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Request for Records Disposition Authority 

Records Schedule Number DAA-0468-2011-0004 

Schedule Status Modified Approved Version 

Agency or Establishment	 Department of Health and Human Services 

Record Group I Scheduling Group	 General Records of the Department of Health and Human Services 

RecorJs Schedule applies to	 Major Subdivsron 

Major Subdrvrsion	 Office of the Secretary 

Minor Subdrvrsion	 Immediate Office of the Secretary 

Schedule Subject	 Official bnefinp books of the high-level officials In the Immediate 

Office of the Secretary of the Department of Health and Human 
Services 

Internal agency concurrences will Yes 
be provided 

Background Information	 This records schedule updates previously approved records schedule 

N1-468-99-1, Item 1, Schedules of Dally Actrvrties (HHS Office of the 
Secretary Records Management Handbook Item 100-09 (1)) 

Item Count 

Number of Total DISposition Number of Permanent Number of Temporary Number of Withdrawn 
Items Drsposrtron Items DISposition Items Disposrtron Items 

1 1 0 0 

GAO Approval 
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Outline of Records Schedule Items for DAA-0468-2011-0004 

Sequence Number 

Official Briefing Books of the Secretary and High-Level Officials In the Immediate 0 
ffice of the Secretary 

1 1	 Briefing Books of the Secretary and High-Level Officials In the Immediate Office 
of the Secretary 
DIsposition Authority Number DAA-0468-2011-0004-0001 
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Records Schedule Items 

Sequence Number 

Official Briefing Books of the Secretary and High-Level Officials In the Immediate 
Office of the Secretary 

High-level Officials of Department of Health and Human Services (HHS) Office 
of the Secretary (OS) Immediate Office of the Secretary (lOS) are • Secretary • 
Deputy Secretary	 to the Secretary • Secretary's Chief of Staff • Executive Secretary 
to the Secretary	 • White House l.rarson > Counselors to the Secretary • Directors 
of the Office of Disability, Office of Health Reform, and any future Directors 
established under the lOS umbrella • Any HHS Official acting on behalf of the 
Secretary 

1 1	 Briefing Books of the Secretary and High-Level Officials In the Immediate Office of 
the Secretary 

DISPOSitionAuthority Number DAA-0468-2011-0004-0001 

Record copy of dally schedules/calendar, agendas, speeches, notes, speaking 
points. annotated speeches, background/supporting information, pohcies, decision 
papers, travel Information, reports, records documenting telephone calls, and any 
other Information appropnate for filing In the briefing books of the Secretary and 
Deputy Secretary, and created and maintained In the dally schedules/files (e g 
calendars) of the high-level officials In the Immediate Office of the Secretary In 
order to prepare them for the dally activities and to keep them Informed of major 
policy and program developments 

Final Drsposrtron	 Permanent 

Item Status	 Active 

Is this Item media neutral?	 Yes 

Do any of the records covered	 Yes 
by thrs Item currently exist In 

electronic format(s) other than e-
mail and word processinq? 

Do any of the records covered	 No 
by this Item exist as structured 
electronic data":' 

GRS or Superseded Authoruy N 1-468-99-00 1 / 1 
Citation 

DISPOSition Instruction 

Cutoff Instruction	 Cut off at the end of the calendar year In which 
briefing books and dally files were created 
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Transfer to Inactive Storage Transfer non-electronic textual records to the 
Washington National Records Center (SUitland, MD) 
5 years after cutoff 

Transfer Electronic Records to Transfer electroruc records to the National Archives 
the National Archives for Pre- for pre-accessromnq 1 year(s) after cutoff 
Accessrorunq 

Transfer to the National Archives Transfer legal custody of electroruc records to the 
for Accessronmq National Archives 10 years after cutoff Transfer non-

electromc textual records to the National Archives 15 
years after cutoff 

Additional Information 

First year of records accumulation 1980 

What Will be the dale span of the Unknown 
Initial transfer of records to the Unknown 
National Archives? 

How frequently Will your agency Every 1 Years 
transfer these records to the 

National Archives') 

Estimated Current Volume Annual Accumulation 

Electroruc/Drqrtal 

Paper 1000 Cubic feet 

Microform 

Hardcopy or Analog Special 
Media 
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