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LEAVE BLANK

FiEQUEST FOR RECORDS DISPOSITION AUTHORITY OB NG-
- - (See Instructions on reverse) 11-79-96-1
TO: GENERAL SERVICES ADMINISTRATION DATE RECEIVED
NATYONAL ARCH'VES AND RECORDS SERVICE, WASHINGTON, DC 20408 12-27-85

1. FROM (Agency or establishment)
Department of the Interior

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION

National Park Service

3. MINOR SUBDIVISION

Chief,Branch of Directives & Paperwork Management

not required.

In accordance with the provisions of 44 U.S.C. 3303a
the disposal request, including amendments, is approved
except for items that may be marked '‘disposition not
approved” or “‘withdrawn’ in column 10. if no records
are proposed for disposal, the signature of the Archivist is

4. NAME OF PERSON WiTH WHOM TO CONFER

Warren S. Dade, Records Officer

5. TELEPHONE EXT.

523-5138

DAT,
Yiiles

ARCH!IVIST OF THE UNITED STATRES

D>l

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;

that the records proposed for disposal in this Request of

page(s) are not now needed for the business of this

agency or will not be needed after the retention periods specified; and that written concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is

attached.

A. GAO concurrence: D is attached; or [E/is(unnecessary.

Center and two training Centers,

B.DATE CWTATIVE D. TITLE
12-19-85 & /m___——— Chief, Br. of Directives & Paperwork Mgnt.
7 9.GRSOR | 10. ACTION
ITEM 8. DESCRI{PTION OF ITEM SUPERSEDED TAKEN
NO (With Inclusive Dates or Retention Periods) JOB (NARS USE
) CITATION ONLY)
This comprehensive records disposition schedule supersedes all|
previously approved records schedules of the National Park S;
ice. )
Service '8 g
, [~ e
Any record series created subsequent to, and/or net disposaple o IR
by, this schedule will pe covered by supplementary records e g
disposition authority to pe obtained from theKRX National o o
Archives and Records Administration, 5 8
P iz
Records are arranged in accordance with the provisions of the °
Park Service Filing System (alpha-numeric). The term WASO 5 §§’
indicated effices not only in their HeadQUarters, Washinzton, < A
D.C. but those under/ direct supervision, i.e, Denver Service 9 <
]
o
[0
w
o
o,

is pro
sgf
ey . X

NARA Appraisal Archivisy/

<

All changes to th

S

115-108 M @
~ 7 77&?%/%

NSN 7540-00-634—40649
22/ |

STANDARD FORM 115 (REV. 8-83)
Prescribed by GSA
FPMR (41 CFR) 101-11.4
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RECORDS DISPOSITION
SCHEDULE
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This Schedule reflects the disposition cf all NPS records in accordance with Ceneral Accounting Office and Nationz)l Archives directives. The
General Records Schedule (GRS) cites disposition of similar government-wide records and is an integral part of the MPS Schedule.

Records document ing golicy and establishing precedent are permanent in the issuing office and must be filed separately according to the National
Park Service Filing System. These records will be transferred to the Federal Archives and Records Certer (FARC) under the Mational Park Service
Records Control Schedule (MPSRCS) 1.1. (Pleate see next page for description of each schedule.) .

The following methods are recommended to maintain and transfer records to the Federal Archives and Records Center.
WASO - Break files every 2 years, transfer to the FARC after 4 years.
REGIOM - Break files every 3 years, transfer to the FARC after 3 years.

PARKS ~ Break files every 3 years, transfer to the FARC after 3 years.#**

Accurate measurements must be retained of temporary record material cestrcyed and permanent material transferred to the FARC. This information
is entered on the Annual Records Program Report, Form 10-26, and submitted to WASO by October 3C of each year.

When transferring records to FARC a shelf list identifying each folder must be prepared for each shipment and retained in the initiating office.
In addition, a Records Transmittal and Receipt, SF 135, will be prepared and transmitted to FARC prior to shipment of records. (See instructions
on the form.)

A new concept for NPS files is required to conform with the GSA Bulletin FPMR B-66 dated September 14, 1976; to relieve the parks of the tedious
operation of packing and shipping records; and to eliminate duplication of records housed in the Records Centers throughout the country.

#*Parks will transfer records accumulated through December 31, 1977 directly tc FARC in the usual manner. Beginning January 1, 1978, parks will
provide a copy to Region of all permanent material, as It is generated. |In the interim period, until all 1977 park records have been transferred,
parks will use instructions for disposition in the "Region'' column of this Schedule. 1978 and all future park records will be disposed in accord-
ance with instructions in the "'park' column. These arrangements should be coordinated with the regional Records Manager. When it is determinec
that copies of park records should be retainec for administrative use, it is suggested that they be bound in volumes and transferred to the park
Jibrary or to NPS Reference Services, Harpers Ferry Center, NPS, Harpers Ferry, West Virginia 25425.

Transfers of Archival material to the National Archives and Reference Service (NARS) may be made directly from any area. Further instructions
will be provided in the Records Management Guldeline.
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|
for disposition purposes, the following schedules will apply: .
NPS Records Control Schedule (NPSRCS) 1 -FARC Mlzul Author ity "

Records to be transferred to FARC. !
ltem 1. Offer to NARS when 30 years old 3 Py YA
item 2. Destroy when 15 years old. NSRS n72

MFS Records Control Schedule (NPSACS) 2
Reocords not transferred to FARL. 4
item 1. Retaln. '
ftem 2. Oestroy.
item 3. Offer to MARS directly from WP§ Asrea
(Coordinate with Reglonal Recards Mamager)
ttem 4. Transfer to Library of Congress

When completing SF135, Records Transmittal and locfl t, under Disposal Authority (Column b},

please shuw eithed,., /1/1 for permanent records or,., /1/2 for those destroyed when 15 years
old. . .

#Note: for all permanent items transfer to the National Archives in
five-year blocks.




NPS RECORDS DISPOSI TION SCHEDIN &

___ RECORDS MANAGEMENT GUIDEL INE weS-Y il . APPENDIX B Page | -
LOCaATION
WASO, PLAMNING & TRAKNNEG CEMNTERS REGIONS W PARES AND OTNER FISLD 1y
coot wapey Y e VT w | T
coot DESCRIP TION OF NATERIAL ISP O TION 13T AUC TI0NT orsrouTIon| SIFONTIBN wTEUC TONS u"::‘von SUPONTIDN BISTALC ViBus
e -
4
A - ADMIMISTRATION AND MANAGEMENT "‘im
[as S AR
Al Act-lng-Recsonnel Deslgnationt NASNES—2 - Bertroy—efter—monthy Sevtroy—eafter—3months 3‘.:W'-'m—
f temporarily absent d
officials.)
— ]
A6 Advisory Board on Natlonal Parks, L—————""“‘--——_____J
Historic Sites, Bulldings, and NL\J
Honument s h—-\_h\\‘
L 1 " |
45 rgeniration
19 [Meetings, Recommendat ions, gpri /M. 113
fEstablish case files as follows: NPSRCS 1.1 Transfer to FARC when | To NARS [Toawe far +o FARC [ To VRN Qepus de copy #
a. Record copy 6 yrs. old 30 yrs. 6 % oq 30\lr$. 3."
Jp. Nonrecord copies NPSACS 2.2 sestroy Qur z Destroy after Jyears Destroy after ¥ years.
Wrs ov when no or when no longer
g longer vited ed needed for reference.
v
{W re A
(3] ] Advisory Boards, Field (Crganization, e
Pecl Ings, Recammendations)
stablish case files as follows.
Record copy {at level of origin) MPSRCS 1.0 Ffmn‘%r ro pﬁﬁc &ﬂ“# Transfer to FARC when | To NARS | Provide copy to Region
umen & Years oid Y5 | 6 vasrs old 3 yrs.
b. WMonrecord copies HPSP(S 2.2 Destroy r'terz years Mt’q 07(013 vears Destroy after years
' ;‘jﬁ or when no | er

needed

T eavni.re
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- L e o APPENDIX & Page 2
LOCAVION
WASO, PLAMNING & TRANMNG CENTERS RECIONS W PARNS ANO OTIER FIELD UMTS
Cove vEsCmP weRMKY o e | L T -
SCRIPTION OF maTERIAL ISP OUTION INS T RUC TIONS m:"::uou DI O U 10N 3 T AUC 11008 ..":;:.w SUPONTIEN LT AUC TI0N)
"y .
A22 SAssectot-ions—{iPi—re tot-tons—with—evsee—
daal rl 48 el Py lasl Sube)
WETONT T IRITITHTORS T 50E V0TS T TSy
$4tes o9 follows:
la. —Adainistration—andpotiop—— e LNPGACE—4vd £ ARG-when—-evtroy-| Frensfer-toMe—when—t-Oestroy | Provide copy te~fReglon—-
“{Separate—folders—for—cech—essocte b yoass—old 1-ves. |-6 yoars old. 1S yrs.
- tHon- when—velume—warrants )
P. Rout ine correspondence NPSACS 2.2 Destroy aher.z years. Destroy o'leJyears. Destroy ahea years.
A26 {Commiceces
(Ovgan iratton;—tinates;—and Resolutions) -
#5— fonal
9 Departmenta
27 tnteragency
31 |weshington Office |
3 fﬂeld Offices L\\\\
\
Establish case flles as follows: \
sr—fecord-copy—tut—tevet-of origin) - ——1-WPHRES44~~——F frensfer to FM“ﬁv'mJ VYrunsfer to FARE slwn Yo wre- copy to Reglon
b uaacs . old ur:' L'___' ald
after 6 years.
b. Nonrecord coples NPSRCS 2.2 Destroy afler.z years. Destroy after ) years.
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" Lecarmu By
e WASD, PLANMING & TRAMIG CENTEAS [ ) ":_iﬂ!"" PIELO Vo TV
Wieinbesdbudntigt ot » oAbl s
cooe DEICRIPTION OF MATERIAL mw CIVPOMNTION ST BUC 110N “;‘..:'u‘ PO 1 TeBN 1008 T AUC TiBNS -’.::“ W'*'“l
ha 4

Monthly
17 Quarterly

1S | Semi-Annual ’

2% ] Anrual \\\

2) |tituation \
NOTE : NPSACS 1.1 Transter 10 FARU when

Annual or as required substantive w Destroy wnen ) years Destroy when ) years
narrative reports of reqioncl directors, 6 years old 30 yrs. no longer old or no longer
super intendents and managers deallng with needed for . needed for reference

overall minagement, status of programs

and operation of the areas. (Record set
of reports received and maint. ined at
50—

a4

for individue) instruc-

tiens for disposition authority See Appendiy |.

not having <pecific authority may be
destroyed when ) years old or no longer
needed.

A |Commendations Mafons of %/dt’/

A5 -3About- Sesvice and Pecsonnel
19 Concerning Loncessions

i Ao ladividual ..;.nv' W_ Recocd copy—ta--Rescon Aesesd aapy. 3o Aessnaa fecord LOpy Lo
nel for inclusion In nel for laclusion in W
itdividual's official Individual's of | — [ Individual's officlal
personnel folder F-—”"‘J r persoanel folder

b. Providirg hasis for administrat ive NPSHCS 1.2 M destroy | Trensfer to FARC wiwn | Destroy | Provide copy to Reglon

actlon. 6 years old 1§ yrs. | 6 yopre old 15 yrs. | Destroy Park filles
L—wﬁ/’/ ‘ sfter & years
Sorsaspundancs. GRS 1A 7 festcay aftes 3 monthe - -{ Dasisoy. after 3 months

|
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Arrany\s/lnr scetings, special
& rs Othes #AA;‘JL-“;A'AA-

Sesiray ofter 2 years.

RECORDS MANAGEMENT GUIDELINE ' 5-19 . L T RELOED DR ETw e APPENDIX B Page &
LOCATION
b - -t - - -
e m WASD, PLANMING & TRANNNG CENTEARY [1{- 1] PARKS AND OTHER FIELD UNTS
a‘lm p—— - - = - - " —
oot DESCRIP TIOM OF BATERIAL SIPOMNTION ST RUC TI0ME .“"‘::'m DIPONTI0M 1037 BUC 100N ."::":“ SLIPONTIPN RIPT RUC 11003
' T "
+ -t
L RS S
R
15 % L
19 o
?
individual FPH, Chap. 293 Record copy to Person- Record copy to Person- Record oppy to Person-
nel for inclusion In nel for Inclusion in nel for laclusien In
indivicual's officia)l individual's official lndw official
personnel folder. personnel folder. per folder.
Complaints resulting Complaints resulting (wfalun resulting
in letter of reprimand In Yetter of reprimand In letter of reprimand
must be filed in perm- sust be filed in perm- muct be filed in perm-
anent richt slde of OPH anant right side of arent right side of
- OPF .
b. Providing basis for investigations, NPSACS 1.2 r 1o FARC when | Destroy | Tramnsfer to FARC when | Bestroy | Provide copy to Reglon
adminittrative actions, etc. 6 years 15 yrs. | § yoass old. 15 yrs. | Destroy Park flles
. after 6 yeors.
Rout ine correspondence GRS 4.7 Destrcy after 3 mont Sestroy after ) months. Destroy after 3 months
A3t uwblic Retatlons \
15 lth fFederal, State and Local Agencies
7 oreign Agencies
21 Jindividuals %
23 ublic Involvement (Specific hearings '
filed by subject, e.q. DIB, LAB, L7617) . \
stablish case files os follows: .
Policy and procedurcs NPSRCS 1.2 Transfer to FARC when |Oestroy | Trangfer to FARC whea { Destroy
i i 6 years old. 15 yrs. |6 years old. 15 yrs.
NPSRCS 2.2 Destroy after 2 years. Destroy after 2 year¥_

¥
scfivities.

+HHONY

-1

o A



RECCRDS MANAGEMENT GUIDELINE  APS-19  NPSRECORDS DISPONITION scHEDULE =~ APPENDIX 8 Page § -
- LOCATION
b . -- - et - ——— e —— —_———— -
WASO, PLAMNING & TRANNNG CENTERS REGIONY PARNS AND OTHER FIELD LTS
£as W o e T omse
cooe OESCRIPTION OF waTERIAL wiroution witeuctions o ool ] eweutien mreucriems | S0 S1POUTINN ST RUC TIonS
—Avo— !
cosmendat lons, resolutions)
15 Departmental
12 [Washington Office (incliudes r's
staff conferences, squad meeting:
23 Regional Directors
27 |Regional offices (includes reglonal
office staff conferences; also, speclal
Servicewide meeting: of reglonal
division chief<). R
3 Otter fleld offices (Includecs Nat lonal
Pirk and Monument stafl conferences). \
33 Servicewide
35 Interagency
»” internationcl
2.  Record copy (at level of origin) NPLRCS 1.1 Transfer to FARC when To WARS | Transfer to FARC when To W¥ARS copy to Reglon
6 years olé 30 yrs. | 6 years old 30 yrs. |Destroy fa les
L R - PR whan no longer ne <
Nonrecord coples NPSRCS 2.2 Destroy after J{ years. Destroy af!crj years. Destroy afterj years.
Are ° * r oot 9oy & NREALE ~Dvd D, P faon_2 yoase n......'. afsasd e n.4.....'. ates—2 veares
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LeCaTION
wAS0, PL ANING & TRARNG CENTERS accions PARKS AND GTHER FIELO LINTS
coo DEICEIP T110M OF ua TN RRRIY T T Fanc CT T T eame | T
¢ uatedia swoutww mstaucrions | D T sirenriem weiteuc rous oo o SHPONTINN M1 00C Tiut
‘.
ANy Ing-Associat-lons—{instudes

I

ry, Mistorical and Museum

Mote: Record sets vsually malats

Enecutive Secretary of the Assoclation.
The following applles to correspondence
filed by NPS.

Establish case flles as follows:
8. Policy and Procedures

Charter and bylaws

Annual Reports of Cooperating
Assoclations to WPS

Rout ine correspondence

\\N

Destroy ) years after
expliration of charter.

Oestroy ) years after

wsacs /s /
KT 1+

TR0 [
Tranetor #o ERICC

uhen ¢ ynw o/

am(.,wa#

NPSRCS 2.2 Destroy 15 years after troy ) years after
explration of charter. enplr f charter.
NPSRCS 2.2 Destroy 1S years after Destroy 3 years after
explration of charter. enpiration of charter.
-GRE—6+5h Sestrey—afrer—yeeres Sestroy-ofter—3-yoers-
WPSRCS 2.2 Bestroy after ) years. Sastrey after 3 years.
WPSRCS 2.2 Oestroy afier B years.

wﬂ#\m%g%

x: ion of charter.

Destroy after years.

Sestroy after3 vyeers. Sestroy after3 yeers.
7 ﬁﬁ‘ ;"{; iﬁ""* Hhovide af/ﬁﬂynn

oy




RECORDS MANAGEMENT WIDEL INE

FuLE

CODE OESCRIP 110N OF MATERIAL

copler,
services, in

hone, Telegraph, and radio
lons amd regulations

a. Policy, grocedures, re

b. Other. {(includes operating records
such as machine copies of incoming
and outgoing messages, message
registers, service logs tong~
distance telephone report summarles,
etc. Separate guides and file
folders should be established for
the various types of material:).

TE: Retentlon periods vary for the
different materials. See
Indicated schedules for specific
instructions.

AS2 Fund Ralsing and other Civic Came-" ng

TE: Correspondenc- e:

dcdlfc

payroll
§ resulting from employee

NPS-19

ions, etc.

WPS RECORDS DISPOSI TION SCHEDUL E

o ... - vl e e e APPENDIX B . Page 1
LOCATION
o WASD, PLANMING & TRANNNG CENTERS (11~ 1} T ’ n}n AND OTNER FIELD VNTY
m DI ONTION et T BUC 10N ranc SIP 01 1300 2003 § RUC To0ns § amc QPSRN TINN WS TEUC Tius
MIPOUTION MIPOUTION _
L s . —

WPSRCS 2.2 Destroy after 6 years Destroy after 6 years
or when no lonyer or when no longer
needed for reference needed for reference

-

GRS Il.\\.\ Destroy (See note) Destroy (See note)

or N -

GRS 12.4 ter (lose of Destroy after close of
fiscal - ich fiscal ysar In wtich
audited. audited.

// i
///' ~—
’,/’ ~
</
NPSRCS 2.2 Desiroy after 2 years Destroy after 2 years

Destroy after 6 year
or whea ae lgeper ‘
ne.‘,,hr reference

-

Destroy {See note)
Destroy after clcse of

fiscal year In whict
audilec.

Destroy er 2 years



and file folders may be established
for different agencies).

LI

a. Record copy (at level of crigir)

#. Nonrecord copies

NPSRCS 1.1

MPSRCS 2.2

Transfer to FARC when
6 years old

Destroy when superseded
revoked,or when no

lnngn r needed

30 yrs.

mﬁ

nsfer to FARC when
6 yea

bestroy when superseded,
revoked,or when no

longer needed,

To NARS
30 yrs.

\

RECOPDS MANAGEMENT GUIDELINE  NPS-19 NPS RECORDS DISPOSITION SCHEDULE APPENDIX 8 Page 8
LOCATION
R, - - - N .
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
FILE DlsEOSITION —_— R — e e -
CODE DESCRIPTION OF MATERIAL DISPOSITION INSTRUCTIONS DI:PAO";HON DISPOSITION INSTRUCTIONS ms:c:‘;:nou DISPOMTION INITRUCTIONS
ASh Inspections, Agpraisals, Investigations,
Studies, Task Forces and Surveys
415* t‘.ﬁrgr essiomrat ._‘
19 €
23 {washington Cffice
z5 Regionzl Office
27 |Field offices .‘\j
31 [JOther Agencies ~“~‘-_-~‘~“"“~—-—_F_‘__~__4
a. Record copy (at level of origit) NPSRCS 1.1 Transfer to FARC when To NARS h;:;;:?;:-?;—FKit-W“€"~— RS | Provide copy to Region
6 years old. 30 yrs. | 6 years old. 30 yrs. | Des les
after—6—years:
b. Nonrecord copies NPSRCS 2.2 Destroy after 2 vyears Destroy after_g years. Destroy after.s years.
ASE. lnstructions and Ordess
‘\\\“\\15~\~Secretary's Orders
19 tary's Office Memoranda
21 NPS Per Guidelines
23 NPS Special Dirérttives
27 NPS Staff Directives
E} WASO Memoranda
35 Field Directorate Memoranda
39 Field Offices' Instructional Memoranda \\\\~\\“~\\\\~\~<
b1 Jother Federal Agencies (Separate guides

Provide copy to Region
Destroy Park files
when noncurrent.

seded, r

troy when super-

or when

dad

no-_longer n
=)

iNTY

eas32-17
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LOCATION
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
47 WS o L | -
cove DESCRIPTION OF MATERIAL DISPOSITION INSTRUCTIONS m:r‘o"s(l:nou DISPOSITION INSTRUCTIONS ons:t;;;on DISPOSITION 1NSTRUC TIONS
ASH Instructions and Orders {rnnr ,'\
\‘03‘ for copies of above NPSRCS 2.2 Destroy after 3 months Destroy after 3 months Destroy after 3 months.
NOTE: The Washington malntains
the record set of its issu
and the field offices malntain
the records sets of their own
issuances. All other copies
of issuances are disposable
(See A7219 for material relating \
to Directives Management). \
As8 Interments ——
(Including Gravesite Reservations) NPSRCS 2.2 Destroy after 6 years Destroy after 6 years € Destroy upon
discont inuanc
$anllls
aet-Hty
A60 AVlslts NPSRCS 2.2 Destroy after @ years Destroy after | year Destroy after ! year
19 Jof Government Personnel
21 0f Foreign Persons
A62 o5t ,-found and stolen-articles NRSRCS 2.2 Destrey—after2 Pestroy-aftes

2
—years

n. o £4 2
vestroy—earter—zI—-years

INT: aa32-77
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o e R e — e - . ——— ——— e ~——

[_ | . Locavmw
WASO, PLANNING & TRANUNG CENTERS ALGIOnS ] PARNY ANO OTHER FIELO UMITSE
::)Lolc OESCRIP TIOM OF MATVERIAL UCRRETY — T T T T Teame ‘+_‘ T T - T
ha swoston mstaucons | ool L] sireuten insraucTsns ."::::m. SHIOBTINN 15T BUC 11001
o
15 Directories b} '
19 | Goals/0bjec {Long Tera Manigement Ld
Pian) ot
23 | Management Pollcles Statements)s
27 ] Organizational Charts/Role ction .
Statements
3s Standardsa
37 | manag t lmpro nt Projects
8. Record copy (at level of origin) NPSACS 1.1 \ Tragfer to FARC when 6 | To NARS | Tranfer to FARC when 6| To NARS | Provide copy to Region
¥ s old 30 yrs. | years old 30 yrs. | Oestroy when no longer
= needed.
b. Noarecord coples GRS 16.13 ~~—— Destroy when supersedeq Destroy when super-
or obsolete ~~ ] or cbsolate seded or obsolete
AbS nuals, Mandbooks (Government)
{(Includes Clirculars,Bulleting and Letters) ~ .
15 epartmental Manual and other issuances NPSACS 2.2 Oestroy when superseded Pcnroy upersdded Destroy when supersedal
revoked, or when no revoked, or whe o revoked, or when no
longer needed for longer needed for longer reeded for
reference teference \ refergnce
7 PS Manuals, and other NPS Issuances to NPSRCS 2.2 Oestroy when no longer] Sestroy when no longer
- PH and FPMA [ [ — —--J-A.““-‘OO scolorense e |
] ther Federal agencles (OMB, GS!.O“-Q!C‘ hupsacs 2.2 Destroy when chsolete Qasgroy when obsolete Uesiroy when obso
re—for 4 of_ab £-3.2 Destion_afLtesr -2 aanthe-
que or—eopies 3- ¥ 4 T
* o) ';'! . .
" 4
.dl 3 v
"ﬁ C b
S 3
LRSS 3o
a 44 T
Wk
} X “t y
L




RECORDS MANAGEMENT GUIDEL INE NPS-19 NP RECORDS DISPOUTION SCHEDUL & APPENDIX B Page 11
D ) LOCATION
- - - - i _— T R
WASO, PLANNING & TRANNNG CENTERS REGIONS PARKLS AND OTHER FIELD WeNTS
o SRR b T me | ~
cooe OESCRIP 110w OF maTERIAL v DIIPONTION N3 T RUCTIONS yanc SISO LTI 1908 T RUC VIBNS Fanc BTOUC 100us
DISPO M VION SIPOU 10N
T
ry
.t v
Winn and Blnding !k“{‘ -
a4 - " S
-
Establish case-Ljles »s folioms: '
Policy corres Q NPSRCS 1.2 Transfer to FARC when | Destroy | Transfer to FARC when | Pestroy nenrq:,"nor ) years
6 years old 15 yrs. | 6 years old 15 yrs. N .
e vty
b. Correspondence Inirg to admin- GRS 1).2 Destroy after 2 years Destroy after 2 years lks(;;; afger 2 yesrs
istration and purchas ipment el v,//
and operation of duplicating ]
with related papers. -7
c. Printing procurement unit coples of GRS 3.7a Destroy 3 years after _| pestroy ) years after Destroy ) years after
requisitions on the Public Printer, letion cr cancet~ - 7] comgletion or cancel- completion or cancel-
lovolces, specifications, and lation 1 . lation of requisition latlon of requisition
related papers.
d. Requislitions or orders for non- GRS 3.8 Doﬂ‘r;y— when | year L\\ Destroy when t yepar Destroy when 1 year
personal services, such as dup- ~- " old o old
licating, binding, and related e
services (excluding accountable -
offices records) \
e. Cuplicating unit coples of all NPSRCS 2.2

publications, posters, charts,
directivés, requlatlons, booklets,

hes- lores+—press—rel o4&

Destroy when | year ol1

Nestroy when | year ol+

26045
P ¥ e oo Fe+0d

-
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- RECORDS MANAGEMENT GUIDLLINE wPS-V9 . 7 o o APPENDIX B Page 12
LOCATION
L i . . e e =20
FILE o WASO, PLANMING & TRAWNNG CENTERS RECIONS PARKS AND OTHER FIELD LINTS
4 " —— RSt bt e ———— - o
coot DESCRIP 1108 OF MATERIAL S RERPY [ ranc ™
DIPOITION 1931 8UC TIONS o1POuTION| DIFOMTION MISTEUC Ions PO TION SIPESTB 95T RUC TIONS
—_—  _Ae8 ] ) 5
j’:-‘i rv—‘v
istery pertaining to GRS 3.4 Destroy 1 year after Destroy ! year after Desp# yoar after
work orders. «lose of fiscal year close of fical year clo., ¢ $ year
g. Records relating to In al GRS 13.7 Destroy after 2 years Destroy after 2 years Destroy after 2 years‘
management and operation c .
NOTE: Duplicating unit copies are
useful only for purposes of
internal operation, largely
in connection with related
requisitions or orders.
A70 Mational Priorities ]
1§ |Civil Defense Program
19 ]Area Use (Mational Defense) : \
bl Conservation (Energy and Water, etc.) -
-
Establish case files as follows® -
a. MRecord copy (at level of erigin) 1!’?5![5 [N Transfer 10 FARC when {To NARS |[Transfer to FARC whe Jo MARS [Provide copy to Realon
. J6 years old 30 yrs. {6 years old 3 5.
Vmpies INPSRCS 2.2 HOesNoy when no longer estroy when no longer Destroy when onger
led for reference ded for reference ied for srefess
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RECORDS MANAGEMENT GUIDEL INE NPS-19 NPS l!mlgs_oo_w_osinou SCHNEDUL & - APPENDIX B Page |1}
T B i __ Locariom o
WASO, PLANNING & TRADNNG CENTER agcions PARES AN OTHER F02LD WaTS
::)‘o!c DESCRIPT W‘m T T sanc _ )
1P TI0M OF WA TERIAL
onpouTIon msTRUCTIONS [ oo o] 0P T0n wiTaucTIons e POUTION SIPHWTING MILTOUC T1OnS
L
a2 |InFormaten K-eSourcer ﬁ/tm/r.., Y
[}
Establish case files as fo)lows:
a. Policy correspondence Transfer to FARC when | Destroy] Transfer to FARC when | Destroy |Provide record copy to
6 years old 15 yrs.| 6 years old 15 yrs. |Reglon. Bestroy Park
flles afger 15 years. ‘
15 Automatic Data Processing
Establish case files as required for: P
Pollicy, Procedures, Standards, ADP NPSRCS 1.2 Transfer to FARC when | Destroy| Transfer to RARC when | Destroy vid 0 :
Enecutlive board, Digltization of 6 years ol¢ 15 yrs. | 6 years old 15 yrs. ne ¢ec ’Y * “
Data; Computer Software Development
MOTE: See GRS 20 for specific disposal
Instructions.
++—f pondancetHonagement UPEACE v Leansber—o-EAR—whon—t-Dostroy| Lransler—so—FARC whon—| Dostroy{ Reovidecopy—to :.:_..__‘
£ 3 LE rys & -vaszs aold AR _urse Desteow
¥ Maint o v >y
when obsolete
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RECORDS -MANAGEMENT GUIDELINE  ®WPS-19 WP RECORDS DISPOSITION SCHEDUL E i APPENDIR 8 Page 14 3
) ) LoCATION !
[ WALD, PLANMING & TRABNNG CENTERS REGNNS PARES A0 OTNEA FIELD ayS T
o ESCRIPY WeRRLEY - vame | ol
(< _ 4 [ 0N OF ATERIAL S0P O TI0N 103 ¥ BC 11083 erarion 00100971000 31 UC 10N .":::“ .
* ) l ’ I
19 < es Management Iv'..
Establist case flles as follows™
a. Record copy NPSR T2 —————J Iransfer 1o FARC when Destroy | Transfer to FARC when Destroy 1‘
{Includes correspondgnca and studies 6 years o3~ - .______ 115 yrs. | 6 years old 15 yrs.
erning the Issuance systea at at) Tl —— i
R o D T
~ -—f Destroy when otsolete | ————-| Sostroy when ocbsolete | — - | estroy when chbsolete
21 MW)F NPSACS 1.2 Transfer to FARC when | Destroy 1;"‘%4‘ F iM* ) P *
6 years old 1€ yrs. m' L 0 |‘* 0“‘ W
*" L on
23 I . 3 q
s 6219)
Establish case Flles as follows:
a. Policy correspondence w 1.2 Transfer to FARC when | Oestroy | Destroy after 6 years Destroy after 6 years
6 years oid 15 yrs. L— -
. Mumarical Flle /
(one copy of each local form should WPSRCS 1.2 ansfer to FARC when |[Destcoy-{Transfer to FARL when | Destroy
be flled here) 6y yrs. | 6 yoars old 1S yrs.
L. Functional Flle GRS 16. & Dese Destrey when related Destroy when related

" NOTE-

F‘OH :

—1

The numerical and functTonal

Wuln only those

developed at each local leve#

INSERT UNDER A7221

/

superseded or canc

Consult General Records Schedules

14,16 and 14.25 establigh files

accordingly and follow gutherised

v,

form Is disconliqued,

fore s discont inued,
supafeadpd or canceled

form s discontinued,
superseded or canceled
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B .. . tecewew
WE o " »43“3‘ PLANNING & TRAIMING CENTERS L _meeowsy | ranns anb oTnen freLo vty
[T DESCRIP 110N OF MATERIAL A m.'v Fanc s anc
DISPOLITION INST RUL TIOMS 01POTION] PHIFOMTION 1l ) AUC TI0NS 103 180M SIPENTION B3TRUC T1ONS
A2
25 il Management !

Establish file as follows:

a. Policy cor dence NPSRCS 1.2 Transfer to FARC when | Destroy| Destroy when no longer Destroy when no longer
6 years old 15 yrs. | needed for reference nco‘.::r/uktence .

b. Posta) Forms and related pa . GRS 12.5 Destroy after | year Destroy after | year - 8fstroy after 1 vear

(Consists of return receipts for .
certified, insured and registered o
mail, recelpts fur incoming reglisterd //
mail, etc.)
P'/
c. Mail control records and supporting GRS 12.¢€ Destroy after 1 year Destruy after | year
and related papers. (iIncludes
register of money received In the i
mal) room, workload or production /
reports, etc.) / \

d. Palling and Distribution lists W 2.2 Review annually ard Rev apnrually and Review annually and
destroy ubsolete destroy destroy obsolete
materials saterials materials

/ -
e. Changes of a s (initial) not- MPSRCS 2.2 Review annually and fReview annually and - Review annually and

rior to formal directory

destroy obsolete
materfals

destroy obsolete
materlals

desjroy obsolete
materlials
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T LOCATION )
- —— e — —— o
WASO, PLANNING & TRANING CENTERS SEGONS T PARKS AMD OTHER FIZLD UNTS
A usasLey T " Ceane N T
cooe OEICRIP 110K OF MATERIAL ISP OLITI0M 1N T RUC 140N oisroston] BIPOUTIEN it RUC TiaNS .""::fm‘ SHPOUTINN MISTAUC T I0wS
NPSRCS 1.2 Transfer to FARC when Destroy | Destroy when no longer Destroy whes no longe
6 years old 15 yrs. | needed for reference needed 'or’rahrence
FRC Records Transmittal NPSRCS 2.1 Retain Retain Retaln
bists ) SF 134% ¢ 135A.
. Records lnventory, foem 10-27, NPSR } Retdin Retain Retain
Records Scheduling and Disposition -
Infcrmation Card. -
d. Loans NPSRCS 2.2 Destroy a 6 yeary {- - ODestroy after 6 years Destroy after 6 years
g
e. Authorizations for access to GRS 18.7 Destroy 2 yedrs after Destroy 2 years after Destroy 2 years after

29

classified material.
Reports Management

stablish case files as follows.
a. Policy correspondence

Report comrol'ill.-«. Case files

mantained for each report created,
—concelled oc supecseded

|~
WPSRCS 1.2

GRS 16.8

aytherlzation expires

Transfer 10 FARC when
6 years old

Destroy 2 years after
report iIs discontinued

Destroy
15 yrs.

authorization expires

Destroy when no longer
npeded for reference

Destroy 2 yesrs after
repgrt Is discontinued

authorization expires

Destroy when no longyer
peeded for reference

Destroy

report iy disc
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— I, . LTI - ol ——
LOCATION
r WASO, PLANNING & TRAINING CENTERS BEGONS PARKS AND OTHES FIELD WONTS
FiLE omwpu b — - - - - g - - — -———— - $--
coot OESCRIP TION OF MATERIAL A Y SITIOM 1431 UC T ranc ranc
owvo ™ IS FRUC TIONS DISPO U TION OISPOM Ti0m s T BUC Vi3 PO 0N SOAPON VIR ST BUC TIONS
—ayr—] £ s
Con R .
2y L2231 A, dy — - -
(Emergency operating records vital to the —
essential functions of the Federal
Government for the duratlion of an
emergency if the country Is attacked.)
Establish case files as follows:
a. Policy correspondence NPSRCS 1.1} Transler to FARC when | To NARS | Destrov ~* no longer Destroy when no longer
6 years old JO yrs. | ~~ ed for reference needed for reference
b. Correspondence perioining to Admin- NPSRCS 2.2 Oestroy when no lo- Destroy when no longer Destroy when no longer
istration and operation of system needed for erence needed for reference needed for reference
i3] {crographics
stablish case files as follows.
. Pollcy correspondence NPSACS 1.2 Transfer to FARC when Destroy Destroy after ¢ years Oestroy after ¢ vears
6 years old 15 yrs.
At om_at & . _ aumrare 2 a Boacn.. afomm £ commma L e i Becnman allone L vonca Nactrnw afsaer £ vanca

35 “rd Processing MPSRCS 2.2 Destroy after § vears m’ #‘,ﬁ" m‘y a%‘ ‘/QIJ
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- LOCATION
L .- e A el — [,

hE WASO, PLANNING § TRAINING CENTERS NEGIONS PARKS 0D OTRER FIELD U TS

L 10N - —- - .- - - - — e ——— - pr—r—— ~prove
[ 1§ OESCRIP TIDN OF NATERIAL mm'v sanc Pon

PO TION Ins t BUC TIONS PILPO M 110w 03P M 10D s T BUC TS PO V0N wgﬂﬂuwc TOM
™
Al el
'

N Informat ion Systems

tal improvements (Fixed Assets)

b. Cultura esources Studles

c. lands (WASO)
(1)  Management
{(2) #apping

formation System

d. Natural Resources
e. Natura) Science Research
f. Sociological and €conomic Studies

9. Jechnical Information Center (DSC)

TincTudTng planning, deslign and
construction Cocuments)

(’ brief description of the above
categories Follows)

(1) Ceneral Managenent Plans

(2) Speciflications

(3) Development, Preliminary
Construction and "'As Constructed"
Orawings

(4) Topographic Drawings

(5) Boundary Surveys

(6) Aerial resource photography

(Information Is retalned
t level where the
system exists. Disposi-
tion of data is
ficcomplished under
pppropriate file code
r.lasﬂficdlion )

he Denver Service Cent
s '"0ffice of Record”
all planning, design
struction docu-
riglinal records

R 2 Y
ey
Disposition Schedul
NCI-79-79-1. *

Release No. 1

Cam
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Paper o Man. + lecoat-~)
v ¥ Ad v

A723] WPS Informativn Systems 4

The title "NPS Informat lom Sysgems'’ has been establisted to identify types of information presently baing collected and has been sepay,
spechflc categories as follows:

Capital Improvements {Fixed Assetls) comprising an lnventory of all buildings in NPS system, the cost and depreclation ¢

projects (in-houge or -
nlty. (A723S b.d...l.) .

Cultura) Resourcey, Natural Resources. Matural Sclence Research, Sociological and Ecanomic studies include rese

by contract), theme studles, publications and these written by NFS Sclentists and others of the acadeaic

tands (WASO)

(1) The tand Management Information System reflects the status of the entire land acquisl program, i.e. legal descriptions >f tracts,
appraisal of land and improvements; acquisitlion by purchase, condemnation, donatj or land exchage; title Information regoriations,
etc. (A2237¢ (1) -

(2) Land maps are on microfilm In WASO. A7237c(2)

Yhe Technical Infurmation Center at the Denver Service Center en
Service.

asses the entire planning, deslgn and construction program of the

S are coordinated through the Superintendest of the area, the Region, DSC and WASO
Imed by 0SC.

(1)  General management plans with supporting doc
and all final documents are printed and mi

(2) Specifications are flled with cont files. However, a separate Specification filte Is retalned by BSC for research purposes.

()) Development and prelisinaryanstruction drawlngs and "As (onstructed Drawings are micrafliiged. At the cancluslon of the project
all unnecessary drawl are destroyed but '"As Constructed” drawings are retained as lo., a: facility stands.

Topographic d ngs are rctained at DSC i%

¢
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LOCATION
WASO, PLANNING & TRAINMNG CENTERS L {~ ]9 PARKS AND OTHER FIELD UMITH
¢oo: , vyt T vanc T AT
coot OESCAIPTION OF watEmat o1rouIon msTeuCIIoms | R ] ei1P0u ko et T BUC TioNS ',':;:“ SIIPOBTING M TRUC T10uS
ection | dcansfex 1o FARC when | Destroy ! Iransfer to FARC when | De<tiroy |
6 years old 1€ yrs. | 6 years old 15 yrs. | Destroy Park flles
when no loager needed
for reference
—
15 IHealih an fety (Includes inspections T~ — .
by Safety OFFiT Documented Safety o~ N
Pragrams, Search an scue, Scuba h
Divirg.) .
19 JSafety Committees, Meetings, Recom- T e
mendations, elc., and related corres- I .
pondence
a. Record copy NPSRCS 1.2 Transfer to FARC when | Destroy | Transfer to FARC when | Destroy | Provide copy to Region
1€ yrs. | 6 years old 1¢ yrs. | Destroy Park files

e e e o S

when no longer needed
for reference

Fh. Nonrecord copies NPSRCS 2.2 Destroy aher-? years \ Destroy after 5 years Destroy 0'"!3 years

23 fJAccidents, Injuries, Deaths

a. Policy and instructional corres« NRSRCS 1.2 Transfar to FARC when | Destsoy }-lcansfer t whea | Destray | Provide copy to Regian
pondence 6 years old 15 yrs. ] 6 years old 15 yrs. | Destroy Park flles
e, when no longer needed
e ——— \ for reference
b. Major visitor sccidents (resulting NPSACS 1.9 Teans o ltrfm To WARS | Transfer to FARC when To NARS
in death ur tort «laim) =T € years old 3¢ yrs. | 6 years old 30 yrs.

I T __,—1 R

stroy after 2 vears steoyafter 2 vears
HORSACS 23— Loy ¥ ¥ ¥
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LOCATION
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
FILE m&;awlyu e e e D
CODE DESCRIP TION OF MATERIAL A 1Ty FARC FARC
DISPOSITION INSTRUCTIONS o1sPOSITION|  DISPOSITION INSTRUCTIONS OISPOSITION DISPOSITION INSTRUC TIONS
A?L Protectlon ‘,L‘.“" 1‘
\\\\\\ 23 ld. Accidents resulting in Government GRS 10.5 Destroy 6 years after Destroy 6 years after Destroy 6 years after
\ - property damage case is closed case Iis closed case s closed ‘
e. Emp e accidents (File alpha- GRS 1.21 Destroy 6 yrs. after Destroy 6 yrs. after Destroy 6 yrs. after
betically last paper on employee last paper on employee last paper on employee
27 Floods, Storms, Droughtss
a. Major catastrophes {causing pe NPSRCS 1.1 Transfer to FARC when To NARS | Transfer to FARC when To NARS | Provide copy to Reglon
manent damage to historic or 6 years old 30 yrs. | 6 years old 30 yrs. | Destroy Park file when
natural sites) no longer needed for
reference
b. Minor catastrophes NPSRCS 2.2 troy after 2 years Destroy after 2 years Destroy after 2 years
31 |Bullding Fires
a. Major fires (causing permanent NPSRCS 1.t Transfer to FARC when Jo NARS | Transfer to FARC when To NARS | Provide copy to Reglon
damage to historic or natural sites) 6 years old NEB\Vi§<~ 6 years old 30 yrs. | Destroy Park files
when no longer needed
for reference
b. Minor fires--visitor property NPSRCS 2.2 Destroy after 2 years Destroy after Destroy after 2 years
(house-trailers, cars, boats, etc.)
n Vandallsm,&*"a"'\l Set.w.“f NPSRCS 2.2 Destroy after 2 years Destroy after 2 years \ estroy after 2 years.
37 [|Tort Claims NPSRCS 1.1 Transfer to FARC when | To NARS | Transfer to FARC when | To NARS | Provide to Reglion
6 years old 30 yrs. | 6 years old 30 yrs. | Destroy Park s

when no longer nee:
for refere

INT aasz-7
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NPS RECORDS DISPOSITION SCHEDUL E

FILE
CODE

DESCRIPTION OF MATERIAL

20Taaa

N
A

WASO, PLANNING & TRAINING

DISPOSITION INSTRUCTIONS

CENTERS

DISPOSITION

APPENDIX B Page 22
LOCATION
7 rectows PARKS AND OTHER FIELD UNITS
DISPOSITION INSTRUCTIONS D.;:;gnu DISPOSITION INSTRUC TIONS

bool Facilities

Transfer—to-FARC when

Dest £oy

Transforto-FARC when

Destroy

Provide copy to Region

ABO

15
27

31

Space for Adminis

Alterations, Maintenance,

Office and Storage Space

space

Improvement

iEstabllsh case files as follows:

a. Correspondence re: locztion, moving,
consolidation, or abolition of area
and regional offices.

b. Allocation, utilization, release of

arking Space (Includes allocation,
tilization, release of space)

NPSRCS 1.2

NPSRCS 1.2

GRS 11.2a

GRS 11.2a

6 years old

Transfer to FARC when
6 years old

Destroy after 2 years

Transfer to FARC when
6 years old

Pestroy 2 yrs. after
terminatior of assign-
ment, or when lesse is
canceled, or when plans

are superseded or
obsolete.

15 yrs.

Destroy
15 yrs.

15y

6 years old

Transfer to FARC when
6 years old

Destroy after 2 years

Transfer to FARC when
6 years old

Destroy 2 yrs. after
termination of assign-
ment, or when lease is
canceled, or when plans
are superseded or
obsolete

15 yrs.

Destroy
15 yrs.

Destroy
15 yrs.

T

Destroy Park files
when no longer needed
for reference

Provide copy to Reglon
Destroy Park files
after 3 years

Destroy after 2 years

Provide copy to Region
Destroy Park flles
after 15 years

Destroy 2 yrs. after
termination of assign-
ne r when lease is
canceled, en plars
are superseded orf
obsalete

tNT aa82.-77
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LOCATION
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
DI AEAPY R e
cooe DESCRIPTION OF MATERIAL DISPOSITION INSTRUCTIONS msr:)sfnou DISPOSITION INSTRUCTIONS ms::;fnn DISPOSITION INSTRUC TIONS
AB2 Special Events
5 lcatlions, Anniversaries,-Similar S 1.1 Iransfer to FARC when {To MARS [Transfer to FARC when . |To NARS |
Observances 6 years old 30 yrs. |6 years old, if not 30 yrs. [Destroy Park Files
duplicated in WASO after 6 years
19 Conventions, Tours, Group Visitations,
Public Gatherings NPSRCS 2.2 Destroy after §%years Destroy after §3years Destroy after §3years
23 [Religious Services NPSRCS 2.2 Destroy after §lyears Destroy after $3years estroy after $3years
27 [Expositions NPSRCS 2.2 Destroy after §tyears Destroy after $%ears estroy after §3years
31 Display of Flag NPSRCS 2.2 Destroy after §Zyears Destroy after pIyears Destroy after 3years
ABY Speeches
19 Washinaton Dfflce Lirectorate
——t ] -4 +&8- a-te-
23 e
a. Record copy kNPSRCS 1.1 Vransfer— [To NARS [Transfer teo FARC when To NARS Review annually and
6 years old 30 yrs ] 30 yrs. Hestroy when obsolete,
shanad.
ge
. yA
b. Nonrecord copies INPSRCS 2.2 Destroy after ﬂ years Pestroy after x years Pestroy after/ years
ARR 235 rtation-Studiac
<ARS——Hranspertation—Studie
15 |Visitor Use W ransfer to FARC when beslroy Pestroy after 6 years Pestroy after 6 year'
yea 15 yrs.
17 FNe\J'Systems PJPSRCS 1.2 fransfer to FARC when Pestroy Pestroy after 6 years L\JW
Years old LS —yrs
INT - 449277
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: o _ LecaTion i
F WASO, PLANNING 8 TRANSNG CENTERS {1
conn DESCRIP 110w OF easrey I vanc |
Coet " Or naTRMIAL swoution wsteucrions |l ] sureuries weraucTious ronvion
s | PSP Sept L..;l...: concassion and
spec peraits) o -i;: T
. - T v
15 JColiecting (Archeo :!.'qhonlolo-
glical, etc.) «
27 Motion Picture Filalng
29 Public Gatherings
31 JRecreation Uses (i.e., backcountry,
boating, camping, wilderness, etc.) .
a. Approved Permins Jursacs 1.2 Transfe FARC when benroy estroy | year after estroy | year after !
6 years old 15 yrs. |explration of persit xpiration of permit
b. Unsuccessful Permits rPSICS 2.2 estroy after 1 year st rey after | yoar estroy afger | year .
.,:.
t
A9 Delegations of Authority LPSRCS 2.2 estroy 5 years after estroy § vears after stroy § years after
xpirat ion xpirat lon
A98 Conservation and Preservation of Are-s #GPSICS 1.1 ransfer to FARC when Provide copy to
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RECGRDS MAMAGENENT GUIDELINE NPS"?_ . o _ TS RRLORD Dlara AT . o
LOCATION
L. - . . RS ch -
WASO, PLANNING & TRABUNG CENTERS BEGIONS PARKS AND STNER FIELD WINTS
FuLE ORBMEPY b T T e —-- —-
coot OESCRIP TION OF mATEMIAL v DIPOLITION 1S T BUC T10MY u",:::‘“ SISPO 1100 95T BUC 1I0NS ."".‘::“ SPONTIIBE WMITRUC TONS
€ - CONCESSIONS r .
=t+——frconsdetionyr—tepacity-end-Fype—————4-HPSRES—P 2 fevtroyrwirer—t—yewry Sevrvoy wirer—yeury :“--wmﬂ_
£48— Jadvessiciag PGS~ Sestroy-wfrer——years Sestroy-wfrert—yvers #u—.'-'h'r-'—v-r’—'
€26 Reports (and related correspondence) gee Appendix 1, See Appendix 1, See Appendix 1,
15 |nontniy Frhis schedule this schedule this schedule
17 Quarterly
15 Semi-Annual
2t JAnrual
2) |Sitvaticon
NRSALS 33 D. S450y Y TP 3 lca n...,..' afsesr-Sesuice
m\—— audit or when & years audit or when § years audit or when N years
old. Whichever is old. Whichever s old. Whichever Is
earlier. rller. earller. Jo.
c32 Yump Jum Fung Ton &5 5.6 ey vroy 2 1 after|Loe (Ko b 2 g affer Destray A g aFter €
3 oncessloners' Organizatlons, Meetings, of Fi C/as, A ’{F#
Recommendat lont and relaled corres- F ,
| ®
—oh—vrigin)——J UBSRCE-1 3. | lrancles  to-EARC whon —1-Destray- M-ﬁ”m Provide copy to Reglon
6 years old 15 yrs. | 6 yoars old M
MESRLS. 2.2
needed for reference. negdad for reflerence. needed for reference.
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RECORDS MANAGEMWENT GUIDELINE  WPS-19 NP RECORDS DISPOMTION SCHEDULE L APPENDIX B Page 2F
- LOCATION
S e —_—-
walo, nmumc! TRanwng uuun REGIONY PARKS AND OVNEAR FIELD UMITS
rue , weakper 5 N
cone DESCRIPTION OF wa TERIAL DIPONTION 3T RUCTIONS S1SPOLTION| ONIPON TGN LI AUC TIou ..,:‘"»" SHPORITION BITOUC TIONS
) 4
c38 Concessions \dministration (‘"(ucs m"‘.&.‘d a.c“rk ﬁ;
Applications NESALS2 oD seoy—als S—ypoas Dostroy—oltord-yoors Sertray-alger—d—yesss
L JProspeactus Ulmmmm%whumy when a0 longer { .- . — .| Desteoy when no-langes |— .. | Dectroy whan: ae longer
part of Contract flle). ALl other CAERtTd—for—efarence | needed for reference needed for veference ‘
correspondence consldered as work papers.
-———lﬂ—m“&;rm7 Y TITY Y Y VOLIEIN SO e Sebtroy—alror—b-yoares Sevieoy—slitertyest——un

. v>ZInge /

723 [€ontracts and Permits (Case files NPSRCS 2.2 Destroy 6 years after Destroy 6 years after Destroy 6 years after
malntained at all levels on individual expiration of permit or] expiration of permit od expiration of permit
concesslon contracts and permits contract if not renewed contract or contract
containing land & space assignment, Opcn-
st TRt Wespes  [Tionslar to CACS |eckrog QShayq when np | Destray when ho

C 4o p.scema Ihieret (FY ¢ Yrsoid |ISYrs'| » neaied |°mkm ne-eded

ch2 tmployment and Labor . ek enrence [ MQ”CC

LMLI 2. e £ —- “.‘.‘; e e:‘:...'. :v e >y oy {za: . & y ‘:'w "o 4 >
6 years old 15 yrs. nw needed
—tore-fies—tincludtes L wPshes 2-2—————F Gestroy afrer-6 years; L ————-{ Sestroy wfter 3 years '

memos, reports, and related papers \ or | years after termi-
concerning complaints and Investi- f concesslon
gatlons, reports on labor conditions, contract, L\

etc.) earller.
ttigetion i3 threatened or—— § —— . Destroy 6 years afser— Sestroy-3-yosrs - — Destroy 3 yesrs after
pending, retain until litigation case 13 resolved cqpe 19 vesoived ca lved
ot ll' salad A i »

‘ A De str, (
/ S/QhJarJ Lah7uq1e M/-l? ’Wl.‘{z-y’f; a[rjbf;j Q’ﬁl ;‘3\‘: .‘:;R weed 1‘ “‘f;h "
Desproy when 4a /a’a

A4 FEAR r
A5  Franchuse ﬁ“ /@y m'g.hé;r jl 15 ¢m¢d reeded for refeence

IPJ&S aﬁ. D estroy Wh en Dah«l when a0
o [ Trans{e 7 X3 Deshe no langex lonade needed
L7 Commercial Use License e ezm L S8 Nl S,oj e

g eaence
' 1 ‘#Tr

(51 od we

[ "l
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LOCATION

WASD, PLANNING & TRAWNNG CENTERS L -1

Looe OESCRIP 100N OF MATEMAL TRRRLY I T TR

" ranc

IPOUTION 1M TRUC 110N sipouton] PIPOUTION MTAUCTIRN T

(73 Merchand s ing MPSRCS 2.2 Destroy after 2 years Destroy sfter 2 ysars

4

so Rates NPSRCS 2.2 Destroy S5 years after Destroy 3 vears after
rates are superseded rates are supersoded

£5L X axas L.Dasts ™ 2f2as L.',_.;.x n..n.n.'. after 6 VOALS

04 Saetd-is-te gl ¥ . AR Gwive: oA --everoy-b-yeorv-viter e
terminat lon of

“ Y
(Correspondence, re: development and usd

€62

1y

1

of bulldings and fFacilitles, concession
development plans, progress reports on
projects.)

con(e55|ths \{Mew Proyman

Om“l oral &K[mh‘¢

Contract pé’mu‘

HPSACS [ .2

vosxes
[ §

175

6 years old

Trawfea 4
whon b Y50

Terelet s FARC Whe)
L \xS. oid

Transfey +» FALC
When 6 YJ‘. old

r 2

JO yrs.

e
Wl

termination of faclll!T

"’f

W Dcx{m’ :j Ch

o Yﬁ.
Dgﬁw"do\ éYis

Des ll)ho\
| & Y old

faciliey

w*f" whra & YK€
old 1 v

Dest
o \4"‘

bt.?‘w-, when bvr!.

ol

Whepn ‘Yy‘.
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LOCATION

PABKS AMO OTNER FIELD W TS

19 71\4’9 Sum and Similar Programs

coot OESCAIF TI0M OF mATERIAL DIPONTION 143 T RUC T1ONS .“"‘::'“ SIIP 01 7o 3 TBUC Viees 43003110 SIPORTINY BT RUC 110w '
D - DEVELOPHENT AND MAINTEMANCE
* l‘ﬁ
Planning Program,including Genera! U )
Management Plans, (Master Plan:),
Development Concept Plans, Outlines for '
Planning Requirement,, Task Directives, +
Statements for Management, R‘fou'(“ D\qm
— Ralicy fuccespondance. MPSRCS 1.3 Is-anst tob ARl shonilo NARS L1f act dupllcated.ia HMW_
6 years ol 30 yrs. |WASO,.transfer to FARC yrs. [Destroy Park flles when
|when 6 years old. no longer needed for
ise destroy when reference
no jonger
raf o —_—
b. General Management Plane “.
Co,l{ [qu
(1)} Record copy hIPSICS 1.1 Transfer to FARC 6 year {To NARS ﬂ‘“&r "‘ FA‘C u”“‘? PrOVlJC
after completion 30 yrs. u'“ bYr‘."‘ 50 "’
(2} Monrecord (upies JNPS!CS 2.2 Destroy when no longer jDestroy when no longer estroy when no longer
needed for reference Inseded for reference eeded for referance
a ad A
years old 30 yrs. $0.transfar to FARC estroy Park flles when
6 yoass old. longer needed for
W Toy—ebe rence
15 [Development/Study Package Proposals and PSRCS 2.2 besuoy 6 years after estrey ‘v.on after estroy 6years after
Estimates (forms 10-238,239,250 and anpletion of project anpletion of froject ampletion of project .
10-802, and VWork Orders (Form 10-45%) !
17 [Line ttem Prograns PSRCS 2.2 estroy after 6 years s troy after (g years estroy after (o years
PSRCS 2.2 Pestroy after 6 years stroy after 3 years estroy after ) years


http:refer.nc
http:MPS.ICO.DS

NECORDS MANAGEMENT CUIDEL INE

nPS-19

HPS RECORDS DISPOY VION SCHEDUL &

,I_l_q.ﬂ []

LecCATEN
.-'“. nuunnl um cauveas L sd
e e -
cobe PESCEIP 1100 87 ua TEMAL L SIPOUTIONG W3 TAUCTIONS .:,’::,.. CHPOWTIN UPToUC GRS
T LEacilities and Handicap WPSACS U!’“lF W Des whea Ao
Factlities longer needed For Lﬂ\fer leed«‘-
Note For programming only. 1 e Cyclic ‘f!&f’"
Maintenance. etc Does not include
historic or archeological features
Le8a HI10L151
226 feports
15 [nomenty See Appendlx 1. See Appendix 1, See Appendix 1,
17 lauarterty ‘this schedule this schedule this schedule
19 Semi-Annual
24 Annual
23 Sltuation

e o 406 ot -

Lonroy when € years o

b.Pairsenance and Rd"””‘“‘/k’“-a.a Pestroy atter § years

'W+-&Ms—{ﬂ—-— hon-6 yeors - | —
0262). (Finance coples will te rctalned |6 years old 1S yre jold or no longer needed lold or no longer
to support Journal voucker ) for reference. inesded for reference.
i
tunnels; VS end—ranps) years old 0 yrs. . transfer to GABL |38 yrs. Pestroy Park files when
6 yoors old.Seher - ‘longcv needed for
a )
-y
n.,ro}ccf cons truchion WPILC 1 2 [rangfer 4o £MC 3{ Pl Bluside cop o
. L Wit ‘df o | ‘ é\ 1",\

ren roy af uf‘f'ycu s
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A I — . _MecatEm
e W WASD, PLANMNNIC & TRANNNG tuunl ] SEGIONS | _rasxs ano oTnee 2itL0 we T
cone DEICMIP T10M OF A TERIAL JO—, .:'.::'-l e o 100w s S Tiours “'...::“ st ouC v
mp——=03d- S dedbhoreding- [ Frensfer—to—FARE—vinn—tFo- St —mot—dupticored—tw—lfo-NAn9—
6 years old 30 yrs. JMASH, tramsfer to FARC |30 yrs. [Pems Park filas when
when 6 years old. no neaded for
Othorwise destroy after refaguese
—lf _yeors *
-45-- Campgrounds, Playgreunds,-Tennis Courts
and Plcnic areas 4
*H‘ -
19 (voslon and Matershed- fonteol-- - .
(Including dredging, rip-rep, eic) 7 {pfﬂ& }7 gw{¢ c"f7 ‘
8. Project construction "SICS/. 2 g{(l‘ yﬁm ’b lfz ‘ W ‘// /fY ‘ Q,IM
T ———— } and-sohabiddqued errrerebrer=byrory ST Ry
030 —J8ulidings—Lothes—shan (oncosslonSll=—="-006AL5 L4 Iransfec. t0 SARC whon -|le NARS LI ot -duplicated la-— 150 . MARE {Provide copy to Reglon

Dcnvoy Park files when
ded for

Mistorical) 6 years oTd W'HC 30 yrs.
sden yed LL o

6 years
15 JConstruction and Maintenance, etc.

o P /O
- ; <
8. Project construction NPSACS l. A wa&f{b‘(ﬁ{jadfy‘c r’D;‘;d Zzhf/‘”{ﬁ’ ” %’é ‘W

b. Maintenance and rehabllitation JuPSRcS 2.2 roeurov .'tev{mn hnuoy sfter S'mn

wovE: Historical, archeological

structures In M)O; Concessions .
bulldings In (58 ﬁ ; i ; ll&[ 0
————ee b iGN O T ; N .
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NP3 RECORDS DISPOS TION SCHEDUL B

APPEMDIX B

Page I

N | _ | o o _:w j LeCATION T
WASD, PLANMING & TRANNNG CENTERS o anGIans PARKS AND OTHER FIELD VINTH
i LR e | vamc
ot DELCMP TION OF MATERIAL mwourmm mivauctions | ool sreuien snvancrioms | SO SIPOUTIBN MITAUC 1o
b Sehver—borone o ye-benoheoy-guard- [ Fe—-NARG— S a=lARG~
rails, fountains, etc.) 6 years old 30 yrs. |\WASS, trensfer to FARC |30 yrs. |Destroy Park files
when & years old. after 3 yoars
Othoryise destroy after
, /.2 Tmﬂf(t 7o A |2 ‘-”.”..,,,ﬁ‘ r/'7‘ p.n/c Copy 1
a. Project construction WPSRCS 7 Car oM ‘r e & yo ‘/ M ,"f""
-QH" s ad--sohabid-lootd HPGAG v vor-wbevr~—yewry :vw Sr—youry Sevrroy-efter—y—yours
50— W ' Transfer 1o FARC whon--- [To HARE- {18 ot duplloated in —fTo NG |Provide copy to Region 7
3O yrs. |WASD, transfer to FARC 130 yrs. [Destroy Park filles
-—-\P-Lu._‘_ud\n_r after ) yoars
Otherwise destroy afte
¥ WPV —_—
+5—J&dectriciy i
19 jGarbege Blsposal
23 [Heating and Cooling Systems .
27 -jRedio end Telephone
31 Sanltation Matters / /
39 [Vater and Sewar ' o ’
&t  {Gas Systems Tm -/‘{I‘f. F”c !E‘f@‘ﬂyjﬁ?;’m ?z/( an /7
AS (2 ‘
a. Project construction SACA /'2 when ( /,j o‘/ ,rYﬂ ” Yn V 7
b. Maintenance and rehabilitation 'I.l rquroy aflu_S years q'w .l(.rs years beslroy l'l¢'5 years
1. .
————Pp5—-For—pS2-—eee—atteched——o




B A e e & s 25—

Fom—dAR s ar oo bmbomb AR Lo dAR SR 0uide copy La

when 6 yrs. old 30 yrs. when 6 yrs. 30 yrs. Region
old
ional Services GRS 22 2 Transfer to Denver Transfer to Denver
and Engineering) Service Center Service Center
Contracts (DSC) (DSC)
17 Construction Contrac Offer to NARS when Offer to NARS
File inactive when File
inactive.
a Transaction of more SRS 3.4(1) Transfer to FARC 2 Destroy Transfer to FARC Destroy Destroy 6 y‘
than $10 000 rs after final 6 yrs. 2 years after 6 yrs. 3 mos. after
paym 3 mos. final payment 3 mos. final payment
after after
final final
payment payment

RS 3 4(2)
b Transaction of less than Destroy 3 years
¢10 000 after final payment
NOTE: 1 If litigation is threatened

or pending, retain until
settlement,

2 Contractors' payrolls, destroy
3 years after date of completion
of contract unless contract
performance i8 subject of

enforcement action on such date
(CRS—3-12)

Destroy 3 years
after final

Destroy 3years
after final

payment
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{ LOCATION
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
coDy aurasaey T T T e
CooE DESCRIPTION OF MATERIAL DISPOSITION INSTRUCTIONS m:rosfnon DISPOSITION INSTRUCTIONS D|;;;$wn DISPOSITION INSTRUC TIONS
ibi ivi isi | NPSRCS 1.1 Tranefer to FARC when—JTo NARS |1f not duplicated_in o—MARS |Provide copy-toRegion
Center and Wayside Exhibits) € years old 30 yrs. [WASO, transfer to FARC {30 yrs. |Destroy Park files
when 6 years old. Cther after 6 years
wise destroy after 6
years
15 Planning, Preparation, Maintenance
Preservation of Museum Exhibits
a. Construction and reconstruction NPSRCS 2.2 ars after Destroy 5 years after Destroy 5 years after
projects completion of projy L\cmpletion of project completion of project
b. Maintenance and rehabilitation NPSRCS 2.2 Destroy after 5 years Des er 5 years Destroy after 5 years
23 JAcquisitions and Loans for Display \1
a. Acquisition correspondence NPSRCS 2.1 Maintain separately, Maintain separately, M
= with acquisitions with-Sequisitions fth-acquisitions
b. Loan correspondence NPSRCS 2.2 Destroy Z. years after Destroy 3 years after Destroy 3 years after
discharge of loan discharge of loan discharge of loan
NOTE: See H20!7 for Accession files
3 Exhibits for Other Agencies NPSRCS 2.2 Destroy after 7. years Destroy after 3 years Destroy after 3 years
(Correspondence re: exhibits prepared
for other agencies by NPS; also general
Informatlon and advice glven to other
agencles).
D66 Slgns, Markers, and Memorials
a—Corsospondence—oni ialsof RSRCS 11  ransfortoEARC—when—iToNARS. H jE:oulda copy—to-WASO.
significant importance € years old 30 yrs. [Destroy Region files Destroy Park files
dfter 5 years after 5 years
hb. Rout ine correspondence INPSRCS 2.2 Pestroy after A years Destroy afterj years

Pestroy afterj years

INTY ea32-7




RECORDS MAMAGEMENT GUIDEL INE NPS-19

NPS RECORDS DISPOY TION SCHEDUL E

y

o

Lo

b. Monrecord coples

F16 — fAecounting (by area)
Establish case files as follows:
a. Policy Correspondence
trvbnpondture—Arcommting-Fhey
F2¢€ Reports
5 Monthly
17 JQuarterly
19 [Semi-Annual
21 }Cnmal
23 [ISituation

NPSRCS 2.2

[ .‘.Jf.\lts L R SR

-Hiransfer 1o FARC wheon -

Destroy aft er.? years

6 years old

see Appendix 1v
this schedule

-\‘M 6 years old

.!ura years

6 years old

See Appendix 1,
this schedule

APPENDIX B Page 33 -
s - LecaTon o
WASD, PLASING & TRARSNG CEMTERS anceams PARES AND OTHES PIELE UNTY -
Cooe OESCRIP T00M OF WATERIAL Azl sanc ranc _ '
mwouvon msteucrioms | oo L] reuten sevancions SPeNTIDN
———
\ b S GAL
GRS Schedules 5,6,6 7 for additional
dispos Trs informat lon)
fih Advances, Transfersa .." .
Working funds
15 Yo Other Agencies
19 From Other Agencies
3—L-dishin-the Sorvica
#—HRecord-copy ¥ —150 HARS - 144 ast—duplicated ta—4Te NARS 1Rsovide capy to Reglon
. € years old 30 yrs. [WASS, transfer to FARC {30 yrs.

Destroy nlur? years

See Appendix 1,

this schedule .




NPS RECORDS DISPOSITION SCHEDULE

RECOFDS MANAGEMENT GUIDEL INE NPS-19 e APPENDIX B Page 34
LOCATION
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
Cony aRasneY Fanc
cooE DESCRIPTION OF MATERIAL DISPOSITION INSTRUCTIONS msPAo.sf"on DISPOMITION INSTRUCTIONS DIS:(:S.:IO" DISPOSITION INSTRUC TIONS
£30 Budget Formulation
\ Current Year Operating Frogram (10-561) .
17 eases/Decreases (10-237)
a. Correspondence NPSRCS 1.1 Transfer 1o FARC when To NARS } If not duplicated in To NARS |Provide copy to Region
€ years old 30 yrs. {WASO, transfer to FARC {30 yrs.
when 6 years old
b. Budget Estimates and Justifications NPSR Transfer to FARC when |Destroy |Destroy after 6 years Destroy after 6 years
prepared at WASO level € years old 15 yrs.
¢. Work papers, cost statements, GRS 5.4 Destroy ar after Destroy 1 year after Destroy 1 year after
background data close of FY ¢& close of FY covered by Close of FY covered by
Budget \ Budget Budget
F3l Budget Execution
15 Status of Funds
t7 |Reserves \
a. Record copy NPSRCS 1.1 Transfer to FARC when [To MARS [If not duplicated in To NARS |[Provide to Region
6 years old 30 yrs. |VASC, transfer to FARC [30 yrs.
vehen—6—years—otd—
. 7 3
b. Nonrecord copies NPSRCS 2.2 Destroy after ’ years Destroy after ( years Destroy after f years
F36 Budgeted Position Ceilings
Record—copy A“ymc 12 Transfor-—to FARC when Destroy {Lf not duplicated In Destroy M
6 years old 15 yrs. |WASO, transfer to FARC |15 yrs.
when 6 years old
1
b. Nonrecord coples ENPSRCS 2.2 Pestroy after ‘ years Destroy after'z‘ years Destroy after £ years
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LOCATION
L e e e s g - -
WASO, PLANNING & TRANNNG CENTERS REGIONS PABNS ANO OTNER FIELD LTS
£ RRELT FT [—
Cose OEICMPVION OF ma TRMIAL swoution matauctous | BeSl 1 eiremties st oucToons awontew CHPONTION MIST AUC 110m8 :
PR | S—
5 orm 10-450) .
17 | Construction
19 | Supplemental
21 Appor t lonment s .
F3) Administrative Limltations
a. Policy Correspondence NPSRCS |.) Transfer to FARC when |To NARS | 1f not duplicated in To WAR. [Provide copy to Region
6 years old IC yrs. |VASO, transfer to FARC [30 yrs. |Destroy Park files
when 6 years old when 6 years old
b. Appropriation allotment files GRS 7.3 stroy 10 years after Destroy 10 years after Destroy V10 years after
f FY Involved close of FY Involved close of FY lavolved
c. Appcrtionment files GRS 5.6 Destroy 2 ye Destroy 2 years after Destroy 2 vears after
close of FY close of FY close of FY
Fa2 MAudits and Fiscal Examinations \
15 |General Accounting Gffice and other
Government agencies
17 |Oepariment of Interior/Mational Park
Service \
1) fPublic Auditors (other than Government)
a. Policy correspondence INPSRCS 1.1 Transfer to FARC when [To NARS [If ngs duplicated in To NARS Reg ion
J(. yuars old 30 yrs. transfer to FARC |30 yrs. U
b. Specific Audits NPSACS 1.2 ransfer to FARC when [Bestroy ¢ W
nw
years cld 1§ s wa fhmo“ s Puvde coryhh’ip




a Basasd oo

P

b. WNonrecord copies

#ﬂﬂ“—l—l——M&‘—
L'sncs 2.2

. -

b yedrs old

stroy after Qyuu

tronsfer to FARC
yasrs old

T o LecCaTION
e WASD, PL AMING & TRALUNG CENTERS [ { 1]
"
coos DESCRIP 1100 OF BATEMIAL m r3P @1 70N 1437 MU TI0MS n-:"“ O — ...:..
U ¥V — < W
s Imprest Fund) % !
a. Policy corres NPSACS 1.1 Transfer to FARC when To MARS [If not dupliceted In To MARS {Provide cegy te Region
6 years old 30 yrs. |WASO, transfer to FARL |39 yrs. |[Dest Pork Flies
when 6 years oid lwhen . ple .
b. Transactions moeslrov € years ¢ 3 mos Destroy 6 years & 3} mos Destroy § years & 3 mos
period of account after period of account ofter paried of account
FS0 Claims and Payments
15 Construction
19 [Supply \
23 |Vrave!l and Transportation
a. Policy torrespondence WPSRCS 1.1 Transfer to FARC when [To MARS [If not duplicated In S [Provide copy to Region
6 years old 30 yrs. [WASO, transfer to FARL |30 yrs® troy Park files
when 6 years old " s old
@m after period of account after poriocd of account fter period of account
v $1TC sl guplica¥ a
FSh Spec ia) nonappropr lated funds IV » vplicq R €9i o4,
PP n bys. ol NS lin w .' Bevde copyq o Reg
15 {Oonatlons " J
17 |Reimbursable/Refundables W o yW ol
19 ]Fees and Revenues !

estroy Park flles
n 6 years old

estroy after 3 years

RS LN



supersession or 3 years
after transfer or

supersession or 3 years
after transfer or

RECORDS MANAGEMEMT GUIDELINF  NPS-19 NPS RECORDS DISPOSITION SCHEDULE APPENDIX B Page 37
r LOCATION
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
Cob1 PR T T T T -
€ DESCRIPTION OF MATERIAL DISPOSITION INSTRUCTIONSS nu:rosfnon DISPOSITION INSTRUCTIONS m;::,smﬂ DISPOSITION INSTRUCTIONS
62 Eiscal nng..lac ions—and laterpretations
\\\\\\\\\\\w a. Policy correspondence NPSRCS 1.1 Transfer to FARC when To NARS | If not duplicated in To NARS {Provide copy to Regi
(NPS Interpretations) 6 years old 30 yrs. |WASO, transfer to FARC {30 yrs. |{Destroy Park files .
when 6 years old when 6 years old
b. Regulation NPSRCS 2.2 Destroy when superseded Destroy when superseded Destroy when superseded
or obLsolete or obsolete or obsolete
F66 Payrolls
15 Income Tax Deduct ions
19 Ret irement Deduct ions
23 Other Deductions
2] [|Designations (i.e. Timeleepers,
Designated Agent)
a. Policy correspondence NPSRCS 1.1 Transfer to FAR To NARS |If not suplicated in To NARS [Provide copy to Region
6 years old 0 yrs. |WASO, transfer to FARC {30 yrs. |Destroy Park files
when 6 years old when 6 years old
b. Individual Authorized Allotment Files
(1) Record maintained on earning GRS 2.4a Destroy when superseded Destroy when supé ded Destroy when superseded
record car-' or after transfer or or after transfer or or after transfer or
separation of employee separation of employee separation of employee
(2) Record not maintzined elsewhere |GRS 2.4b Destroy 3 years after Destroy 3 years after ears after.

after transfer or

separat-ion-eof-enplovee
P enpioye

separation-of -emplovee
p eMpP1OY¥

separation—of—emplow
Parac ORpoY

INT aasr-1r7
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LOCATION
L L el -
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
coo) uERs T T rane T T e
CcooE DESCRIPTION OF MATERIAL DISPOSITION INSTRUCTIONS m:':;:f"o" DISPOSITION INSTRUCTIONS ms:c:;:nu DISPOMTION INSTRUC TIONS
F_;l‘jn Ra+t Sehedules—
\ Equ ipment .
19
23 | Quarters
25 futitities
a. Policy correspondence S 1.1 Transfer to FARC when To NARS [1f not duplicated in To NARS |Provide copy to Region
6 years old 30 yrs. |WASO, transfer to FARC |30 yrs. |Destroy Park files

F78

F86

b. Rate schedules

Tax Exemptions

Travel and Transportation Regulations

a. Policy correspondence

b. Regulations

NPSRCS 2.2

GRS 2.18a

NPSRCS 1.1

NPSRCS 2.2

;::::;;\When obsolete

or superseded

Destroy “ years after
superseded

Transfer to FARC when
6 years old

JDestroy when obsolete

To NARS
30 yrs.

when 6 years old

Destroy when obsolete
or superseded

\ Destroy L{ years after

seded

tf not duplicated in
WASO, transfer to FARC
when 6 years old

Destroy when obsolete
or superseded

30 yrs.

when 6 years old

Destroy when obsolete
or superseded

Destroy}‘ years after
superseded

Provide copy to Region
troy Park filles
when

Destroy when obso
dad

Y —EADOE-
P

superseded
Lt

INT aa3Z.17
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LOCATION
T . e 2
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
Eooe [ QUSRI T T T T T e | FaARC
cooE DESCRIPTION OF MATERIAL DISPOSITION INSTRUCTIONS DISPOSITION OISPOSITION INSTRUCTIONS DISPOSITION DISPOSITION INSTRUCTIONS
(Re
H - HISTORY AND ARCHEOLOGY old | Townra henler To AVARA
it TransFer T FARC byrs| 30 3. | TromsFer to FARL 30 yrs,
H1A Area and Service History NPSRCS 1. L v Offer Significant
Significant Events and Contact Loy VPSRCS 2 3 OPFe‘“*’U"M 30yrs. OC‘:&( L Ark Y Contacts Log to NARS .
after 30 years
15 Yleglslative Histories MRERCE—H— Fronsfer-to-FAREwhen——1Fo—NARS—H—not—dupticated—in——FoNARS{Provide—copy—-to—Region
---§_\§_- 6 years old 30 yrs. {(WASO transfer to FARC [30 yrs. Destroy Park files when

Administrative Histories
(Data collected at level of origin fo
formulate history. Origiral material
from which data Is extracted is
disposed In accordance with Instruc-
tions of specific subjects.)

NPSRCS 2.2

\

Destroy when no longer
needed for reference

\

'\_\

when 6 years old

Destroy when no longer
needed for reference

\

no longer needed

Destroy when no longer
needed for reference

H18 Bliographical Data and Special Collections
ograp p —
a. Record copy NPSRCS 1.1 Transfer to FARC when |To NARS {Transfer to FARC when |To NARS M
‘hb years old 30 yrs 6 years old 30 _yrs
2, 3 3
b. Nonrecord copies NPSRCS 2.2 Destroy when ﬂ years Destroy when ‘ years Destroy when i years
1 L)Id or no longer needed old or no longer needed old or no longer needed
for research for research for research
%Mﬂ—#’" g t.-and Preservat ion
15 Wupsms 1.1 Transfer to FARC when |To NARS [Transfer to FARC when [To NARS [Provide copy to Regiow
, years old 30 yrs. 16 years old 30 yrs. Pestroy Park files when
’ no longer needed
L — |
17 JAcqulsition, Gifts, Loans and Inventories [NPSRCS 2.1 Maintain separately aintain halntaln separately
\

Accession Files)

MWith related properties

with related properties

ed

INTY a482-177
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——— LOCATIDN :v
e i WASD, PLANKNIG & TRABNNG CENTERS 4 SEGINS
(¢ 14 DESCRIP 130N OF mATERIAL WWG‘ ranc . ranc ]
DASPOMITION M3 T RUC TIDNE sirontion] IPOUTINN NILTAUCIIBNS PO
HNI——JCultural- b

1S {[Magionald Park Seruk&”
17 .

Special Studies X

-r—a=_ d—aopy MMWN‘M

6 years old 30 yrs. | 6 years old o yrs. ) ’
. - ) 5y
b. Nonrecord copies NPSRCS 2.2 mJ.h-p q‘.e;‘ Destroy uhcnb years Destray “3 years N
a d or no longer needed locr or no longer needed '
NS ol research for research -
‘J N I

{External)

15 orps of Engineers '
Projects, River Basins, etc. \\ 'g
“......,m D R ey W 1 TN U W & PPV Py 771 SV t-Reovide copy 1o Reglan - - *
when 6 years old 30 yrs. | 6 years old *
werord-coptes HEERGH— v Pevtroy—when—nc—iong Sovtroy=sior-no—tengor N i
needed w needed .
H2é eports (and related correspondence) See Appe“dix 1. Se? Appendix 1, See Appendix 1,
15 th bthis schedule this schedule this schedule
v
17 arterly

9 eml-Annual
1 ual

S oo

R ctede i

L4



RECORDS MANAGEMENT GUIDELINE NPS-19 NPS RECORDS DISPOSITION SCHEDUL E APPENCIX B Page 41

LOCATION
T, .- N - [ ek A,
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
Cobe | asegneY o el T T T T
ODE DESCRIPTION OF MATERIAL ARC FARC
DISPOSITION INSTRUCTIONS DISPOSITION|  DISPOSITION INSTRUCTIONS Llwosnnu DISPOSITION lusr:ucnous N
H30 Historte—Sites—and-Structures—Man + - - - - -

H30- toF 9
IR— eservation (includes Archeolog-
ical Ruins .

15 Management, Preservation and Malntenance \_\1
17 Jtist of Classified Structures L\\““«\.‘\
19 }Special Studles (includes Historic \L\q

Furnishing Plans) \

a. PRecord copy NPSRCS 1.1 Transfer to FARC when | To MARS | Transfer to FARC when To NARS Prov =~ --=uv to Reglon
b years old 30 yrs. | & years N wure . _ _
b. Nonrecord copies NPSRCS 2.2 Destroy when Kyears Destroy when years Destroy when yyears
old or no longer needed old or no longer needed old or no longer
for reference for research needed for research
H32 National Register of Historic Places

(includes State Plans)

a. Record copy NPSRCS 1.1 Transfer to FARC when | To NaRs [Tronsfer fo FARC when | To UAMA Qrm)ige Copy fo f€7/'

6 years old 30 yrs. (p—Yel-r_S old - Joyfrs.
. Honrecord copies NPSRCS 2.2 - - - - Destroy upon publica- Destroy upon publica-
* Desﬁoy wpon . tion insRegister or tion in Register or
Pu“lCA‘{\M in ‘Bﬁlifu‘ when no longer needed when no longer need
ot w‘t« no & for reference for reference

., Aeﬁ,“,\ﬂ ﬂ'/(r e

INT gq432_77
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NPS RECORDS DISPOY TION SCHEDIN &

g - — S _ APPEIDIX & Page 42
o . LOCATION
e F—:AD 'I. mcl llm Clﬂll.l [ { ) PARIS AND OTHAR FIELD WNTS
— - -
DEICRIP TI0N OF waTEMIAL SRELeY 03903 10ee 10081 MUC YEOROS _:A::— - ey B rooms uu':.“ m.““'m
——
& 11dTrng3 orlc Landmarks) !"" ey
t' . I3
1S | Proposed v '
17 jeligible or -Getabl lehed -
» d—oopy MWRGRG vt r oo bon—t0—EARG—wh Jo 4—-
6 years old 30 yrs.

b. MNonrecord coples MNPSRCS 2.2 PQSM’ en N Destroy uwhea no longer Destroy when no longer
.";. A‘?cﬂ &‘ needed for reference needed for reference
refere

né Historic Preservation Grants-in-Ald .

a. Record copy NPSRCS 0.2 Transfer to FARC | yearl Destroy Tm-‘z&.fp Fe M.‘f ,‘0”4& fa
after concluston of 15 yrs. 4' "“'J W . /1%,
grant drant- " s | Regron, ~ by

b. Wonrecord coples NPSACS 2.2 Dm.s 'ﬂﬁ!’ .F“ Destroy | year after Oestroy ¥ year afqer

JCO'C’”“M‘ o‘t’r.." conc lusfon of granmt conclusion of grant
ings Survey

stablish case flles as follows: i
pon completion, recordy Trangfer to WASO Previde c,f

Project by name NPSRCS 2. 4

deposited with Litrary
pf Congrens




- -

IIPS I!COIDS usrouuou SCHEDUL E

Ty

. AECORDS MANAGEMENT GUIOELINE  WPS-19 oo TR — APPEND X B e Rege M L}
LeCaTiON H
rue nw [ 8 Aﬂﬂlﬂc l TRAWNNG CENTERY S [ {1} 'A.i#.'-. '.II.."L
- — —————— e e - =
cose OESCMPTION OF waTREIAL mmw ISP O 7900 3 T OUC TIONS ."',.:‘::... S439°0 1 75000 18 T OUC TS ..':::.. m."“""" !
- —pr
w0 Historic American Englaegring Record
Establish case files as follows: * .
. Mpon completion, record Transfer to WA ' m
a. Project by name WPSACS 2.’ Keposited with Library 1 ( A af '
. ¢ N jof Congress f .
B —. . Ny -Lﬁ*-ﬂ o AR —{Fo=NAR S~ )
yew =ttt " = . A s
p .-I
(2) Monrecord copres JuPSKCS 2.2 estroy when no longer stroy when no longer )d"j ,,
precded Loner neaded
Ltsmw:utmx.mnuuln '
—litle ) Sec 106, R) 80:665y—b—]
11593)
t7 {[Compliance Documentation
a. Mecord copy pPSacs 1.y ransfer to FARC when o NARS ’Mﬁ FAL o NS PR‘\“JQ c°n | %
years old 0 yrs *,, o4 ey "5 & N
[+
b. MNonrecord coples *'SI(S 2.2 estroy when no longer hlqu when no Venger 9
fecded weded Dzlfvv when ne /0-,2
| neede ®
TR
4 J“ » o 4
! ’#‘ )




RECORDS MAMAGEMENT GUIDEL INE

NPS RECORDS DISPOS TION SCHNEDUL €

APPEMDIX B Page &)
i -—
LecaTon
b — e m — e - - -
e WASO, PLANNING & TRARNNG CENTERS ancious PARNS AMD OTHER FIELD WNTY
Coor DEICMPTION OF MATRRIAL wwoution witauctions | D0C ] e wravcrmm | o< PPOUTINN BT auc TIous

spec
fs involved.

Code to subject If any administra-
e actlons, policy declsion,
Ilastlon, or research

> 2 b
eI roOy-orter—y

Oestroy Park flles
after 6 years or when
no longer needed for
reference

Pestroy Park flles
n no longer needed
for .

See Appendix 1,
this schedule

kI8 Interprotive Activisles . .
15 Services - — —— m m Jransfes 4WWMM‘MJ*~ML‘M‘“1%”WI -
old 3C yrs. | 6 years old 30 yrs.
—-H—WW”.;M;———«M-%’———T -Yrensfer- MMM—M—M—MMyM te Reglen - -
programs, etc.) € years oid 6 years old yrs.
—00t——dtttrerterynd-tiorery—Services S—pri- Sertroy-afrer—i—yoery Sestroy-oitond-yeu
x26 Reports and related correspondence See Appendix 1, Seg Appendix 1,
Tnis schedule this schedule
1S monthiy thi
17 fQuarterly
19 |Semi-Annual
F4 Annual
23 {Sltuation
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NP3 RECORDS DISPOM TION SCNEDULE

RECORDS MANAGEMENT GUIDEL INE NPS-19 APPEND IX B Page «>
LOCATION
WASD, PLANMING B TRANNNG CENTERS KECIONS PARKS AND QTNER FIZLD VINTS
Fne o WRARLPY ranc
cooe ESCMP TI0N OF MaTERIAL mwoution msvauctiomns | oo ol sireurenenteuctom | Jo8C 1 curequen sisteuciions
» - el
%30 -~ e "
15 MPSRCS 1.1 lrtaln with gift and Malntain with gift and k‘alnt.l. with .l"t and
transfer accordingly transfer accordingly tranpfeor aceerdingly
NPSRCS 2.3 Transfer to National
related correspondence Archives after 20 year
Jb. Monrecord coples of motlion pictured™ PSRCS 2.2 Destroy when obsolete Destroy when obsolete Destroy when obsolete
19 JProduction and Acquisition of St}
Pictures and Slides
a. Record copy of pictures and related NPSRCS 2.3 Transfer to National Transfer to Matlional
correspondence . Archives after 10 yeary Archives after 10 year
or when no longer or when no longer
needed for referenc neaded fcr reference needed for reference
*;. Nonrecord copies of pictures NPSRCS 2.2 Cestroy when no longer \ stroy when no longer Destroy when no longer
needed needed
23 poans and Gifes
(to and from public and other agencles)
L. Cift correspondence flles. NPSRCS 1.1 Maintain with gift and Nolntaln with gift ond \ Maintain with gift and
transfer accordingly tmq accordipgly nsfer accordingly
Loan correspondence flles NPSACS 2.2 Destroy 3 years after Destroy rs after

lscharna -of loan

Adischazos.of )
v

A




RECORDS MANAGEMENT GUIOELINE  NPS-19

v -
NP3 RECORDS DISPOY TION SCHEDUL §

APPENDIX B

B LOCATIDN
vaso, PL (8] )
e AVUNG RADUME CENTEAS [ 1]
cone OESCRIFTION OF usTEMAL il UIPOUTIBN W31 UC TSNS m,‘".:_ HIPONTINN BUTOUCTIONS e
K3h .-
WPSACS L. Transfer to FARC when | To NARS | Bestroy whea no longer Pre : to Reglon
€ years old 30 yrs. | noeded for reference Pe rk flles
afear § s .
A
5 Press Releases C
NPS Issuances at level of orlg
a. Record copy RCS 1.1 Transfer 10 FARC when | To MARS | Transfer to FARC whan | To MARS | Provide copy to Reglon
6 years old 30 yrs. | 6 years old 30 yrs | Destroy Park flles
shen no longer needed
for reference
b. MWNonrecord coples NPSRCS 2.2 after? vyears Destroy after 3 years Destroy efter ) yesrs
17 JRadio and Televislon Activities
a. Pollcy correspondence NPSRCS 1.1 Transfer to FARC To WARS | Destroy when no longer Oestroy when no longer
- 6 years old rs. | noeded for reference needed for reference
Ib. QRecordings and scripts
(1) Record copy NPSACS 2.3 Transfer to Matlonal tional Transfer to Mationsl
Archlves when 10 years Archives when Archives when 10 years
old or no longer need old or no longer old or no longer need
reference reference \ needed for vreference
(2) Nonrecord coples WPSACS 2.2 Destroy when no longer Sestroy when no longer

Aad

Jeadad

mﬂnnmlm‘.


http:r.f.r.nc

igin) describlng Fistory, overal)
and general policies

tes and proof -sheets-~—
of pubtications

-NPERLE -3 vd - ——

NPGRES 3.8 —

-Besteey- when -no -
needed

- heturn- te- auther—or
destroy § years after
sublicatlon

4 Bf for—to—RG—when-& Offer- to HARS when 6
years old years old
Tt S00tv0y shon-no-lengeri-—— | Bestroy when no longer
ﬁ.\ nesded
Sure—ge hor-ar— n to author or
destrey $ years after destroy ter
ek b 1 a 2

w .
RECORDS MANAGEMEMT GUIDEL INE NPS-19 NPS RECORDS DISPON TION SCHEDUL E APPEIDIX 8 Page &)
R R T LOCATION
WASO, PLANNING & TRADGMG CENTERS [ - 1] PARES AND OTHER FIZLD LINTS
L DESCRIP T'OM OF [ 'MWG‘ ranc ranc . - Ring
" OF NATERIAL onpourion mitaucions | ol | sorenten surencnom | JouC T TN TN
————p
.("1 L]
L1 In-House (Newsiotisrs , a0t ) wu -
19 [Free Informational Lisesatuse- -
23 ([Setes
27 [Meps
-33 - |Posters, Cartoons and _emblaems
M [Menuscripts and Proofs
a. Pollcy correspondence uPsacs 1.2 Transfer to FARC when Dsw Destroy when obsolete Destroy when obsolete
6 years old I5Yrs |or mo longer needed or no longer needed
Coacrlifle ALl 2 ri [y F o
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RECORDS MAMAGEMENT GUIDELINE  WPS-19 ___NF3 RECORDS DISPOSITION SCHEDULE _ApPENIX 0 Page 08
. LOCATION
WASO, PLANNING & TRANNNG CENTERS AECNS PARS THER PIELD
Cooe DESCRIP TION OF MAFERIAL kAR ranc | Fanc '
srsroution wstaucTions | o0 n,] SreuTen muTascTINN S mgrouCTONs ¢
- o c LT by
% NEEAES-- Desteoy—obter—yoors ~Sasoray—efrer—years .
1
15— : iV
9 ! +ihed L
Bureaus and OFfices T ¢
t _
KSA Speciat-Artictes—ropardingomicacr \ > N .
Areas i ol '
L i ’ ’ ", J
ol ot A
45 -{Prepared-by-Sorvice pessonnel . f
17  [Prepared by -other—than-Sessvicepecsconel._. v
Y
4a:--Pecord copy. (Only artictes -res———f -NOGRCEHrd— - Fransfor 4o -FARG -whon— Destroy-when 3 years i
history and major activities of the 6 years old 30 yrs. | old or an langer need \4 old or no longer '
Service, reglon or specific park.) for rplerence reference _f&
AL "1 'rL m‘ ewj Daca ‘-’ e P A
needed opodad needed
4
al
b
1 X
b4
X
SRS Y O (3 ““f
3 .~
¥
a
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NPS RECORDS DISPOM TION SCHEDUL E

_____ APPENDIX B Page 49
T | LOCATION
WASO. PL ANNING l 'QAINING CCN'!.‘ REGIONS PARKS AND OTHER FIELD WNTS
FILE b— ———— - - —
CoDE DESCRIPTION OF MATERIAL DISPOSITION INST RUC TIONS ©IPO T ION 93T MUC 110N DIPOETION WMSTRUC TIONS
L - LANDS AND RECAEATHON-PEANNING - -
LIh— FAcquisition b Lande e '
A P} W N ¥ ¢ FARE

6 years old

WASO, transfer to FARC

when 6 years old.

Otherwise dé verr
2

Foerrroy-sher-no—tonger—-
needed for reference .

b4

T ———

17 Boundary Adjustments

Transfer to FARC when
16 vears old

£ £

——

Aeonde copy 23

feylav

Shd abtsas b

Individual case files of acquisitions
by purchase, condemnation, donation or
land exchange prepared by Lands officer

4 L4

ransfer to FARC when i’lo NARS
years old 30 yrs.

\

fter computerization

arterly

2 -y o
> >

-
*

years old

.

If not duplicated in

ransfer to FARC B0 yrs.

SO0, transfer to FARC
n 6 years old. Niher

4 o

rovide copy to Reglon
estroy Park flles
jshan no longer needed

Pestroy Park flles
vhen no longer needed




- RECORDS MANAGEMENT LUIDEL INE NPS-19  WPSRECORDS DISPOUTION SCHEOULE ] L APPENDIX B . 50
_ LocaTioN
WASO, PLAMNNING & TRANHNG CENTERS RE G0N PARKS AND OTNER FIELD LW TS
(oot OESCRIP 110N OF ! ASRELT T S e — p—— e} -
CODE N OF BATERIAL DISPOSI TION INST RUC T10MS 013PONTIoN|  SIVPOHTI00 Wt TBUC Tedus .,’:::n. SIPONTIBN BISTBUC T00uS
L24 Encroachment s
h ‘tJ‘,". 1:
15 JVater Projects A '
19 jlogging and Timber
2} {Nining
27 JON) and Gas .
n Road Construction
NPSRCS 1.1 Transfer to FARC when |[To NARS L’,"q.‘&r & m ‘BNAK ﬂMJC- CW ”
6 years old 30 yrs. when ‘ ey 7 30”,{
L26 Reports . .
see AppendlX 1 See Appendix 1, See Appendix 1,
:; ::::::ly this sChedUIe this schedule this schedule
19 {Ses!-Annual
21 JAnnual
23 Sltuation




MNPS RECORDS DISPOM TION SCHEDUL E

P "x

id

loesu‘oy when 2 years

Id

NOTE: Prepare separate folder for each

Speclal Use Permit

#)xestroy when 2 years

RECORDS MANAGEMENT GUIDELINE __ NPS-19 kD3 APPEMD IX 8 Page 51
_ LOCATION
WASO, PLANNING & TRANSNG CENTERS AEGIONS PARKS AND OTHER FIELD WNTS
FILE AU v ranc
coot DESCRIP TIOM OF uATERIAL oepouTIon mITRuCTIoNs | ool eireuTion st sucTIons uv'o‘;:o- SUPONTING MSTAUC TIONS
IET. W— iy
LI
15 [Agriculture ¢ '
19 JGrazing
23 IMining and Minerals
25 ]01) and Gas fasements .
27 [Roads and Road Rights of Way
31 [Mater, Sewer and Transmisslon Lines \
a. General Correspondence
(1) Record copy NPSRCS 1.0 Transfer RC when [To NARS |[Transfer to FARC when [To NARS {Provide copy to Region
6 years old 6 years old 30 yrs.
(2) wMonrecord copies NPSRCS 2.2 Lbestroy when/ vyears Destroy when!l years Destroy whenZ years
old old
b. Approved permits (at level of origin) *Destroy 6 years after |bestroy V year Destroy ) year after
expliration of permit expiration of permit xpiration of permit
or when no longer r when no longer
Ineeded n
c. Rejected requests for permits INPSRCS 2.2 Destroy when



RECORDS MANAGEMENT GUIDELINE  NPS-19 NP3 RECORDS DISPONITION SCHEDULE o aprEw0Ix 8 Page §2
LOCATION
o I WALD. PLANNING & TRAWNNG CENTERS REGIONS PARKS AND OTHER PIELD WUTS
) - - - — -- - Rl — —_——— -
:::o!t DESCRIP TIOM OF waTERIAL nﬁﬂwﬂ‘ ranc vasc
DIP O T1I0M 19037 BUC 1003 ~srOsTon] SHPOMII0N mITOUCTIONS 43POU 110N SHPONTION W8T BUC 110uS
~A3d-—-Ftand, Public
S [ Cooperstion ,—including-Maialstsation,
Planning and Development )
FUS TYIYT TV (7 1174 W E— JG“G‘“—“M—M'—L‘“.%"‘-——.
€ years old 15 yrs. (€ years old 15 yrs. joid ‘
b. MNonrecord coples MPSRCS 2.2 Hneslruy uhonz years Fneslroy \d\tns years [Destroy *ns years
Com uld old old
See
"m,ﬂ;or* 13— Jacrearion Activities (lacludes back-
m’ country use, hany gliding, youth
°f hostels, etc.)
15 JCamping
19 J¥iking and kiding
23 Mountain Climbing
25 IMater Sport-
& d—oopy hﬁh‘l(&-kl—---—_ Leansfer_10 SASC when— —Pestsoy | u~M-M-—L¢u¢oy rovide copy (o Region
years old 15 yrs. ? years old 15 yrs. estroy Park files
n no longer needed
for reference
_L - — —— H.&———.—__-Feum when - no—long ~tonyer
heeded for reference eded for reference
FeY — e e *ms Aedm ransfer to § roy— ~f——— Pestroy P years after
yeass uld 1€ yrs. Jtermination of slte ermination of slte .
Lhé J“. s ton—barblie SHites - for—ta-b ARG vhon—— frrem - - ssoy 3 years after
' LI years old 15 yrs. Rermination of site terminatlon of site
1_“&‘99&{:0
2 Grants: UPARR, LWCF NPSRES—+—+ Trangter—to—PARC
a Unsuccessiful—rds \
by prod—hppireatrony
ICe Grant Case Files NPSRCS 1.1 |Transfer to FARC|poMMA| Treasfir fo FARE [To ,ie copy
3 wiremr—6 years—ot g . s ¥
T T,



http:I.......IM
http:1~lng.nd
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RECORDS MANAGELMENT GUIDELINE  NPS-19 NPS RECORDS DISPOSI TION SCHEDUL € APPENDIX & Page 53
T LOCATION
- - T T e _-:‘r
WASO, PLANMING & TRAINING CEMTERS AEGIONS PaBKS ?. OTNER FIELD UMITY
RRERHTY | e | e = -
cooe OESCAIFTI0N OF waTERIAL osrontion witeucTions | ot ) oiwoution msrauctiows | Jaet CHPOBTINN WS TAUC T10MS
—— v

Adl ) 4 A et d B

b fassius.

!LL

er area has been desiynated
‘Wilderne r
nanagement thereof
a. Record copy -~ - e

b. Nonrecord copiles

LS4

Ls8

Sca foyea L 6O
¢~ Cags

L62

<« Loo
15

Terminology

Water Matters{Water Rights Compacts etc.)

Water Right Dockets

Proposed Areas

la. Approved proposals
b. Rejectcd proposals
NOTE: Prepare separate folder for each

State and project if volume
warrants

International Parks and Histouric Sites

'De$l3ha‘fd Areas
Nochewal Wiild 4 Sceme Arens

"

Mational Scenic rails

Release No. 1

SRCS z.y

V.7 YN

Tvsacs 1.2

*lPSRCS 1.1

NrsZs 1]

< 2 2 Sk L po>E Y T PW
oard of Geographlic
ames decision
SRCS 1.} ransfer to FARC when [To NARS

years old

Fransfer 1o FARC when
years old
ransfer to FARC when
years old

firansfer fo FARC when
b years old

Trauses 10 FR!:-“

when LWy

f not duplicated In

Jo NARS : Transfer to FARC
30 yrs. 6 years old

stroy [Transfer tp FARC when
1§ yrs.

ron old

ot i1

.‘* v e

Provide copy to Region

besuoy after water
Fights are terminated

Provide copy to Region

TO NARS stroy Park files whe

30 yrs. years old.

Pestroy rovide copy to Region

1S yrs. estroy Park flles wher
years old.

7o Nats| fkovide copy 4o .

Reopan .

Provide copy B
Regirs

30 yus
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RECORDS MANAGEMENT GUIDELINE  NPS-19 ______NPIRECORDS DISPOSITION SCHEDULE APPENDIX B Page Sk
~ LOCATION
FILE ° WASO, PLANNMING & TRAMING CENTERS REGIONS PARKS AND OTHER FIZLD UNITS
CoDE DEICRIP TION OF MATVERIAL me Fanc ranc
oisroution msTeucvions | ool 8IsPeuTIoN st RucTous NPOLTION SIPOUTINN IS T RUC 1603
166 | LIRERL S tvd————fTsans Car—to-S AN whon 1 Destroyp-L T rancier to-EARG-vhon | Dostroy- {Dostrgy-nhonLi6-yveacrs.
6 years old 15 yrs. |6 years old 1S yrs. lold
NOTE: Prepare separate folders for each '
park, site and country as
approprlate
—470—F 640 ehe - - ‘
9 —3-6ooperation-ineiuding 5=
Planning and Development
21 State Park Org >
23 [Aanual l«ord% n?ﬁfﬂ Lands and
Related Areas wyTH fcconopATions
27—t ttrtroft-Sreve—erkswith-Acresgesr-ond
\ Accommodat lons
n Fees »

NOTE: Under the L7CI19 class lon

prepare separate folder for eac
State and project

a. Record copy

b. Nonrecord copies

J\

NPSRCS 1.2

rursns 2.2

Dest
2 yrﬂ:/ gg""’

Mﬂksuw
16 years old

1f not duplicated In Destroy
, transfer to FARC WIS yrs.
6 years old.

\\

Provide copy to Reglona

es n

old

years .




RECORDS MANAGEMENT GUIDELINE  NI'S-19 o _ ___ WPIRECORDS DISPOSITION SCHEDULE APPLMDIX B Page 55
. LOCATION
L . _ B e
WASO, PLANNING & TRAMNNG CENTERS REGIONS PARNLS AND OTHER PIELD LTS
cove DESCAIP TION OF MATERIAL Pyl " co T Fanc ranc
msrosrion witaucrons | Lol oLl sresien mstavcrions P OUTION SUPPNTION BISTRUC 10w
v
L7h River Basin Studies-and Activities _
et icnnenic ind lecsansionsitanstise MRECACE—twd Tnensiorto-fARGebront-ToNAM-Hinorduptiorted—tm—t-Fotrh-Arovh
€ years 30 yrs. | WASO, transfer to FARC| 30 yrs. | Destroy Pyrk flles
after 6 years. Othar- when 3 ypors old
wise destroy after
\\\ t years
H—foticer-ob—Pubiie—Heoringsr———— v .- | WPSACS 2.2 Destroy when 2 years— P—— 3 yoare-—4—— —-— | Destroyp-whon 3 years
old old P— old
LMACACE L. L lcansfer o EARC aftestlo MARS L AL aotedupllisated-in Ja-MARS.
3 6 years 30 yrs. | WASO, transfer to FARC| 3O yrs. | Destroy Park flles
\,\\ after 6 years. Other- when 3 years old N
a o ulse destroy after wed
5 |Pams and Dredgyna, NSRS 1) | Trancher  Favc amel 6 wAGT | ool AR PRLAsE | Prodd @ cof e
‘M————— Iﬁ—-‘fj—— =
~27 -l6ther Studies and Reports (Agriculture, h Q ar ’m‘ U}“'\ 1 50005 o

ot

Federal Pover Commission

e ST VI TAR A TR

Regylons then by major river basins,
. and Finally by projects where
Importance of project or wealth of
materla)l warrants. Archecloglical
and Fistorical Research relating tq
River Basins are coded H2415

4 2 Sl ok £ 2 . . " £ 3 1
€ years
. Records not relevant NPSRCS 2.2 Destroy vhen Pyears
old
TE: Flles should be developed by

30 yrs.

WASO, transfer to FARC
after 6 years. Other-
wise destroy after

1 year

Oestroy when Byears
old

30 yrs.

Destroy Park flles
when 3 years old

Destroy when years
old S



. RECORDS MANAGEMENT GUIDEL INE NPS—!? . o ) HPS RECORDS DISPOSITION SCHEDUL E . APPENDIX B Page 56
LOCATION
— e i =
WASD, PLANNING & TRAMING CENTERS AECIDNS PARKS ANS OTHER FIRLD LN TS
py SCAIP TION OF it T eane |
cooe DEsCa N OF uatEmiAL DISPOLITION IMSTRUC TIONS m'r‘o.uno- $4170 %710 1003 T RUC T0MS “,':;:n_ PIPOBTIRN ST AUC TIOuS
41216 Enair g2k l—:--:.
A
\ Policy, Proc"iur s, Guidellnes \.Ao\n‘\,.;% NPSRCS 1.1 Transfer to FARC when | To NARS | Destroy when obsolete Destray whea obsolete
) $ 6 years old 30 yrs. | or when 6 years old of whep § yesrs old
S - | MBSACE 2 o] Teansfar 1o FARC when-|Bestroy | Destroy 5 years !ﬁ."“r.'“—*"""'."“""*‘““".
years old 15 yrs. | fina) action final sctian
$dReviews—of Ssatemens s -and-Studles
concerning other Federal agencles NPSR Destroy 6 months after Destroy 6 months after Destroy 6 months after
final action final action final action
concerning State and Private agencies NPSRCS 2.2 Destroy 6 months a Destroy 6 months after Destroy 6 months after

()

rNO'lE:

(2)

Prepare separate folders For
each agency.

Counci) on Environmental
Quality is Office of Record
fer all) Environmental Impact

L£aaa N

final action

final action

final action
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LOCATION
“waso, ruumnr. & TRaING ct-uus REGIONS PABES ANG OTHER FIELD LTS
Cove DESCRIP TION OF MATERI UTRRLPY canc | == i
ATERIAL CIPOSITION ST RUCTIONS “,;'mm SirouTion muTauCTIONs | JAC SIPUNTINN 3T 0UC TOwS
]
WEHATURAL: AND -SOCHAL—S6-H50GH6- Chy
¥k
‘ .
sttt e-ttanetite '
15  JAmph Repsiles
19 -Ipirde—- .

a7 Mammals \
29 |insects and Invertebretes - N
-"—Jm‘_____ \“\\/

33 [Plants
——ttpCnrd Oy - MPSALS B Ic =tio MARS | 1f-nor-sdagticated —in—
6 years old 30 yrs. | MASO transfer to FMAC 30 yrs. |Destroy Park filles
when & years old when no longer needed
for reference
b. Nonrecord coples NPSRCS 2.2 FD Destroy after P years Destroy afreqg years
95*“‘2 m ‘W“ or when no longer or when. no longer
needed for reference needed for reference

medon‘ mm
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LOCATION
WASO, PLANNING & TRAMNNG CENTERS REGIONS PAQNS AND OTHER FIELD WINTS o
4T ASRELRY A TN ~
coos DESCRIP TION OF MATERIAL DISPOSITION INSTRUCTIONS ISP O TION SIPOUTION NI TAUC TIONS ou::;:nn SIPONTION NLTRUC TIONS
N6 Management of Matural Resources and Areas .
(including Resources Baslc inventory, L ‘
Coastal zone management; Wetlands
management , Eu/o’at Wﬂ
fstahlish casa fllas asfolld .—
\ a. Policy correspondence - —— NPSRCS 1.1 Transfer to FARC when | To MARS | If not duplicated In | To NARS | Provide copy to Region
6 years old 30 yrs. | WASO, transfer to FARC | 30 yrs. | Destroy Park flles
when 6 years old o(herJ when § years old or no
wise destroy when $ longer needed for
years old or no longer reference
needed for reference
b. Reseurces—Basvic—tuventory — LA Transfer 10 FARC when | To MARS | If not duplicated in Yo NARS | Provide copy to Region
6 years old 30 yrs. | WASO, transfer to FARC | 30 yrs. | Destroy Park flles
when 6 years old other- when S years old or no
1S Iwildlife wise destroy when § longer needed for
17 fPlant Life years old or no longer reference
19 [Vater Life needed for reference
21 |Threatend and. fodangered Species
{plants and animals)
23 [Backcountry/Milderness Managoment
a. Record copy - MREACS -+, - ~.)-Transfer-to-EARC- whon--jTo-SAS- | - |-Peec ide sopy to Reglon—
6 years old 30 yrs. | WASO, transfer to FARC]| 30 ¥ Destroy Park files
whpn 6 years old, Othes esrs old or no
wisa destroy when § or
yoore old or no longer reference
nended—for-reference
b. Monrecord copies NPSRCS 2.2 restroy after Qyears Sestrey uftorg years Destroy after Yyears
S
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LOCATION
WASD, PLANMING & TRAMNNG CENTERS REGIONS PARKY AMD OTHER FIELD N TS
coos ' kMY _ ranc
Cooe OESCRIPTION OF MATERIAL DISPOSITION ST BUC FIONS oi1sP0uTIon]|  IPOLTION I TRUCTIONS “":;:m. ISP OUTIBN MSTRUC TIONS
WR——L-Rescarch-Progrens
[y A “': 22l €. 1 00, F Y { .:.-_.
Establish case flles .
1-3— £ollcy coccaspoadence \
oS pecial-reseacchotudles
de—Record copy- - NESRCS 1.1 Transfar to FARC when |To TERS-Jif ot duplicated. in. . {Jo-HARS -
€ years old 30 yrs. |WASO, to FARC ]30 yrs.
when 6 years old.
Otherwise destroy when N
no longer needed for \
cof
b. MNonrecord copies NPSRCS 2.2 Joeslroy after syears JI)estroy ahers years

foestroy aherz years

or when no longer
needed for reference

or when no longer
Ineeded for reference

lor when no longer
needed for reference
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o o o o _‘l.OCAlm o
r_;uo. PLANNING & TRAWING CENTERY REGIONS PaARKS AN OTNER FIELD Vo TS

FULE e —— —.
coot DESCRIP 110N OF waTERIAL L DISPOL 110N INST BUC 110N __'_‘::___ SHIPOUTION 198 TAUC 110U m":::”“ SIPONTION MSTOUC Teons
ne Reports See Appendix 1. See Appendix 1, See Appendix 1,

15 {Monthly WL'thiS schedule this schedule this schedule

7 Quarterly

19 Semi-Annual

21 Annual

2) jSitvation

(Fossils) (Y]

21 |Selsmology (Earthquakes

23 |[Speleclogy (Caves) \
27 {volcanology \
n laciers (ice and frost action) \\

35 k and Minerals

39 hermal Features (geysers, hot springs \ '

SLOMORLE
g
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L LOCATION
WASD, PLANMING & TRANING CENTERS REGIONS PARKS AND OTNER FIELD UINTS
Fue i PARC
cooe OESCRIP 110N OF MATERIAL sroutonmirmcrions |, o0 | aweuren saravcrions |, 0% | suseumes envaccrion
N30 Jeeclogical Features and Studles {coar.) N
clasl ' )
Record copy N fer to FARC whan . fTo MARS |If not duplicated la.... uls_tu-m.ln.m.lnn.
ears old BO yrs. S0 transfer to FARC 0 yrs. estroy Park flles .
n 6 years old,other- vhen no longer needed
for refereace
——
b. Nonrecord coples bPSRCS 2.2 estroy after @ years stroy aher3yurs tes(roy after 3 years
Fr when no longer needed r when no longer
or reference peeded for reference
N36— tut-ton/Enviconmentat-Quatdsy-
Fo MARS }f not duplicated in Fo MRS  Provide copy to Regfon————
JO yrs. PASO transfer to FARC »o yrs. Pestroy Park flles
NW Lhen no longer needed
1se destro for reference
V3
h:. Nonrecord copies *PSRCS 2.2 Pestroy after 2 years pestroy after § vears resuoy after P years .
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LOCATION
WASD, PLANMING & TRABUNG CENTERS ALGIONY PARKS AND OTNER FIELD UNITS
ras SUCRELPY
cooe DESCRIP T40M OF ATERIAL v wwouton mstaucTions [ To0C | sisreutien mstaucTions o von SUPORTION MITUC TN
—Wo—— —{bos—tndividual-Solar—
Heating Systems see 0502). For Energy .
Conservation see A7021)
2 B a4 *.‘.‘L )
years old Po yrs. PASO transfer to FARC estroy Park flles
hen 6 years old, other- ihen no longer needed
destroy when no For reference
!
cota. s ————
b. MNonrecord copies IePsacs 2.2 Testroy afterQ vears Loslrny oflers years T’estroy afters years
-and Llimate _
SaLMat iooe ‘--‘--?. phosa
Sroddec-backed by official RSP)
for—Rocord-eopy— — —— - c-— — oo e I whon Fo WARS }if not duplicated In e WARS Provide copy te Reglon —
years old N to FARC 0 yrs. Pestroy Park flles
hen 6 years old, %
lso-dosssoy Sor
Hb. Nonrecord copies PSRCS 2.2 estroy afrer 2years Lcuroy .'tora years Pestroy af!crg years
32 ") ' L 3 93 m e A..:ll;nn.‘ Lo
30 yrs. NMASO, transfer to FARC 130 yrs. :es(roy Park Fliles whe
hen 6 years old. no fonger needed for
e destroy whan reference
Sm———
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T i LOCATION
" WASD, PLANMING & TRANNNG CENTERS aKcions PABKS AND OTHER PIELD WNTS
F0E ]
cooe DESCAIPTION OF MATERIAL AR DISPOSITION #e3TBUC TIONS ___'_‘:f___ SIPOLTI0N 93T BUC TIOuS “,':;f“ SUPORTING BSTBUC Tious
-1.:
b6 § Social and-Geonomie-Salenser—
:: Illllﬂi TP [ and Laaslas oo
—49- -} Economicy——
34-- | Assessments - - \ ‘
-a—Record copy — e o= JUPSREE-Vd . . JTransfer Jo NARS {1 net dupliceted in--—}To HARS {Provide-copy to-Region—
6 years old W"J sfer to FARC |30 yrs. |Destroy Park files when
when 6 years ol fene_| 70 VOnger needed for
wise, destroy after
b. Monrecord copies NPSRCS 2.2 Destroy after 4 years Hllonroy afur3 years Destroy after P years
50— JRest. and Meed Lontrol .
Jov—Record copy - % D —

b. Monrecord coples

MOTE: (WASO only) project Forms 10-21A
with project completion daZes
(1973-1978)

Forms 10-21A 1979 and after

FIIPSRCS 2.2

ilPSICS 2.2

pestroy after g years

[To NARS in 1980

‘)eslrny when no longer
Ppeeded for reference

6 years old 15 yrs.

6 years old

%ourov oftorj years

estroy when no longer
for reference

| ".{ "'.s' n

Destroy Park flles when
longer needed for
reference

estroy afterd years

Pestroy when no longer .

heeded for reference
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R LOCATION

WASO, PLANNING & TRANNNG CENTERS RECIONS PARKS AND OTHER FIELD LINTE
cooe DESCRIP TION OF MATERIAL v ranc ranc

®wrouTion msTauCTions | oo | cirenTion msTavcTIoNs POUTION SHPORTION 3T 0UC TIONS
N5h—— ) Soll-and-Moistuce-Lontsol .

>—Recisd M&oﬁ-&o—%—JF‘o—m““.:‘,“:“" Fo
30 yrs. |WASO, transfer to FARC {30 yrs. [Destroy Park files when

b.

Nonrecord coples

NPSRCS 2.2

6 years old

Destroy after 2 years

when 6 years o)d. Other
wise, destroy after 6
years

Destroy after a years

no longer needed for
reference

Destroy Park flles when
no longer needed for
reference
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LOCATION
WASD, PLANNING & TRAWING CENTERS REGIONS PARKS AMD OTHER FIELO LINITS
oot ESCRIP V10! SUtRENPY PaARC i MEPeuTINN
coot PESCRIF TION OF MATERIAL owourion mstaucTions | ol Ll iroution mITeuCTIoNs | oiman 0w WITAUC TIons
P -PERSONNEL
ik as L.Eald

Per sonnel Manua
prescribes a
Federal personnel offlices

a. Papers on right-hand side

(1) €Employees transferred to
another agency. (Federal

Personnel Manual Sugplement

296-31)
(2) Separated employees
*NOY(: Materfal Is disposed of 75 years

after birth or 60 years after dat
of earllest document in the folde
if date of birth cannot be ascer-
talned, provided employee has
been separated or retired at
least flve years.

b. Paper on left-hand side

GRS 1.4

GRS 1. 10

Upon transfer of em-
ployee, transfer to
new agency

Transfer FARC, St,
Louis, Mo., 30 days
after separation.
(Refer to FPM, for
exceptions to above
procedure.)

Destroy upon transfer
or separation of
exployee, or when 2
years old, whichever
sl les

Upon transfer of em-
ployee, transfer to
new agency

Transfer to Inactive
files on separation.
Transfer FARC, St.
Louls, Mo., 3O days
after separation.

Destroy upon transfer
or separation of
enployee, or when 2

yoprs old, whichever
da ’.IJA-

Upon transfer of em-
ployee, transfer to
new agency

Transfer to Inactive
fliles on separation.
Transfer FARC, St.
Louls, Mo., 30 days
after separation.
(Refer to FM, for
except lons to sbove

Destroy upon transfer
separat lon of

&,
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LOCATION i
WASO, PLAYMING & TRADNNG CENTERS RECANS PARKS ANO OVTNER FIELD UWNIT)
v i anc - e
Cove DESCRMIF TION OF MATERIAL BIPOUTION LT RUCTIONS “: oM TI0N SIIPOH Ti0n INST BUC Titns .":::“ PGPS (ST BuC Tidus
T
- F. ileant.) i
-.q: ¢ } T .

| 6AS—4v33—— -]

T

- Aai lngs of other than-
outstanding or unsatls
factory are destroyed
on transfer or separa-
tion of employee, or

es old, whic
ever Is earlfers

Outstanding and unsat-
Isfactory ratings are
retalned on right side

~

loutstanding or unsatis-
factory are destroyed
transfer or separa-
tlon of employee, or

2 years old, which
ver s earller.

and unsat-

F\

etalned on right side

tstandleg ar unsatlis-
factery are destroyed
tronsfer or separa-

Wwhen 2 yaars old,
hichawer Iy earller.

r)ul standing and unsat-
Is

factory ratings are
tained en right side

of official personnel f officlal personmel f o rsonne | :
foldec N
(4] ] opn Laws, Rules, and Regulationg
Ww————w“’ Sevtroy-whon-abseltote oboslor Dose don-sbesstete
correspondence or no longer needed for or no longer needed for or no longer needed
reference refarence for reference
19 [linterpretations NPSACS 2.2 Destroy .f(er’. years Destroy after 3 years Destroy after 3 years
2L _lnspections .

reports, and audits)

solatas

n...‘n“ shan obsolate

of superseded

or superseded

or super seded
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(4.2

15
17
19
n
3 ]

DESCRIP 100N OF NATERIAL

Acctfccalans aad lac.lrlas far fanlavumans
B —— .n1|l|m‘
Yomencaru Pns =~ -

=— Lerrespondence — — —
b Anolications. wmith ralated papers _ .

NOTE: Applications resulting in appoint
ments are flled In the officlal
personnel folder (covered In
General Records Schedule |,
tem 1)

Reports

T-—thly

Quarterly

Sem|-Annual

Aanual

Situatlion

At Bl o mmd Dermndnm

cag 3 3

GRS . 1.15

f£Ac 3 2

NP3 RECORDS DISFOS TION SCHEDIL &

WASO, PLAMMING & TRANNNG CENTERS

PO TION 91T BUC TN

Destroy after 3 years

a - - unnn recalpt of

taspectlon ~-~-f O
hen 2 years uld, which
-ver Is earller,
~rovidirg the require-
-nts of Chapter 333-A-*
“ederal Personnel Manua
~re ohserved

gee Appendix 1
‘this schedule

N tssics s dmmes £ s

old

A

- AN
qg
8

i
5

APPEWDIX B r 6

LOCATION
RECI0NS

Sostroy after 3 yeors - -

~zgr0y. upon-rece lpt - of
Inspection report
+=n 2 years old, which
~var = --rliler,
“~oviding the re ~~--

-nts of Chapter 333-A-’

ederal Persomnel
»a ahearw-

fanua

See Appendix 1,
this schedule

Bontbmnc: sdvnn LK vance

PARKS AND OTHER FIELD WINTS

famc

IEPORTINN B8 0uC TiRug
HIPOUTION Lol v

astems wusan racralne ~f
inspection report
r when 2 years old,
“ichever s earlier,
roviding the require-
-=ts of Chapter 333-A-
fe -~ °~ "-rsonnel

“Anma Aafa -~ sasu-~

See Appendix 1,
this schedule

e §

old
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LecaTIn i
WASO, PLAMING & TRANNNG CENTERS agemns PABKA JUP OTHER FIELD
ton P VI0M 1AL W Fanc ;- Q 'l
Cooe oEsc or uavan swouton msTaucTous | Sl ] sipeuten miTancions .,':::.. 3 srouc 1o

0,

of sta for classtfication or
positions
(1) Case file

(2) Review file

and grade (based on duties and quall-
flcation requirements)

Position descriptions.
ing established positions Including
serles, grade, dutles and responsi-
billties

)

Record copy

(2) MNonrecord coples

ence relsting to development

Filles describ-

GRS V1.7

GRS

b. Standards (cpq) Including Title, serieq GAS 1.7

GRS 1.7

GRS 1.7

Destroy 5 years after
position Is abo)ished
or description s
superseded

Destroy when 2 years
old

troy 5 years after

superseded

Destroy 5 years after
position is abollshed
or description I3
suparseded

Destroy when position
is abolished or
supacsnded

Destroy S years after
position Is abolished
or description Is
superseded

Destroy when 2 years
old

Destroy 5 years after
position is abolished
or description s
superseded

Destroy §
position Is abo
or description is
superseded

Destroy when position
is sbollished oOr

t
4 ¥
pasly

or desgelption Is
super seded

Destroy when 2 years
old

Destroy 5 years after
position Is abolished
or description Is
super seded

Destroy 5 years after
position is abollshed
or description Is
super seded

troy when position
is a ished or

Release No. 1

n-“rus yoars of(or.
is abolished
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_ LOCATION
r WASD, PLANMNING & TRANUNG CENTERS ATGIONS PAGKS AND OTHER FIELD LTS
FRE )
Cone DESCRIF TIOM OF MATERIAL aITRERTY sroution msTaUCTIONS [ A | euvestien stauctions ronron SIPONTINN MISTRUC 110uS
=~ alaa
i-ﬁo«—“ﬂ'vﬂ e GRS .0 Bestroy b years after - | Bestroy 6 yesrs after }- -} Destroy-6-yours ofter
latest entry in OPF latest entry in OPF latest eatry in OPF
mp loyment physical examina-
sability retirement exam- .
inations, fitness for duty
examinat ions sa a part of the
official personnel fo or way
be retained separately.
Must be retired with OPF. FPn 339
Sub-chapter §.
~ oo -1 - Dostreoy—sfter—3 yeores—1-- - -——f-Bestroy after3yoars
Sestroy after 3 years ODestrey after 3 yoore-
sites - - - s 1. = N - Bestroy afeer 3 years \ Destroy-efter } years - - | Gestroy after-3-yesrs
(FPH 990-2, Book 591)
r9 ond Employees— —— - L GAS—1+28— —— | Pestroy when obsolete - - - - —1 Bestroy when obsolete-
or superseded or superseded
r8 er for: Ratings Program and Procedures GRS 1.2) Dastroy after ) years Destroy alfter 3 yesrs \ Destroy after ) years
it g "’?"ra.“"ﬁ °9 o Y y oy Y y y
OTE: Certificates of performance rating
are filed in the officlal person- .
ne) folder (P14) and are dispos- v
able after 2 years. See General
Aacords Schadula l' iteam 22
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T LOCATION
FILE o "o WASO, PLANNING & TRAWUNG CENTERS REGIONS PARNS AND OTHER PIELD YINTS
CODE DESCRIPTION OF MATERIAL M“”Jl 9v raRC saac
oupouTIon msTauCTIONS | ool 815001 1w miTauCTIONs 043P 03 10w SIIPORTINN BIST AUC TIONS
w
RAD. ITITRTEY
.
¥
15 Weilfare
a. Miscellane rrespondence GRS .17 Destroy after 6 months Destroy after 6 months Destroy afger 6 months
b. Federal Employees Hea nd Life GRS 1.3 Destroy after 3 years Destroy after ) years Destroy after 3 yeau.
fnsurance.
(Designetion of Beniflciary
Optional Insurance § Waiver filed
in OPF)
19 Employee Relations
a. Correspondence NPSRCS 2.2 Destroy after 3 years Destroy after ) years
b. Counseling files GRS 1.27 Destroy 3 years after Destroy 3 years after
termination of \ terainatlon of terminat lon of
counseling seling counseling
21 Labor-Management Relations
. a. Labor-Management Agreements MPSRCS 1.2 Transfer to FARC when |[Destroy | Tramnsfer to FARC Oestroy pProvide copy to reglon
(at level of origin) 6 years old IS yrs. |6 yoars old rs. |Destroy Park File when
no longer needed.®
b. Arbltra’ . Cases MPSACS 2.2 Destroy 5 years after Destroy S years after cars after
case ls ra
~

Release No. 1
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NPS RECORDS DISPOS VION ICHEDIN &

OESCRIP TION OF MATREIAL

WASO, PLAMMING & TRANUNG CENTERS

SISPONTION 3T AUC TIon s

FARC
ISP O U TVION

S

ervicewide Plan

plans

b. Filelc Office Plans

#Nsuulnulnmﬂmnhlm.s

b. When resolved by OpM

y capy of comsollidated

—a.. Mhen resalusd mithin agency —. ..

GRS §.26h

GRS 1.26h

— A -othor—coples of -2 —dbove - -FLRS 1.26. . -

Destroy 5 years from
date of plan or when
no longer needed for
reference

{ 3 «CUCd
eMmérce.

Destroy 5 years from
date of plan or when
no longer needed for
reference

n-lllnu'_‘ yoacs aftes

2 S el

Destroy 5 years from
date of plan or when
no longer needed for
reference

Controlled by
Schedule

Destroy | year aftes
final resotution

resolution of case

Son Zreioe!
"~

Destroy | year after
| resolution

resolution of case

Coptrolied &
A b

Destroy | year after.
final resolution

g

ound o 16 A0t
fncluded In a. above GRS 1.26 Destroy 2 years after Sestroy 2 yea frer Destroy 2 years after
final resolution fins) resolution ) flna) resolution
Progrems; |.e. Cooperative Educa~ § NRSRCS 2.2 Destroy 5 yoars after - |- - - MMﬁ:\ Bestroy-§ R"ﬁf‘m.
on, Upward Moblility, Spanish Speaking, programs closes progeae clages ram closes i
ederal Women, etc. » o .
bt
TE: Individual files may be eslobllsh«4 Fate
for asch. a2 <
y .
N ¥ 1.
)

. ——
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o o LoCATION
WASO, PLANNING & TRANSNG CENTERS AEGIONS PARNS ANS OTHER FIELD WNYS
ove DESCRIP TI0N OF MATERIAL WERELPY canc | vanc o
SIPOUTION IMSTRUCTIBNS 2isrosvion] SIFONTION MITRUCTIONS SPOLTION EPSRTION MLTOUC TI0uE
4

5

17 rﬂerlt Awards

19

b.

b.

b.

Suggest lons

b

Correspondence

Awards (case flles, by iIn-
dividuals).

Correspondence

Suggestions (case files, by
individuals).

Correspondence (other than medical

Forms and correspondence (relat in
to employee's history. EXCEPY
pre-employment, disabiliey
retirement and fitness for duty

GRS

GR

GRS

GRS

GRS

GRS

1.3

1.12

Destroy after 2 years

Destroy after 3 years

Destroy 2 years after
approval or disapproval

Destroy after

Destroy 2 years after
approval or disapproval

Destroy after 3 years

Destroy 6 years after
latest entry

Pestroy after 2 years

Sestroy after 3 years

Destroy 2 years after
approval or disapproval

Destroy after 3 years

Destroy 2 years after
oval or disapproval

Destroy after 3 years

Destroy 6 years after
latest entry

o

"Ww‘ 2 years
¥
1

[ R

! i
n,oqtr% after 3 nnu.
4

-

Destroy 2 years after
approval or disapprovel

Destroy after 3 years

Destroy 2 years after
approval or dlsapproval

Destroy after ) years

6 years after

P Wors Pod PURY W R
Py
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o LOCATION ‘.
e WASO, PLANNING & TRANNNG CENTERS agcions PARKS 260 OTIER FIELE UITA |
cooe DESCRIP TION OF MATERIAL %\KW CeSPOL Y0 ST UCTIONS m’r‘::uo- SHPPNTI0 1ie T BUCTIONS ! : R
Hisusssndeloussalfyudi LGt Dostroy—sbiasi-yosre ostroy-obeer—i-yoer
* ident I icat lon of-implayees—
tisls,—insluding cords, badgeq GRS 11.4p Oestroy 3 months after Sestrey ) sonths after
parking Its, photographs, agency return to issulng retura to issuing
preaits to motor vehicles, office office
property, dining r Isltors
passes, elc.
b Recelpts, indices, listings, 1.40 Destroy after all Destroy asfter ol Destscy after all.
and accountable records listed credentlals are tisted credentlals are listed credent lals ore
accounted for accennted for accounted for
GRS 1.3 Dastrey after 3 years r- Bestcoy -after- ) yoars——
(See GRS 2.10 for disposition
instructions)
RS/ 3
————J‘h——hm.suunot-u‘-l‘eu“——ﬂAR | FUTTFIREY TFV I WV TF
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e LOCATION
WASO, PLANNING & TRANING CENTEARS REGIONS PARKS AND OTMER FIELD LMITE
oot ESCRIP Y10 m’”‘ ranc -
cooe o N OF uaTEMIAL wiroution wstauctions [ S | arouriem mitevcrions | SO0 | swpenim witeuc rws
W Lacaar u..NQ and Placs- " *
~_ RLY
Written px tlon guldelines, NPSRCS 2.2 Destroy when obsolete Destroy when obsolete Begtroy when obsolete
nstructions, wmor it or no longer needed for or superseded ﬂ’.ﬂm
pr lon plans. reference d .
P72 Recrul tment and Icat lon \\\\‘\\\\ ; ' !
~%. e
a. Correspondence Ghs \] Destroy after 3 years Destroy after 3 years Destroy after 3 years
(Includes regulatory and proc
material.)
t. Racruitment for specific positions. § GRS 1.3 Destroy after 3 years Bestroy after 3 years Destroy after 3 years ;
c. Certificates of Eligibles GRS 1.5 when 2 yedes. _ Bestroy when 2 yesrs Oestroy when 2 yesrs
T - old old
-~ .
“74 strictions on Employment (l.e. fresze GRS 1.3 Destroy \ﬁ Bustqoy after 3 years Destroy after 3 years
cellings, etc.) \ “~.
76 emp loyment GRS 1.3 Destroy after 3 years oy after J-}oncs‘ Destroy after ) years
1-.
r7e tirement GRS 1.3 Destroy after 3 years Pestroy aft Destroy after 3 vears
(, ['] rat lon GRS 1.} Destroy after 3 years Sestroy after 3 years Destroy after 3 years

L 1]

{(includes Veterans® Preference,

S

GAsS L6

GRS 1.3

Dastroy when 2 yeass. - | -
old

Destroy after 3 years

fastsoy when 2 years
old

Sestroy after ) years

Destroy after 3 y

¢
*
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RECORDS MANAGEMENT GUIDELINE  NPS-19 ___WPS RECORDS DISPOSITION SCHEDUL E ) APPENDIX 8 Page 75
LOCATION
R - - —
WASO, PLANNING & TRANING CENTERS REGIONS PARKS AND OTHER FIELD LTS
oo OESCRIP TION OF MATERIAL RUCREAPY - sanc sanc v
€ 0PONTION MSTRUCTIONS |5 o il IPOMTION NS TRUC Tion3 NPOL T 0N SHNDNTION BISTRUC TIONS
b tatng oS ysars. dastroy when S _yeacs
old or when superseded old or when superseded old g9 super seded
or obsolete or cbsolete or e
15 In-Service
17 |interagency Facilitle
19 JMNon-Goverrment Facilitles
pés8 Transfers/Details/Reassigmnments GRS 1.3 Destroy after 3 years Destroy after ) years Destray after ) years
15 {[Within Service
19 ]Outside Service
r90 F\hge Board Matters
a. Policy Correspondence NPSRCS 2.2 Destroy when obsolete Destroy when obsolete
or no long or no longer needed or no longer needed
for reference for reference for reference
b. Mage Rate Schedules and related GRS 2.17b Destroy after ) years Destroy after 3 years Destroy after ) years
correspondence
c. Wage Survey Files GRS 2.24 Destroy after comple- Destroy after comple-
(Including reports and data, workin tion of second tion of second
papers and related correspondence succeeding Wage Succeed Ing Wage
concernlng area wages pald for each Survey Survey
employee class (excluding authorize
wage schedules and wage survey
recapitulation work sheets). .
r92 ﬂlnlfor- Standards (includes grooming) NPSRCS 2.2 Destroy when obsolete Sestroy when cbsolate Destroy whe
or no longer needed or ae Io-’r aoeded or no longer ne
Sorsal . fcs coleconce.
gs‘a .
gy » v
: b '
‘ bEa ‘¢ ¢
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RECORDS MANAGEMENT GUIDELINE  NPS-19 NP3 RECORDS DISPOSITION SCHEDUL & APPEND X B Page 76
LOCATION )
. U .
oe WASO, PLANMING & TRANENG CENTERS RECIONS PARKS AND OTHER PIELD VINTS
COOE DESCRIP VION OF MATERIAL CRELPY s ranc sanc
oesrouron msTauctions | oo ] surention seraucrmn s aPOsITION
28k . IVoluntesr EmploymentRrogeam— NPSRCS..2.2 Dastroy whea cbsolete Destsoy-shen-chsalete
or no longer needed or so longer needed
for reference for reference




RECORDS MANAGEMENT GUIDELINE NPS-19 NPS RECORDS DISPFO S TION SCHEDUL & APPEMDIX 8
o _ L Lecavbn .
WASO, PLANMNNG & TRALNG i
i E—— URBRIPY T —
Cooe VIO OF waTRMAL 13703 110W 1003 T BUC TIDNS .::::,“ orenngs wrmucrens | Jont
Tily Wk .
S~ SUPPLIES, nmmn AND PROPERTY s '
‘ 1
&b Aniaates ¥ T T TSNS WP VT T VY SV Y 7Y Destiay.sdos.ld yorss
old ol L4 .
s18 GRS 3.3 Destroy when 2 years Destroy when 2 years “ll& when 2 years
old old ald g
$232—— LhS3-3 Destrop-when 2-yeass Destsoy—whon—d—yesss W—
old old old '
S24 Communicatlons Equipment GRS 3.3 Destroy when 2 years Destroy when 2 years Destray=when 2 yesars
old old d
$26 Reports GRS Destroy when 2 years Destroy when 2 yepse Destroy when 2 years
old old old
/
15  [Monthly |
17 JQuarterly e
19 Semi-Annual
21 nual
2) Situation \
-t
s28 Puhlng and Enginecring Supplies GRS 3.3 Destroy when 2 years Destroy when 2 yea Destroy when 2 years
- old old old ‘
$30 Wixploslves e - GRS 3.3 Destroy when 2 years Destroy when 2 years roy when 2 years
old old
$32 Mmlw Equipment GRS 3.3 Destroy when 2 yesrs festroy when 2 years Destroy when 2
ald 4

|

'
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RGCORDS MANAGEMENT GUIDELINE NPS-19 NPS RECORDS DISPOSITION SCHEDUL & APPENDIX B Page 78
i B LOCATION
. . L Ui
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
£ escrre ORI ] ST ;
DE DESCRIPTION OF MATERIAL DISPOSITION msTRUCTIONS [ " 1 DISPOYTION INSTRUCTIONS o',:;ﬁ,o" DISPOSITION INSTRUC TIOWS
S3h Firearms_and Ammunition CRS 3.3 Destroy-—when 2-years Destroy-when-2-years Destroy when 2 years
old old old
$38 Fuels GRS 3.3 Destroy when 2 years Destroy when 2 years Destroy when 2 years .
old old old
ské Library GRS 3.3 Destroy when 2 years Destroy when 2 years Destroy when 2 years
old old old
15 Equipment
19 Publications
" S50 License Plates and Tags CRS 10.1 Destroy when 2 years Destroy when 2 years Destroy when 2 years
old old old
SSh Medical GRS 3. Destroy when 2 years Destroy when 2 years Destroy when 2 years
old old old
S8 Motor-Driven or Propelled Equipment
16 JAircraft
19 Automobiles, Trucks, Motorcycles
23 |Boats
31 Road Construction and Maintenance
Equipment
3s Pse of
a. Correspondence GRS 10.1 Destroy when 2 years Destroy when Destroy when 2 years .
old old old
b. Operating records relating to gac GRS 10.2a Destroy when 3 months Destroy when 3 months Destroy when 3 months
and oil consumption, to dispatching old old
and scheduling
c. Maintenance records relating to GRS 10.2b Destroy when 1 year old Destroy when 1 year old Destroy when 1

service and-repair
Pa




RECORDS MANAGEMENT Q_H_PEE.!F !.’5-.'2__ i NPS RECORDS DISPON TION SCHEPDUL. & . " %.l 8 Fage 7
g LOCATRN )
WASO, PLANNING & TRANNNG CENTERS ; 4 P STUER FIELD
Cooe OESCRIPTION OF MATERIAL QSRELTY ) ranc - Fanc
OHPOUTION METRUCTIONL |y pgyqum] AP THIN M6 TENE THNS N
PO S T | W——.. .
te . £
3$ d. r Vehicle opgrasion including +:IS 10.7 estroy ) years after stroy 3 yesrs after o s e’ after
ests, apjpprization to use separation of employes separat ion of enployes ) poetoven
safe dr sprds, stc. r J years after r 3 years after g ~ :
recision of authoriza- rec ision of authorlza- hor lz8-
tion to operate GO tlon to operate 6O “.i‘ 0
jvehicle, whichever is vehicle, whichever is | i N g ver is
sooner soaner A ardna ghd
s62  |office '
15 JFurniture and Accessories estroy when 2 years estroy when 2 years Destroy whan 2 vears
Id 4 pld
19 |Forms (Stock only) estroy when related stray when relaged Destroy when related
(Requisitions and stock control) orm |s discont inued 'orm §s digcont laued ore Is discont inued
rseded or cancelled sted ar conapliey rseded or camoil”&
23 [Machines $ 3.3 'm whge 2 years o} stroy whes 2 years ¢
27 |[Statlionery $ 3.3 stroy when 2 yapre ol stroy when 2 years ol
66 Optical fquipment
1S l@inoculars and Telescopes HBIS 3.3 whon 2 years Destroy when 2 years i
nld K
19 |[Microscopes jors 3.3 % yours Destroy when 2 years =t ’
o 1d o
VA% ;.
s70 Photographic and Sound Equipment .
1§ jCameras and Projectors Hcas 3.3 vibep 2 yeors lgstroy when 2 years
! Ak .] ol k ,'
. [¥8
19 [Flims and Slides #IS 3.3 * 3 yaars Destroy years ﬁb"
'Y. \
. . . e
¥
+
-
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NPS RECORDS DISPOSI TION SCHEDUL &

e APPENDIX B Page v
T LOCATION :
WASO, PLANMING & TRABNMNG CENTERS ageIons ] ovnia FIgLO
¢oot “W’ Fanc Fanc : 4
coot DESCRIP TION OF MATERIAL oPONTION WITAUCTIONS | ot SIPON T 048 T SUCTIONS mr:smu 3. P MITRUC
ek ROk ARODS e, - B = A
—i5-{ tnstructions-and—Rrgeadures— —— INRSRCS 1 —— - 1Transfar £0-FARC when-—1To NARS .
o 6 years old 30 yrs. |6 years old 30 yrs. , g
A LI
* $72 - J22] See a. or X .
b. below, whichever Is ; S e
—d applicable * ‘ , .‘
Historical, Na it '
Studies) PR 8
NOTE: Studies complled af esult of .

Sr—Fronsections-of-loss-then §

NOTE:

contract shall be flled
approprlate subject

1. If litigation is threatened

2.

—-on such dare. (GRS 1.12)

or pending, ratain unth!

Contractors' payrolis, destroy
3 years after date of cn”-

tion of contract unless
contract performance s

k]

subject of enforcement action

01000 —JCAC— oM} m -

after final pa

stroy -} yoars-after
final payment

v

Releass No. 1

R

6 yrs.
3} month

fina

’,'""’" .

after final payment

inal payment
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RECORDS MANAGEMENT GUIDELINE  NWPS-19 NP3 RECORDS DISPOSI TION SCHEDUL & " 1} 9 Page 81 Y

e e LOCavRg
e WASD, PLANMNNG & TRABMNG CENTESS ’ ’ bl
codbt pESCRIP 1? OF NATEML qu 205901 V10N 03T B T a0us "*"" ' ) n.: vaowg
t $ Y
O T 7T 38 S ——
6 years old 36 yrs. WS tramaler to '~ yes. jeos
w.mnld ~ W for 1%
: N v
Plant account cards/T# wesacs 2.3 Teansfee & AMALS Traasfer 1o NARS whea |' Tra P85 whon WY
pertaining to structures en Sthruciuie ne structure no longer st Tenger .
ngen lNS‘S exists enists g .4
b. Work papers used in accumulating NPSRCS 2> Destroy 2 years after |sestroy 2 years after Destr 2.£4"‘ M
account ing data annotat ion annotat ion a Tobs . - '
41— bisposal-otheal-p &y Heo—NARS-HL-nat—dupiicsted—in—iIFe 0
6 years old 30 yrs. |MASO transfer to FARC Destroy Park flles when

when 6 years old o longer needed for

reference

SN CO6 6 PEOPOELY THPOFL S ”-*-—W“_‘MM‘VM*
Foe—Beopersy -dispossl gase-files — -_.M--.iusu:s.z.z\__ - *h.uuw when } yesacs old *——-—--Wl YOAES

19JBersonal Propenty .- - — oo JNBSRCS 4.0 “Jlum(.r to FARC whea _[To MARS [1f wot duplicated ia
years old 30 yrs. MASS tramsfer to FARC
hhoe § yoars old

o longer needed

St sl 'm\y



MECORDS MANAGEMEHT LUIDLLINE nrs-19 __NPS RECORDS DISPOM TION SCHEDUL E ) APPENDIX 8 Page 82

LOCATION
WASD. PLANNING & TRANNNG CENTERS R REGIONS PARES AND OTNER FIELD LTS
Conn DESCMIP 1I0M OF sasaey [~ - T Ceanc R
Al
OF mavemiAL POLTION NI TOUCTIONS | ool ] PO U Ta0m 3T auC Tisut m"o.::m- SIUPONTING W3T8uC T10us
53419 | Personal-Property—— (cont.)
& Locs u'mul ALl S A2 LeSL504 shoa_ld POAES n.'n.'. whet}—yoscs. Dost o M—V“"‘—-
«id old old
b. Automated fquipment Inventory NPSRCS 2.2 L)QJ“V‘O:?" Destroy obsolete Print- Destroy obsolete Prln.
(Computer Printouls) *ﬁu out when current one out when current one
“ee% 1$ is received is recelved
For—torhingpoposi—inctuding—tosm-i0a285-1L05—3 100 dbbipamet bl os-ibiee Destsoy—atses ilica W—
: tion of correct informa ticn of correct informa ticn of correct inforsar
tion on printout tion on grintout tion on printout
—— ]
— 4 oMl —— — ——— Rbestroy when -3 yeass 1 —
old old
Q.- ERCOES PrOperly Fuposie —when }-yeass—g - - roy when 3 yease —f
old old old

Sad W S SO} R PR J $bdort
e PP OV U F PSS FFOPeFty—bobe—t-tie

(See GAS &.6a £ 4.6b for disposition
Instruct lons)

3 Read +R 20
23— tquipme fepd + T \
y-adten—3 i Do e
Sorre P 4 - LR 682 e R 0BG LE Oy—when. }7 PPy L5004 I yoiss +roy
old old old

-~ ComputerPrintont (Form 10-286 -— — - 1NASALE-3- 03— Vustioy cbsolete-Relntag — — - - {Pesteuy-absolete Pring-
provides Inforna®ion for system, vut when curreat one s out when Ccurrent one vt when current cone s
Form 10-285 vsed 10 drop equipment recclved recelved \ rece lved

from accountability and also «luses
the Equipment Depreciation Account) Destroy after verifi- Destroy after verifi- Destroy r verifi~
callon of correct la- catlon of coreect Infor cation of cor fnfor

G PO e PY P Aﬁ-_“..‘m‘ L i _on aclatewt
L - -




RECCRDS MAKAGEMENT GUIDELINE  NFS-19 _MPS RECORDS DISPOUTION SCHEDULE APPENDIX 8 Page 8} —
! LOCATION
WASO, PLANNING 8 TRANNNG C [} RECIONS PARKS AND GTHER FIELD UMITS
'mcu‘ DESCRIP 100M OF MATEMIAL ousaxley R N - ; e
; uATEmIA DIIPOU 10N WSIAUCIIONS  [opoumon] OPOUTION miteucToms o001, |  Swenmem mitauc 1om
[ Satety fouigment 33 Dot sipmron—d-—yoas Dostray—hon—I-yorse
= ; . old old
' .
s82 Signs, Markers, ¥rafflc Devices, Flags GRS 3.3 Destroy when 2 years Destroy when 2 years
and Pennants ~—— old old ‘
pa—
S84 Stenographic Services TS 3.3 Destroy when 2 years Destroy when 2 years
— - old / old
$90 Shipments (Bills ef Lading/lavoices) GRS 9.1 Destroy when 3. Destroy when 3 years - Destroy when 3 years
uhd \old old
S94 Uniforms
a. Policy correspondence | 14 2 Transfer to FARC when |Destroy |[Transfer to FARC when Destroy when 15 years
€ years old 1€ yrs. |6 years old 15 yrs.
a .
b. Specific orders and ¢ e LC!!csponrﬁls 3.3 Hoesuoy when 2 years Destroy when 2 years
dence old old
$98 VWeed a ect Contrul Pruducts and RS 3.3 estroy when 2 years t:uroy when 2 years tes(roy when 2 years



http:resj�...tI
http:IIAUD.AL

RECORDS MANAGEMENT LUIDEL INE nkS- 19 NPS RECORDS DISPOSIVION SCHEDULE L APPENDIX B Page 04
- - LOCATION
WASO, PLANNING & TRAWNNG CENTERS RECIONS PARKS AND OINER FIELD VN TS
1’:::1 OE SCRIP 110N OF mA TERIAL TMW?? - T eanc I B -
MIPOLTION Wt 8CTIONS | oo o] S1Peu TN w8 AuC Tous P Ou 10 SIIPORIIB D151 BUC Vbud
W - AIS - AND- L ECALINTHEA—
- Pecirionsy HRLALE—3———LIrarsior—t6FARL whon—{Bestroy{Lrantlien—to-FARC—when—LBerrroy—{Destroy-son—I yosre -
6 years old 15 yrs. |6 years old 15 yrs. lold or ae lenger
needed for r.hrenu.
15 J Miorney Genveald —
19 § Ctomptroticr €enered—— .
3 Solicites—.
27 fEhief (ounsed —
V-1 £inat—Opi P I | VI T NBSRCS 2.2 Destsuy 3. yeare—-after ssoy-—)-yoase—alees Destsoy 3 yesss-after
(Copies of peramits tur public viewing) enpiration of permit enpiration of permit enpiration of permit
[ V-7% Fedoret-Negive Swbirits iy $ 2.2 bestsoy when. 2 _yeass— Destsoy—when-I—yeass W
(Cross-reference to subject File) old o1 when published old or when published old or wihen published
in CFA, whichever is in CFR, whichever is in CFR, whichever |s
carlier earlier earller
w26 Reports See Appendix 1. See Appendix 1, See Appendix 1,
this schedule this schedule this schedule
1S {Monthily
17 JQuarterly
1€ Semi-Annual
n Anrual
2} [Sitvation
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DESCRIP TION OF MATERIAL

NPS RECORDS DISPOSITION SCHEDUL E

wASO, PL WGI TRANING

e —— - - ————

DIPONTION ST AUC TiDud

Clll!lt

rFARC
SISPON Vi

APPEND IX B

Fage 85

PARKS AND OTHER FIELD N TS

|

] Proct .

_WXL.#

17
19

N
23 |sht

ar
ar

10- 5o 10- ;u 10-344)
Za lrwn

(From,
Invel

Comissioner s/ﬂaq istrat
MO# ORAEng

Z'J (‘CM Laws 4”6{
jV

ec oJc

Aleobel and speed ppeasinsrq Poicel

kS L Z
RPSRCS 2.2

drnk Das ving

i /.2

D. oy v

SSHFOy—whewn
superseded or no longer
needed for reference

6 years old

| 1o MARS.

rl.unshr_m_f.nt_.-hnn._ | Lf nos duplicated in
6 years old 30 yrs.
TP gt
1 ﬁ:[u to FASC. ahea -

30 yrs.

superseded or no longer
needed for reference

WSO, transfer to FARC
en d

WASO, transfer to FARC
when 6 years old

PDestrov-alt
..... oy -aHeF

cample
tion, of Annual Print-
out or when no longer
needed for reference

jwhen no longer needed
for reference

computgrizat ion

s oy° n 6 years
uld cr no longer needed
for reference

o e X

[Destsoy after J-yoas-oF ) -

] Printu;t or
needed

of
jwhen no
for reference

after-2 years
or when no longer
|neaded for reference

ranc
svourion  OMIPONTINN MiTeuC 1ious
— [ P L T Sy Wy PR
suparseded or no longer
needed for reference
1o MARC Prnuida sonw to Rea R
30 yrs. Destroy Park files
4.,‘“’ when ®0 longer needed
2o camC  meaide-copy t0 Regloa——
30 yrs. Oestroy Park files
when no longer reeded
—————aDestrov-upon—socelpt -

an after ) yoars -

cf Annual Printout or
when no longer needed
for reference

--- Yy -3 Yo r—a%-%

old or no longer needed
for reference

E oy A4gve8

T e rotpep

A

puteriz
13 )
Destroy when 6 year
old or no longer nesded
for reference

whcn no (owg

1]

P.Mk cfq Yo Regyon

fle,
Wecded
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e __—___-__I.?CA'“
T!O, PLANMING & TRANUNG CENTERS ALCIONS CaARKS AND OTHER FIZLO LiNTS
g'..c DESCRIP TION OF MATERIAL W’ ranc ranc
SIPORTION MSTRUCTIONS | oo vyl  919P0UTION mITeuCTIONS NEPOLT 0N SIIPOTIONG BIST AUC Tigws
-—k bogtolosd
needed for reference
ed for reference :
Wb - ] Megulsrionsy— | y whea 2- ———W&M«--
(Described In Title 36, Code of Federal old or when published r when published lold or when published
Regulations, Parts 7-60) In CFR in CFl in CFR
U -JGeneral -Requiations R — -fNBSRCS-2.2 - . L\aucwm 2 years stroy whea 2 years when 2 years
(Described in Title 36, Code of Federal jold or when publ ished Id or when publ ished id or hed
_____r_‘m'_.:.- ) La-CER da-CER. o CER
w8 | Procedwmes and ‘Pblmj
15| Beat's /Patant Aceas
‘7 ?IJONCR P“oc 655103
A Covar Froceduges whsacs 12 [Tianshen fo FMC | Desfy T nsfeats FAKC [Destid ovide cofy & lipen
when b g otd |5 uy’ lwhen b yus ord  [15gRs Des#y,‘z,é.v 2o Longec
ANeede




Release No. 1

‘ 25:;
ﬁ%{:\;tm °

]

completion of project.

completlon of project.

MECORDS MANAGEMENT GUIDELINE  NPS-19 __ _ NP3 RECORDS DISPOSITION SCHEDULE e APPENDIX B Page 0] —
LOCATION
L - e e
WASO, PLANNING & TRAINING CENTERS RECIONS PARKS AND OTHER FIELD UNITY
::»Lo!: OESCRIP TION OF MATERIAL %”J"r . T T : I T -
DIPOSITION INS T AUC TIONS IPONTION DI OUTION i) AUC 1IONS “Jo‘:(.‘- SIPSNTION M1 RUC FI0u)
’ v- FORESTRY
vih ML//‘ o Wﬂ“ menl NPSRCS 1.1 Transfer to FARC when (To NARS {If not duplicated in To NARS IProvide copy to Reglon
ee m',{”; F / HS years old 30 yrs. JWASO, transfer to FARC |30 yrs. stroy Park files when
” &WM e jwhen 6 years old. longer meeded for
eventfion Wom«uuc. destroy when reference .
;; J; ufPRe S5O no longer needed for g
essI1on reference
a m.bcsj Fee (N\ vse of §iee)
wes — 4 Fransler—to—FARC—when Fo—-NARS— —~
Conservation and Management years old 30 yrs. |WASO, transfer to FARC estroy Park files when
when & years old. o longer needed for
blher-iu. destroy when reference
Ino longer needed for
reference
Y -
- --19- [Range
L
23 [heforesfation and RQM‘)\‘\ Yotion
-- ja. Record copy E — SRCS 1.1 --—tcud«-—n wc.m_h.-ms—
years old 50 yrs.
v [b. Monrecord coples PSRCS 2.2 D&s"‘o 40,;"” S years after Destroy $ years after



NP3 RECORDS DISPON TION SCHEDUAL E PPENDIN B ’ se

(RECORDS mAmacemewY cutpguine  wesie % FECOADS — e
- - - . e AScaTOM
WASO, PL AVMMNG & TRANNNG CENTEARS REGIONS PARES 4ND OTHER FIELO WM TS
c...u. DESCRIP VIDN OF MATEMAL [kt T T T eame ] T - sanc
owouron mitaucTions [ o ] snreuten mitavc e .",.::‘. SPGB N5 BN Temere
v2é feports gee Appe"di’i 1., See Appendix 1, See Appendix 1,
15 fnonthiy 'this schedulé this schedule this schedule
[ B4 Quarterly
19 jSeal-Annual
21 RAnnual
23 jSltuation
NOTE: Aeports on Individual Fires JNPSRCS 1.0 Transfer to FARC when [To MARS Fsltoy whea no longer
years old 30 yes. [needed for reference

dwpttrarod=}
SO, transfer (o FARC
6 years old.
herwise, destroy when
longer needed for

Q 4 a a2 A a2 YRS UE TV B ¥ Dw | e F.“ 2 3 oA G
v Al -
years old

ting (';oun timber and fire-
it o e
\r\

W4t - JStetistics s emm e - IPSRES R R - - —- troy -when 6 yeors——
Id or no longer needed
r 4
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3,

5 ANNUAL REPORT

. FUNDS FOR FISCAL YEAR

NI=-TF-86~1

TITLE

« Kl

BEAR INCIDENT AND
MANAGEMENT REPORT

CASH RECONCILIATIONS
. SCHEDULESB.C& D

_EMERGE NCY LAW AND

ORDER COSTS

FISCAL YEAR APPROPRI
6[ ATION HE ARINGS

INVESTIGATOR'S

PEST MANAGEME

NT

, PROGRAM APPROV AL
& REPORTS

CYCLIC MAINTENANCE

FEDERAL LAW ENFORCE.

+» MENT TRAINING CENTER

q
lo

PROJECTIONS

JUSTIFICATION

PROGRAM

/ BY GEOGRAPHIC

PARK IDENTIFICATION

AREA

{Cungressional District)

F AUTHORITY

Dwector
Memaor andum)

F nance Office
Gurde Section X1

NPS 8

Secretary, Dwecton,
{Budyget Collection
Information)

NPS Act of 1916

Direcror
Menmworandum)

B8uUsSc !

" Tressury Depart
ment

MATERIAL OM8. DOI
FOR CONSTRUCTION

Departmental

NATIONAL PARK SERVICES REPORTS

DUE FROM

FREQUENCY

Annually Parks reporting bea
management incwlents

Monthly Regional Oltices

“

Quarterly Field & Field
Disrectorste

Varres Regeons, Service
Centers & WASO
Owuions

Annually Scoe;l-hc investigators
conducting park
related research

Annuglty Parks through Regrons

Annually Feld & Fieid
Dwectorate

Annually Regonal Offices

A Hy Regronal Otfices

Annually Freld & Freld
OuneLtorate

DUE IN WASO

March 15

6 Workdsys
atlter recept
of ADP Gen
eval Ledger

Trial Bslance

- -

On the 20th of
month lotlow
ing end of quar
ter, encept
Ath quarter on
October 10th

February 15

Oecember 31

10 days after
approval of
project

July/ August

November

FOR

Biological Re
sources Diwvesion

;&l Dwision

Budget Division

Bud&l Dwision

Brwological Re
sources Dwision

Bioloe ot Re
sources Davision

Training Division

Budget Dwision

Budget Dvision

FORM

Preprinted form
and narrative

Schedules 8. C, D,
LWCF recepts &

general lund reve
nue deposited.

Form 10 )46

statistical displays

NPS F orm 10226

Preprinted form

Memorandum

Memorandum

Computes Printout

Briefing statements,

DISTRIBUTION

RECORDE DISPOSITION

FHLEs
OF COPIES | SvMBOL INFORMATION | JUSTIFICATION
Baswc retaned n N2621 Destroy after 3 yeors To evaluste
545 prog ams and
respond to
nquivies
Ongwal to WASO | F2615, Destroy after 3 yoors To compere actusl
teports cesh belance
computed for ssch
appropristion with
the cedh belance
in the Genersl
Ledger Difference
. must be recon-
ciled and corrected
=)
Finence of
Original 10 Budget, | N2617 Destroy after 3 years To cover the un
copy 10 Ranger budgeted costs for
Actwities emergency and
other unforessen
fow enforcement
siustions.
4 boeting books, W [I;:hid ::’N
Dwector, Depu Ahe-Budget
Divector, and v Oestroy when o | secretary
Asustant Directors longer neece
Superintendents, N2621 Destroy after 3 years To monitor con
Regional Offices, duct of resserch
WASO in the perks and
utilize the results
of thet remerch
for mesting
1e30UICs Manage
ment miormstion
needs.
WASO, Regions, N2621 Oestroy after J years To updete Cagk &
Parks Regronel
progam
F2621 Desgoy ahier 5 yeers To bese the snnual
Onginal only report to Congres
sional appropris
tion commitiees
. P2621 Destroy alter 3 years For OMB, OPM
Ranger Activities,
Asst Dwector, and Congen
Pers & Admmn,
Services
Desuoy sfter 3 years To presert and
defend progrems
belore Congrens
& OmS
Oreginal onty Destroy annually :::o p:::uh w:’l
sonsl Damtrict
report

[ 2beg

| ¥ xTpuaddy INITIAIND
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TITLE. AUTHORITY
PASSENGER MOTOR JI1USC. A3V3
VEHICLE AND AIRCRAFT
AEQUIREMENTS
PROGRAMMING OF LINE €O 119888
1TEM CONSTRUCTION 11980
PROJECTS
RECOADING & REPORTING  Civil Service
INFORMATION ON TRAIN  Reform Act

ING RELATED TO CSRA

REIMBURSABLE ¢ .
ESTIMATES

REPORT ON RELOCATION
& REAL PROPERTY
ACQUISITION ACTIVITIES

SECTION 8 PROGRAM
GENERAL AUTHORITIES

SYAYISYICAi WORK LOAD
REPORTS FOR TAX ACY
PROGRAM

SUPEAVISORY TRAINING
REPORT

REPORT OF ESTIMATES BY
OBJECT CLASS

REPORT OF SUPFRIN
. TENDENTS AND REGIONAL
DIRECTONRS

Secretary’s Regula
twons (41 CFR
1200 3)

Congress Secton B
of the General
Auwthoritees Act of
1976, as smended

€ conomic Recover-

Tox Act of 1981,
36 CFA Part 67

annm-enw

Duector (Program
ming & Financial
Mgt System
Repant)

Associate Director,
Cultural Resowces

FREQUENCY DUE FROM DUE N WASO FOR FORM
Annuslly Regionsl Offices & July N Administrative Memorsndum
Service Conters Services Divison
Annusily Regional Otfices December Budget Diwvision Memor sndum
Senw annusl  Regional Oltices June 30 & Traning Dwision  Memorandum
December 31
Jul / [} Budger D L dh
Dwectorate
Annually States through Regions  November 1 Recrestion Re GSA 2997 and
sources Assistance  OMB No 42 R1656
Dwision
Annually Regional Otices June 15 Preser M o
Asmntance
Dwision
Quarterly RAegronal Oftices Within 2 weeks Preservation RAsprd Response
slier end of Asuistance Termunal
fiscal querter Dwision
Semi annual  Regional Ottices, June 30 & Traoeing Division  Memorandum/
Service Centers & December 30 Traning Dvision
WASO Forms
Varies Feld &.Flei! 10 days after Budget Division
Direciorate recewving Atlot
. ment advice
Annually Park Supernintendents Apnit | History Dwision Memarandum

& Regiongl Directans

DISTRIBUTION
OF COMES

FILE »
SYMBOL

RECORDS DISPOSITION
INFORMATION

JUSTIFICATION

{2 copies), Admin
Services Division
{1 copy)

Asst Director,
Pers & Admmn.
Services and
Department

SN

Oentroy stier J yours

To justify vehi
cles and sircralt

2621

P2619

DZroy slter J years

To identily thoss
projects which
would iswolve
facilities located
on s liood plein
or wettend

Destroy after J yesrs

Original only

Regional Duectors

Orupnal only

2 coprres 10 History
Diviseens

F2621

L2621

A2621

GRS 5 4 Desiroy 1 yesr
aher dose of FY

Oestroy aiter 3 years

Destroy alter J years

i)emov alter 3 years

Destroy after 3 years

Destroy Monthly

-uASO Fle: Permaned
vggkcsl.l Al

'S5 1 Tro
iy ik

To prepere o_
report 10 Congrems
on October 1

To be sant to
Congressional
Committess
wnteveseed in Tax
Act Program,
Treasury Depart
ment, | o
GAO ¥y o
To monitos
complisnce with
requwed super
visory trsining for
ol supervisors
and managm's
serving a probe
tonary perssod
and sl superveors

(7]
c
—

tpuaddy anIn

]

To monitor
fundng estimates-
and plans by

object dass

Tobe sentto
Natwonal Archves
as the offucral
secord copy foe
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26.
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18.

DUE FROM

COMPLIANCE REPORTS

TITLE AUTHORITY FREQUENCY
. - - ] —— e —
REPORT ON TAX ACT Diector {(Memo Quarterly Regions with external
PROJECTS randums of preservation progsams
Agreement)
“SEARCH & RESCUE Duector Annu.lly Field/Regroms
. OPERATION" REPORT
SUPERINTENDENT'S NPS Act of 1916 Annually Park Superintendents
ANNUAL REPORT
ADMINISTRATIVE Dept’'i Manust Semi annual | Park or Office |hfou¢l
REVIEW OF IMPREST Release 2069 Regronal Finance
FUNDS Pa133713 Offices
AGENB_;.OF— ;U—LES €0 12044 Semi annual Regoom & WASO
SCHEDULED FOR REVIEW
LWCF CONSOLIDATED | OMB Ccular Annuslty | States through Regions
PERFORMANCE REPORT A 102
ATTENDANCE AT DM (Pary 370 Quarterly WASO, ;;olov_\;;—
PROF ESSIONAL MEETINGS | OM 410, 8) Traning Centers
CONCESSIONE RS ANNUAL | PL 89 249 Annually | Parks through
EVALUATION & CONTRAC Regronal Oflices

DUE IN WASO

End of eech
quarter

As reported

Janusry 15

30 days after
each adming
tratwe review

Aprid & October|

March 31

15th of Aped
July, October
& Januasry

Decembes 1

FOR

Preservation
Assistance
D rmsion

Ranger Aclnmes
Dwision

Brological Re
sources Division

Fmnance Dvision

Admin Services
Dwision

Recreation Grants
Dweion

Assistant Director )

Financisl & Data
Systems

Concessions
Dwision

Mission Report

NPS Form 10 225

Memorandum/
Listing

Form 10 187

Forms 10 356 and
10 X562

DISTRIBUTION
OF COMIES

Onginal 10 Preser.
vation Assistance
Dwesion, 1 copy
10 Interagency
Resource Dwisson

Regional Offices

Supernntendents,
Regions

—
Orginal and 1 copy

Onginal only

Not destributed

Ongmal snd 1 copy

NPS Concessioners,
Parks and Regrons

FILE »
SYMBOL

F261?

AWI

N2621

F2619

A2619

A2617

RECMDS DISPOSITION
INFORMATION

Desvoy after J years

JUSTIFICATION

To monitos the
number of ceridi
cations, requests
and approvals m
» given quarter

Desuov atier J yeurs

Destroy alter 3 years

Destroy dlm 3 years

Destroy after 3 years

Oestioy after 3 yeas

f whea

orneeJeJ

Des
ao l

ladshmie

Oesf‘roy cwhen
no Ioi\jel’ neeled

To exchange deta
with other
sgercies  Audit
for use o
il
i t
Information

To momitor re
ssarch conduct
n the perks.

To monitor the
operations of the
imprest Fund
Cashiers and lO
determine thet
the smoum of
cash advenced to
the cashwr 18 not
excesive 1o meet
normel requu e
ments of the
respective Park or
Offce served
To be mnchuded C
n the publcation C
of A f
Rules.

o«

snce b
To monitor 3
ttendance at T
professonat Le
meetngs. 1)
—_— - -3

sanitary, sttiacive
and provided st
quality levels the
Park visitor ex . o
pects from the
provate secior . \Q
operating outsde @

the Parks.
[N



