National Park Service, Records Disposition Schedule

(NPS-19, Appendix B, Approved 1986)





Why this Document:

This document is a compressed version of the current National Park Service Records Disposition Schedule. The original format of the schedule as approved by the National Archives and Records Administration is multi-columned. Always hard to read or use, the electronic version was an enormous file that was also hard to email or print. This version keeps the same information while simplifying the format of the schedule. 



You may have found the NPS schedule to be confusing, ambiguous, self-contradictory, and for some types of records, utterly lacking in guidance. These quirks have been preserved in this version. NO DISPOSITIONS HAVE CHANGED IN THIS SCHEDULE, ONLY THE FORMAT FOR PRESENTING THE INFORMATION. 



A completely new NPS records schedule is being drafted. If you are interested in seeing the current rough draft, contact the NPS Records Manager.





Important Notes on Using this Version



Permanent Records are so noted. All other records are temporary and can be destroyed after the time period shown. In the old version, each column contained the dispositions for documents broken out with separate dispositions at the park, regional office level, and national level. In almost all cases, the dispositions of the records were the same at each organizational level; in the few cases where that was not true, those distinctions are noted in this schedule.



Abbreviations Used:

ACP: After completion of project

AE: After expiration

AFP: After final payment

APA: After period of account

ATSE: After transfer or separation of employee

WNLN: When no longer needed

WSO: When superseded or obsolete

WSR: When superseded, revoked, or no longer needed for refernece 



“Appendix 1” to this disposition listed various NPS reports and individual dispostions for those reports.  These reports have been consolidated into this schedule according to the file code assigned them in Appendix 1, or where logical.



Please note while printing: after this page, NO HARD PAGE BREAKS have been inserted into this document.



�





A - ADMINISTRATION AND MANAGEMENT



A14	Acting Personnel Designation (In place of temporarily absent officials.)	3 months



A16	Advisory Board on National Parks, Historical Sites, Buildings, and Monuments

A1615	Advisory Board Organization

A1619	Advisory Board Meetings, Recommendations, Appointments:

	Establish case files as follows:

	a. record copy		Permanent

	b. non record copy	2 yrs HQ, 3 years field WNLN



A18	Advisory Boards, field groups, (Organization, Meetings, Recommendations.)

	Establish case files as follows:

	a. record copy	(at level of origin)	Permanent

	b. non record copy	2 yrs HQ, 3 years field



A20	Advisory Boards or Groups, Other (Organization, Meetings, Recommendations)

	Establish case files as follows:

	a. record copy		Permanent

	b. non record copy	6 years 



A22	Associations (NPS relations with associations, Institutions,  societies, clubs)

	Establish case files as follows:

	a.  Administration and policy.  	15 years

	(Separate folders for each association when volume  warrants.)

	b. Routine correspondence	2 yrs HQ, 3 years field



A24 	Committees (Organization, Minutes, and Resolutions)

A2415	Committees, International

A2419	Committees, Departmental

A2427	Committees, Interagency

A2431	Committees, Washington

A2435	Committees, Field Offices

	Establish case files as follows:

	a. record copy	(at level of origin)	Permanent

	b. non record copy	2 yrs HQ, 3 years field



A26	Reports and related correspondence

A2615	Reports, monthly

A2617	Reports, Quarterly	WNLN HQ, 3 years field

a.  Attendance at Professional Meetings.  To monitor program performance.  Reports due from WASO, Regions & Training Centers and due in WASO 15th of April, July October & January.  Reports are for Assistant Director Financial & Data System.  Prepare on Form 10-187. {Appendix 1: Destroy when no longer needed.}

A2619	Reports, Semi-Annual	3 years

a.  Agenda of Rules Scheduled for Review.  To be included in the publication of Agenda of Rules.  Reports are due from Regions and WASO and due in WASO April and October.  Reports are for the Admin Services Division. Prepare on Memorandum/Listing.

A2621	Reports, Annual	Permanent

a.  Report of Superintendents and Regional  Directors.  To be sent to the National Archives as the official records.  Reports are due from Park Superintendents & Regional Directors and due in WASO April 1.  Reports are for the History Division. Prepare in Memorandum form.

{Appendix 1 lists Search and Rescue Operation Report	3 years}

A2623	Reports, Situation	Permanent

NOTE:  Annual or as required substantive narrative reports of regional directors, superintendents and managers dealing with overall management, status of programs and operation of the areas.  (Record set of reports received and maintained at WASO.) For individual instructions for disposition authority.  See Appendix 1, Those not having specific authority may be destroyed when 3 years old or no longer needed.



A34	Commendations/Letter of Appreciation/Awards

A3415	Commendations, About Service and Personnel

A3419	Commendations, Concerning Concessions

	a. Re: individual employee	Record copy to OPF

	b. Providing basis for investigations, administrative actions, etc.	15 years

	c. Routine correspondence	3 months



A36	Complaints

A3615	Complaints, About Service and Personnel

A3619	Complaints, Concerning Concessions

	a. Re: individual employee	Record copy to OPF

	b. Providing basis for investigations, administrative actions, etc.	15 years

	c. Routine correspondence	3 months



A38	Public Relations	

A3815	Public Relations, With Federal State & Local Agencies

A3817	Public Relations, Foreign Agencies

A3821	Public Relations, Individuals

A3823	Public Relations, Public Involvement (Specific hearings filed by subject: e.g. D18, L48, L7617)

	Establish case files as follows:

	a. Policy and procedures	15 years

	b. Arrangements for meetings, special events, other public relations activities	2 years



A40	Conferences and Meetings (Minutes, recommendations, resolutions)

A4015	Conferences and Meetings, Departmental

A4019	Conferences and Meetings, Washington Office (includes Director’s staff conferences, squad meetings)

A4023	Conferences and Meetings, Regional Directors

A4027	Conferences and Meetings, Regional offices 

(includes regional office staff conference; also, special Servicewide meetings of regional division chiefs).

A4031	Conferences and Meetings, Other field office (includes National Park and Monument staff conferences).

A4033	Conferences and Meetings, Servicewide 

A4035	Conferences and Meetings, Interagency

A4037	Conferences and Meetings, International

	a. Record copy (at level of origina)	Permanent

	b. Nonrecord copies	2 yrs HQ, 3 yrs field

	c. Arrangements for meetings, etc.	2 years



A42	Cooperating Associations (includes Natural History, Historical and Museum Associations) 

Note:  Record sets usually maintained by Executive Secretary of the Association.  The following applies to correspondence filed by NPS.

Note:  Record sets usually maintained by Executive Secretary of the Association.  The following applies to correspondence filed by NPS.

Establish case files as follows:

a. Policy and Procedures	

15 yrs after expiration of charter in HQ, 3 years after expiration of charter in field

b. Charter and bylaws Cooperating Associations (includes Natural History, Historical and Museum Associations)

15 yrs after expiration of charter in HQ, 3 years after expiration of charter in field

c. Internal Audit Reports	3 years

d. Annual Reports of Cooperating Associations to NPS	2 yrs HQ, 3 years field

e. Routine correspondence	2 yrs HQ, 3 years field



A44	Memorandums of Agreement with Federal, State and Local Agencies	Permanent

A4415	Cooperative Agreemens	Permanent



A46	Communications Service 

Includes Telecopier, Telephone, Telegraph, and radio services, instructions and regulations

	a.  Policy, procedures, regulations, etc.	6 years OWNLN

b. Other	

Includes operating records such as machine copies of incoming and outgoing messages, message registers, service logs long-distance telephone report summaries, etc. -- Separate guides and file folders should be established for the various types of materials.

References GRS 12.3: Destroy (See note) AND 

References GRS 12.4: Destroy after close of fiscal year in which audited

NOTE:  Retention periods vary for the different materials.  See indicated schedules for specific instructions.



A52	Fund Raising and other Civic Campaigns	2 years

*Note: Correspondence re: payroll deductions resulting from employee participation filed F6623



A54	Inspections, Appraisals, Investigations, Studies, Task Forces and Surveys

A5415	Inspections, Congressionals

A5419	Inspections, Departmental

A5423	Inspections, Washington Office

A5425	Inspections, Regional Office

A5427	Inspections, Field Office

A5431	Inspections, Other Agencies

	a. Record copy (at level of origin)	Permanent

	b. Nonrecord copies	2 yrs HQ, 3 years field



A56	Instructions and Orders, 

A5615	Instructions and Orders, Secretary’s Orders

A5619	Instructions and Orders, Secretary’s Office Memoranda

A5621	Instructions and Orders, NPS Permanent Guidelines

A5623	Instructions and Orders, NPS Special Directives

A5627	Instructions and Orders, NPS Staff Directives

A5631	Instructions and Orders, WASO Memoranda

A5635	Instructions and Orders, Field Directorate Memoranda

A5639	Instructions and Orders, Field Offices Instruction Memoranda

A5641	Instructions and Orders, Other Federal Agencies 

(Separate guides and file folders may be established for different agencies).

	a. Record copy (at level of origin)	Permanent

	b. Nonrecord copies	Destroy WSR

A5643	Instructions and Orders, Request for copies of above	3 months

NOTE:  The Washington Office maintains the record set of its issuances, and the field offices maintain the records sets of their own issuances.  All other copies of issuances are disposable (See A7219 for material relating to Directives Management).



A58	Interments (Including Gravesite Reservations)	6 years



A60	Visits	2 yrs HQ, 1 year field

A6019	Visits, Of Government Personnel

A6021	Visits, Of Foreign Persons



A62	Lost, found and stolen articles	2 years



A64	Organization

A6415	Organization, List and Directories

A6419	Organization, Goals/Objectives (Long Term Management Plan)

A6423	Organization, Management Policies (Mission Statements)

A6427	Organization, Organizational Charts/Role & Function Statements

A6435	Organization, Standards

A6437	Organization, Management Improvement Projects

	a. Record copy (at level of origin)	Permanent

	b. Nonrecord copies  (References GRS 16.3)	Destroy WSO



A66	Manuals, Handbooks (Government) 

(Includes Circulars, Bulletins and Letters)

A6615	Manuals, Departmental Manual and other issuances	Destroy WSR

A6617	Manuals, NPS Manuals and other NPS issuances to FPM and FPMR	Destroy WNLN

A6621	Manuals, Other Federal agencies (OMB, GSA, CSC, etc.)	Destroy WSO

A6625	Manuals, Requests for copies of above	3 months



A68	Printing and Binding

	Establish case files as  follows:

	a.  Policy correspondence	15 years	

	b.  Correspondence pertaining to administration [GRS 13.2]	2 years

	and purchasing equipment and operation of duplicating unit, with related papers.

	c.  Printing procurement unit copies [GRS 3.7a]	3 yrs after completion

of requisitions on the Public Printer, invoices, specifications, and related papers.

	d.  Requisitions or orders for non-personal services, [GRS 3.8]	1 year

such as duplicating, binding, and related service s (excluding accountable offices records)

e.  Duplicating unit copies of all 	1 year

publications, posters, charts, directives, regulations,  booklets, speeches, forms, press releases, etc.

f.  Control registers pertaining to work orders. [GRS 13.4]	1 year after close of FY

g.  Records relating to internal management and operation of unit. [GRS 13.7]	2 years

NOTE:  Duplicating unit copies are useful only for purposes of internal operation, largely in connection with related requisitions or orders.



A70 	National Priorities

A7015	National Priorities, Civil Defense Program

A7019	National Priorities, Area Use (National Defense)

A7021	National Priorities, Conservation (Energy and Water, etc.)

	Establish case files as follows

	a. Record copy (at level of origina)	Permanent

	b. Nonrecord copies	Destroy WNLN



A72	Information Resource Management (IRM)

	Establish case files as follows:

a.  Policy correspondence	15 years

A7215	Automatic Data Processing	15 years

Establish case files as required for: Policy, Procedures, Standards; ADP Executive Board; Digitization of Data; Computer Software Development. NOTE:See GRS 20 for specific disposal instructions.

A7217	Correspondence Management	15 years

A7219	Directives Management System

Establish case files as follows:

a.  Record copy	15 years

(Includes correspondence and studies concerning the issuance system at all levels.) 

b.  Nonrecord copies	Destroy WSO

A7221	Freedom of Information Act (FOIA) and Privacy Act [GRS 14.16, 14.25]	15 years

NOTE:  A7221-Consult General Records Schedule 14.16 and 14.25. Establish files accordingly and follow authorized disposition instructions.

A7223	Forms Management

(For Stock of forms see S 6219)

Establish case files as follows:

a.  Policy correspondence	15 years	 

b.  Numerical File 	15 years

(one copy of each local form should be filed here)

c. Functional File [GRS16.4b]	Destroy WSO

NOTE:  The numerical and functional files should contain only those forms developed at each local level.

A7225	Paperwork Management, Mail Management

Establish case file as follows:

a.  Policy correspondence	15 years OR WNLN

b.  Postal forms and related papers. [GRS12.5]	1 year

(Consists of return receipts for certified, insured and registered mail, receipts for incoming registered mail, etc.) 

c.  Mail control records and supporting and related papers. [GRS12.6] 	1 year

(Includes register of money received in the mail room, workload or production reports, etc.) 

d.  Mailing and Distribution lists 	Destroy WSO

e.  Changes of address (initial notification prior to formal directory change)	Destroy WSO

A7227	Records Management (includes File Mgmt)

Establish case files as follows:

a.  Policy correspondence	15 years

b.  FRC Records Transmittal list (shelf lists.) SF 135 & 135A	Retain

c.  Records Inventory	Retain 

(Form 10-27, Records Scheduling & Disposition information Card.)

d. Loans	6 years

e. Authorizations for access to classified material [GRS 18.7]	2 years after expiration

A7229	Reports Management

Establish case files as follows:

a.  Policy correspondence	15 years

b.  Report control files. 	2 yrs after report discontinued

Case files maintained  for each report created, canceled or  superseded

A7231	Vital Records

(Emergency operating records vital to the essential functions of the Federal Government for the duration of an emergency if the country is attacked.)

Establish case files as follows:

a.  Policy correspondence 	Permanent

b.  Correspondence pertaining to Administration and operation of system	Destroy WNLN

A7233	Micrographic

Establish case files as follows:

a.  Policy correspondence 	15 years

b. Administration of system	6 years

A7235	WordProcessing	6 years

A7237 	NPS Information Systems

Information is retained at level where the system exists.  Disposition of data is accomplished under appropriated file code classification. The title “NPS Information Systems” has been established to identify types of information presently being collected and has been separated in specific categories as follows:

a. Capital Improvements (Fixed Assets)

…comprising an inventory of all buildings in NPS system, the cost and depreciation for each.

b. Cultural Resources Sutides

c. Lands (WASO)

(1) Mgmt Information System

The Land Management Information System reflects the status of the entire land acquisition program, i.e. legal descriptions of tracts, appraisal of land and improvements; acquisition by purchase, condemnation, donation or land exchange; title information negotiation, etc.

 (2) Mapping

Land maps are on microfilm in WASO. 

d. Natural Resources

e. Natural Science Research

f. Sociological and Economic Studies

g. Technical Information Center (DSC)

(Including planning, design and construction documents)�The Denver Service Center is "Office of Record" for all planning, design and construction documents.  Original records are transferred to the Federal Records Center 6 yrs. after microfilming.  NARS Records Disposition Schedule NC1-79-79-1. 

(1) General Management plans with supporting documents are coordinated through the Superintendent of the area, the Region, DSC and WASO and all final documents are printed and microfilmed by DSC. 

(2) Specifications 

Specifications are filed with contract files.  However, a separate Specification file is retained by DSC for research purposes.

(3)  Development, Preliminary Construction and "As Constructed" Drawings are microfilmed. At the conclusion of the project all unnecessary drawings are destroyed by “As Constructed” drawings are retained as facility stands.

(4) Topographic Drawings are retained at DSC.

(5) Boundary Surveys are retained at DSC for research purposes.

(6) Aerial resources photography retained at DSC.



A76	Protection	15 years

A7615	Health and Safety

(Includes Inspections by Safety Officer, Documented Safety Programs, Search and Rescue, Scuba Diving.)

A7619	Safety Committees, Meetings, Recommendation, etc., and related correspondence.

a. Record copy	15 years

b. Nonrecord copies 	2 yrs HQ, 3 years field

A7623	Accidents, Injuries, Deaths

a.  Policy and Instructional correspondence 	15 years

b.  Major visitor accidents (resulting in death or tort claim)	Permanent

c. Minor visitor accidents	2 years

d.  Accidents resulting in Government property damage	6 yrs after case closed

e. Employee accidents (file alphabetically by name)	6 yrs after case closed

A7627	Floods, Storms, Droughts, etc

a.  Major catastrophes (causing permanent damage to historic or natural sites)	Permanent 

b.  Minor catastrophes	2 years

A7631	Building Fires

a.  Major fires (causing permanent damage to historic or natural sites)	Permanent

b.  Minor fires--visitor property (house-trailer, cars, boats, etc.)	2 years

A7633	Vandalism, Building Security	2 years

A7637	Tort Claims	2 years



A78	School Facilities	15 years



A80	Space for Administrative Use	15 years

A8015	Alterations, Maintenance Improvement [GRS11.1]	2 years

A8027	Office and Storage Space

Establish case files as follows:

a.  Correspondence	15 years

re: location, moving, consolidation, or abolition of area and regional offices.

b.  Allocation, utilization, release of space [GRS11.2a]	2 yrs after termination, WSO



A82 	Special Event

A8215	Dedications, Anniversaries, Similar Observances	Permanent

A8219	Conventions, Tours, Group Visitations, Public Gatherings	2 yrs HQ, 3 years field

A8223	Religious Services	2 yrs HQ, 3 years field

A8227	Expositions	2 yrs HQ, 3 years field

A8231	Display of Flag	2 yrs HQ, 3 years field



A84	Speeches

A8419	Speeches, Washington Office Directorate

A8423	Speeches, Field Directorate

a. Record copy	Permanent

b. Nonrecord copies	2 years HQ, 3 years field



A88	Transportation Studies

A8815	Transportation Studies, Visitor Use	15 yrs HQ, 6 years field

A8817	Transportation Studies, New Systems	15 yrs HQ, 6 years field



A90	Permits

(Except businesss concession and special use permits)

A9015	Permits, Collecting (Archeological, Paleontological, etc.)

A9027	Permits, Motion Picture Filming

A9029	Permits, Public Gatherings

A9031	Permits, Recreation Uses (i.e., backcountry, boating, camping, wilderness, etc.)

a. Approved Permits	15 years AE HQ, 

	1 year AE, field

b. Unsuccessful Permits	1 year



A96	Delegations of Authority	5 years AE



A98	Conservation and Preservation of Areas	Permanent









C-CONCESSIONS



C14	Accommodations, Capacity and Type	2 years



C18	Advertising	2 years



C26	[Concessions] Reports (and related correspondence)	

C2615	Concession Reports, Monthly

C2617	Concession Reports, Quarterly

C2625	Concession Reports, Semi-Annual

C2627	Concession Reports, Annual

{No file code in App. 1: Concessioners Ann. Evaluation & Contract Compliance Reports	WNLN}

C2629	Concession Reports, Situation

See Appendix 1, this schedule {Reports in this appendix shown above by file codes}

NOTE: See individual report instructions for disposition authority.  Those not having specific authority may be destroyed when 3 years old or no longer needed.



C30	Audits and Fiscal Examinations	Destroy after audit or 4 yrs 



C32	Lump Sum Fund, Concessioner [GRS 5.6]	2 yrs after FY



C34	Concessioner’s Organization, Meetings, Recommendations and related correspondence

	a. Record copy (at level of origin)	15 years

	b. Nonrecord copies	Destroy WNLN



C38	Concessions Administartion (includes Policy and Procedures

C3815	Applications	5 yrs HQ, 2 yrs field

C3817	Prospectus	WNLN

Final prospectus becomes part of Contract file. All other correspondence considered as work papers.

C3819	Insurance	5 years

C3821	Standard language	15 years

C3823	Contracts and Permits	6 years AE

Case file maintained at all levels on individual concession contracts and permits containing land & space assignment, opening balance sheet, correspondence, & related papers

C3825	Franchise Fees	15 years

C3827	Commercial Use License	15 years



C40	Possessary Interest	15 years



C42	Employment and Labor

a. Policy and procedural material	15 years

b.  Case file	 

Includes correspondence, memos, reports, and related papers concerning complaints and investigations, reports on labor conditions, etc. If litigation is threatened or pending, retain until litigation is finally settled.



C46	Merchandising	2 years



C50	Rates	5 years after superseded



C54	Taxes	5 years



C58	Building and other facilities	Permanent

Correspondence, re: development and use of building and facilities, concession development plans, progress reports on projects.



C62	Concessions Review Program

C6215	Operational Performance	15 years

C6217	Contract Permit	15 years









D – DEVELOPMENT AND MAINTENANCE



D18	Planning Program

Including General Management Plans, Master Plans, Development Concept Plans, Outlines for Planning Requirements, Task Directives, Statements for Management, Resources Management

a. Policy Correspondence	Permanent

b. General Management Plans

(1) Record Copy	Permanent

(2) Nonrecord copies	WNLN



D22	Construction Programs	Permanent

D2215	Development/Study package Proposals and Estimates	6 years

Forms 10-238, 239, 250 and 10-802, and work orders (Form 10-455)

D2217	Line Item Programs	6 years

D2219	Lump Sum and Similar Programs	6 yrs HQ, 3 yrs field



D24	Maintenance Program	WNLN

and rehabilitation of physical facilities



D26	Reports

D2615	Monthly

D2617	Quarterly

D2619	Semi-Annual

D2621	Annual

{File coded F2621: Programming of Line Item Construction Projects	3 years}

{File coded F2621: Cyclic Maintenance Funds for Fiscal Year	5 years}

{No file code: Budget Justification Material for Construction Program	3 years}

D2623	Situation

See Appendix 1, this schedule {No reports found with these file codes; reports cross-referenced above}

Completion reports 	15 yrs HQ, 6 yrs/ WNLN, field

Completion reports shall be filed in D2623 (Finance copies will be retained to support journal voucher.) For other reports see individual instructions for disposition authority. Those not having specific authority may be destroyed when 3 years old or no longer needed for reference.



D30	Roads and Trails	Permanent

Including bridges, tunnels, runways, and ramps

a. Project construction	15 years

b. Maintenance and rehabilitation	5 years



D32	Grounds/Shoreline	Permanent

D3215	Compounds, playgrounds, tennis courts, picnic areas

D3217	Beaches

D3219	Erosion and Watershed Control 

Including dredging, rip-rap, etc.

a. Project Construction	15 years

b. Maintenance and rehabilitation	5 years



D34	Buildings (Other than Concession and Historical)

Note: Historical, archeological structures in H30; concessions buildings in C58

D3415	Construction and Maintenance

a. Project Construction	15 years

b. Maintenance and rehabilitation	5 years

D3423	Individual Building Data File	Permanent



D46	Other Structures	Permanent

Fences, benches, guard rails, fountains, etc.

a. Project Construction	15 years

b. Maintenance and rehabilitation	5 years



D50	Service and Utilities	Permanent

D5015	Service, Electricity

D5019	Service, Garbage Disposal

D5023	Service, Heating and Cooling Systems

D5027	Service, Radio and Telephone

D5031	Service, Sanitation Mailers

D5039	Service, Water and Sewer

D5041	Gas System

a. Project Construction	15 years

b. Maintenance and rehabilitation	5 years



D52 	Contracts	Permanent

D5215	Professional Services (Architecture & Engineering) Contracts [GRS 22.2]	Transfer to DSC

D5217	Construction Contracts [GRS 22.2]	Offer to NARA

a. Transaction of more than $10,000 [GRS 3.4(1)]	6 yrs, 3 mo AFP

b. Transaction of less than $10,000 [GRS 3.4(2)]	3 yrs AFP

Notes: 1. If litigation is threatened or pending, retain until settlement.

2. Contractors payroll, destroy 3 years after date of completion of contract unless contract performance is subject of enforcement action on such date [GRS 3.12]



D62	Museum and Exhibit activities	Permanent

Including Visitor Center and Wayside Exhibits

D6215	Planning, prepration, maintenance & preservation of museum exhibits

a. Construction and reconstruction projects	5 yrs ACP

b. Maintenance and rehabilitation	5 years

D6223	Acquisition and Loans for Display

a. Acquisition correspondence	Maintain with acquisitions

b. Loan correspondence	2 yrs after loan returned

D6231	Exhibits for Other Agencies

Correspondence re: exhibits prepared for other agencies by NPS, also general information and advice given to other agencies.



D66	Signs, Markers and Memorials

a. Correspondence on Memorials of significant importance	Permanent

b. Routine correspondence	2 years











F – FISCAL

See GRS 5, 6, 7 for additional disposition information



F14	Advances, Transfers and Allocations of Working Funds

F1415	Working Funds, to other Agencies

F1419	Working Funds, from other Agencies

F1423	Working Funds, within Service

a. Record copy	Permanent

b. Nonrecord copies	3 years



F16	Accounting (by area)

a. Policy correspondence	Permanent

b. Expenditure accounting files [GRS 7.4]	3 years



F26	Reports (Fiscal)

Fiscal Year Appropriation Hearings	WNLN

F2615	Fiscal Reports, Monthly

Cash Reconciliations Schedules B, C & D	3 years

F2617	Fiscal Reports, Quarterly

Report on Tax Act Projects	3 years

F2619	Fiscal Reports, Semi-Annual

Administrative Review of Imprest Funds	3 years

F2621	Fiscal Reports, Annual

{No file code in App. 1: Budget Justification Material for Construction Program	3 years}

{No file code in App. 1: Report of Estimates by Object Class	3 years}

Cyclic Maintenance Funds for Fiscal Year	5 years

Reimbursable Income Estimates [GRS 5.4]	1 year after FY

Programming of Line Item Construction Projects	3 years

F2623	Fiscal Reports, Situation

See Appendix 1, this schedule {Reports in this appendix shown above by file codes}



F30	Budget Formulation

F3015	Current Year Operating Program (10-561)

F3017	Budget Increases/Decreases (10-237)

a. Correspondence	Permanent

b. Budget Estimates and Justifications prepared at WASO level	15 years

c. Work papers, cost statements, background data [GRS 5.4]	1 year after FY close



F34	Budget Execution

F3415	Status of Funds

F3417	Reserves

	a. Record copy	Permanent

	b. Nonrecord copy	2 yrs HQ, 3 yrs field



F36	Budgeted Position Ceilings

	a. Record copy	15 years

	b. Nonrecord copy	2 yrs HQ, 3 yrs field



F38	Appropriations & Allotment Advices (10-243)

F3815	Operating (From 10-450)

F3817	Construction

F3819	Supplemental

F3821	Apportionments

F3823	Administrative Limitations

	a. Policy correspondence	Permanent

	b. Appropriations allotment files	10 yrs after FY involved

	c. Apportionment files	2 yrs after close of FY



F42	Audits and Fiscal Examinations

F4215	General Accounting Office and other government agencies

F4217	Department of Interior/National Park Service

F4223	Public Auditors (other than Government)

a. Policy Correspondence	Permanent

b. Specific Audits [GRS 6.5]	15 years



F46	Cashiers and Collection Officers (inc. imprest fund)

a. Policy Correspondence	Permanent

b. Transactions [GRS 6.1]	6 years, 3 mo APA



F50	Claims and Payments

F5015	Construction

F5019	Supply

F5023	Travel and Transportation

a. Policy Correspondence	Permanent

b. Accountable Officer’s Files [GRS 6.1]	6 years, 3 mo APA

F5025	Compensation	Permanent



F54	Special nonappropriated funds

F54	Donations

F5417	Reimbursable/Refundables

F5419	Fees and Revenues

a. Record copy	Permanent

b. Nonrecord copies	2 years



F62	Fiscal Requisitions and Interpretations

a. Policy Correspondence (NPS Interpretation)	Permanent

b. Regulations	WSO



F66	Payrolls

F6615	Payrolls, Income Tax Deductions

F6619	Payrolls, Retirement Deductions

F6623	Payrolls, Other Deductions

F6627	Payrolls, Designation (i.e. Timekeepers, Designated Agent)

a. Policy Correspondence	Permanent

b. Individual Authorized Allotment Files

(1) Record maintained on earning record card [GRS 2.4a]	Destroy WSO or ATSE

(2) Record not maintained elsewhere [GRS 2.4b]	3 yrs after WSO or ATSE



F74	Rate Schedules

F7415	Rate Schedules, Equipment

F7419	Rate Schedules, Mass

F7423	Rate Schedules, Quarters

F7425	Rate Schedules, Utilities

a. Policy correspondence	Permanent

b. Rate Schedule	WSO



F78	Tax Exemptions [GRS 2.18a]	4 yrs after WSO



F86	Travel and Transportation Regulations

a. Policy correspondence	Permanent

b. Regulations	WSO









H – HISTORY AND ARCHEOLOGY

SEE ALSO M2417, Antiquities Act Permit Files





H14	Area and Service History	Permanent



H15	Legislative Histories	Permanent



H17	Administrative Histories	WNLN

Data collected at level of origin to formulate history.  Original materail form which data is extracted is disposed in accordance with instructions of specific subjects.



H18	Biographical Data and Special Collections

a. Record Copy	Permanent

b. Nonrecord copies	2 yrs HQ, 3 yrs or WNLN field



H20	Collection Management and Preservation

H2015	National Park Service Areas	Permanent

H2017	Acquisition Gifts, Loans and Inventories (Acquisition Files)	Maintain with items



H22	Cultural Resources Studies and Research

H2215	National Park Service Areas

H2217	Special Studies

a. Record Copy	Permanent

b. Nonrecord copies	2 yrs HQ, 3 yrs or WNLN field



H24	Archeological and Historical Data Recovery Programs (External)

H2415	Corps of Engineers, Bureau of Reclamation projects, River Basisn, etc.

a. Record Copy	Permanent

b. Nonrecord copies	WNLN



H26	Reports (and related correspondence)

H2615	Monthly

H2617	Quarterly

{File coded F2617 in App. 1: Report on Tax Act Projects	3 years}

H2619	Semi-Annual

H2621	Annual

{No file code in App. 1: Annual Report, Section 8 Program General Authorities	3 years}

{No file code in App. 1: Annual Report, Statistical Work Load Reports for Tax Act Program	3 years}

{No file code in App. 1: LWCF Consolidated Performance Report	3 years}

H2623	Situation

See Appendix 1, this schedule {Reports in this appendix shown above by file codes}



H30	Historic Sites and Structures Management and Preservation (Includes Archeological Ruins)

H3015	Mgmt, Preservation, & Maintenance, List of Classificed Structures

H3017	Special Studies (includes Historic Furnishing Plans)

a. Record Copy	Permanent

b. Nonrecord copies	3 years or WNLN



H32	National Register of Historic Places (includes State Plans)

a. Record Copy	Permanent

b. Nonrecord copies	on publication or WNLN



H34	National Survey of Historic Sites and Buildings (National Historic Landmarks)

H3415	Proposed

H3417	Eligible or Established

a. Record Copy	Permanent

b. Nonrecord copies	WNLN



H36	Historic Preservation Grants in Aid

a. Record Copy	15 years

b. Nonrecord copies	1 year AE of grant



H38	Historic American Buildings Survey

H3815	Studies

H3819	Requests for

Establish case files as follows:

a. Project by name	Library of Congress

b. Correspondence

(1) Record Copy	Permanent

(2) Nonrecord copies	WNLN�

H40	Historic American Engineering

Establish case files as follows:

a. Project by name	Library of Congress

 (1) Record Copy	Permanent

(2) Nonrecord copies	WNLN



H42	Historic Preservation Program Overview

H4215	Legislative Polices and Procedures 

(Title 1, Sec. 106, PL 80-665., E. O. 11593)

H4217	Compliance Documentation

a. Record Copy	Permanent

b. Nonrecord copies	WNLN









K – INTERPRETATION AND INFORMATION



K14	Information Requests [GRS 14.3]	3 months

Note: Codes to subject if any administrative actions, policy decision, special compilation or research is involved.



K18	Interpretive Activities

K1815	Services	Permanent

K1817	Interpretive Planning (data, needs, programs, etc.)	Permanent



K22	Libraries and Library Services	2 years



K26	{Interpretive} Reports and related correspondence

K2615	Monthly

K2617	Quarterly

K2619	Semi-Annual

K2621	Annual

K2623	Situation

See Appendix 1, this schedule {No reports found with these file codes; reports cross-referenced above}



K30	Photography

K3015	Production and Acquisition of Motion Pictures	Maintain with gift

a. Record copy of motion pictures and related correspondence	Permanent, to NARA at 20 yrs

b. Nonrecord copy of motion pictures	WSO

K3019	Production and Acquisition of Still Pictures and Slides	Maintain with gift

a. Record copy of pictures and related correspondence	Permanent, to NARA at 10 yrs

b. Nonrecord copy of motion pictures	WNLN

K3023	Loans and Gifts

(To and from public and other agencies)

a. Gift correspondence files	Maintain with gift

b. Loan correspondence files	3 yrs after loan returned



K34	New Media (Press, Media and TV)

K3415	Press releases, NPS issuances at level of origina

a. Record copy	Permanent

b. Nonrecord copies	3 years

K3417	Radio and Television Activities

a. Policy Correspondence	Permanent

b. Recordings and scripts

(1) Record copy	Permanent, to NARA at 10 yrs

(2) Nonrecord copies	WNLN



K38	Publications, Service

K3815	In-house (Newsletters, etc.)

K3819	Free Informational Literature

K3823	Sales

K3827	Maps

K3831	Posters, Cartoons and emblems

K3841	Manuscripts and Proofs

a. Policy correspondence	15 years

b. Specific publications at level of original describing history, overall administration and general policies of major service programs

(1) Record copy	Offer to NARA at 6 yrs

(2) Nonrecord copies	WNLN

c. Manuscript copies and proof sheets of publications	5 yrs after publication 

(Can return to author at 5 years instead or destroy)



K42	Publications, Other	6 years

K4215	Secretary’s Office	

K4219	Other Department, Bureau, and offices



K54	Special Articles regarding Service or Areas

K5415	Prepared by Service personnel

K5417	Prepared by other than Service personnel

a. Record copy	Permanent

(Only articles re: history and major activities of the Service, region or specific park)

b. Nonrecord copies	WNLN�





L – LANDS AND RECREATION PLANNING



L14	Acquisition of Lands

L1415	Policy and Procedures	Permanent

L1417	Boundary Adjustments	Permanent

L1419	Federal Holdings (Other than NPS)	6 years

L1425	Holdings (other than Federal)	Permanent

no code	Individual case file of acquisitions 	Permanent

by purchase, condemnation, donation or land exchange prepared by lands Officers



L24	Encroachments	Permanent

L2415	Encroachments, Water Projects

L2419	Encroachments, Logging and Timber

L2423	Encroachments, Mining

L2427	Encroachments, Oil and Gas

L2431	Encroachments, Road Construction



L26	{Lands} Reports and related correspondence

L2615	Lands Reports, Monthly

L2617	Lands Reports, Quarterly

L2619	Lands Reports, Semi-Annual

L2621	Lands Reports, Annual

Report on Relcation and Real Property Acquisition Activities	3 years

{No file code in App. 1: LWCF Consolidated Performance Report	3 years}

L2623	Lands Reports, Situation

See Appendix 1, this schedule { Reports in this appendix shown above by file codes }



L30	Land Use

L3015	Land Use, Agriculture

L3019	Land Use, Grazing

L3023	Land Use, Mining and Minerals

L3025	Land Use, Oil and Gas

L3027	Land Use, Roads and Road Right of Way

L3031	Land Use, Water, Sewer and Transmission Lines

a. General Correspondence

(1) Record copy	Permanent

(2) Nonrecord copies	2 years

b. Approved permits (at level of origin)	6 years AE

c. Rejected requests for permits	2 years

Note: Prepare separate folder for each special use permit



L32	Land, Public

L3215	Cooperation, including Administration, Planning & Development

a. Record copy	15 years

b. Nonrecord copies	2 years

L32 (sic)	Grants, UPARR, LWCF	Permanent

L3217	Grant Application Files [GRS 3.14]	Permanent

a. Unsuccessful Bids

b. Accepted Applications

L3219 	Grant Case Files	Permanent



L48	Wilderness Areas and Research Reserves

Note: After area has been designated “Wilderness” see H1623 for management thereof

a. Record Copy	Permanent

b. Nonrecord copies	6 years



L50	Geographic Place Names and Area Terminology	6 years



L54	Water Mailers (Water Rights Compacts, etc.)	Permanent

no code	Water Right Dockets	Offer to NARA

Offer to NARA after water rights are terminated or 30 years, whichever first



L58	Proposed Areas

Note: Prepare separate folder for each State and project if volume warrants

L5815	National Wild and Scenic Rivers

L5817	National Scenic Trails

a. Approved proposals	Permanent

b. Rejected proposals	15 years 



L60	Designated Areas	Permanent

L6015	National Wild & Scenic Areas

L6017	National Scenic Trails



L62	International Parks and Historic Sites	Permanent



L66	Foreign Parks and Historic Sites	15 years

Note: Prepare separate folders for each park, site and country as appropriate



L70	States and State Parks

L7019	Cooperation, including Administration, Planning and Development

Note: Under the L7019 classification prepare separate folders for each State and project.

L7021	State Park Organizations

L7023	Annual Records on State Parks Lands & Related Areas

L7027	Lists of State Parks with Acreage and Accommodations

L7031	Fees and Charges

a. Record copy	15 years

b. Nonrecord copies	2 years



L74	River Basin Studies and Activities

Note: Files should be developed by Regions then by major river basins, and finally by projects where importance of project or wealth of material warrants.  Archeological and Historical Research relating to River Basins are coded H2415.

L7419	Economic and Recreational Benefits	Permanent

L7421	Notices of Public Hearings	2 years

L7423	Studies and Reports (concerning B/R and C/E projects)	Permanent

L7425	Dams and Dredging	Permament

L7427	Other Studies and Reports

(Agriculture, Federal Power Commission and WC, etc.)

a. Records in which Service has interest	Permanent

b. Records not relevant	2 years



L76	Environmental Impact

L7615	Policy, Procedures, Guidelines inc. EPA standards	Permanent

L7617	Statements and Stuides concerning NPS areas	15 years

L7619	Reviews of Statements & Studies concerning other Federal agencies	6 years after final action

L7621	Reviews of Statements & Studies concerning other State & Private agencies	6 years after final action

Note: (1) Prepare separate folders for each agency. (2) Council on Environmental Quality if Office of Record for all Environmental Impact Statements.









M2417	Antiquities Act Permit Files	

Consists of permits required to conduct work on lands owned or controlled by the Federal Government

DIsposition: WASO/HQ: Offer to NARA 30 years after expiration.

Regions: Destroy 6 years after expiration of permit







N – NATURAL AND SOCIAL SCIENCES



N14	Animal and Plant Life

N1415	Amphibians and Reptiles

N1419	Birds

N1423	Fish

N1427	Mammals

N1429	Insects and Invertebrates

N1431	Shrubs

N1433	Plants

a. Record copy	Permanent

b. Nonrecord copies	2 yrs (HQ) or 3 yrs orWNLN



N16	Management of Natural Resources and Areas

Including Resources Basic Inventory, Coastal Zone management, Wetlands anagement, Ecological Impact, etc.)

Establish case files as follows:�a. Policy correspondence	Permanent

b. Resources Basic Inventory	Permanent

N1615	Wildlife

N1617	Plant Life

N1619	Water Life

N1621	Threatened and Endangered Species (plants and animals)

N1623	Backcountry/Wilderness Management

a. Record copy	Permanent

b. Nonrecord copies	2 yrs HQ, 3 yrs field



N22	Research Programs

N2215	Area Natural Science Research Plans

N2217	Social Science Research

N2219	Research Proposals and Projects

Establish case files as follows:

a. Policy correspondence

b. Special research studies

a. Record copy	Permanent

b. Nonrecord copies	2 yrs HQ, 3 yrs field, or WNLN



N26	Natural Resources, Reports

N2615	Natural Resources, Monthly

N2617	Natural Resources, Quarterly

N2619	Natural Resources, Semi-Annual

N2621	Natural Resources, Annual

Bear Incident and Management Report	3 years

Investigator’s Annual Report	3 years

Pest Management Program Approval & Reports	3 years

Superintendent’s Annual Report {on Research}	3 years

N2623	Natural Resources, Situation

Note: See individual report instructions for disposition authority (shown above as file coded in Appendix 1).  Those note having specific authority may be destroyed when 3 years old or no longer needed.





N30	Geological Features and Studies

N3019	Paleontology (Fossils)

N3021	Seismology (Earthquakes)

N3023	Speleology (Caves)

N3027	Volcanology

N3031	Glaciers (Ice and Frost action)

N3035	Rock and Minerals

N3039	Thermal Features (geysers, hot springs, steam vents)

N3041	Water (Fresh and Marine)

a. Record copy	Permanent

b. Nonrecord copies	2 yrs HQ, 3 yrs field



N36 Pollution/Environmental Quality

N3615	Air {Quality}

N3617	Water {Quality}

a. Record copy	Permanent

b. Nonrecord copies	2 yrs HQ, 3 yrs field



N40	Energy Research

For individual Solar Heating Systems see D5023. For Energy Conservation see A7021

a. Record copy	Permanent

b. Nonrecord copies	2 yrs HQ, 3 yrs field



N42	Weather and Climate

Studies, Observations (except those studies backed by official BSP)

a. Record copy	Permanent

b. Nonrecord copies	2 yrs HQ, 3 yrs field



N44	Natural Landmarks	Permanent



N46	Social and Economic Sciences

N4615	Visitor Use Surveys and Statistics

N4617	Demography (Vital and Social Statistics)

N4619	Economics

N4621	Assessments

a. Record copy	Permanent

b. Nonrecord copies	2 yrs HQ, 3 yrs field



N50	Pest and Weed Control

a. Record copy	Permanent

b. Nonrecord copies	2 yrs HQ, 3 yrs field

Note: (WASO only) project Forms 10-21A with project completion Dates (1973-1978) Forms 10-21A 1979 and after



N54	Soil and Moisture Control

a. Record copy	Permanent

b. Nonrecord copies	2 yrs HQ, 3 yrs field











P – PERSONNEL



P14	Individual Official Personnel Folders

Maintained according to Federal Personnel Manual Supplement 293-31 which prescribes a recordkeeping system for Federal personnel offices

a. Papers on right-hand side

(1) Employees transferred to another agency (Federal Personnel Manual Supplement 296-31) [GRS 1.1]

Disposition: Upon transfer of employee, transfer to new agency.

(2) Separated employees [GRS 1.1]

Disposition: Transfer to inactive files on separation. Transfer to FARC, St. Louis MO 30 days after separation (Refer to FPM, for exceptions to above procedure).

Note: Material is disposed of 75 years after birth or 60 years after date of earliest document in the folder if date of birth cannot be ascertained, provided employee has been separated or retired at least five years.

b. Papers on left-hand side [GRS 1.10]

Disposition: Destroy upon transfer or separation of employee, or when 2 years old, whichever is earlier.

c. Annual Performance Review [GRS 1.23]

Dispostion: Ratings of other than outstanding or unsatisfactory are destroyed on transfer or separation of employee, or when 2 years old, whichever is earlier.  Outstanding and unsatisfactory ratings are retained on right side of official personnel folder.



P18 	OPM Laws, Rules and Regulations

P1815	Rules and Regulations and related correspondence 	WNLN

P1819	Interpretation	2 yrs HQ, 3 yrs field

P1821	Inspections [GRS 1.7]	WSO

Includes CSC and Service Inspection reports, and audits.



P22	Applications and Inquiries for Employment

P2215	Permanent Positions

P2217	Temporary Positions

a. Correspondence [GRS 1.3]	3 years

b. Applications, with related papers [GRS 1.15]

Disposition: Destroy upon receipt of CSC Inspection report or when 2 years old, whichver is earlier, providing the requirements of Chapter 333-A-4 Federal Personnel Manual are observed.

Note: Applications resulting in appointments are filed in the offical personnel folder [GRS 1.1]



P26	Reports

P2615	Monthly

P2617	Quarterly

P2619	Semi-Annual

Recording & Reporting Information on Training Related to CSRA	3 years

Supervisory Training Report	3 years

P2621	Annual

Federal Law Enforcement Training Center Projections	3 years

P2623	Situation

See Appendix 1, this schedule { Reports in this appendix shown above by file codes }



P30	Appokintment Requirements and Procedures [GRS 1.3]	5 years



P32	Classification, Position [GRS 1.3]	3 years

a. Correspondence relating to development of standards for classification or position

(1) Case file [GRS 1.7]	

Disposition: Destroy 5 years after position is abolished or description is superseded.

(2) Review file [GRS 1.7]	2 years

b. Standards (CSC) including Title, series and grade (based on duties and qualification requirements) [GRS 1.7]

Disposition: Destroy 5 years after position is abolished or description is superseded.

c. Position descriptions. Files describing established positions including series, grade, duties and responsibiliteis

(1) Record copy [GRS 1.7]

Disposition: Destroy 5 years after position is abolished or description is superseded.

(2) Nonrecord copies [GRS 1.7]

Disposition: Destroy when position is abolished or description is superseded.



P34	Compensation

P3415	For injury [GRS 1.21]	

Disposition: Destroy 6 years after latest entry in OPF

Notes: Preemployment physical examinations, disability retirement examinations, and fitness for duty examinations may be a part of the official personnel folder or may be retained separately.  Must be retired with OPF. FPM 339, sub-chapter 4.

P3419	For Overtime [GRS 1.3]	3 years

P3421	For Hazard Pay [GRS 1.3]	3 years

P3423	For duty at Remote Work sites (FPM 990-2, Book 591) [GRS 1.3]	3 years



P36	Conduct of Officer and Employees [GRS 1.28]	WSO



P38	Performance Ratings Program and Procedures [GRS 1.23]	3 years

Note: Certifications of performance ratings are filed in the official personnel folder (P14) and are disposable after 2 years.



P40 	Employee Welfare and activities

P4015	Welfare

a. Miscellaneous correspondence [GRS 1.17]	6 months

b. Federal Empolyees Health and Life Insurance [GRS 1.3]	3 years

(Designation of Beneficiary Optional Insurance & Waiver field in OPF)

P4019	Employee Relations

a. Correspondence	3 years

b. Counseling files [GRS 1.27]	3 years

P4021	Labor-Management Relations

a. Labor-Management Agreements (at level of origin)	15 years

b. Arbitration Cases	5 years after resolution



P42	Equal Employment Opportunity

P4215	Affirmative Action Plan

a. Servicewide Plan [GRS 1.26h]	5 years or WNLN

b. Field Office Plans [GRS 1.26h]	5 years or WNLN

P4217	Discrimination Complaints

a. When resolved within agency [GRS1.26]	4 years after resolution

b. When resolved by USCSC	OPM schedule

c. All other copies of a. above [GRS 1.26]	1 year after resolution

d. All background documents not included in a. above	2 years after resolution

P4219	Special Programs	5 years after program ends

i.e. Cooperative Education, Upward Mobility, Spanish Speaking, Federal Women, etc. Note: Individual files may be established for each program.



P44	Incentive Awards Programs

P4415	Procedures [GRS 1.12]	2 years

P4417	Merit awards

a. Correspondence [GRS 1.3]	3 years

b. Awards (case files by individuals). [GRS 1.12]	2 years

P4419	Suggestions

a. Correspondence [GRS 1.3]	3 years

b. Suggestions (case files by individuals). [GRS 1.12]	2 years



P48	Examinations

a. Correspondence (other than medical) [GRS 1.3]	3 years

b. Forms and correspondence [GRS 1.21]	6 years

(relating to employee’s history, EXCEPT pre-employemnt, disability retirement and fiteness for duty physicals which are filed in OPF.)



P52	Hours and Tours of Duty [GRS1.3]	3 years



P56	Identification of Employees

a. Credentials [GRS11.4a]	3 months after return

Including cards, badges, parking permits, photographs, agency permits to operate motor vehicles, property, dining room, visitors passes, etc.

b. Receipts, indices, listings, and accountable records [GRS 11.4b]	Destroy after accounted for



P60	Leave [GRS 1.3]	3 years

P6015	Annual

P6019	Jury

P6023	Military

P6027	Sick

P6031	Without Pay

P6035	Compensatory

P6039	Holiday

P6043	Special Occasions

(See GRS 2.10 for disposition instructions)



P64	Personnel Procedures and Records [GRS 1.3]	3 years



P68	Promotion, Career Development and Placement	WSO

Written promotion guidelines, instructions, and merit promotion plans



P72	Recruitment and Certification

a. Correspondence (includes regulatory and procedural material) [GRS 1.3]	3 years

b. Recruitment for specific positions [GRS 1.3]	3 years

c. Certificates of Eligibles [GRS 1.5]	2 years



P74	Restrictions on Employment (i.e. freeze, ceilings, etc.) [GRS 1.3]	3 years



P76	Reemployment [GRS 1.3]	3 years



P78	Retirement [GRS 1.3]	3 years



P80	Separation [GRS 1.3]	3 years



P82 	Statistics [GRS 1.16]	2 years



P84	Status [GRS 1.3]	3 years

Includes Veterans’ Preference, OPM reinstatement, Retired annuitant, etc.



P86	Training [GRS 1.3]	5 years or WSO

P8615	In-Service

P8617	Interagency Facilities

P8619	Non-Government Facilities



P88	Transfers/Details/Reassignment [GRS 1.3]	3 years

P8815	Within Service

P8819	Outside Service



P90	Wage Board Matters

a. Policy Correspondence 	WNLN

b. Wage Rate Schedules and related correspondence [GRS 2.17b]	3 years

c. Wage Survey Files [GRS 2.24]	

Disposition: Destroy after completion of second succeeding Wage Survey



P92	Uniform Standards (including grooming)	WNLN



P94	Volunteer Employment Program	WNLN









S – SUPPLIES, PROCUREMENT AND PROPERTY



S14	Animals [GRS 3.3]	2 years



S18	Historic Building Furniture and Accessories [GRS 3.3]	2 years

See H30 for Historic Furnishing Report



S22	Construction and Maintenance Supplies [GRS 3.3]	2 years



S24	Communications Equipment [GRS 3.3]	2 years



S26	Property Reports [GRS 3.3]	2 years

S2615	Property Reports, Monthly

S2617	Property Reports, Quarterly

S2619	Property Reports, Semi-Annual

S2621	Property Reports, Annual

Passenger Motor Vehicle and Aircraft Requirements	3 years

S2623	Property Reports, Situation

See Appendix 1, this schedule { Reports in this appendix shown above by file codes }



S28	Drafting and Engineering Supplies  [GRS 3.3]	2 years



S30	Explosives [GRS 3.3]	2 years



S32 	Firefighting Equipment [GRS 3.3]	2 years



S34	Firearms and Ammunition [GRS 3.3]	2 years



S38	Fuels [GRS 3.3]	2 years



S46	Library [GRS 3.3]	2 years

S4615	Library Equipment

S4619	Library Publications



S50	License Plates and Tags [GRS 3.3]	2 years



S54	Medical [GRS 3.3]	2 years



S58	Motor-Driven Propelled Equipment

S5815	Aircraft

S5819	Automobiles, Trucks, Motorcycles

S5823	Boats

S5831	Road Construction and Maintenance Equipment

S5835	Use of

a. Correspondence [GRS 10.1]	2 years

b. Operating records relating to gas & oil, dispatching & scheduling [GRS 10.2a)	3 months

c. Maintenance records relating to service and repair [GRS 10.2b]	1 year

d. Motor vehicle operations [GRS 10.7]	3 years ATSEj

including driver tests, authorization to use, safe driving awards, etc.



S62	Office [GRS 3.3]	2 years

S6215	Furniture and Accessories

S6219	Forms (Stock only) (requisitions and stock control) [GRS 16.4b]	WSO

S6223	Machines [GRS 3.3]	2 years

S6227	Stationery [GRS 3.3]	2 years



S66	Optical Equipment

S6615	Binoculars and Telescopes [GRS 3.3]	2 years

S6619	Microscopes [GRS 3.3]	2 years



S70	Photographic and Sound Equipment

S7015	Cameras and Projectors [GRS 3.3]	2 years

S7019	Films and Slides [GRS 3.3]	2 years



S72	Procurement

S7215	Instructions and Procedures	Permanent



S7217	Construction Contracts

S7219	Professional Services (A&E) Contracts

S7221	Research Contract

(Archeological, Historical, Natural Science, Theme Studies)

S7223	Supply and Equipment  Contracts

S7225	Personal Services Contracts

S7227	Purchase Orders

a. Transactions of more than $25,000 [GRS 3.4(1)]	6 yrs 3 mo AFP

b. Transactions of less than $10,000 [GRS3.4(2)]	3 yrs AFP

Note: If litigation is threatened or pending, retain until settlement. Contractor’s payrolls, destry 3 years after date of completion of contract unless contract performance is subject of enforcement action on such date [GRS 3.12].



S7229	Bidders List	WSO

S7231	Federal Supply Catalogs, Schedules and Manufacturers catalogs	WSO



S74	Property Accountability

S7415	Real Property	Permanent

a. Plant account cards/ledgers	to NARA when structure gone

b. Work paper used in accumulating data	2 years

S7417	Disposal of Real Property	Permanent

a. Excess property reports	3 years

b. Property disposal case files	3 years

S7419	Personal Property	Permanent

a. Correspondence [GRS 8.2]

b. Automated Equipment Inventory (Computer Printouts)	WSO

c. Working paper including Form 10-285 [GRS 3.10a]	

Disposition: After verification of correct information on printout.

S7421	Disposal of Personal Property

a. Correspondence [GRS 4.4]	2 years

b. Excess property reports [GRS 4.5]	3 years

c. Sales of Surplus Property Case Files

[See GRS 4.6a and 4.6b for disposition instructions]

S7423	Equipment Replacement Program

a. Correspondence [GRS 8.2]	3 years

b. Computer Printout	WSO 

(Form 10-286 provides information for system. Form 10-285 used to drop equipment from accountability and also closes the Equipment Depreciation Account)

c. Working papers, including Forms 10-285 & 10-286	

Disposition: After verification of correct information on printout.



S78	Safety Equipment [GRS 3.3]	2 years



S82	Signs, Markers, Traffic Devices, Flags, and Pennants [GRS 3.3]	2 years



S84	Stenographic Services [GRS 3.3]	2 years



S90	Shipments (Bills of Lading/Invoices) [GRS 9.1]	3 years



S94	Uniforms

a. Policy correspondence	15 years

b. Specific order and related correspondence [GRS 3.3]	2 years



S98	Weed and Insect Control Products and Animal Repellents [GRS 3.3]	2 years









	W – LAWS AND LEGAL MATTERS



W18	Decisions	15 years

W1815	Decisions, Attorney General

W1819	Decisions, Comptroller General

W1823	Decisions, Solicitor

W1827	Decisions, Chief Counsel



W22	Final Opinions and Orders (Copies of permits for public viewing)	3 years AE



W24	Federal Register Submissions (Cross reference to subject file)	2 yrs or when put in CFR



W26	Legal Reports

W2615	Monthly

W2617	Quarterly

Emergency Law and Order Costs	3 years

W2619	Semi-Annual

W2621	Annual

{File coded P2621: Federal Law Enforcement Training Center Projections	3 years}

W2623	Situation

See Appendix 1, this schedule {No reports found with these file codes; reports cross-referenced above}



W28	Executive Orders and Proclamations	WSO



W30	Jurisdiction	Permanent



W32	Civil Litigation/Court Procedures	Permanent



W34	Law Enforcement	Permanent

W3415	Violation of Regulations

a. Incident Reporting System (printout)

(1) Monthly

Disposition: After completion of Annual Printout or when no longer needed for reference.

(2) Annual	1 year or WNLN

b. Data used as basis for computer printout (Forms 10-50, 10-343, 10-344)	1 year after computerization

W3417	Accident/Investigation	15 years

W3419	Commissioners/Magistrates	6 years or WNLN

W3421	Expungement Orders

W3423	State & Local Laws and Rgulations

W34425	Alcohol and Speed Devices

W3427	Drunk Driving	15 years



W38	Legislation

W3815	Proposed	WNLN

W3823	Enacted	WNLN



W42	Special Regulations	2 years or when in CFR



W46	General Regulations	2 years or when in CFR

(Described in Title 36, Code of Federal Regulations, Parts 7-60)



W48	Procedures and Policy

W4815	Beats/Patrol Areas

W4817	Prisoner Processing

W4819	Court Procedures	15 years









Y – FORESTRY



Y14	Wildland Fire Management (See NPS-18, Fire Mgmt Guideline)	Permanent

Y1415	Prevention

Y1417	Presuppression

Y1419	Suppression

Y1421	Prescribed Fire



Y18	Forestry and Range Conservation and Management

Y1815	Trees and Forests

Y1819	Range

Y1823	Reforestation and Rehabilitation

a. Record copy	Permanent

b. Nonrecord copies	

Disposition: HQ 2 years after completion of project, field 5 years after completion of project



Y26	Reports

Y2615	Monthly

Y2617	Quarterly

Y2619	Semi-Annual

Y2621	Annual

Y2623	Situation

See Appendix 1, this schedule {No reports found with these file codes; reports cross-referenced above}

Note: Reports on Individual Fires	Permanent



Y34	Products, including Wood Utilization and Timber Cutting 	Permanent

(downed timber and firewood)



Y42	Statistics	6 years or WNLN
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