to the agency by mail.
Disposition:  Destroy when 1 year old. (NC1-64-77-9, item 6e)

f.  Records of and receipts for mail and packages received through the Official Mail and Messenger Service.
Disposition:  Destroy when 6 months old. (NC1-64-77-9, item 6f)

g.  General files including correspondence, memoranda, directives, and guides relating to the administration of mail room operations.
Disposition:  Destroy when 1 year old or when superseded or obsolete, whichever is applicable. (NC1-64-77-9, item 6g)
GENERAL RECORDS SCHEDULE 13 - Printing, Binding, Duplication, and Distribution Records
1.     Administrative Correspondence Files.

Correspondence files pertaining to the administration and operation of the unit responsible for printing, binding, duplication, and distribution matters, and related documents. 

Disposition:  Destroy when 2 years old. (GRS 13, 1952, item 2)
2.     Project Files. 

Job or project records containing information relating to planning and execution of printing, binding, duplication, and distribution jobs.

a.     Files pertaining to the accomplishment of the job, containing requisitions, bills, samples, manuscript clearances, and related documents exclusive of (1) requisitions on the Public Printer and related records; and (2) records relating to services obtained outside the agency. 

Disposition:  Destroy 1 year after completion of job. (GRS 13, 1952, item 3a)

b.     Files pertaining to planning and other technical matters. 

Disposition:  Destroy when 3 years old. (GRS 13, 1952, item 3b)
GENERAL RECORDS SCHEDULE 14 - Information Services Records
1.     Information Requests Files. 

Requests for information and copies of replies thereto, involving no administrative actions, no policy decisions, and no special compilations or research and requests for and transmittals of publications, photographs, and other information literature. 

Disposition:  Destroy when 3 months old. (N1-GRS-98-2, item 10)
2.     Acknowledgment Files. 

Acknowledgment and transmittals of inquiries and requests that have been referred elsewhere for reply.

Disposition:  Destroy 3 months after acknowledgment and referral. 
3.
Information Project Files. 

Information service project case files maintained in formally designated information offices. 

Disposition:  Destroy 1 year after close of file or 1 year after completion of project. 
4.     Commendation/Complaint Correspondence Files. 

Anonymous letters, letters of commendation, complaint, criticism and suggestion, and replies thereto, EXCLUDING those on the basis of which investigations were made or administrative action taken and those incorporated into individual personnel records. 

Disposition:  Destroy when 3 months old. (GRS 14, 1952, item 5)
5.     Indexes and Check Lists. 

Bibliographies, checklists, and indexes of agency publications and releases, EXCLUDING those relating to record sets scheduled as permanent. 

Disposition:  Destroy when superseded or obsolete. 
6.     FOIA Administrative Files. 

Records relating to the general agency implementation of the FOIA, including notices, memoranda, routine correspondence, and related records. 

Disposition:  Destroy when 2 years old. (N1-GRS-98-2 item 12)
GENERAL RECORDS SCHEDULE 18 - Security and Protective Services Records
FACILITIES SECURITY AND PROTECTIVE SERVICES RECORDS
Records relating to measures taken for the protection of Government-owned facilities and privately operated facilities given security cognizance by the Government from unauthorized entry, sabotage, or loss.
1. 
Security and Protective Services Administrative Correspondence Files. [See note after this item.]

Correspondence files relating to administration and operation of the facilities security and protective services programs, not covered elsewhere in this schedule. 

Disposition:  Destroy when 2 years old. 

[NOTE: This item does not cover records documenting policies and procedures accumulated in offices having agencywide responsibilities for security and protective services programs.] 
2. 
Survey and Inspection Files. (Privately owned facilities)

Reports of surveys and inspections of privately owned facilities assigned security cognizance by Government agencies and related documents. 

Disposition:  Destroy when 4 years old or when security cognizance is terminated, whichever is sooner.
3.
Investigative Files. 

Investigative files accumulating from investigations of fires, explosions, and accidents, consisting of retained copies of reports and related documents when the original reports are submitted for review and filing in other agencies or organizational elements, and reports and related papers concerning occurrences of such a minor nature that they are settled locally without referral to other organizational elements. 

Disposition:  Destroy when 2 years old.
4.
Property Pass Files.

Property pass files, authorizing removal of property or materials. 

Disposition:  Destroy 3 months after expiration or revocation.
5.
Personal Property Accountability Files. 

Files relating to accountability for personal property lost or stolen. 

a. Ledger files. 

Disposition:  Destroy 3 years after final entry.

b.  Reports, loss statements, receipts, and other documents relating to lost and found articles.

Disposition:  Destroy when 1 year old.
6.
Key Accountability Files. 

Files relating to accountability for keys issued.

Disposition:  Destroy 6 months after turn-in of key.
7. 
Visitor Control Files. 

Registers or logs used to record names of outside contractors, service personnel, visitors, employees admitted to areas, and reports on automobiles and passengers. 

Disposition:  Destroy 2 years after final entry or 2 years after date of document, as appropriate.
PERSONNEL SECURITY CLEARANCE RECORDS
Records accumulating from investigations of personnel conducted under Executive orders and statutory or regulatory requirements.
1. 
Security Clearance Administrative Subject Files. 

Correspondence, reports, and other records relating to the administration and operation of the personnel security program, not covered elsewhere in this schedule. 

Disposition:  Destroy when 2 years old. (NC1-GRS-80-1 item 22)
EMERGENCY PLANNING RECORDS
Records accumulating from the formulation and implementation of plans, such as evacuation plans, for protection of life and property during emergency conditions. 
1. 
Emergency Planning Administrative Correspondence Files. [See note after this item.] 

Correspondence files relating to administration and operation of the emergency planning program, not covered elsewhere in this schedule.

Disposition:  Destroy when 2 years old.
[NOTE: This item does not cover records documenting policies and procedures accumulated in offices having agencywide responsibilities for emergency programs.]
2. 
Emergency Planning Case Files. 

Case files accumulated by offices responsible for the preparation and issuance of plans and directives, consisting of a copy of each plan or directive issued, with related background documents, EXCLUDING one record copy of each plan or directive issued, if not included in the agency's permanent set of master directives files. 

Disposition:  Destroy 3 years after issuance of a new plan or directive. (NC1-GRS-81-1 item 1b)
GENERAL RECORDS SCHEDULE 20 - Electronic Records
 
1.
Backups of Files. 

Electronic copy considered by the agency to be a Federal record, of the master copy of an electronic record or file and retained in case the master file or database is damaged or inadvertently erased.

a.   File identical to records scheduled for transfer to the National Archives. 

Disposition:  Delete when the identical records have been captured in a subsequent backup file or when the identical records have been transferred to the National Archives and successfully copied. (N1-GRS-95-2 item 8a)

b.   File identical to records authorized for disposal in a NARA-approved records schedule. 

Disposition:  Delete when the identical records have been deleted, or when replaced by a subsequent backup file. (N1-GRS-95-2 item 8b)
GENERAL RECORDS SCHEDULE 23 - Records Common to Most Offices Within Agencies
  1.
Office Administrative Files. [See note after this item.] 

Records accumulated by individual offices that relate to the internal administration or housekeeping activities of the office rather than the functions for which the office exists. In general, these records relate to the office organization, staffing, procedures, and communications, including facsimile machine logs; the expenditure of funds, including budget records; day-to-day administration of office personnel including training and travel; supplies and office services and equipment requests and receipts; and the use of office space and utilities. They may also include copies of internal activity and workload reports (including work progress, statistical, and narrative reports prepared in the office and forwarded to higher levels) and other materials that do not serve as unique documentation of the programs of the office. 

Disposition:  Destroy when 2 years old. (N1-GRS-98-2 item 43)
[NOTE: This schedule is not applicable to the record copies of organizational charts, functional statements, and related records that document the essential organization, staffing, and procedures of the office, which must be scheduled prior to disposition by submitting a Standard Form (SF) 115 to the National Archives and Records Administration (NARA). (N1-GRS-98-2 item 43 NOTE)] 
2.
Schedules of Daily Activities. 

Calendars, appointment books, schedules, logs, diaries, and other records documenting meetings, appointments, telephone calls, trips, visits, and other activities by Federal employees while serving in an official capacity, EXCLUDING materials determined to be personal. 

a.    Records containing substantive information relating to official activities, the substance of which has not been incorporated into official files, EXCLUDING records relating to the official activities of high Government officials. 

Disposition:  Destroy or delete when 2 years old. (N1-GRS-87-19 item 5a)
[NOTE: High level officials include the heads of departments and independent agencies; their deputies and assistants; the heads of program offices and staff offices including assistant secretaries, administrators, and commissioners; directors of offices, bureaus, or equivalent; principal regional officials; staff assistants to those aforementioned officials, such as special assistants, confidential assistants, and administrative assistants; and career Federal employees, political appointees, and officers of the Armed Forces serving in equivalent or comparable positions. Unique substantive records relating to the activities of these individuals must be scheduled by submission of an SF 115 to NARA. (N1-GRS-87-19 item 5a NOTE)] 
b.    Records documenting routine activities containing no substantive information and records containing substantive information, the substance of which has been incorporated into organized files. 

Disposition:  Destroy or delete when no longer needed for convenience of reference. (N1-GRS-87-19 item 5b)
GENERAL RECORDS SCHEDULE 24 - Information Technology Operations and Management Records
1.  
IT Facility, Site Management, and Equipment Support Services Records.
Records maintained by offices responsible for the control and operation of buildings and rooms where IT equipment, systems, and storage media are located, including files identifying IT facilities and sites, and files concerning implementation of IT facility and site management and equipment support services provided to specific sites, including reviews, site visit reports, trouble reports, equipment service histories, reports of follow-up actions, and related correspondence.

Disposition:  Destroy/delete when 3 years old, or when superseded or obsolete, whichever is longer. (N1-GRS-03-1 item 2)
2.
IT Asset and Configuration Management Files.
a.   Inventories of IT assets, network circuits, and building or circuitry diagrams, including equipment control systems such as databases of barcodes affixed to IT physical assets. 

Disposition:  Destroy/delete 1 year after completion of the next inventory. (N1-GRS-03-1 item 3a)

b.  Records created and retained for asset management, performance and capacity management, system management, configuration and change management, and planning, follow-up, and impact assessment of operational networks and systems. Includes, but is not limited to:

(1)  Data and detailed reports on implementation of systems, applications and modifications; application sizing, resource and demand management; documents identifying, requesting, and analyzing possible changes, authorizing changes, and documenting implementation of changes; documentation of software distribution and release or version management.

Disposition:  Destroy/delete 1 year after termination of system. (N1-GRS-03-1 item 3b1)

(2)  Records of routine IT maintenance on the network infrastructure documenting preventative, corrective, adaptive and perfective (enhancement) maintenance actions, including requests for service, work orders, service histories, and related records.

Disposition:  Destroy/delete when 3 years old or 1 year after termination of system, whichever is sooner. (N1-GRS-03-1 item 3b2)
[Note:   If any maintenance activities have a major impact on a system or lead to a significant change, those records should be maintained as part of the item 3b(1). (N1-GRS-03-1 item 3b2 NOTE)]
3.
System Backups and Tape Library Records.
a.  Backup tapes maintained for potential system restoration in the event of a system failure or other unintentional loss of data.

(1)  Incremental backup tapes.

Disposition:  Delete/destroy when superseded by a full backup, or when no longer needed for system restoration, whichever is later. (N1-GRS-03-1 item 4a1)

(2)  Full backup tapes.

Disposition:  Delete/destroy when second subsequent backup is verified as successful or when no longer needed for system restoration, whichever is later. (N1-GRS-03-1 item 4a2)
[Note:   See GRS 20, item 8, for backups of master files and databases. (N1-GRS-03-1 item 4a Note)]
b.  Tape library records including automated files and manual records used to control the location, maintenance, and disposition of magnetic media in a tape library including list of holdings and control logs.

Disposition:  Destroy/delete when superseded or obsolete. (N1-GRS-03-1 item 4b)
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