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PRESIDIO TRUST
 
RECORDS DISPOSITION SCHEDULE
 

April 30, 2008
 

F EMPLOYMENT AND MANAGEMENT SERVICES 

1. EMS-03 Eq al Employment Opportunity (EEO) Records 
a. OfficIal Dis nminatIOn Com lamt Case Files.
 
ThIS subsenes C nsists of "originating agency" complaint files containmg complaints with related
 
correspondence, r orts, exhibits, withdrawal notices, copies of decisions, records of hearings and
 
meetings, and othe ecords as described in 29 CFR 1613.222. Cases resolved within the agency, by
 
Equal Employment portumty Commission, or by a U.S. Court.
 
GRS 1 25a Destroy 4 y ars after resolution of case.
 
b. Co Ies of Com laint se Files.
 

C. 

(1) Background records not led m the Official Discrimmation Complamt Case Files.
 
Destroy 2 years after final resoli ton of case.
 
(2) Records documentmg comp ints that do not develop into Official Discrimmation Complaint
 
Cases.
 
GRS 1.25c Destroy when 2 years 01
 
d. ComplIance Records. 
(1) Compliance Review Files,
 
Reviews, background documents, and co espondence relatmg to contractor employment practices.
 
GRS 1.25d Destroy when 7 years old.
 
(2) EEO Compliance Reports.
 
GRS 1.25d Destroy when 3 years old.
 
e. Employee Housing Requests.
 
Forms requesting agency assistance in housing m ters, such as rental or purchase.
 
GRS 1.25e Destroy when 1year old. 
f. Employment Statistics FIles. [See note after this
 
Employment statistics relating to race and sex.
 
GRS 1.25f Destroy when 5 years old 
[NOTE: Electromc master files and data bases created m ntral data processing facilities to 
supplement or replace the records covered by this sub-item e not authorized for disposal under the 
GRS. Such files must be scheduled on an SF 115.] 
g. EEO General FlIes.
 
General correspondence and copies of regulations with related r ords pertaining to the Civil Rights
 
Act of 1964, the EEO Act of 1972, and any pertinent later legislati n, and agency EEO Committee
 
meetmg records, including mmutes and reports.
 
GRS 1 25g Destroy when 3years old, or when superseded or obsolet whichever IS appltcable.
 
h. EEO AffirmatIve ActIOn Plans (AAP).
 
(l) Agency copy of consolidated AAP(s).
 
Destroy 5 years from date of plan
 
(2) Agency feeder plan to consolidated AAP(s).
 
Destroy 5 years from date of feeder plan or when admuustrattve purposes hav
 
whichever lS sooner
 
(3) Report of on-SIte reviews of Affirmative Action Programs. \tIl tHDQ.ftW N 
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stroy 5 years from date of report 
(4) Agency copy of annual report of Affirmative Action accomplishments.
 
GR .2511Destroy 5 years from date of report.
 

-01 Records Management Files 
maintains correspondence, reports, authonzations, and other records that relate to the 

manageme t of agency records, includmg such matters as forms, reports, mail, and files management; 
the use of'niicroforms, ADP systems, and word processmg; records management surveys; vital 
records pro ms; and all other aspects of records management not covered elsewhere m this 
schedule. 
GRS 16.7 Destr V when 6 years old. 

3.	 EMS-OM-02 Mo r Vehicle Report Files 
This series mamtain reports on motor vehicles (other than accident, operating, and maintenance 
reports) mcluding S 2, Agency Report of Motor Vehicle Data. 
GRS 10 4 Destroy 3 y rs after date of report 

4.	 EMS-OM-03 Visitor C 
Series consists of register or logs used to record names of outside contractors, service personnel, 
visitors, employees adrmtte to controlled areas, and reports on automobiles and passengers entenng 
same. 
a. For areas under maximum ecunty
 
GRS 18 17a Destroy 5 years a rfinal entry or 5 years after date of document as appropriate
 
b. For other areas.
 
GRS 18 17b Destroy 2 years after nal entry or two years after the date of document, as appropriate.
 

5.	 EMS-OM-04 Routine Surveillance ecordings 
This series maintams video recordmgs om surveillance cameras documenting 
movements onto and through Presidio pr erties as part of routine security procedures. 
GRS 21 18 Destroy when six months old 

DIVISION OF ENVIRONMENTAL REMED 

6.	 ER-Ol, ER-02 Environmental Remediation ( ) Project Files, 1999-present. 12 cubic feet. 
Annual accumulation: 1 ft. 

Project reports are arranged numencally by bui ding number; work order files sequentially by 
work order number. 

Records created in connection with projects for e vironmental restoration of contammated sites 
Records include ER project reports and work order fil . Work order files contam permits, approvals, 
concurrences by federallstatellocal agencies; site photo project diaries, work orders and other 
records. Topics addressed by ER project reports include torage tank removal, lead based paint, 
asbestos, community relations, soil and groundwater condi ions and others. 
Dtsposttton permanent: Cut off upon completion of the rem tation action. Retire to the FRC tn 10 
year blocks Transfer to NARA when 30 years old. 

7.	 Environmental Restoration Administrative Record, 1999-pr ent. 5 cubic feet. Annual 
accumulation:	 .5 ft.
 

Arranged chronologically
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The Admmistrative Record consists of selected copies of records regardmg restoranon projects on 
ar as Impacted by the Army's use of the site. These copies, WIth an index, are made available to the 
pu ic. Included are site discovery documentation, health and endangerment assessments, action 

randa, administrative orders, remedial investigation reports, feasibility studies, commumty 
s plans, correspondence, fact sheets, news chppmgs and many other records. 

Dtspos IOn. permanent Cut off after 10 years and retire to FRC. Transfer to NARA when record IS 
20 years Id 

8.	 ER-03 En iron mental Remediation Minutes, 1999-present. 3 cubic feet. Annual accumulation: 
.5 ft. 

Arranged onologically, 
Series main ains minutes of interagency meetmgs regardmg environmental remediation. Meetings 

include weekly oject manager's meetmgs between the Trust and the National Park Service (NPS); 
and bi-monthly m etmgs of Trust staff with staff of the NPS, Califorrua Department of TOXIC 
Substances Contro Remediation Advisory Board, California Regional Water Quality Control Board 
and the Cahfornia vironrnental Protection Agency. 
Dtspostuon: permat nt Cut off after 10 years Retire to FRC. Transfer to NARA wizen record IS 20 
years old 

9.	 ER-04 Subject Corres ondence - Lead-based Paint, 1999-present. 0.5 cubic feet. Annual
 
accumulation: less than 1 in.
 

Arranged numencally y buildmg number. 
ThIS senes consists of c rrespondence with tenants of Presidio properties regardmg lead-based 

paint m their umts, both exte .or and intenor. 
Disposttton: permanent. Brea file annually. Keep inactive files in office for 3 years after file break, 
then retire to the FRC when n longer needed for current operations. Transfer to NARA when 20 
years old 

10. ER-05 Environmental	 Remedi tion Project Correspondence, 1999-present. 1.5 cubic feet.
 
Annual accumulation. 2 in.
 

Arranged by program, thereund r chronologically. 
Series maintams incommg and 0 tgoing correspondence relating to cleanup requirements at the 

Presidio, includmg comments by reg atory agencies, notification of deliverables, approval and 
written concurrence by participatmg a encies, 
DIspOSItIOn·permanent Cut off yearly ettre to FRC in 10 year increments. Transfer to NARA when 
20 years old 

11. ER-06 Environmental	 Pollution Abate ent Files, 1999-present. 2 cubic feet. Annual
 
accumulation: .5 ft.
 

Arranged numencally by buildmg num er. 
Series mamtams mformation on cnteria, ractice, and application of measures to abate asbestos 

and bulk lead containing materials. Included re samplmg results and analyses, cham of custody 
records and field notes. 
Disposttion: permanent Cutoff after 5 years R tire to FRC when no longer needed for current 
operations Transfer to NARA when 20 years 01 . 

DIVISION OF FINANCIAL AND BUSINESS MA 

12. FBM-Ol Budget Report Files 
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Series mamtams penodic reports on the status of appropnation accounts and apportionment.
 
Annual Report (end of fiscal year);
 

b. 11other reports. 
G 5 3 a. Destroy when 5 years old; b Destroy 3 years after the end of the fiscal year. 

13. FBM-	 2 Expenditure Accounting Posting and Control Files 
Record used as postmg and control media, subsidiary to the general and allotment ledgers and not 
covered sewhere in this schedule. 

stray when 3 years old. 

14. FBM-03	 Ace untable Officers' Files 
Invoices, bills, eceipts, reports and other mmor records maintained to document the status of 
accounts. 
GRS 6 1a Destro 6years and 3 months after penod covered by account. 

Senes maintains reco s relatmg to motor vehicle accidents, includmg SF 91, Motor Vehicle Accident
 
Report, investigative re ort, and SF 94, statement of witness.
 
GRS 10 5 Destroy 6 yeat after case is closed.
 

16. FBM-PM-03	 Procuremen Supply & Grant Records 
Records related to procurem nt and stockmg of supplies. Series includes inventory files and 
mventory lists. 
GRS 3.9a Destroy 2 years fran date of list. 

17. FBM-PM-04	 Excess Personal P operty Records 
Records relating to the reportmg a disposition of excess personal property, often accomplished via 
donations to non-profit organization . 
GRS 4.2 Destroy when 3 years old 

Contracting/Procurement 
18. FBM -CT -01 Solicited	 and Unsolicited ids and Proposals Files 

Bids and proposal documents submitted b firms interested in undertaking work for the Trust. 
a. Successful bids and proposals.
 
GRS 3.5 Destroy wah related contract case les.
 
b. Solicited and unsohcited unsuccessful bids nd proposals. 
(1) Relating to small purchases as defined i the Federal Acquisition Regulation, 48 CFR Part 13. 
GRS 3.5 Destroy 1 year after date of award or nal payment, whichever IS later. 
(2) Relatmg to transactions above the small p chase limitations in 48 CFR Part 13. 
(a) When filed separately from contract case fil s. 
Destroy when related contract 1S completed 
(b) When filed with contract case files. 
Destroy With related contract case file 
c. Canceled solicitations files (i.e. sohcitanons that ere canceled prior to award of a contract). 
GRS 3.5 c (1) Destroy 5 years after date of cancellatiot 
(2) Unopened bids.
 
GRS 3 5c (2) Return to bidder W1Ttl0 Q.frWtJ
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LIsts or card files of acceptable bidders. 
G	 S 3.5d Destroy when superseded or obsolete. 

-CT-03 Non-commercial, Reimbursable Travel Files 
Copie of records relating to reimbursing individuals for work related travel costs. Included are travel 
orders, otel receipts, per diem vouchers and other supporting documents. 
a. Trave administrative office files.
 
GRS 9.3a estroy when 6 years old.
 
b. Obhgati n copies. 
GRS 9 3b D troy when funds are obligated. 

20. FBM -CT-04 outine Procurement Files 
n the course of acquinng routine personal property and non-personnel services. 

Included are con acts, requisitions, purchase orders, leases, and bond and surety records, mcludmg 
correspondence a related papers pertaimng to award, administration, receipt, inspection and 
payment. 
GRS 3.3a (J)(a) Des oy 6 years and 3 months after the final payment. 

21. FBM -CT-05 Supply anagement Files 
FIles containmg reports on supply requirements and procurement matters submitted for supply 
management purposes ( ther than those incorporated in case files or other files of a general nature). 
GRS 3 4 (a) Destroy whe 2 years old 

DIVISION OF GENERAL C UNSEL 

22. GC-Ol Correspondence	 of neral Counsel, 1997-present. 8 cubic feet. Annual accumulation: 
1 ft. 

Arranged alphabetically by me. 
ThIS series consists of the Ge eral Counsel's correspondence on topics with actual or potential 

legal ramifications. Among topics considered are environmental remediation, ethics, the Fort Mason 
Foundation, National HIStOriCPrese ation Act (NHPA), interagency agreements, law enforcement, 
National Environmental Policy Act PA), and procurement. 
Dtsposttton. permanent Rettre to FR wizen no longer needed for current operations. Transfer to 
NARA 10 years after retirement or wh I 20 years old, whichever lS later 

23. GC-02 Correspondence of Assistant G eral Counsel with IRS 
Senes maintams assistant General Counse 's correspondence with Internal Revenue Service regarding 
the charitable status of the Trust. These are e documents that establish the Trust's status as a tax 
exempt entity. 
Disposuton. temporary Destroy when 7year, old or no longer needed for reference, whichever lS 

later 

24. GC-03 Information Request Files 
Senes consists of routine requests for information a d copies of replies thereto that do not mvolve 
admimstrative actions, policy decisions, special com lations or research; also, requests for and 
transrruttals of publications, photographs, and other in nnational literature. 
GRS 14.1 Destroy when 3 months old 

25. FOIA Request Files \IN fTHJ)Il-ft W tV 
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iles created in response to requests for information under the FOIA, consisting of the origmal 
re est, a copy of the Trust's reply, and all related supporting files, which may include the official 
file c y of requested record or copy thereof. 
a. Co espondence and supportmg documents (excludmg the official file copy of the records 
requeste .f filed herem). 
(1) Gran ing access to all the requested records.
 
GRS 14 11(l GRS says: Destroy 2 years after date of reply
 
(2) Respon ing to requests for nonexistent records; to requesters who provide inadequate
 
descriptions; an to those who fall to pay agency reproduction fees.
 
(a) Request not ppealed.
 
GRS 14.11 (2)(a) stroy 2 ears after date of rep ly.
 
(b) Request appea d.
 
GRS 14.11 (2)(b ) Des 'oy as authortzed under GRS 14.12
 
(3) Denying access t all or part of the records requested. 
(a) Request not appeal d.
 
GRS 14.11 (3) (a)Destroy years after date of reply
 
(b) Request appealed.
 
GRS 14 11 (3)(b) Destroy as uthortzed under GRS 14 12.
 
b. Official file copy of req sted records. 
Dispose of in accordance wah .pproved agency dtsposttion tnstructtons for the related records or 
wtth the related FOIA request, htchever IS later. 

26. FOIA Appeal Files 
FIles created in the course of respo ding to admmistrative appeals under the FOIA for release of 
information denied by the agency. eluded are the appellant's letter, a copy of the Trust's reply, and 
related supportmg documents that rna; include the official file copy of records under appeal or copy 
thereof. 
a. Correspondence and supportmg do uments (excluding the file copy of the records under appeal 
if filed herein). 
GRS 14 12a Destroy 6 years after final d erminauon by agency, 6 years after the tune at which a 
requester could file suit, or 3 years after fi al adjudication by the courts, whichever IS later 
b. Official file copy of records under app 1. 
GRS 14.12b Dispose of 11l accordance wah a roved agency dtspositton instructions for the related 
record or wah the related FOIA request, whic ever IS later. 

27. FOIA Control Files 
Files mamtained for control purposes in respondi to FOIA requests, mcluding registers and similar 
records listmg date, nature, and purpose of request d name and address of requester. 
a. Registers or hstmg.
 
GRS 14.13a Destroy 6 years after date of last entry!
 
h. Other files.
 
GRS 14.13b Destroy 6 years after filial action by the age cy or after filial adjudication by courts,
 
whichever IS later.
 

28. FOIA Report Files 
These are recumng and one-time reports relating to the agency plementation of the Freedom of 
Information Act, excluding annual reports to the Congress at the artmental or agency level. 
GRS 14.14 Destroy when 2 years old. 
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· FOIA Administrative Files 
Administrative records relating to the agency's implementation of the FOIA, including notices, 

emoranda, routine correspondence, and related records. 
G 14.15 Destroy when 2 years old. 

Act Request Files 
Files ere ted in response to requests from individuals to gam access to their records or to any 
informatid in the records pertaining to them, as provided for under 5 U.S.c. 552a(d)(1). Files 
contam origi al request, copy of the Trust's reply, and all related supportmg documents, which may 
include the 0 cial file copy of records requested or copy thereof. 
a. Correspon ence and supporting documents (excluding the official file copy of the records 
requested If filed erein). 
(I) Granting ace ss to all the requested records.
 
GRS 14.21a(1) Dest oy 2 years after date ofreply.
 
(2) Responding to quests for nonexistent records; to requesters who provide inadequate
 
descnptions; and to tho e who fail to pay agency reproduction fees.
 
(a) Requests not appe ed. 
GRS 14.21a(2)(a) Destro years after date of reply 
(b) Requests appealed.
 
GRS 14.21a(2)(b) Destroy a authorized under GRS 14.22.
 
(3) Denying access to all or art of the records requested. 
(a) Requests not appealed.
 
GRS 14.21a(3)(a) Destroy 5 yea
 
(b) Requests appealed. 
Destroy as authorized under GRS 
b. Official file copy of requested r cords. 
Dispose of 111 accordance wah appro d agency dtsposition instructions for the related records or 
wah the related Privacy Act request, w ichever IS later. 

31. Privacy Act Amendment Case Files 
Series maintains files relatmg to individua ' requests to amend records pertammg to them as 
provided for under 5 U.S.c. 552a (d)(2); to dividuals' requests for review of an agency's refusal to 
amend a record as requested, as provided for nder 5 U.S.c. 552a(d)(3); and to any CIVilaction 
brought by an individual against the refusing a ency as provided under 5 U.S.c. 552a(g). 
a. Requests to amend agreed to by agency. ill ludes individuals' requests to amend and/or review 
refusal to amend, copies of the Trusts's rephes, a d related materials. 
GRS 14.22a Dispose of in accordance wtth the ap roved disposition instructions for the related 
subject tndtvtdual's record or 4 years after agency agreement to amend, whichever IS later. 
b. Requests to amend refused by agency. Files inc de individuals' requests to amend and to 
review refusal to amend, copies of the agency's replie statements of disagreement, agency 
justifications for refusal to amend a record, and related aterials 
GRS 14 22b Dispose of in accordance wah the approved tsposttion instructions for the related 
subject tndtvidual's record, 4 years after final determtnati by agency, or 3 years after final 
adjudication by courts, whichever IS later. 
c. Appealed requests to amend. Includes all files created m sponding to appeals under the
 
Pnvacy Act for refusal by any agency to amend a record.
 
GRS 14 22c Dispose of in accordance wah the approved dtspostt n tnstructtons for related subject
 
individual's record or 3 years after final adjudication by courts, w I hever IS later.
 

Presidio Trust Record Disposmon Schedule Apnl 30, 2008 7 



2. Privacy	 Act Accounting of Disclosure Files
 
Senes maintains files maintained under the provisions of 5 U.S.c. 552a( c) for an accurate
 
ccounting of the date, nature, and purpose of each disclosure of a record to any person or to another 

a ency, including forms for showing the subject Individual's name, requester's name and address, 
pu ose and date of disclosure, and proof of subject Individual's consent when applicable. 
GR 4.23 Dispose of in accordance wah the approved disposition instructions for the related 
subje tndtvidual's records or 5 years after the disclosure for which the accountability was made, 
whtche I' IS later. 

33. Privacy	 A Control Files 
Files mainta ed for control purposes in responding to requests under the Pnvacy Act, including 
registers and s ilar records hstmg date, nature of request, and name and address of requester. 
a. Registers listmgs. 
GRS 14.24a Des oy 5 years after date of last entry. 
b. Other files. 
GRS 14.24b Destro 5 years after final action by the agency or final adjudication by courts,
 
whichever IS later.
 

34. Privacy	 Act Report FI es 
These are recumng and ne-time reports relating to the agency implementation of the Pnvacy Act, 
including biennial reports 0 the Office of Management and Budget (OMB), and the Report on New 
Systems at all levels. 
a. Registers or listings.
 
GRS 14 24a Destroy 5 years a er date of last entry.
 
b. Other files.
 
GRS 14 24b Destroy 5 years afte inal action by the agency or final adjudication by courts,
 
whichever IS later.
 

35. GC-04, GC-05, GC-06, GC-07 Me oranda of Agreements, 1998-present. 4 cubic ft. Annual 
accumulation: .5 ft. 

Arranged alphabetically by name 0 greement. 
This series compnses record copies 0 major agreements entered into by the Trust regarding 

environmental remedianon, environmenta rotection, land-use decisions and other substantial Issues. 
a. anginal memoranda of agreements regar ing environmental remediation at the Presidio of San 
Francisco. 
Dtsposuion: permanent. Upon termination oft e agreement or acknowledgement of satisfaction, 
retire to FRC; transfer to NARA when 30 years ld. 
b. GC-05 California Environmental Protection A ncy, Department of Toxic Substance Control 
Agreement 
Ongmal Dept. Toxic Substance Control Agreement 
Dtsposuton: permanent Transfer to NARA when the p tod of the agreement has exptred. 
c. GC-06 Letterman Digital Arts Agreement
 
Original Letterman Digital Arts Exclusive Negotiation A eement
 
Dtsposttton permanent. Transfer to NARA when the 50-ye term of the agreement has exptred 
d GC-07 Memorandum of Agreement (MOA)/Envlronme 1al Insurance
 
Drafts from MONEnvironmental Insurance Negotiations. Th is a working file maintained to
 
provide background and context for a final agreement.
 
Disposition, temporary. Retain 1Il office until final document IS cr ted Destroy when superseded or 
110 longer needed for reference. 
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GC-08 Board of Directors' Documents 
he powers and management of the Trust are vested m a Board of Directors consisting of the seven 

mbers - the Secretary of the Interior or the Secretary's designee and six individuals appomted by 
the resident. This senes maintams bIOS,oaths of office, letters of resignation, and background 
info anon regarding members. 
DISP	 ItLOn"temporary. Retatn 111 office for length of term then destroy 

37. GC-I0,	 e-n, GC-12 Insurance Policies 
This series amtams record copies of Insurance pohcies purchased by the Trust and 
corresponde ce and bid packages related to their purchase: 
a.	 Presidio st Excess Liabihty 
b.	 Environme tal Insurance Policy 
c.	 Invitation to rd Packages - Insurance 
Dtspositton. tem rary, a,b,c Destroy when superseded, obsolete, or no
 
longer needed for rrent operattons.
 

38. GC-13 Treasury	 Bo rowing Records, 1999-present. 1.5 cubic feet. Annual accumulation: 2 in. 
Arranged alphabet ally by subject. 
This series consists f correspondence, memoranda and other records created in the course of 

executmg obhgations to e Secretary of the Treasury as authorized by Section 104 (d) Financial 
Authonties of the Presidi Trust Act. 
Dispostuon: permanent R Ire to FRC when loan pertod has expired Transfer to NARA when 30 
years old 

39. GC-14 Commercial	 Tenant 
Records created in the course 0 issuing leases to commercial tenants of Trust properties. Included are 
letters of intent, correspondence, ttorney's notes, guaranties oflease, onginal building leases and 
other documents. 
Disposition temporary Destroy w n superseded or no longer needed for reference. 

40. GC-15 Legal Claims 
This series consists of records related t the settlement of tort claims in which the Trust is a party. 
Records of open and closed claims are p sent. 
Dtsposttton: temporary. Destroy 5 years a er claim IS settled. 

41. GC-17 Legal Reports,	 1998-present. 8 line r inches. Annual accumulation: 1 in. 
Arranged by type of report, then chronolo .cally 
This senes consists of vano us classes ofreq ired legal reports submitted to Federal agencies and 

Congress. Included are the following: 
(a) Semi-annual Regulations Agenda for amendin adoptmg regulations, submitted to NARA for 
pubhcation m the Federal Register, 
(b) Annual reports submitted to the Attorney General egarding FOIA, 
(c) Annual reports approved by the Trust's Board ofD ectors and submitted to Congress. 
a. b c. DISPOSllLOllpermanent Cut-off every! 5years a transfer to NARA. 

DIVISION OF OPERATIONS 

42. OP-14 Guard Service Control Files (On-call Program Doc 
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is senes consists of records of an on-call after-hours emergency security program. Included are 
w k orders, correspondence, program guidelines, patrol and duty officer logs, participant applications 
and cheduling records. 
GRS .19 a Control center key or code records, emergency call cards, and building record and 
employ tdenttficatton cards Destroy when superseded or obsolete. 

Programming Committee Minutes 
ommittee, dissolved m July 2002, WhIChconsulted on the Trust's program of work. 

The records co sist of agendas and minutes of meetmgs. 
Destroy upon ap roval of schedule 

44. OP-33 Operations onthly Report, 1999-2001. 1.5 cubic feet. Annual accumulation: 2 in. 
Arranged chrono gically. 
Series mamtams s mary reports of ongomg projects m the facihties department. These reports 

were discontinued appr imately January 2001. 
Dispostuon: permanent etain at the Trust for 5 years, and then rettre to FRC Transfer to NARA 
when 30 years old 

45. OP-05 Excavation Clearanc 
ThIS senes maintams permits a d related documents for excavations conducted at the Presidio for tree
 
planting, utihty service, or other urposes.
 
Dtsposttton: temporary Destroy s x months after dig is completed.
 

46. OP-20 Project Files, 1998-present. 4 cubic feet. Annual accumulation: 2.5 ft. 
Arranged numencally by project n mber. 
These files constitute a chronologie record of building and landscape maintenance work 

conducted at the Presidio. FIles docume the type of project, their progress, cost, completion date 
and other aspects and include corresponde ce, permits, certificates of inspection, environmental 
reports, diaries, and logs. 
Dtsposuton: permanent Thts history of bud Ig construction, repair, and maintenance work needs to
 
be kept on site for cyclical maintenance purpo es.
 
Transfer to an approved repository when 110 101 er needed.
 

47. OP-13 Communication General Files (Tenant elecommunication Accounts) 
ThIS series maintains records related to managemen of telecommunications resources at the Presidio,
 
including plans, reports, and records pertaimng to eq ipment requests, telephone service, and similar
 
matters.
 
GRS 12 2b Destroy when 3 years old
 

48. OP-ll	 and OP-43 Drawings of Electrical, Plumbing, ating or Air Conditioning Systems 
(Utility Maps) 
This series maintams maps of electrical, heatmg, cooling, ga water and sewer systems to assist m
 
management and repair of Presidio buildings.
 
GRS 17 4 Destroy wizen superseded or after the structure or 0 'ect has been rettred from service.
 

49. OP-23, OP-24 Architectural Plans, 1999-present. 3 cubic feet. Annual accumulation: 4 in. 
Arranged numencally by buildmg number. 
This senes consists of as-built and as-modified plans of build in at the Presidio and constitutes 

the permanent general and detailed record of the architecture, mfrast cture and utrhty systems of 
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hese buildmgs. Both electromc and paper versions of the drawmgs are mamtamed, but the paper
 
py is considered the record copy.
 

DI osttion: permanent Retain on site until no longer needed then
 
tran er to an approved repository
 

rchitectural Drawing Working Files ("AutoCAD originals"), 1999-present. 
Arra ed numerically by project number. 
This se es consists of working drawmgs depicting architectural and infrastructural details of 

Presidio bui ings and are maintained to guide and document the course of building modification
 
projects The rawmgs are created and edited electronically as changes to buildings are planned or
 
made.
 

when superseded, obsolete, or no longer needed for current operattons. 

51. OP-25 Residential Buildi	 g Permits, 1999-present. 6 cubic feet. Annual accumulation: 1 ft. 
Arranged numencally b building number. 
Senes mamtams records lated to the apphcation for and Issuance of permits for construction, 

rehabilitation, inspection and 0 cupancy of residential buildmgs, includmg correspondence, permits,
 
building plans, temporary and I al certificates of occupancy, and job cards (on which building
 
mspectors check off tasks compl ed). Also includes records of "make ready" umts for residential
 
leasmg, WhICD.undergo a permit p cess but do not require review by other Trust departments.
 

. . ""t-e."" pu 1.-0..,-.-'/._
DIs pas	 ition: j1e' !II,! rrf:1ff _~L(;Uj~~l\U::e...J'Jj..i.":£J:.1.1jJ'J:1J.Ie-OJ-Q.Or;u;uu~Z;-I'"BH:I!Ht--Hl--9Jj~~~~s.JJ.'leI.~*'H'e-

as YI e ce ss a.,r-y • 

52. Compost Program Records, 1999-pre ent.	 1 cubic foot. Annual accumulation: 1 in. 
Arranged alphabetically by project n me. 
Records related to a "compost and reg eration program" maintained by the Organic Debris 

Management Speciahst. The senes include a "compost protocol log" and other records documenting
 
nature and quantities of matenal diverted fro the waste stream and used to produce fimshed compost
 
for use in the Park, amount of fimshed compo produced, locations where it is used, and results in
 
terms of soil biology.
 
Disposition permanent Retain all site till no Ion er needed; transfer to FRC Offer to NARA when
 
30 years old.
 

53. Equipment	 Service Files 
ThIS senes consists of equipment mamtenance records or heavy machinery - backhoes, tractors, 
waste grinders, etc. - used for maintenance during the h e of the equipment and to document same at 
time equipment IS sold. 
DISpOSitIOn' temporary Maintain service records for life 

54. Ft. Scott Organic Community Garden Records 
This senes mamtains records of a volunteer program to develo and mamtam a commumty garden 
considered an historically and culturally sigmficant site. 
Records include signed membership and volunteer applications d agreements. 
a. Volunteer agreements - Dtsposuton: temporary Destroy 7year after garden member ceases active
 
membership
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b. Adrrumstrative records - Disposition Destroy when superseded or obsolete 

55.	 mpost Tea Records, 1999-present .. 5 cubic foot. Annual accumulation: less than 1 in. 
anged chronologically. 

ecords of a program to produce and apply compost tea, an aerated, aqueous solution of 
micro rgamsms suspended m water, used to improve turf health. Records are maintamed by the 
Compo t and Regeneration Program and document production, laboratory analysis and use of the 
substanc . Records mclude electronic databases and correspondence and reports m paper. 

"permanent. Retain 011 site till no longer needed offer to NARA when 30 years old. 

56. OP-17	 Buil [ng Services Files 
This series co ists of records relating to building and equipment maintenance actions. Requests for 
service are trac d by a computer software package. Electromc and paper copies of records are kept. 
GRS 11.5 Destro 3 months after the work IS performed or the requtsttton IS canceled 

57. OP-18	 Project Con 01 Files (Project Tracking Time Sheets) 
Senes maintams mem randa, reports, time sheets and other records documenting assignments, 
progress, and completid of projects. Data from these records are input into a computer system that 
tracks project costs. 
GRS 16 5 Destroy 1year ter the year 111 which the project closed 

58. OP-19 Commercial and Re ldentlal Building and Materials Data 
Series consists of equipment a d asset records, including senal and model numbers, for heaters, 
boilers and appliances such as s ves, refrigerators, dishwashers, garbage disposals, as well as HV AC 
equipment. Information mcludes installation dates, service dates, pamt dates. Data are maintained 
electronically. 
Disposition temporary. Destroy w 11 superseded, obsolete, or no longer needed for current 
operations. 

59. OP-36	 Residential Inspection Recor 
Records of annual residential inspection of buildmg structure and systems. 
GRS 18.9 Destroy when 3 years old or up n dtsconttnuance of 'factluy, whichever IS 

sooner. 

Water Treatment Plant 
60. OP-40 Water Treatment Plant Monitoring ecords 

Records of Presidio water condition and treatm nt maintained by the Water Treatment Plant. Current 
records are maintained electronically and docum nt turbidity, reservoir level and flow trends for a 30-
day history. Histone (paper) records include dail logs of plant operations, reports required by the 
Califorrua Department of Health and sample analy s. 
Disposition. temporary. Destroy both paper and el tronu: records when superseded, obsolete or no 
longer needed for current operations. 

Utilities 
61. OP-38 Utilities Maintenance Records 

Senes mamtains records on the status of high voltage equip ent and parts needed for ItSoperation, 
Records include logs of power outages and daily work as weI as metenng and transformer data. Data 
are mamtamed electronically. 
Disposition: temporary Destroy or delete when superseded, obs 
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ed for current operations 

Minor Contracted Work Records 
lies track work performed by outside contractors to upgrade Presidio buildings for leasing 

purpos . Included are yearly capital project case files; information and records regarding operation 
of utility ystems, mcluding purchase orders, notes to file, health and safety guidelmes and other 
record an non-record material. 
DISPOSltlOfl'temporary. Destroy when superseded, obsolete, or no longer needed for current
 
operations.
 

63. BF-03 Accoun able Officers Files (Utility Bills for Non-residential and Residential Tenants) 
Invoices, bills, r ceipts, reports and other minor records maintamed to document the status of 
residential and n -residential utility accounts. 
GRS 6.1a Destroy years and 3 months after period covered by aCCOU1lt 

Salvage Departmen 
64. OP-SUS-46 Personal roperty Transfer Records 

This is an admimstrative lIe used to keep track the physical location of furniture, toilets, sinks, etc. 
and record the disposition nd estimated value of excess property of this kind. Series mcludes 
Property Transfer Forms 0 which the details of disposition actions are recorded. 
DISPOSztlO1l.temporary Des oy five years after the property has been transferred to its permanent 
location. 

Sustain ability 
65. OP-SUS-41 Sustain ability Prog ammatic Records 

This record series documents the st's ongomg sustamability program, which mcludes recycling, 
compostmg, green building and wa r conservation. Records include descriptions and presentations 
of the plan, the Trust's signed "Rebu d America Program" agreement, records of awards, and annual 
reports of the Trust's sustamability ac mplishments. 
DISPOSltlOfl:temporary. Retire to FRC ter 10 years, destroy when 20 years old. 

Safety Officer 
66. OP-SO-Ol Employee Training (Safety) R cords 

Series maintams correspondence, memorand reports, and other records relating to the availability of 
trainmg and employee participation in traimng rograms sponsored by other government agencies or 
non-Government institutions. 
GRS 1.29b Destroy when 5 years old or when Slip rseded or obsolete, whichever ISsooner 

67. OP-SO-02 Occupational Injury and Illness Files 
Senes consists of reports and logs (mcluding Occupati nal Safety and Health Admimstration Forms 
100, 101, 102 and 200 or equivalents) maintained as req ired by OSHA to document all recordable 
occupational mjunes and illnesses for each establishment. Some cases may mvolve exposure to 
asbestos or other hazardous materials and waste. 
Dtspositton: temporary Retire to FRC when no longer acttv Destroy 30 years after case closure 

EXECUTIVE DIRECTOR 

68. ED-02, ED-03 Travel/Speaking Engagements, Routine Correspo 
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ramtams reference materials for speaking engagements, logs of official trips, correspondence 
on routi e matters such as travel arrangements, holiday greetmgs, etc. 
DlSPOSltl i: temporal), When inactive, retire to FRC Destroy when 15years old. 

69. ED-Ol Boar	 of Directors Packets, 1998-present. 15 cubic feet. Annual accumulation: 1.5 ft. 
Arranged onologically, 
This series amtams executive and departmental reports, correspondence, memoranda, 

development pro osals, meeting agenda and proceedmgs that provide background and direction for 
discussions of iss es m Board of DIrectors Meetings and document decisions of the Board. Topics 
addressed include esidio planning, environmental remediation, proposals to enable the Trust to 
become self-sustain g, affordable housing, and other significant issues. 
Disposition. perman nt Cut off every five years. Retire to FRC Transfer to NARA when 30 years 
old. 

70. ED-04	 - Board of Dire ors' Minutes, 1998-present. 3 cubic feet. Annual accumulation: 4 in. 
Arranged chronologie lly. 
This series consists of mutes of public and closed meetmgs of the Trust's Board of Directors. 

The minutes document deci ions taken regardmg issues addressed by the board at these meetings. 
Dispositton: permanent. Cut (f every five years Retire to FRC Transfer to NARA when 30 years old. 

DIVISION OF PLANNING 

71. PL-Ol Project Files for Presidio Planning, 1998-present. 12 cubic feet. Annual accumulation: 
1.25 ft. 

Arranged accordmg to an alpha umeric classification system. 
This series mamtains correspond nee, reports, public meeting comments, audio-visual records and 

other documents relatmg to long-ran plannmg as outlined in the Presidio Trust Management Plan 
and other plannmg guidelines. 
Dtspostuon: permanent Retire to FRC hen project completed. Transfer to NARA when 30 years old 

72. PL-02 Land	 Use Records, 1999-present. 8 cubic feet. Annual accumulation: 1 ft. 
Arranged alphabetically by geographic rea. 
Senes maintains correspondence and rep rts relating to vanous aspects of land use at the Presidio. 

Included are records regardmg ball fields and reas of the Presidio, such as Lobos Creek, undergoing 
protection, rehabilitation, restoration, and enha cement. 
Dtsposttton: permanent When development com lete rettre to FRC Transfer to NARA wizen 30 years 
old 

73. PL-03 Cultural Resource Studies and Research F es, 1999-present. 12 cubic feet. Annual 
accumulation: 1 ft. 

Arranged alphabetically by subject. 
These files contain research notes, reports, studies an plans relatmg to preservation activities, a 

key aspect of the mission of the Trust. 
Dtsposttton: permanent. When study lS complete. retire doc ment to FRC Transfer to NARA when 30 
years old 

74. PL-41,	 PL-05 NEPA (National Environmental Policy Act) C rrespondence and Planning 
Records, 1998-present. 10 cubic feet. Annual accumulation: 
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yironruental impact statements are arranged alphabetIcally by subject. Project reviews are 
arrange chronologically. 

This nes mamtains correspondence with Federal agencies, meetmg agendas, studies, plannmg 
and appro I records regardmg environmental impact statements, project reviews and other aspects of 
the Trust's mpliance with provisions of the National Environmental Policy Act. 
Disposttton: ermanent When report completed, Reure to FRC Transfer to NARA wizen 30 years 
old 

iew Files (Categorical Exclusions), 1998-present. 25 cubic feet. Annual 
accumulation: 2. ft. 

Arranged chron logically. 
Project files for a I environmentally reviewed small activities under NEP A (categoncally excluded 

projects) arranged nu erically. Files contain correspondence, studies, plannmg and meeting records. 
Dtsposiuon: permanen Cut off tn 5year blocks. Retazn on site for 5 years after cut off (J 0 years 
total) then retire to Fed al Records Center Offer to NARA when 15years old. 

76. PL-06 Transportation	 St ies & Planning Documents, 1999-present. 9 cubic feet. Annual 
accumulation: 1 ft. 

Arranged alphabetically b subject. 
This series maintams studi and plannmg documents related to transportation systems on the 

Presidio, Topics addressed mel e bikeways, bus routes and parkmg plans. 
Disposition permanent When re rts are completed retire to FRC. Transfer to NARA when 30 years 
old. 

77. PL-07 Presentations/Workshops	 Re ords,1998-present. 10 cubic feet. Annual accumulation: 
1 ft. 

Arranged alphabetically by name ofp eject. 
ThIS senes consists of visual and grapH'c boards used m pubhc workshops, Presidio Trust Board 

of DIrectors' meetings, and m charrettes (te ical workshops for staff). Oversize boards will be 
saved in a reduced size format for long term r tention. 
Disposition permanent When presentation IS mpleted, retire to FRC. Transfer to NARA when 30 
years old 

Compliance 
78. PL-28 Archeological Records, 1989-present. 4 cub feet. Annual accumulaton: .5 ft. (paper) 

Arranged chronologically, 
This senes consists of databases, mamtamed electro .cally by the Archeology Lab, regarding 

archeological sites and artifacts at the Presidio, and paper ecords that document and supplement the 
data. Information contents mclude provenance, lab status, cession number, catalog number, 
physical location, description of Items, matenal, item count, plor, condiuon, references (e.g. maker's 
mark) and other data. 
Disposition: permanent Maintain electronic records and assoc ted paper records permanently on 
site. Migrate electronic data to new computtng platforms as nee sary 

79. Historic Compliance Records, 1999-present. 9 cubic feet. Annu I accumulation: 1 ft. 
Arranged alphabetIcally by subject. 
Adrmrnstratrve records documenting reviews of proposed projects t ensure that they comply WIth 

Federal laws regardmg protectIon of environmental, historic and cultural esources. The projects are 
reviewed under the "N2" (N-squared) protocol, which considers provision of the NHPA and NEPA. 
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A full ad mistrative record ("actIOn file") IScreated for each action reviewed; the record includes 
s, support documentation mcludmg drawmgs and photographs, certificates of 

compliance d lor categorical exclusion, records of changes and reviews made during completion of 
the project, ha copy pnntouts of emails, mmutes of meetings, and records of telephone 
communications conference calls related to the action. 
Disposition: Reeo d copy - permanent Retire to FRC 6 years after closing offile. Transfer to NARA 
when 30 years old 
Nonrecord copy. De troy when 2 years old or now longer needed. 

Natural Resources 
80. PL-04 Public Land 1m rovements Records, 1999-present. 11 cubic feet. Annual accumulation: 

1ft. 
Arranged alphabetical by geographic area. 
This series contains co spondence, reports and other records documentmg improvements to 

pubhc lands. Topics address mclude hiking trails and bicycle routes, enhancement of natural water 
resources and protection of i ortant native geologic and soil components. 
DIspOSitIOn permanent. WIlen roject completed, Retire to FRC Transfer to NARA when 30 years 
old. 

81. PL- 34 Natural Resources Public ducation and Outreach Materials, 1998-present .. 25 cubic 
foot. Annual accumulation: less t an 1 in. 

Arranged alphabetically by subjec 
This senes consists of flyers, broch res, essays, newsletters, outlmes and other documents tailored 

for various audiences and issued to pro te stewardship of natural resources. 
DISpOSitIOn.permanent Cut off evelY 5 y rs Retire to FRC. Transfer to NARA when 30 years old 

82. OP-47	 Timber Disposal Files, 1999-prese . Annual accumulation: less than 1 in. 
Arranged chronologically. 
The Salvage Department maintains an Exc spreadsheet WhIChrecords the reclamation of 

bypro ducts from the reforestation program by vo ume and type and their conversion to biofuels, ChIPS 
for ground cover and other uses. A new file is ere ed yearly•.ans steF8s @lestrenisally enl¥- The 
Presidio Trust participates m the EPA Waste Wise rogram and reports to them annually on the 
collection of matenals that have been diverted from e landfill and reused. 
Dtsposttton: permanent Retire to offsite storage 5 ye s after file break. Offer to the National 
Archives 30 years after file break 

83. Natural	 Resources Plans and Implementation Records 
Records and information on the protection of fish and wild fe, including protection of resources and 
vegetation that provide natural habitats for them, control of unting and fishmg, observation of game 
laws, and similar measures. 
Dtsposttion: temporary Destroy when no longer needed for c 

84. Pest Management	 Policy Records 
ThIS series mamtams policy documents regardmg the methods an materials approved for pest 
management in the Presidio. 
Disposuion: temporary Destroy when superseded, obsolete, or no 10 iger needed for reference 

85. Pesticide	 Application Records, 1999-present. 1 cubic foot. ccumulation: 1 in. 
Arranged by area, thereunder chronologically. 

Presidio	 Trust Record DISpOSitIOnSchedule Apnl 30, 2008 16 



Reco s of pesticide applications made by the Presidio Trust, maintained by the Integrated Pest 
Control S ecialist. These records document date of application, applicator name, pesticide name and 
EPA Regis ation Number, location of application (including square footage or acreage), and amount 
of pesticide plied. 
DISPOSltWll. p manent Transfer to FRC when 2 years old Offer to NARA when 30 years old 

86. OP-06 Endange ed Species Records, 1999-present .. 5 cubic foot. Annual accumulation: less 
than 1 in. 

Arranged chron logically. 
Biological asses rents and reports sent to, and letters of concurrence received from the U.S. Fish 

and Wildlife Service r projects relating to federally listed endangered species at the Presidio. Senes
 
also includes internal emoranda and other supporting records. F&WL has the right to stop a project
 
If they do not concur.
 
Dtsposttion: permanent. eure to FRC when 6years old Transfer to NARA when 30 years old.
 

87. Reforestation	 Reports, 2 07-present .. 5 cubic foot. Annual accumulation: less than 1 in. 
Arranged chronological . 
Reports on reforestation ontainmg data on acres planted for reforestation, windbreaks and shelter 

belts; sirrular reports made by ontractors and correspondence concerning the reports. 
Disposttton. permanent: Retire years after file break. Offer to the National Archives 30 years after 
file break 

88. OP-05a Permits to Conduct Rese rch, 1998-present. .5 cubic foot. Annual accumulation: less 
than 1 in. 

Arranged sequentially by perrnit 
This series mamtams Research & llecting Permits Issued to authorize research projects on 

animal and plant life at the Presidio.
 
Dtsposuton: permanent. Retire to FRC w ell 6 years old Transfer to NARA when 30 years old.
 

89. Natural	 Resources Reports, 1999-present. 1 cubic foot. Annual accumulation: 1 in. 
Arranged by subject. 
This series mamtams reports on soil and w ter conservation, habitat restoration projects, rare plant 

management, forest management, and wildlife anagement. 
Dtsposttion: permanent Transfer to NARA when 0 years old or no longer needed 

DIVISION OF PUBLIC AFFAIRS 

90. PA-Ol Publications,	 1999-present. 4 cubic feet. 
Arranged chronologically. 
This senes maintains articles, supportmg document non and record copies of the Prestdto Post, 

the Trust's newsletter, which ISdistributed to neighbors d interested parties across the nation. 
Dtsposition. permanent. Cut-off 11l 5-year Increments. Tr isfer directly to NARA. 

91. PA-02 Media	 Activities Records, 1999-present. 20 cubic et. Annual accumulation: 2 ft. 
Arranged by type of record. Recordings and scripts of m ia coverage are arranged 

chronologically; records of interviews and press conferences a arranged alphabetically by surname. 
This senes consists of Video and audio recordings and scnpt of interviews, press conferences, and 

reportage of events at the Presidio broadcast or published m the dia. 
DISPOSltlO1l permanent Transfer to NARA when J 0 years old or n 
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92. PA- Press Releases, 1999-present .. 25 cubic foot. Annual accumulation less than 1 in. 
ged chronologically. 

Rec d copies of announcements of events, performances, or other newsworthy items issued to the 
press 
Disposition; ermanent Retire to FRC when 6 years old. Transfer to NARA when 15years old. 

Special Event 
93. PA-SE-Ol Speci Event Application/Reservation Forms 

Series maintams s ectal use permits and certificates of msurance for special events such as corporate
 
events, fundraisers, estivals and weddmgs that occur on the Presidio.
 
DIsposition tempor Retire to FRC when 3 years old Destroy when 10 years old.
 

Series mamtains permits iven for various films shot on the Presidio. Series contents include
 
applications, certificates 0 insurance, permits and financial mformation.
 
Dtsposttton: Retire to FRC -hen 3years old. Destroy when 10 years old.
 

95. PA-SE-03 Short-term Occup cy Permits 
This senes consists of approved errruts for short-term storage, film production and other activities at
 
the Presidio, and unsuccessful ap lications for such permits.
 
Disposition: temporary. Destroy en 2 years old.
 

96. PA-SE-04 Ball field Reservations 
Senes maintams reservations / applica on permits for use of ball fields on the Presidio. 
Disposttion: temporary. Destroy when a years old. 

97. PA-SE-05 Public Meetings Records 
This series mamtains records relating to Tru t sponsored events such as public meetmgs, workshops, 
and open house events. Included are agenda nd programs, attendance lists, pubhcity materials, 
correspondence and other records. 
DISposition' temporary Retire to FRC when tw years old Destroy when 10 years old 

Public Programs 

98. PA-PP-Ol	 & -04 Public Programs and Exhibits Re ords,2000-present. 8 cubic feet. Annual 
accumulation: 1 ft. 

Arranged alphabetically by name of program or ex bit. 
This series consists of supporting and background do uments about recurring 

programs as well as new exhibits sponsored or hosted by e Presidio Trust. Included are contracts, 
press mformation, promotional brochures; vendor, affihate and participant information; 
correspondence, diagrams, photos; plans and marketmg mat rials as well as a summary sheet for each 
event with attendance figures, dates, location, leads, partners, nd contacts. One example was the 
exhibit "Meiji-Japan at the Dawn of the Modem Age, Unseen reasures" held in 2002. 
Dtsposttion: permanent Retire to FRC when 6years old. Trans r to NARA 
when 15 years old. 

99. PA-PP-03	 Oral Histories, 1999-present. 6 cubic feet. Annual ace 
Arranged by name. 
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histones consist of interviews with key players in the corporate history of the Presidio Trust 
concerm their remmiscences, captured to develop a portrait of the foundmg and development of the 
agency. M t mterviews exist both on tape and in transcnpt form. 
Disposition: ermanent. Retire to FRC when 6 years old. Transfer to NARA when 15 years old 

DIVISION OF 

anagement and Policy Files 
Series consists of esidio policy documents for managing housing, and reports pertaimng to housmg 
management, includ g expenditure, survey, collection, and other statistical and narrative data. 
GRS 15.3 Destroy wli n 2 years old. 

101. RE-03	 Request For Q alifications (RFQ) 
The RFQ process IS a me od of requesting solicitations from qualified parties to offer a bid to lease 
and rehabilitate a specific uildmg, This record series documents the preparation, production, and 
distribution of these reques 
Dtsposttton: temporary De roy when 15 years old 

102. RE-04 Responses	 to Reque s for Qualifications 
Series mamtams responses to Qs submitted by parties interested in making lease arrangements for 
various Presidio buildings. Site documented include the Histone Main Post, Letterman Hospital, 
Officers' Club, Funston B&B, Pu lie Health Service Hospital and others. There are two segments m 
the series: 
a. Selected 
b. Unselected 
Disposition: temporary. a. Destroy 15 ears old after selection; b. Destroy 1year after final selection 
IS made. 

103. RE-06, RE-07 Property Management cords,1992-present. 9 cubic feet. Annual 
accumulation: 1 ft. 

Arranged alphabetically by name. 
This series maintains records of the manag ment of Presidio properties. Records mclude non-

residential leases plus addenda, certificates of i urance, lease negotiation correspondence, financial 
records; correspondence and other records regar .ng the management of the non-residential properties 
and of the residential program. 
DISpos uio n: 1}Bj"'f11i1%1f1~--tt.m~ff7-Jf-'-He-tmtffifeti'-H;€Iit:.'ffe,J:..U~'-MH-"Wfif8H-:#;~~~IJ€f-

. eMP(W~Y'/' ReUJ.lh 011 S";t-e, ~ VI Fe". -t,; off s-,'~ ,-Jece..r.rQ.V'y. 
104. RE-08	 Real Estate Administrative Files 

This series maintains policy and procedural issuances a d correspondence regarding administration of 
real properties at the Presidio. 
DISPOSltLOIl·temporary Destroy when superseded or obs ete. 

105. RE-09	 Real Estate Minutes, 1999-present. 1 cubic foot. nnual accumulation: 1 in. 
Arranged alphabetically by subject. 
ThIS senes mamtams agenda, mmutes ofmeetmgs, reports nd related records of the Real Estate 

Committee.
 
GRS 26.1 b. DISpOSitIOn permanent Reure to FRC when no /011 r needed Transfer to NARA when
 
30 years old.
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106.	 10, RE-ll Encroachment Permits and Easements, 1999-present. 4 cubic feet. Annual 

accu ulation:.5 ft. 
Arra ed alphabetically. 
ThIS se . s maintams temporary encroachment permits allowmg homeowners with property 

adjoining the esidio to move equipment and materials through the Presidio or occupy space inside 
the national par 0 facilitate maintenance or Improvements to their property. The series also mcludes 
penn anent encroac ent files that define perpetual, histoncal easements granted by the U.S. Army to 
adjacent properties a ng the southern boundary of the Presidio. 
a.	 Temporary encroac lent permits: Dtsposttion: temporary. Retire to FRC when 3 years old 

Destroy when 10 yew old 
b.	 Penn anent Encroachme FIles: Dtsposttton: permanent. Transfer to NARA after 30 years old. 

107. RE-12 Proposals Related to t Non-Residential Design Series 
ThIS series mamtams design propo Is, maps and charts for sustamable, energy efficient modifications
 
to histone non-residential structures a the Presidio.
 
Dtspositton. temporary. Retire to FRC len 6 years old Transfer to NARA after 15 years.
 

108. RE-01 Housing Lease Files 
This series consists of subject files on residenti leases. FIles contain copies of leases, renewals, 
termination notices, statistical and narrative data a turnover letters that document the transfer of 
keys from the Trust to the finn that handles its reside ial leasmg transactions. 
GRS 15.4 Destroy 3fiscal years followtng close offisca . ear 111 which (a) lease termination, lapse, or 
cancellation occurs or (b) litigation IS concluded, whichev IS later 

PLEASE NOTE: The Human Resources Department of The Presid Trust is not governed by the Trust's 
records retention schedules as this department operates under the auspi es of the U.S. Office of Personnel 
Management and follows its guidelines. 
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