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REQUEST FOR RECORD‘SPOSITION AUTHORITY

?

Q LEAVE BLANK

TO: GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECOGRDS SERVICE, WASHINGTON, OC 20408

JOB NO

BC1-137-77~ 1

1. FROM (AGENCY OR ESTABLISHMENT)
General Services Administration

DATE RECEIVED

22 FEP 1977

2. MAJOR SUBDIVISION
Federal Supply Service

3. MINOR SUBDIVISION
Office of Standards and Quality Control

4. NAME OF PERSON WITH WHOM TO CONFER

Joan E. Wright

5. TEL EXT

566-0673

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 U.5.C. 3303a the disposal re-
quest, including amendments, is approved except for items that may
be stamped “disposal not approved” or “withdrawn’ in column 10.

Archivist of the United States

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
this agency or will not be needed after the retention periods specnfied.

(] A Request for immediate disposal.

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

B Request for disposal after a specified period of time or request for permanent

retention.

C. DATE W/QENgY REPRESENTATIVE

1‘/7‘77 Michael G. Barbour

E. TITLE

Chief, Records Management Branch (BRAR)

9.
7. 8. DESCRIPTION OF ITEM 10.

{TEM NO (With Inclusive Dates or Retention Periods) SAMPLE OR | ACTION TAKEN

Standardization and Quality Control Program Files

Files descriptions and requested disposition authoriza-

tions are contained in the attached proposed chapters to

the HB, GSA Records Maintenance and Dlsp051tion System

(0AD P 1820.2).

Appendixes 60-A and 60-B. Propose changes to the

schedules that were approved on July 21, 1970. NN-171-6

73 /‘tfm 5
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* GENERAL SLRVICLS ADMINISTRATION OAD P.1820.2 CHGE

4 f B
***I (Date) : :
nThis appendix provides descriptions of, and maintenance and disposition

|1nstruct1ons for, program files re]atinr to the GSA standardization
ifunction. Involved in this function are the development of plans, policies,
iprocedures, and 1nteraaenc1 agreements for the Federal Specifications and
Standards Programs; provision of technical advice and assistance to execu-
*jtive agencies on the development and use of specifications and standards;
.conduct of management surveys and studies dealing with the standardization
‘program; development of training materials and conduct of training; devel-
opment and maintenance of the civilian agency portion of the Federal
Catalog System; and related functions. Standardization program files are
‘created as a result of the responsibilities and functions outlined in the
IGSA Organization ftanual (OFA P 5440,.1) and pursuant to the provision of
,orders and handbooks in the 1000 subject classification series.

1
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Appendix 60-A. Standardization Program Files

_{Do NOT Typotextbofowthishine) _ _ . . _ _ _ . . _ . _

* | Dietribution _Center PA(JF] and 2 IGER i box oPAR

"Used on first paae of order (\'\.LY * *CHAP 1f a handbonk page.
v etaeert DATE and ORC ST NG aligncd at top on wii orid poaes oiher than poge 1.
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s GOA]  Standardization project files. Documents relating to the develop- !

ment, coord1nat1on, approval, maintenance, revision, and cancellation of
Federa] and interim Federal specifications and standards. Included are
project initiation or discontinuance documents; conference reports; draft
standardization documents and comments; drawings, if applicable; notices,
agenda, and minutes of meetings; study project reports; coordinating ac-
tions; specification comments sheets; standard pack and "Section 5" papers
and related documents (maintained in the Packaging Branch); copies of the |
Ipublished standardization documents; and related records. j

Place in inactive file when obsolete; i.e., when , {
dropped from the Federal Catalog System or no ;
longer referred to in another standardization ;
document, or canceled, hold 5 years, and destroy. |

NOTE: Clearly enter date when canceled or
obsolete on the file folder tab prior to placing !
in the inactive file.

60A2 - 60A4. Reserved.

|60A5 Standardization document files. This file consists of a copy of
leach Federal standardization document maintained for reference and
historical purposes. ;

Place standardization document in inactive file j
when canceled or superseded, retain for 60 years, ‘
and destroy. Early retirement is authorized.

60A6 - 60A9. Reserved.

/60A10. Standardization index files. These files consist of an alphabet-
ical and numerical index to specifications and standards, cumulative
|supplements thereto, and related records.

i
% Destroy when no longer needed.

60A11 - 60A14. Reserved. -

60A15 Standardization committee files. Documents relating to participa-
ition in committees and boards concerned with broad Federal standardization

policies, procedures, and related matters, but not papers relating to {
participation in groups or committees involving specific standardization
Pprojects referred to in par. 60Al. |

; /{,, a, Files of the Committee chairperson:

[ PERMANENT. Agenda, minutes, reports and related

i correspondence of comm:Ltteea and boards of which

5 17 GSA is chairpersons, Transfer to FARC when obsolste,
,6“1“ Offer to NARS w 15 years after term:.natlon
L - - -of commitfeeNEr buoards! ¢uow this hine) -

. .L_l'_' siribniion (Files areep'zéz;s‘_}a,_(gj]_.)ﬁ rangedcalphabetically by, name of
“Uscd on {151 poge of ui .\\F"SL)‘SI‘?.P?._UI‘“Board. --Average accumu](«att.-’g-‘pn.. Z{.S\ﬁhgg&é 1nches/year)
T Meant BATE and ORDE2 N glivrel ot tep on all 02 pages othar thar -age 1.
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.Af’Fi]es of committee members: Destroy when |
superseded or obsolete. {

60A16 - 60A19. Reserved.

60A20. Standardization plan files. Documents created in the development

‘'of standardization plans reflecting pertinent supply and engineering con-
isiderations, methods, and time schedules for accomplishing standardization.
Included are standardization plans, supporting papers, and related records. }

Cut off annually following supersession or
expiration of the plan, hold 2 years, and destroy.

60A21 - 60A24. Reserved.

]

l
E
i.

:60A25. Standardization agreement files. Documents accumulated in entering
linto agreements involving standardization and supp]y support, exclusive of
:documents relating to agreements incorporated in GSA directives or concernedl
with specific projects or cases referred to elsewhere in this appendix.

d, Agreements national in scope and application: ’
Cut off annually wnen superseded or canceled,
hold 1 year, and retire. Destroy after 50 i‘ ’
additional years. i

; ,6% Other agreements: Cut off annually when superseded 3'"
; or canceled, hold 1 year, and retire. Destroy :
after 6 additional years.

60A26 - 60A29. Reserved.

60A30. Standardization surveys and studies. Documents created in making
special surveys or studies dealing with organizational structure, systems
for programing and planning, operating practices and work processes, and
other managerial methods and controls applicable to standardization.
Included are survey and study reports with findings, recommendations, and
related records. :
i ]

1
i

Cut off annually following completion of action
on the survey or study, hold 5 years, and destroy.

i

§0A31 - 60A34. Reserved.

Appendix 60-A
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60A35. Specification control registers. These files consist of a register

(Tog) used for recording receipt, control, and disposition of requests for
specification development.

1

: Destroy 2 years after last entry on register page.
~ 60A36 - 60A39. Reserved.
60A40. Specification review board files. Documents created in reviewing,

analyzing, and approving or disapproving Federal specification projects.
Included are minutes of meetings and related records.

Cut off annually, hold 2 years, and destroy.
60A41 - 60A44. Reserved.

60A45. Sample control files. Documents relating to the procurenwent,
receipt, and disposition of samples used in the development of Federal
specifications. Included are requisitioning documents, equipment control
records, property transfer authorizations, and related records.

Cut off annually following transfer to stock,
return to supplier, or other satisfactory
accounting for sample; hold 2 years$ and destroy.

60A46 - 60A49. Reserved.

60A50. Specification reference system files. Documents created in the
computerized maintenance and management of specifications data, such as
specification supersessions or cancellations; reference to.and from primary,
military, and industry standardization documents; references to laws and
regulations; and related data. Included are input worksheets and cards,
routine and special reports, listings, and related records.

4. Input worksheets and cards: Destroy when
their purpose has been served.

,&? Error listings: Destroy on correction of
errors.

€. Cumulative 1istings: Destroy on receipt of
next listing.

6{ Special inquiries and other listings: Destroy
when no longer needed for reference purposes.

60A51 - 60A54. Reserved.

Appendix 60-A
5 .
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60A55. Standardization project reports. Documents created in the record-'
ing, controlling, and reporting on active and planned projects undertaken

in the development and maintenance of Federal standardization documents.
Included are worksheets, narrative data records, punched cards, project
reports, and related records. |

d. Project reports: Destroy on receipt of next ,
report. ;

Jﬁ' Other repor%;: Cut off annually, hold 2 years,
and destroy jzéxcept that punched cards involved
may be destroyed when their purpose has been served.

:60A56 - 60A59. Reserved.

i60A60. Qualified Product List files. Documents relating to the prepara-
tion, review, issue, revision, and cancellation of Qualified Product Lists
(QPL's) which certify that a particular product or item has been tested,
:examined, or otherwise qualified for compliance with the requirements of a
particular specification. Included are notifications of intent to estab-
1ish, reissue, or expand a QPL; correspondence with manufacturers;
certifications as to authorized distributors; qualification test reports;
notifications of test results; copies of the QPL's; and related records. {

Place in an inactive file on cancellation or
obsolescence of the QPL or the related
specification, hold 5 years, and destroy.
Earlier disposal is authorized.

| NOTE: Clearly enter date of cancellation or
: obsolescence of the QPL on the file folder

tab prior to placing in the inactive file.

;60A61 - 60A64. Reserved.

‘60A65. QPL record set. This file consists of a copy of each QPL main-
;tained for reference and historical purposes.

|

; Place in inactive file on cancellation or
i obsolescence of the QPL or the related ;
i specification, hold 5 years, and destroy.

60A66 - 60A69. Reserved.

i~
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60A70. Cost comparison files. Documents used for gathering data to show
cost comparisons before and after procurement under Federal specifications.

Cut off annually, hold 2 years, and destroy.

60A71 - 60A74. Reserved.

60A75. Standardization training files. Documents relating to the conduct

of training sessions and seminars involving all phases of the standardiza-
tion management function. Included are requests for, notifications of, and
arrangements for, training; communications concerning individuals and

groups trained; training and seminar reports; correspondence; and related
records. \

Cut off annually, hold 2 years, and destroy.
60A76 - 60A79. Reserved.

60A80. Standardization training materials. Documents relating to the
preparation, clearance, and issuance of training materials pertaining to

all facets of the standardization management function. Included are in-
structor's manuals, visual aids, instruction outlines, handouts, training
aids, tests, and related records. i

Destroy when superseded or obsolete. \

60A81 - 60A84. Reserved.

60A85. Stock item purchase description cards. This file consists of stock
item purchase description cards containing basic information on, and full
description of, each stock item in the GSA Stock Catalog.

Destroy when revised, superseded, or canceled. l
60A86 - 60A89. Reserved.

60A90. Purchase description case files. Documents created in the develop- .
ment, maintenance, and cancellation of purchase descriptions used in the
procurement of Federal Supply Schedule program items. Included are requests
for specification/purchase description action, copies of invitations for

bid for Federal Supply Schedule items, deviation authorization records, new
or revised purchase descriptions, and related records. |

Place in inactive file on cancellation of
the purchase description or removal of the
item from the cataloging system. Cut off
annually, hold 2 years, and destroy.

Appendix 60-A
7
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NOTE: Place pertinent papers in the applicable
Federal standardization project file when the
purchase description is replaced by a specifi-
cation.

60A91 - 60A94, Reservede.
60A95. Item identification card files. Interim and approved item iden-

tification cards containing basic information on, and full description of,
each item in the GSA section of the Federal Supply Catalog.

Destroy when revised, superseded, or canceled.
60A%6 - 60A99. Reserved.

60A100. Shelf-life development files. Documents relating to the identi-
fication of shelf-1ife items to be included in the GSA Stock Catalog, to
the review of recommendations for changes or deletions of existing
shelf-1ife codes, and to effecting changes when indicated. Included are
requests for cataloging action, quality control surveillance records,
laboratory test results, shelf-life data card worksheets, and related
records.

Cut off annually, hold 3 years, and destroy.
Earlier disposal is authorized.

60A101 - 60A104. Reserved.

60A105. Cataloging action files. Documents relating to the addition,
revision, or deletion of numerical and descriptive identification data and
user information on items reflected in the Federal Catalog System. Included
are item identification and cataloging action requests and worksheets, re-
ference drawings, illustrations, collaboration action records, transmittal
forms, and related records.

Place in inactive file on completion of action
on the particular transaction, cut off the
inactive file annually, hold 2 years, and
destroy.

60A106 - 60A109. Reserved.

60A110. Simplification study plans. Documents relating to the development
of item.simplification study plans. Included are recommendations for
specific studies, consolidated simplification plans, and related records.

Cut off annually, hold 2 years, and destroy.

Appendix 60-A
8
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:60A111 - 60A114. Reserved.

!60A115. Item simplification studies. Documents relating to item simpli-
fication studies designed to eliminate unneeded items and develop standards
for commodities in the supply system. Included are project initiation
records, approval and disapproval documents, simplification summaries,
studies and recommendations, coordination papers, reports, and related
records. |

i Cut off annually fo]]owfng completion of the
' study, hold 2 years, and destroy.

'60A116 - 60A119. Reserved.

160A120. Item simplification report files. Documents relating to the
'development and submission of reports pertaining to the item simplification
program. Included are simplification program production and production
analysis reports and related records.

Cut off annually, hold 2 years, and destroy.
'60A121 - 60A124. Reserved.

60A125. Nonstandard items authorization files. Documents relating to the
approval or disapproval of requests for authorization (waiver) to purchase
nonstandard items. Included are justifications, recommendations, approvals
or disapprovals, and related records. l

Cut off annually, hold 1 year, and destroy.
60A126 - 60A129. Reserved.

60A130. New item application files. Documents created in reviewing and
making recommendations regarding applications for inclusion of new com-
modity items in the Federal Supply System. Included are new item applica-
tion summaries and related records. ‘ |

Cut off annually, hold 2 years, and destroy.

Appendix 60-A
9 and 10
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: Th1s appendix provides descriptions of, and maintenance and disposition

|1nstruct1ons for, program files re]at1ng to the quality control function.
Included in this function are development of plans, policies, and proce-
idures needed for effective control of the quality of materials and services
procured by FSS; development of training materials and conduct of training;
accomplishment of routine and special inspections, laboratory tests, admin-
istration of Quality Approved Manufacture Program, monitoring contractor
inspection systems, field contract administration, investigation of quality
complaints, plant facility surveys, and surveillance activities at supply
distribution facilities; and related quality control functions. Quality
control program files are created as a result of the responsibilities and
functions outlined in the GSA Organization Manual (OFA P 5440.1) and
pursuant to provisions of orders and handbooks relative to these functions,

Pprimarily those in the 1000 subject classification series. k
{

|
|
|
)
|
i
{

! Appendix 60-B. Quality Control Program Files
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o 60B1. Quality control contract files. Documents created in controlling ;

and ensuring the quality of materials procured under the Federal Supply
Program and in the preaward evaluation and administration of contracts.’
Included are copies of contracts and Federal Supply Schedules, contract
administration documents, purchase orders (filed separately when not
associated with a contract) or printouts, documents reflecting acceptance
. and rejection (including laboratory test records}, and related records. (

‘ q. Central Office: Destroy on completion of contract
or when no longer required for reference purposes,
which ever is sooner.

,6E Regional Quality Control Division: Place in
inactive file on termination of contract or on
completion of the contract by delivery and
acceptance of all material, property, or serv-
i ices. Cut off the inactive file semi-annually, I
; hold 6 months, and retire. Destroy after 5
; additional years.

! C, Quality control representative/insepctor: Destroy

f on termination of contract or on completion of

, contract by delivery and acceptance of all material,
i property, or services.
n

6082 - 60B4. Reserved.

60B5. Contract administration reports. GSA Form 1679, Contract Admin-
iistration, and related documents accumulated in the Central Office in |
monitoring quality control activities pertaining to contracts.

i
.
|
i

60B6 - 60B9. Reserved.

Cut off annually, hold 1 year, and destroy.

60B10. Vendor performance file. Documents created in the inspection of
vendor plant facilities and maintenance of vendor performance data. In-
cluded are preaward plant facility surveys, surveillance reports, reports
under the Quality Approved Manufacturer Program, copies of contract admin-

distration forms, inspection notices and records, and related records. |
i '
d. Files relating to GSA vendors: Cut off annually, hold
2 years, and retire. Destroy after 3 additional . '
years.

f 442 Files relating to non-GSA vendors: Cut off annually,
! hold 1 year, and destroy.
60B11 - 60B14. Reserved.

txe i Appendix 60-B-iiis hined oo oo - Lo
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60B15. Quality approved manufacturer files. Documents created in qua'h‘fy—l
ing suppliers under quality approved (Q.A.) manufacturer agreements, and
in ensuring that suppliers maintain their qualification. Included are
|Q.A. evaluation records, Q.A. agreements, surveillance evaluations,
cancellation and suspension letters, and related records.

d Regional Quality Control Division: Place in inactive
file when agreement is superseded, obsolete, or ter-
minated. Cut off annually, hold 2 years, and retire.
Destroy after 4 additional years.

|
{
'
!
'
i
s
'

,lgf Other offices: Destroy when superseded, obsolete,
or terminated. .

60B16 - 60B19. Reserved.

160B20. Quality complaint files. Documents created in investigating,
ireporting on, and settling or otherwise closing out complaints regarding
‘the quality of materials. Included are investigation reports and related
‘records.

qd. Central Office: Cut off annually, hold 1 year,
and destroy.
' @)

}

,4% Regional Quality Control Divisions:™ ‘Records relating
to vendors in other regions and to stock items: Cut
off annually, hold 1 year, and destroy(@)Records
relating to vendors within the regional area of
Jurisdiction: Include in the applicable vendor
performance file on settlement of the complaint or
closeout of the file.

Quality control representatives/inspectors: Destroy
| on settlement of the complaint or after 1 year, as

, applicable. Do not establish a file when division
files are readily available.

. '60B21 - 60B24. Reserved.

60B25. Weekly itinerary files. These files consist of the quality control
representative's weekly itinerary of scheduled visits to contractor's
plants.

. Cut off weekly and destroy when their purpose has
! been served.

60B26 - 60B29. Reserved.

i
§ o o - ...Appendix 60-B
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ey 60830 Standardization change recommendation files. Documents created as:
'a result of recommendations for changes in specifications, drawings,

istandards, and other contractual documents. Included are recommendations
for changes, review and investigation records, requests for specification l
or purchase description action, and related records.

. supiicy  Ccut off annually following completion of action
T on the recommended change, hold 1 year, and
destroy.

60B31 - 60B34. Reserved.

, ,
i60B35. Inspection interchange agreements. These files consist of documents
relating to letters or other forms of written agreement between GSA and
iother Government agencies for the interchange of inspection services and
testing facilities.

i Cut off annually following expiration, cancellation,
; or supersession of the agreement; hold 2 years; and
: destroy.

j60336 - 60B39. Reserved.

60B40. Supply Distribution facility control inspection files. Documents
created by quality control inspectors in conducting surveillance and
similar inspections at supply distribution facilities. Included are
Jlaboratory test records, quality control surveillance records, and related
records. 0

Cut off annually, ho]d 1 year, and destroy.
60B41 - 60B44. Reserved.

60B45. Quality control surveys and studies. Documents created in making
'special surveys and studies dealing with organizational structure, systems
for programing and planning, operating practices and work processes, and
other managerial methods and controls applicable to the quality control
function. Included are survey and study reports with findings, recom-
mendations, and supporting records; and related records. )

i Cut off annually following completion of the
survey or study, hold 3 years, and destroy.

.60846 - 60B49. Reserved.

Appendix 60-B
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60B50. Quality control training files. Documents relating to the conduct

of training sessions and seminars involving all phases of the quality con-

trol management function. Included are requests for, notifications of, and

arrangements for, training; communications concerning individuals and _

groups trained; training and seminar reports; correspondence, and related |

records. . ;l
|

Cut off annually, hold 2 years, and destroy.
60B51 - 60B54. Reserved.

160B55. Quality control training materials. Documents relating to the
Ipreparation, clearance, and issue of training materials pertaining to all
facets of the quality control management function. Included are instruc-
tors' manuals, visual aids, instruction outlines, handouts, training aids,
tests, and related records. o

CZ‘ Office preparing Government-wide training material:
Destroy when no longer needed.

! , Other offices: Destroy when superseded or obsolete. |i
'60B56 - 60B59. Reserved. |
! f

60B60. Quality control planning and scheduling reports. Documents created
'1n reporting and analyzing quality control representative and inspector

work schedules, man-hours, line items handled, and dollar value of work
'accomp11shed Included are input worksheets, punched cards, periodic list-
ings, and related records. -

| q MWeekly planning and scheduling reports: Cut off |

first of each month reports monthly, hold 3 months, :
and destroy. Destroy all other reports on receipt
of succeeding report.

,&; Work accomplishment reports: Destroy weekly
report on receipt of monthly report; cut off
monthly report monthly, hold 3 months, and destroy.

C. Weekly unmatched finals and cancellations reports:
Destroy on receipt of monthly work accomplishment
report.

42{ Quarterly contract cost evaluation reports: Cut :
off annually, hold 1 year, and destroy. !

TAppendix‘60-B
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e (Dite) (?‘ ZIP codes and contract evaluation reports: Destroy
on receipt of succeeding report. +(Order No.)
% (Date)

f: Punched cards, errors listings, and other records:
Destroy when their purpose has been served.

- 60B61. - 60B64. Reserved. : ,
| ' |
:60B65. Laboratory test record files. These files consist of laboratory
itest records and related aocuments.

Cut off annually, hold 3 years, and retire.
Destroy after 3 additional years.

|
‘
!
i
|

isoass - 69B69. Reserved.

|

60B70. Calibration record files. Records relating to the calibration of
laboratory test and measurement equipment. Included are equipment
calibration schedules, correspondence or other documents arranging for
calibration, calibration certificates or test reports, individual
‘calibration records, and related records.

i d. Calibration schedules: Destroy when revised,
| canceled, or obsolete.

| 45% Individual calibration records: Destroy when
related equipment is disposed of. (Must accompany
equipment, if transferred.)

C: Othér records: Cut off annually, hold 2 years,
and destroy.

60871 - 60B74. Reserved.

60B75. Laboratory equipment acquisition files. Documents relating to
authorization for, procurement of, and control of, laboratory equipment.
Included are requests and justifications, approval or disapproval docu-
ments, copies of purchase orders, records of sums approved for equipment,
GSA equipment control records, and related records. '

d. Acquisition records: Cut off annually, hold 2
years, and destroy.

,{é Control records: Withdraw and place in inactive
file after all items shown on record are returned,
brought forward to a new record, transferred,
disposed of, or otherwise removed from inventory.

; Cut off inactive file annually, hold 3 years,

and destroy.
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60B76 - 60B79. Reserved.

60B80. Laboratory sample registers.' These files consist of a register
with appropriate entries for recording receipt and control of samples
submitted to the laboratory for test.

Cut off completed register sheets annually, hold 3
years, and retire. Destroy after 3 additional years.

:60B81 - 60B84. Reserved.

160B85. Laboratory equipment inventory files. These files consist of the
.annuyal physical inventory report of laboratory equipment and related
records.

Cut off annually, hold 2 years, and destroy.
.60B86 - 60B89. Reserved.

60B90. Supplier's Performance Record. These files consist of all GSA
forms relating to a supplier’'s performance record.

Withdraw and destroy when the supplier is no !
longer considered a likely contractor. §

i60891 - 60B94, Reserved.

60B95. Laboratory research and development files. Documents relating to
research studies and projects for the development of simplified test
methods, evaluation of new articles for Government use, establishment of
quality requirements, and similar matters. Included are project initiation
documents, studies with findings and recommendations, and related records.

a. Laboratory: Cut off annually following completion
of the project, hold 3 years, and retire. Destroy
after 3 additional years.

,{z% Other offices: Cut off annually, hold 2 years,
and destroy.

e dardioor o~





