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TO: GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEIVED

G- /9%

1. FROM (Agency or establishment)

General Services Administration

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 U.S.C. 3303a

2. MAJOR SUBDIVISION
Office of Administrative Services

the disposal request, including amendments, is approved
except for items that may be marked ‘‘disposition not
approved” or “‘withdrawn’’ in column 10. {f no records

3. MINOR SUBDIVISION

Information Collection Management Branch

are proposed for disposal, the signature of the Archivist is
not required.

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT.

Mae Simms 501-2938

DATE

(3% A HIVIST OF THE UNITED STATES
I?/"T 92
¥ T

6.CERTIFICATE OF AGENCY REPRESENTATIVE

¥ © AR
\

| hereby certify that | am authorized to act for this agency in matters pertaining to the aisposal of the agency'’s records;
that the records proposed for disposal in this Request of __23___ _ 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 gttached; or [3 is unnecessary.

B. DATE C! i TUREO NCY REPRESENTATIVE D.TITLE
é ///ég/ Mdryq Cunnyingham Chief, Info. Collection Mgmt. Branc]
£
T, 9.GRSOR | 10. ACTION
ITEM 8. DESCRIPTION OF ITEM SUPERSEDED | TAKEN
NO (With Inclusive Dates or Retention Periods) JOB (NARS USE
: CITATION ONLY)

Buildings Manager Program Records

proposed chapter to the HB, GSA Records
and Disposition System (OAD P 1820.2)

cop i e To AGewCy fa//v/?;
M)
Copty put s NCF %) 7)48

Record descriptions and requested disposition
authorizations are contained in the attached

Maintenance

115-108 NSN 7540-00-634-4054

STANDARD FORM 115 (REV.8-83)
Preseribed by GSA
38 CFR 1228.62
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CHAPTER 44. BUILDINGS MANAGER PROGRAM RECORDS

1. General. This chapter gives instructions for records related to the offices of buildings manager including
subordinate elements. These instructions are contained in:

a. Appendix 44-A. Buildings Manager General Records

b. Appendix 44-B. Building Services Records

c. Appendix 44-C. Building Operation and Maintenance Records

d. Appendix 44-D. Contractual Services and Supply Operation Records
e. Appendix 44-E. Concession Records

f. Appendix 44-F. Safety and Environmental Records

g. Appendix 44-G. Repair and Alteration Records
h. Appendix 44-H. Reserved

2. Microfilming records. The records described in this chapter may be converted to microfilm and the original
paper records destroyed if destruction meets the requirements of the HB, GS A Micrographics Management Program
(OAD P 1882.1), chs. 3-1 and 3 and 4-3 and 4.

3. Electronic records.

a. The temporary records described in this chapter are eligible for disposal in both hard copy and electronic form.
Electronic records designated for permanent retention must meet the requirements outlined in chapter 4 for transfer
to the National Archives.

b. The terms "document” and "information,” used throughout this chapter, refer to electronic as well as textual or
paper records.

c. If temporary paper, microfilm, or electronic records described in this chapter are produced by a data base
management system, the data base must be scheduled in chapter 27 of this handbook.

1and?2 CH 44-1



DESCRIPTION OF RECORD

44A1. Building records (NC1-121-82-1). Case files
that relate to individual buildings managed by
a buildings manager or that are not described

sewhere in this chapter

44A2-

44A4,

44A5. (NC1-121-82-1). Data books
containing\Jocuments prescribed by the HB,
Operation and Maintenance of Real Property
(PBS P 5800.\8B). They are copies of records

44A6- Reserved

44A9 .

44A10.
121-82-1). Documents createy] in establishing
target dates for actions leading\o, and in
reporting problems and accomplihments in
preparing to occupy a new building, Included
are schedules, reports, and related rexords.

44A11- Reserved.

44A14,

44A15. Building name and dedication records NC1-
121-82-1). Documents related to dedicating,
the naming or renaming, and installing seals,
plaques, and memorials in, a building, except
records described elsewhere in this chapter or
inch. 9.

44A16- Reserved.

44A19.

44A20. New building evaluation records (NC1-121-82-

1). Documents created in conducting and
reporting on the evaluation of new buildings
to ensure good features in future designs.
Included are checklists, reports, and related
records.

Appendix 44-A. Buildings Manager General Records

.
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This appendix describes and provides maintenance and disposition instructions for records that accumulate in all
ements of offices of buildings managers or that apply to general building management (BM) matters.

AUTHORIZED DISPOSITION

Cut off at the end of the fiscal year; destroy 3
years later.

Withdraw and destroy documents as they are
superseded or become obsolete. Transfer or
destroy the entire book on disposing of, or after
demolishing, the building.

Cut off at the end of the fiscal year after
occupying the building; destroy 3 years later.

Destroy when no longer needed for reference.

er completing report for the third
year of occypancy; destroy 2 years later.



44A26-
44A29.

44A30.

44A31-
44A34,

44A35.

44A36-
44A39.

44A40.

OAD P 1820.2 CHG

AUTHORIZED DISPOSITION

Reserved.

Building drawings (NC1-121-82-1). Copies of

awings used in building operation and
ma{ntenance, including shop drawings. They

d equipment, including
\ntenance manuals and related

Reserved.

Employee assignment deégignations NC1-121-
82-1). Copies of documents appointing GSA
employees for special duties\n the area of
buildings management and prd{ection.

Reserved.

Occupant documents (NC1-121-82-1).
Documents from occupants, indicating
requirements for, and information about,
continuing or nonstandard services.

Reserved.

Inspection records (NC1-121-82-1). Descrip-
tions of and disposal instructions for the
records are as follows:

a. BM inspection scheduling records.
Documents related to preparing and issuing
inspection schedules except schedules
published in directives.

b. BM inspections. Documents created in
surveying, inspecting, or evaluating the
operation and management of a building or
field office. The inspections are done to
promote coordination, detect problems, and
ensure compliance with policies, procedures,
schedules, and orders. Included are buildings
manager inspection reports, higher-echelon

Appendix 44-A

2

Turn over drawings to new owner when
building is transferred or sold. Destroy old
drawings when they are revised or superseded,
or when building is demolished.

NOTE: Original building drawings are filed
under ch. 42C30.

Destroy when superseded or obsolete.

Destroy when superseded or obsolete.

Destroy ®n next comparable survey, inspec-
tion, or whign an evaluation is conducted.

Cut off at the end \f the fiscal year; destroy 3
years later.
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RECORD

YMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION
inspection reports, and related records, but not
inspection reports required for filing in the
contract, project, or case files, or described
elsewhere in this chapter or in ch. 9.

44A41- Reserved.

44744,

44A45. Nouofederal inspections (NC1-121-82-1). Cut off at the end of the fiscal year; destroy 3
Doclments created in cooperating with local years later.
goverinents or other organizations in
inspectihg Government-owned or -occupied
facilities. \JT'his record category is limited to
documents that cannot be identified with a
specific recory category described elsewhere in
this chapter.

44A46. Withdrawn by CH
(See app. 43F11.)

44A47- Reserved.

44A49.

44 A50. Space use surveys (NC1-121-82-1). Reports Cut off at the end of the fiscal year; destroy 1
of, and other records related to, i - year later.
surveying space use.

44A51- Reserved.

44A59.

44 A60. Credential control records (NC1-121-82-1)) Cut off at the end of the fiscal year, after the
Documents created in recording and returning or accounting for the related
controlling the issuance of credentials. credential; destroy 1 year later.

Included are requests, receipts, accountability
records, reports of lost credentials and related
records.

44A61- Reserved.

44A64.

44A65. Credentials (GRS 11/4a). Identification cards, Destroy 3 months after return to issuing office.

passes, letters of authorization, and similar
credentials issued and controlled by offices of
buildings managers.

Appendix 44-A

3
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CORD
S OL DESCRIPTION OF RECORD

44A71-
44A74,

44A75.

44AT6-
44A79.

44 A80.

44A81-
44A84.

Reserved.

Permit, license, and easement records (NC1-
121-82-1). Documents related to, and used in
ontrolling the issuing of, licenses, permits,
exsements, and similar documents. This
catggory is limited to documents that do not
relatd to case files described elsewhere in this

a. Recordy related to permits, licenses, or
easements idgued by the buildings manager.

b. Records relateX to documents issued by
higher officials.

Reserved.

Health unit records (NC1-1
Documents related to establish
operating health units. Includ
requests to establish units, interagdpcy

agreements, justifications, communiations
regarding operation, and related recorys.

a. Agreements.

b. Other records.

Reserved.

Community activities (NC1-121-82-1).
Documents created in approving, controlling,
and ensuring removal of Living Building
Program activities, community exhibits, review
stands, and advertisements in Government-
owned and -occupied buildings, but not
documents related to federally recognized
charitable campaigns covered in ch. 9.

Reserved.

Appendix 44-A
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AUTHORIZED DISPOSITION

Cut off at the end of the fiscal year; after
denying or revoking permit; or when
document expires. Destroy 3 years later.

Cut off at the end of the fiscal year; destroy 2
years later.

Destroy when superseded or obsolete.

Cut off at the end of the fiscal year; destroy 2
years later.

Cuboff at the end of the fiscal year; destroy 1
year Wter.



OAD P 1820.2 CHGE
DESCRIPTION OF RECORD AUTHORIZED DISPOSITION
Posting records (NC1-121-82-1). Documents Cut off at the end of the fiscal year; destroy 1

created in the displaying of printed, graphic, or year later.
other material on building premises, and
bulletin boards.

44A86-
44A89.

Reserved.

44A90. BM xontest records (NC1-121-82-1). Records Cut off at the end of the fiscal year; destroy 2
relateb\{o incentive contests to evaluate field years later.

offices and motivate field office personnel,

except protction contests described elsewhere

in this chapter,

44A91- Reserved.

44A94, \
44A95. Staff-hour distribution t¢cords (NC1-121-82- Cut off at the end of the fiscal year; destroy 2
1). Documents showing Staff-hours expended years later.
by employee(s) by project, aQtivity, or item.
Included are GSA Form 1079)\Daily Summary
Time Reports, and FBF Time S aries and
comparable documents, but not employee time
and attendance records described m\;{ 9.

44A96- Reserved. \
44A99,

(NC1-121-82-1). Documents related to years later.
financial and management information reports
containing data received by buildings
managers’ offices and used to determine
current financial status, program performance,
and historical trends.

44 A100. Financial and management information re ok\ Cut off at the end of the fiscal year; destroy 2

\,

44 A101- Reserved.
44A104.

44A105. Monthly change reports (NC1-121-82-1). Cut off at the end\of the fiscal year; destroy 1
Documents created in preparing and submitting year later.
reports of changes in personnel, official
addresses, telephone numbers, and workload.

Included are monthly change reports and
related records.

44 A106- Reserved.
44 A109.

Appendix 44-A
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Business services records (NC1-121-82-1).
Documents accumulated in advising and
assisting individuals and commercial concerns
interested in doing business with the
Government, displaying and distributing

jdding documents, and in reporting
infQgrmation on contacts with such individuals
andxoncemns. Included are copies of bidding
materils, reports of contacts, correspondence,
and rel records.

Bid invitatiyns.

Other document:

.
. ' ot

AUTHORIZED DISPOSITION

Cut off at the end of the fiscal year; destroy
when 1 year old, except that bid invitations
may be destroyed when the deadline for receiv-
ing bids expires.

Destroy when the deadline for receiving bids
expires.

Cut off at the end of the fiscal year; destroy 1
year after cutoff.

Appendix 44-A
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\s appendix provides descriptions of, and maintenance and disposition instructions for, records documenting
building service functions supervised by offices of, and units under, buildings managers. The functions include
elevaty operation, sanitation, cleaning, grounds maintenance, snow removal, parking, and similar work when these
services\are performed by government employees. When these services are performed by the contractors, which are
similar orNdentical to those generated when Federal employees perform the services, the records must be kept as a
part of the dgntract file.

RECORD
SYMBOL DESQORIPTION OF RECORD AUTHORIZED DISPOSITION
44B1. Verticahtransportation records (NC1-121-82-

1). Docuxpents related to the operation of
elevators, égcalators, and dumbwaiters.
Descriptions\of, and maintenance and
disposition insyuctions for, the records are as
follows:

a. Elevator operatidp authorizations. Destroy when superseded or obsolete.
Supervisor’s copy of Ruthorizations to operate

elevators, but not field gffice copies, which are

filed under subpar. 9B25% (1), supervisor’s

personnel records.

b. Vertical transportation opexation schedules.
Documents created in developihg, maintaining,
and revising schedules for operatlyg elevators
and escalators. Included are traffic\survey
data, schedules, and related records.

(1) Schedules. Destroy when superseded or obsolete.
(2) Other records. Cut off annually; destroy 2 years later.

c¢. Vertical transportation inspection and
maintenance records. Documents created in

scheduling and reporting maintenance and
inspection of elevators, escalators, and
dumbwaiters. Included are schedules,
acknowledgments of inspection, certificates of
inspection, routine and special reports of
inspection, and related records.

(1) Certificates. Destroy\when the spaces provided are filled or
when a noy form is required due to wear.

(2) Acknowledgments. Destroy on ré¢eiving next inspection
acknowledgmeqt.

(3) Other records. Cut off at end of thg calendar year; destroy 2
years later.
d. Elevator data cards. Card records Destroy on replacing otNemoving the elevator,

Appendix 44-B. Building Services Records
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REGORD
SYMROI. DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

containing identification, location, operation, or on donating, selling, or demolishing the
repair, and alteration data for each elevator. building.

44B2-
44B4.

44B5. Parking\ecords (NC1-121-82-1). Descriptions

. Documents related to Cut off at the end of the fiscal year; destroy 2
t described elsewhere in years later.

about parking, com
agencies, and similar records. Use this

parking matters.

b. Parking area allotments. I3pcuments Destroy when superseded or obsolete.
accumulated in alloting and colNyolling parking
provided to tenant agencies.

c. Parking space controls. Docume Cut off at the end of the fiscal year; destroy 3
accumulated by offices of buildings mapagers year later.

responsible for assigning and controllin
parking spaces. Included are cards or oth
documents showing names of persons assi
parking spaces.

44B6- Reserved.
44B9.

44B10. Grounds improvement coordination records
(NC1-121-82-1). Documents accumulated in y
coordinating the operation, maintenance, and
improvement of grounds, sidewalks, on- street
parking areas, approaches, and roads with local
officials and community organizations. The
records are limited to documents not identified
with a repair and improvement project or other
case file described elsewhere in this chapter.

ut off at the end of the fiscal year; destroy 2

44B11- Reserved.
44B14.

Appendix 44-B
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DESCRIPTION OF RECORD

Cleaning and sanitation records (NC1-121-82-
. Descriptions of and maintenance and
Nposition instructions for the records are as

chapter. Use
9C1a for genera
matters.

summary sheets, building cleaniyg survey
forms, and related records.

c. Cleaning staff organization. Cha
related records showing the organizatio

functions, and responsibilities of the clearh
force.

d. Cleaning schedules. Schedules, layouts,
and related records showing areas and items to
be cleaned and the dates for cleaning.

e. Cleaning assignments, reports, and
inspection records. Documents used to assign
cleaners, report work done, and evaluate work
done. Included are work assignment and
accomplishment forms, inspection reports,
complaints, notices of cleaning required, and
related records.

(1) Permanent work assignments.

(2) Periodic work assignments and
inspections.

(3) Other records.
f. Safety belt records. Documents used to

record identification, repair, and other data
about window-washers’ safety belts.

Appendix 44-B.
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AUTHORIZED DISPOSITION

Cut off at the end of the fiscal year; destroy 2
years later.

Destroy when superseded or obsolete.

Destroy when superseded or obsolete.

Destroy when superseded or obsolete.

Destroy when supgrseded or obsolete.

Cut off at the end of tRe fiscal year; destroy 1
year later.

Cut off at the end of the fisdg
months after cutoff.

year; destroy 2

Destroy after disposing of the bels
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RECORD
SYMBOL  DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

removal plans, assignin
removal teams, and contro

letters to local road officials, snow rem
plans, assignment letters, operation reports,
weather reports, and related records.

a. Plan and related records. when superseded or obsolete.

b. Other records. Cut off at the en
year later.

f the fiscal year; destroy 1

Appendix 44-B
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This appendix describes and gives maintenance and disposition instructions for, records documenting building and
utility operation and maintenance functions performed by offices and lesser units under buildings managers. When
the services are performed by a contractor, the records submitted by the contractor, which are similar to or identical
to those generated when Federal employees perform the services, must be kept as a part of the contract file.

RECORD
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

Building operation and maintenance general records Cut off at the end of the fiscal year; destroy
(NC1-121-82-1). Documents related to operating 2 years later,

and maintaining buildings and utilities, except

records described elsewhere in this chapter or in ch.

44C2-
44C4,
44Cs. irement books (NC1-121-82-1). Destroy when superseded or obsolete.
Document$\accumulated in developing and
submitting fox¢e account staff-hour requirements for
tour assignmend,maintenance and operation, repair
and improvementi\and service calls. The documents
are kept in loosele:
44C6- Reserved.
44C9,
44C10. Tour assignments (NC1 . Documents Destroy when superseded or obsolete.
showing tours of duty for craft persgnnel,
descriptions of the work required, when it is to
be done.
44C11- Reserved.
44C14,
44C15. Craft productive staff-hour summaries (NC1-121- Cut off at the end of the fiscal year; destroy
82-1). Daily, monthly, or other summaries of 2 years later.
productive staff-hours programmed and expended.
44C16- Reserved.
44C19.

44C20. Maintenance control cards (NC1-121-82-1). Cards

used to notify supervisors when preventive main-
tenance is due on an item and to record the date of, disposing of
and staff-hours devoted to, the maintenance.

ard to new card or on
itemn or building.

44C21- Reserved.

44C24.

44C25. Preventive maintenance guide development (NC1- Cut off at the end of the fiscdl,year after
121-82-1). Documents accumulated in requesting approving guide; destroy 1 ye .

development of preventive maintenance guides for
items not covered by published standards.

Appendix 44-C. Building Operation and Maintenance Records
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RECORD

SYMBOL DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

44C26- Reserved.

44C29,

4430 Serwce call work authorizations. Documents used to
ireimbursable services and to
authonze and report WOIK done———

completed.

a. Suspense copies (NC1-121-82-1). al when work is

b. Originals (---). Cut off monthly; destroy 3 years later.

Reserved.

Work authorization records (NC1-121-82-1).
escriptions of and maintenance and disposal
indguctions for the records are as follows:

a. Workauthorization orders. Documents used to Cut off at the end of the fiscal year; destroy
authorize account for work required in managing 2 years after cutoff.

buildings. Inclhded are requests, justifications,

approvals, job ordsgs, work orders, and related

records.

b. Work authorization regidters. Registers used to Destroy 2 years after register sheet or book
record information on the receipt of, work called for is filled.

by, number assigned to, and otheiNdata on job and

work orders.

¢. Work authorization controls. Forms kep
supervisors, showing job order estimates by s
labor and material expended to date.

shop Destroy when job is completed.

44C36- Reserved.
44C139.
44C40. Guaranty and warranty records (NC1-121-82-1). Destroy When guaranty or warranty expires.

Guarantees and warranties obtained with, that apply
to materials and equipment, including related records.

44C41- Reserved.

44C44.

44C45. Equipment history cards (NC1-121-82-1). Cards used = Transfer with equipment or des
to record the maintenance and repair history of disposing of equipment.

selected items of equipment.

44C46- Reserved.
44C49.

Appendix 44-C
2
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RECORD

SYMBOL  DESCRIPTION OF RECORDS

44C50 Mechanical equipment data forms (NC1-121-82-1).

44C51-
44C54.

44C55.

44C56-
44C59.

44C60.

44C61-
44C64.

44C65.

44C66-
44C69.

44C170.

44C71-
44C74.

44C75.

Documents that identify building mechanical
equipment used as an aid in inspection and related
records.

Rdgerved.

Operating equipment inspection records (NC1-121-
82-1). Dodyments created in reporting and certifying
inspection olNmechanical equipment other than
elevators, escalytors, and dumbwaiters. Included are
boiler and unfirey pressure vessel inspection reports,
chemical inspection reports on boilers, inspection
certificates, reports 0f shutdowns, lubrication
schedules and inspectidq records, sprinkler test
reports, fire extinguisher\gst reports, and related
records, except inspection ynd maintenance records
described elsewhere in this Ckapter.

Reserved.

Battery inspection records (NC1-121-83.1).
Documents recording maintenance inspectjons of
storage batteries.

Reserved.
Equipment repair cards (NC1-121-82-1). Documents

used by shop employees to identify and control
equipment received for repair.

Reserved.

Repair notice tags (NC1-121-82-1). Documents

indicating maintenance and repair work done, such as
danger tags, open-valve tags, followup forms, and
similar records.

Reserved.

Plant operation logs (NC1-121-82-1). Logs (often
attached to or kept in or near heating or other plants)
to record equipment operation and condition, action
taken, and occurrences during the shift, but not
equipment records described elsewhere in this
chapter.

Appendix 44-C
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AUTHORIZED DISPOSITION

Destroy when superseded or obsolete.

Cut off at the end of the fiscal year; destroy
5 years later.

Cut off at the end of the fiscal year; destroy
5 years later.

Destroy when equipment is picked up or
eturned.

Destroy aftéx completing work.

Destroy 5 years after log bodk or sheet is
filled, or on disposing of the equipment.
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RECORD
SYMBOL DESCRIPTION OF RECORDS
6- Reserved.
44C80 Heating and air conditioning schedules (NC1-121-

44C81-
44Cg4.

44C85.

44C86-
44C89.

44C90.

44C91-
44C94.

44C95.

44C96-
44C99

44C100.

82-1). Schedules for operating heating and air
conditioning plants, including related records.

d refrigeration operating records (NC1-
Documents used to record daily operating
nditioning and refrigeration systems.

121-82-1))

data for air

Reserved.

Ashes and cinder deliveryxecords (NC1-121-82-1).
Documents used to record adhes and cinders
delivered by contractors.

Reserved.

Lighting records (NC1-121-82-1). RepoXs of
lighting surveys that did not result in the piparing of

an order for, or the installing of, new or alter
lighting; logs recording burnouts and replacemsats;
and related records.

Reserved.

Utility consumption records (NC1-121-82-1).
Documents accumulated in recording, analyzing,
certifying bills for, and otherwise taking action on
utility services consumed. Included are copies of
bills and certifications; submeter readings; demand
and cost figures; but not payment copies of bills sent
to regional offices or imprest fund cashiers.

Appendix 44-C
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AUTHORIZED DISPOSITION

Destroy when superseded or obsolete.

Cut off at end of the calendar year; destroy
when 1 year old, except that one copy
showing typical daily readings for each year
may be kept for as long as needed to provide
arecord of operating conditions.

Cut off at the end of the fiscal year; destroy
1 year later.

Cut off at the end of the fiscal year; destroy
1 year later.

t off at the end of the fiscal year; hold
unth 1 year after energy goal dates have
Destroy 3 years later.
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RECORD
SYMBOL  DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Reserved.

44C110. Painting program records (NC1-121-82-1).
ocuments created to schedule interior and exterior
P ung, identify painting requirements, and report

Cut off at the end of the fiscal year; destroy
2 years later.
b. Other records. Destroy when superseded or obsolete.

44C111- Reserved.
44C114.

44C11s. Water treatment records (NC1-121-82-1).
accumulated in arranging for or conducting tbsts of
and treating water used for boilers and other m
chanical equipment, except contract records create
in obtaining commercial treatment services. Include
are questionnaire test instruction forms, testing
instructions, test results and related records.

a. Testing instructions. Destrojnwhen superseded or obsolete.

b. Other records. Cut off at th
5 years later.

nd of the fiscal year; destroy

Appendix 44-C
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This appendix describes, and gives maintenance and disposal instructions for, records documenting contractual
services; stockroom, yard, and cupboard supply operations; and the control of uniform allowances. This appendix
does not apply to records showing accountability for issued items of administrative and operating property. (See ch.
19.)

RECORD
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

Withdrawn by CHGE

(See app. 13C25 and 13C50)
44D2. Withdrawn by CHGE
(See app. 13C6.)

44D3-

44D9.

44D10.

44D11-

44D14.

44D15. General storeroom reconds (NC1-121-82-1). Cut off at the end of the fiscal year; destroy
Documents related to the §eneral administration of 3 years later.
storerooms, cupboards, fuel Yards, warehouses,
lumberyards, and similar suppl}sources, except
records described elsewhere in chapter or in ch.

44D16- Reserved.

44D19.

44D20. Withdrawn by CHGE
(See app. 13B26.)

44D21- Reserved.

44D24.

44D325. Stock allowance records (NC1-121-82-1). when superseded or obsolete.
Documents showing the type and quantity of items
authorized for stocking. Included are allowance lists,
Jjustifications, approvals, modification, and related
records.

44D26- Reserved.

44D29.

Appendix 44-D. Supply Operation Records
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RECORD

SYMBOL  DESCRIPTION OF RECORDS

Stock control records (NC1-121-82-1). Stock control
records established for stockrooms, lumberyards, fuel
yards, warehouses, and similar storage points to
control stocks held for issuance. Included are stock
record cards, stock replenishment data cards, and
tock number index inserts,

c. Stock number indeXinserts.

44D31- Reserved.

44D34.

44D35. Stockroom voucher records (NC1-13]-82-1). -
Documents supporting increases, changes, and
decreases in stock record accounts. Incliwjed are
requisitions; packing lists; stockroom involsgs or
issuance slips; inventory reports and prope sfer
documents; property writeoff documents, includ
copies of reports of property for survey and prop
releases; and related records.

44D36- Reserved.

44D39.

44D40. Memorandum receipt records (NC1-121-82-1).
Folders containing property receipts and credit
documents for each accountable item issued.
a. Documents.
b. Logs (when used instead of document receipts).

44D41- Reserved.

44D44,

Appendix 44-D
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(Date signed)

AUTHORIZED DISPOSITION

Destroy 3 years after card is filled and
balances are brought forward to a new card,
or 3 years after final entry on card for
discontinued stock.

Destroy after 10 years or after discontinuing
the item.

Destroy on discontinuing the item or on
preparing a new index insert.

Cut off at the erid of the fiscal year; destroy
3 years later.

Destroy documdgts as related property is
returned or accouMed for.

Destroy when log book\or sheet is filled and
all property is returned oxaccounted for.



(Date signed)

RECORD

SYMBOL DESCRIPTION OF RECORDS

Returnable container records (NC1-121-82-1).
Inventories to ensure the return of, and other records
about, empty drums, reels, and other containers on
which the Government makes security deposits.

a\Return controls.

44D46- Reserved.

44D54,

44D55. Surplus sales (NC1-13]-82-1). Documents
accumulated by offices & buildings managers at
remote locations in condudtjng small lot sales of
waste, scrap, or other materials. Included are
authorizations to conduct sales)gales announcements,
letters and slips; and related reco
a. Sale authorizations.
b. Sales files.

44D56- Reserved.

44D64.

44D65. Uniform allowance controls (NC1-121-82-1).

Documents established to make sure that requests are
submitted when employee uniform allowances are
due. This record category does not apply to Standard
Form 7B, Employee Record, when it is used as a
uniform allowance control in addition to its
prescribed use. (See par. 9B25b.)

Appendix 44-D
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AUTHORIZED DISPOSITION

Destroy when container returned.

Cut off at the end of the fiscal; destroy 3
years later.

" Destroy when superseded or obsolete.

Cut off at the end of the fiscal year; destroy
3 years later.

sfer with employee when he/she
tran¥{ers to another field office. Destroy on
transféxing employee to a job within GSA
that does™got require a uniform, on
separating ®qployee from GSA, or when the
record is supexgeded or becomes obsolete.



OAD P 1820.2 CHGE

This appendix describes and gives maintenance and disposition instructions for records from concession functions
performed by offices of buildings managers and units under them.

RECORD
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

Concession general records (NC1-121-82-1). Cut off at the end of the fiscal year; destroy 2
Documents related to concessions, except files years later.
described elsewhere in this chapter or ch. 9.

44E2-
44E4.

Reserved.

44ES. Condgssion records (NC1-121-82-1). Place in inactive file when contract, license,
Documents related to establishing, operating, agreement, or authorization expires or is ended
and modKying concessions, including vending or when request disapproved. Cut off inactive
machines ard pay telephones. Included are file at end of the calendar year; destroy 1 year
requests; copies of contracts, agreements, later.

licenses, and mydifications; other authorization

documents, concegsion record cards; floor

plans; inspection reRorts; space assignments;

photographs; letters akout sale items or

services; utility surveys\reports; agreements;

and related records.

44E6- Reserved.
44E9.

44E10. Concession operation records (NC1421-82-1). Cut off at the end of the fiscal year; destroy
Documents from evaluating concessiony when 3 years old, except that service
services, surveying concessions, request questionnaires may be destroyed when no
banking services, coordinating interior longer needed.
decoration, arranging purchases of furnishin
and equipment, authorizing social functions,
and similar activities not related to contract
administration. Included are survey reports,
service requests, copies of work orders,
questionnaires, correspondence, and related
records.

44F11- Reserved.
44E14.

44E1S. Concession operation reports (NC1-121-82-1). Cut off at the
Documents accumulated in recording and 3 years later.
reporting fees payable or paid to GSA from
concession operations, vending machine
commissions, and related collection activities.
Included are GSA Form 2817, Monthly (or 4-
week) Profit/Loss Proforma Operating
Statement, and related records.

d of the calendar year; destroy

Appendix 44-E. Concession Records
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RECORD
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

__ Reserved.

7 Destroy when superseded or obsolete, or 2
Cards used to control the mstallatlon and __years after equipment is removed.
“removal of concession equipment, including T m—

vending machines.

Appendix 44-E

2and 3
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This appendix describes and gives maintenance and disposition instructions for records resulting from safety and
environmental functions administered by offices of buildings managers. The term "safety and environmental”
includes accident and fire prevention; shelter management, damage assessment, radiological monitoring, and other
activities; except physical security program records filed under app. 43-E of this HB.

RECORD
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

General safety records (NC1-121-82-1). Cut off at the end of the fiscal year; destroy 2
Documents accumulated in the administering years later.

of safety activities under offices of buildings

managers, except records described elsewhere

in this chapter. Use this paragraph instead of

44F2-
44F4.
44F5, Destroy when plan or schedule no longer
applies.
prevention prog
44F6- Reserved.
44F9.
44F10. Safety meetings . Minutes of, Cut off at the end of the fiscal year; destroy 2
and related records about, acciddgt and fire years later.
prevention meetings, protection coyncil
meetings, or other safety group meetiggs.
44F11- Reserved.
44F14.
44F15. Equipment operation permit and training
records (NC1-121-82-1). Documents
accumulated in training, issuing of permits to,
and reporting on, operators using power tools
or other possibly dangerous equipment.
Included are requests for training, reports of
operator training, permit and authorization
controls, notices of permits or authorizations
records.
a. Permit and authorization controls not kept Destroy when exgployee separates, or when
in the personnel information file, par. 9B25c. authorization is rexpked or expires.
b. Other records. Cut off at the end of thk, fiscal year; destroy 2
years later.
44F16 Reserved.
44F19.

Appendix 44-F. Safety and Environmental Records
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RECORD
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION
44F20. Safety inspection and survey records (NC1- Cut off at the end of the fiscal year; destroy 2

121-82-1). Copies of protection inspection years later.
reports, self-inspection reports, technical

survey reports, preoccupancy inspection

reports, similar reports, and related records.

44F21-
44F24.
44F25. Cut off at the end of the fiscal year; destroy 2
years later.

accumulated 2 a result of contests or other

activities to promote accident and fire

prevention. Included are notices, contest

entries, activity repoXs, award notices, and

related records.

44F26- Reserved.
44F29.
44F30. . Cut off at the end of the fiscal year; destroy 2
) davesti- years later.

gating, and taking action on accidents,
incidents, and fires. Included are repo
accidents and fires; investigative reports;
copies of statements; requests for, and report.
of, medical examinations; and related records.

44F31- Reserved.
44F34

44F35. Civil defense and disaster planning records
(NC1-121-82-1). Copies of building civil
defense or disaster plans prepared by occupant
agencies, damage control plans prepared by
offices of buildings managers, shelter
management plans, similar plans, and
correspondence, reports, and other records
relating to their preparation, maintenance, and
execution.

a. Plans. Destroy when supersededyobsolete, or no

longer needed.

b. Other records. Cut off at the end of the fiscal ydar; destroy 2
years later.

44F36- Reserved.
44F39.

Appendix 44-F
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RECORD
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION
Other records. Cut off at the end of the fiscal year; destroy 2
years later.
44F36-  Reserved,
44F39.
44F40.

assigning, training members ofygeporting on,
and participating in other activitie$\qf, civil
defense and disaster control organizatidg,
Included are assignment designations, she
designations, shelter stock reports, civil
defense status reports, training notices and
reports, and related records.

a. Assignments and designation. hen superseded or obsolete.
b. Other records. Cut off at the €

years later.

of the fiscal year; destroy 2

Appendix 44-F.

Jand 4
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This appendix describes and gives maintenance and disposition instructions for, records documenting repair and
alteraton (R& A) functions administered by offices of buildings managers and units under them.

RECORD
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION
1. R&A general records (NC-1-121-82-1). Cut off at the end of the fiscal year; destroy 5
Documents related to R& A functions years later.

44G2-
44G4.

44GS.

44G6 -

44G14.

44G15.

administered by offices of buildings managers
d units under them. Use this paragraph
instgad of subpar. 9Cla. -

Facility records (NI

121-82-1). Documents Withdraw documents when they are

showing requirements status of, and other superseded or become obsolete. Destroy entire
information related to, projests for repairing file on selling, donating, or demolishing the
and altering buildings. Includ € maps, building, or on transferring the building to
ermits, another agency.

retention and disposal recommendation
and improvement work item inventories,
building equipment obsolescence data,
occupancy reports, copies of inspection
reports, and related records.

Reserved.

Cut off at the end 0f the fiscal year;.destroy
when superseded or obsglete.

R&A inspection records (NC1-121-82-1).
Schedules for, reports of, and records related
to, R&A inspections (by buildings managers)
of buildings within a group, except inspection
reports in R& A project/contract records.

Appendix 44-G. Repair and Alteration Records
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This appendix describes and gives maintenance and disposition instructions for, records documenting repair and
alteraton (R& A) functions administered by offices of buildings managers and units under them.

RECORD
SYMBOL DESCRIP’I'ION OF RECORD
44 R&A general records (NC-1-121-82-1).

Documents related to R&A functions
administered by offices of buildings managers
d units under them. Use this paragraph

44G2-

44G4.

44GS. 1-121-82-1). Documents
showing requirementi{or, status of, and other
information related to, pigjects for repairing
and altering buildings. Inclbded are maps,
photographs, floor plans, occupspcy permits,
retention and disposal recommenadi{ions, repair
and improvement work item inventori
building equipment obsolescence data,
occupancy reports, copies of inspection
reports, and related records.

44G6 - Reserved.

44G14,

44G15. R&A inspection records (NC1-121-82-1).

Schedules for, reports of, and records related

to, R&A inspections (by buildings managers)
of buildings within a group, except inspection
reports in R&A project/contract records.

AUTHORIZED DISPOSITION

Cut off at the end of the fiscal year; destroy 5
years later.

Withdraw documents when they are
superseded or become obsolete. Destroy entire

- file on selling, donating, or demolishing the

building, or on transferring the building to
another agency.

Cut off anghe end of the fiscal year; destroy 2
years later.

Appendix 44-G. Repair and Alteration Records
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