2 DISTRICT OF COLUMBIA
J | DEPARTMENT OF CORRECTIONS

Prog ram ;-_{»; oo

Statem ent "‘* i Re‘emm“ o

: Date" . ""Apan 2001

o

1 PURPOSE AND SCOPE Toi !ssue a Records Retentnon Schedule and emergency .
implementation prooedures fora record disposition-and disposal program for.the DCDC

- A records disposition program provides for the effeotlye and efficient: management of
records no longer needed in oﬁioe space to oonduct current busnness NP

This dlrectrve does. not contam procedures for management of mlcroﬁche auduowsual and ‘

| - electromc reccrds

cr

8

g 2. PROGRAM OBJECTNES
’ a.:
o (Attachments 1 and 2)

Records wrll be drsposed of in comphance w:th the Records F?etenbon Schefule

Temporary records whose authonzed retentlon penods have exprred mll be prompty :
dzsposed of, usuaily by destructron or occasro*za!ly by authonzed donauon to °hglbz== -

A persons or orgamza’aons

Rew.ds no ruwge, reeded .n the orﬁce spac’= but not yet eiigible Tor final dix posnm

~ will be trmely and systematrcally transferred to a desrgnated records s‘z:oragt= site.”

"'he tdentrﬁcatton retlnno transfer and refneval of records at the Washmgton Natnona*

" Records Ce"xter (WNRC) shaﬂ be timely rmplemen*ed

3. D!R""CTFVES REFERENCED

| D.O.» 1300.1A “Freedom of !nfonnatlon Act (FO!A) and anacy Act, (4/5/7 8)

4 AUTHORITY

a.

D.C. Code Chapter 28 "Public Records Managemen‘r" ) 1-2901, 2902 and 2906



v .
= ki f:»

PEFE

s




S S . Ps20021 .
. e . - s
. - o S SR '.‘ L Page20f11u

‘ b Distnct Personnel Manual (DPM) Chapter 31A, “Reoords Management and anacyof'

5. STANDARDS REFERENCED - )
- 'a; Arnencan Correchonal Assocxa'don 2"“ Edmon Standards for Administration of
" Correctional Agenc:es 2-CO-1 E-01 , , .

b Amenran Correctlonal Assocratron 3"’ Ed’rbon Standards for Aduit Lowl Deten’aon :
" Facilities: 3—ALDF-1E-01 oL . v -

| c 'Amenwn Correctzonal Assoc:atxon (ACA) 3"’ Edmon Standards for AduIt Correchonal
o :lnshtutlons 3—4092 : o

e ':Amencan Correcbonal Assoma’non 3RD Edmon Standards for Adult Commumty
- Release Services: 3ACRS—1 E-01 . .

8. RESPONSIBILITIES

LB THE RECORDS MANAGEMENT OFFICE (DCRMO) for the District of Golumbra
/o Government. Provides oversngT'xf for the DCDC records rnanagement program.- This

~ agency is responsible for appraising all District records, approving their disposition, - -
. providing program assistance and records center storage, evaluating records

. management programs and servrng as the custodxan of permanent records.

-7 b. DCDC RECORDS ADMINISTRATOR. in accordance with D. c. ‘Code § 1-2906 an :
- employee shall be designated as the Records Management Officer of the Agency, =
who shall carry out the records management program activities and serve as fiaison to

" the D.C. Public Récords Administrator. Program responsibilities include issuing up-to- -

- date records management program directives, staff training and monitoring of the .
program to ensure compliance with the DCDC poiicy and procedures, and D.C.
govemment statues and regulations. The DCDC Records Management Ofﬁcer shall:

1) Lead and manage a department—wnde records management program.

2) Develop records management poilcles procedures guidance and trarmng
materials. :

3) Coordmate the approval of the Department’s records d;sposrbon schedules and ’
training materals. : A o

4) Coordma ie records management issues s with other D.C. Govemment agencres

é i 5) Serve as the DCDC Vital Records Officer and coordinate with the depariment's
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ernergencymanagementprogram

.6) Ensure that deSlQnated DCDC staff are aware oftherr records management A
responsibTmes. _ R s o | -

‘; .»; -

| 7y Conduc”t penodrc evafdatlcns ofﬁwe records management programs wrthm the

8) lmplement approved records d‘rsposmons ensunng that no records are destroyed"] SRR
without proper authcnzaton as specrﬁed bythe D C Records Schedule N

9) Inventory and scheduie records created and marntalned by ﬁ1e DCDC 1,»,‘ f '...j, ' -

10) Systemanczﬂy review records drspcsrtron schedules file plans and prccedures L
, on a tnennral basrs to ensure that they are current and update 'lhem as heces; ry

11) Conduct a program of regular lnternai records managernent revxews to assrst
' programs rn unplemenﬁng appropnate records management procedures ‘

c. The DCDC General Counsel shall assrst in. determmmg What records areneeded to TE Tl
provide adequate and proper docurnentation of Department activities and in sp ing :
__appropriate retention for records.: J]aejnspector Generai shall assist in- deterrmmng
the retention of Deparlment records that may be needed for intemal audit purposes.
- Department managers are responsrbie for ensunrg that their programs are properly” o
- documented and that records created by therr pmgram areas are managed accordrng L
o relevant regulat:ons and polrcres oL e e .

d’ DCDCExecuﬁves, Wardens, Admlmstra‘tors and Ofﬁce Chrefsehaﬂ e TN

Ly Ensure that ﬁrus drrecﬁve is rmplemented and adhered o wrﬁ'nn ‘their respectwe
areasofprogramrecponsrbmty T L o 5

2) Each Execuhve Manager Warden Admrmstrator or ofﬁce chief shal! conduct an
. ‘annual ln’temal Revrew documentmg comphance wrth procedures con’camed wrthxn )
this dlrectrve L : ‘ o0t : o

e All DCDC employees and contract staff shalL e N

- 1),‘,‘Safeguard all records they create collect or marntam commensurate wrth the risk
ﬂ;and magmtude of the harm that would result from the loss, rmsuse,v unauthorized
““access to or modification of information, “Appropriate sa%eguard s shall be adopted
to ensure confidentiality and overall security as required in PS 1300 1B "Freedom
- of Information Act (FOIA) and anacy Act" .
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.j,' : 2) Conduct work in aocordancewrth D C Govémment records management -

' regu&a’nons and DCDC records management pohw and prowdures

- 3) Create and manage the records neoessary to document therr ofﬁoral achvrhes o
" “This Includes creatmg appropnate records. doournentng mesetings, -conversations, .
electronic mail messages, telephone calls'and . cther forms of oommumm'non that
aﬁect the conduot of ofﬁcral Department busxnecs ‘ : .

>4) Destroy records only in acoordanoe wrth approved records dxsposmon schedules
" and remove records from the DCDC onlywrth authonzatnon ?T: e .

L e L PS 2002

. 5) File personal papers and nonreoord matenals separately from ofﬁmal DCDC oo

records

£ The DCDC Trammg Admnmstrator shall in oonsuhhon wrth the Records .

' Administrator, develop and administer training-for rdentlﬁed employm to ensu‘re th at S

requnrements of ﬁrrs Program Statement are me’L

é’ . e . "f' JOY PR v

v -
v e i AR s e e

7 REQUIREMENTS .

a RECGRBS MANAGEMENT Reoords Management means the managena! actrvrbes
_“involved wﬂh respect to records creation, records’ manntenance and use, and records
- disposition.in’order to achieve adequate and propér ¢ dowmerita’aon of the policies and .
" - transactions of the District Govemment, and eﬁecbve and economrcal management of
- agency operatons ‘ , . B

in sethng forth records management responsibrlmes Dzstnct taw requires each agenoyd.r ,‘

the organization, funotlons pohcree decisions, prooedures and eesentrat transactrons
_of the agency, that are designed to furnish the information necessary to protect the
legal and-financial nghts ofthe Govemment and of persons drrecﬁy aﬁected by the '
agency's actmtses A ) ST

b RECORDS As th=- basrc admrmstraﬁve tool by whlch the Govemment does its work
-~ records are a basrc cornponent of each agency‘s information resources

- 1) Records are lmportant bewuse they: protect the Iegal financial, and other nghts
_ of the Government.and its citizens; ensure continuity and consistency in- -
administration; - assist agency officials and their successors in making informed |
policy and program }udgrnents provrde inforration required by the Congress and
.+ pthers fo oversee the agency's actwrbes and document the agency’s organrza’non
structure and achrevements :

- . 2) Records are made or recerved by a stmct agency etther to comply wrth a law or to
‘*i S conduct public business: As a result, they belong o the Government rather than fo

‘e  head to make and preserve records. contalmng adequate and proper documentation of . .
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‘ -mdnnduals and.meir'legélfdiqusiﬁbn depends gn the prior. ‘app}ro'valv»of’th‘e L s
" "Archivist.of the District of Columbia. L e

i

3)” Records are, or should bé,(prejée'rved because they constituts ewdenworoontam f

information of value. They document an agency’s organization, functions; and: " -

- activities or the persons, places: things; or matters dealt with by a agency.

' ‘Agency:records’ value falls into three overlapping categéries: |
‘a) AdministrativeVaioe
'~ *All records have administrative vaiue because they are necessary o conduct
the'agency’s current business, The duration of this value may be long or short.
Some records, such as program directives, have long-term administrative value.
‘Others, such as messenger service files, have short-term administrative value.
‘Many records at operating levels have short-term administrative vaiue because
.-+ they are correspondence duplicated elsewhere, reports summarized at higher
- agenicy levels, of logs serving as temporary controls. . . 0

.-\ b) Fiscal Value

¥ ‘Besides administrative and fistal Valis, &g5rds fray aiso hiave isgal

‘Along with general administrative value, some records may have fiscal value,
*~ -Records with fiscal value document the agency's financial transactions and = .
' obligations. They include budget records, which show how expenditures were 4 )
" -piannied; voucher or expenditure records, that indicate the purposes for which . - e
. - funds were spent; and accounting records; that classify and summarize’ agency . -
- expenditures. " S BT S

. .©) Legal Value *

 Special concem for legal value applies only to temporary records, because if -
- ‘records are permanent they will always be available to protect legal rights. The
DCRS designates as temporary many records with legal value, such as those
relating to contracts, claims, property disposal, payroll, and civilian perscnnel. -

~ . Some legal values relate to records that the law requires the Government to
create and maintain in the course of its operations. Others, however, are quite
- broad and do.not necessarily invoive an agency’s operations. instead they are
' .intended to protect the rights of individuals and organizations. Such records are -
useful in-documenting legally enforceable rights or obligations, of the - S
Govemnment and personis directly affecied by an agency's activities.

‘Examples of recards with legal value include formal decisions andiegal |
opinions; documents containing evidence of actions in particular cases, such as
claims. papers and legal dockets; and documents involving legal agreements,
such as leases, fitles, and confracts. They also include records relating o~ ‘ :
criminal investigations, workers' compensation, exposure to hazardous material, W%
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" S 'and the tssuanoe ofl”censes and penmts.Stilloﬁter examples rnclude records
T ‘relatrng to loans, subsidies, ‘and grants' entltlement programs such as food
: stamps and socxal secuntyr and survrvor beneﬁts ln Govemment pensron and

‘ = i.. .‘*“” gt Ly *7&4'& e s ok “kw(wh‘ =y ,a'év s,ulu .
4) Records vary wrdely in therr physndal torm oT' charactenstrcs They, may be on_.
| paper, electromc audlovrsual mlcroform orpther medra . ,
5) Aocordlng to the ﬁte cycle concept, reoords go through three bas’rcvs{ages (‘l) S
' creahon (or recerpt) (2) marntenanoe and use and (3) drsposrﬁon ;,‘Mf:" e ‘. e .

JONIREE

wmare

ay D:sgsmon méans those actlons taken regardmg Drstnct records aﬁer they are
no longer needed in oﬁ'tce space to conduct current agency busmess " .

b) Dlsgosal refers to only those ﬁnal ao’uons mken regardmg temporary reoords
- that expire after their retention periods. | it. normally means destruction ofthe™ '~ .

~ record content, such as by, recycling or bumrng the record. _Itis the. final actron 'J I
‘taken regarding exprratlon of a temporary records retentron penod. .Thetermis’ e A__{
also used occasionally to.mean the transfer of temporary records frorn District -~ . -
control by-donating them to an ehgrble person or organrza’aon aﬁer recervrng the "
DCRMO's approvaL : ,‘ BRI '. R . LT s

Scheduhgg reoords is. the process of developmg a document that prowdes
‘mandatory mstruc’uon for what to do with: records no longer needed for current
govemment busrness ‘This document xs the DCDC Reoords Retentlon ’
Schedule. SR -; L R A .

Tt e '.‘fs:.;;“":‘:;:::‘r;’:t,"
P

- 8) Most records cannot and should not be kept permanently or even. fo_r long penods T
o AN recor_ds regardless of medra tall rrlto one of two categones for drsposrbon
s . purposes _. B ‘4 .7 S g’m,’.‘ ,.?),_,,, R T L o o .

e
I
TR LAY T e 4

a) Temoorary records Theseshould be destroyed orin rare rnstances donateo
- after a fixed penod of time or after occurrence of a specified event. The time
N 'nay range from a few months to many years Most District records are
o temporary e e

b) Permanent records These are su‘lﬁ ier vaanble for hrstoncal or other -
purposes to warrant continued preservatron by the District Govemment.
Relatively few District records are permanent, although the exact pe,rcentage
drﬁers ﬁ'om agency to agency o

o e

NPT
[

e

7) Nonrecord Matenals

N a) Only the Records Admrnrstrator shalll determine record or nonrecord status,
! ; o after obtaining any necessary advice from the agency's legal counsel. The.

' followmg gurdelrnes apply 1o nonrecords
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(1) Nonrecord matenals should not be ﬁled together wrth records.

(2) Nonreoord matenals should be destroyed when no longer needed for
reference. .

. (3) DCRM@'S apprbvai IS not fequlred s d

L t’:b) Nonrecord matenais currently xnclude A

(1) lnforma’non copres of oorrespondenoe dlrecbves forms and other
‘ddcuments on whlch no admrmstratrve action is recorded or taken

. (2) Routmg shps and transmlttal sheets addrng no mfon'natron to that oontamed
Do the transmitted matenal :

(3)Ti 'l‘ckTer follow up, or suspense copies of correepondenoe, prov:ded they are
, extra copies of the ongmals , ‘ R

(4) Dupl‘cete oopres of documents mamtarned in the same file. . ,‘ :

D (5) Extra copres of printed or processed matenais for whroh oomplete reoord
. sets exist, such as current and superseded manuals marntalned outsrdeﬂ':e o
. office responsible for mamtarmng the record set. -

(5) Catalogs trade Joumals and other publrwatons that are recelved from other
~ - Govermnment agencies, comrercial firms, or private rnsﬁtutrons and that -

| requxre no action and are: not part of a case on whrch action is taken. ,

(7) Physrcaf“exhxbrts grﬁfacm and other nxatenal Pokh_rects iacklng ew;ientxal

- value. , L A e e

8) Personal Papers e

e ==) Some Government emp!oyees especxally executlvee semor staff scrent:sts
" and other speciaists, accumulate and- keep various personal papers at the
o pfﬁce The maintenance of personal papers in agency space and ‘equipment
requires agency approval and also compliance with District and 2
™ ’requirements. If kept there, such’ personal papers, must be olearly desrgnated as
: " such and maintained separatety from records : ,
' b) Personal papers are documentary matena!s belongrng to an lndrvldual that are
.NoLL used to conduct agency business. They relate sole!y to an.individuarls -

" personal and pnvate affairs or are used exciusrvely for that individual's
convenience. They may refer to or comment on the subject matter of agency
business, provided they are not used io conduct that business. In contrast to

" “both records and nonreoord matenais personal papers are not Governrnent-
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‘ _’owned Certain documentary matenals are clearly personal and may readily be
' identified and clarmed as such Categones of personal papers lnclude -

"Matena!s accumulated by an mdrvxdual before j joining Govemment service ﬂrsat -
 @re ot fater used fo conduct Govemment busmess Examples rnclude prevro.rs S
' ;work ﬁles pohhcal matena{s and referenoe ﬁles : R

ey (1) Matenals brought into or accumulated in thie office that are not used to -

)

”appropnate for preservatxon becausé they document the agency's organization, . o

" .conduct agency business and that relate solely to an individual's fami!y _
" ‘'matters, outside business pursuits, professnonal activities, or private poiitical
_associations. Examples mclude family and personal commespondence, * -
* voluriteer and community service records, literature from profeesronal
orgamza’uons and rnanUSCnpts and drafts of arboles and books. -

) (2) Work-related- matenals such as diaries, joumals notes, persona! mlendars

~and appointment schedules, that are not prepared, received, or used in the
process of transacting agency business. Although these materials ‘contain
work-related information, they are personal papers if they are claimed as
- such and serve only the individual's own purpose (e.g., as remindersand
~ personal observa’nons about work-relawd and other topics). This category is
" the most difficult to dxs’angursh from agency reoords because of its, work— '
o refated content. L ‘

Some matena!s appeanng to be personal papers couid prove to be agency
records. Determining their record status depends on all the circumstances of

‘ therr creahon mamtenance and use, and drsposmon

Even though documentary matenals 'nay have desrgna’eons suoh as "persona! "

"confidential," or "private,” they are records rfthey are created orf received by
the agency to conduct Govemment business and if they are preserved or-

functions, and activities or contain information on the persons, places, things, or
maﬁers deaﬁ with by the agency. o

Ernp!oyees shall be carefu! not to mix personal papers wrth Drstnci reoords

_ Although personal papers may be destroyed or removed at the owner's

discretion, it is lﬂegal to destroy or remove records without proper authonzatron |

9 PROCEDURES

A

anh employee and manager of the DCDC shall manage records throughout thelr life
cycle that mcludes the followmg components: g : oo

a. Records Creation/Collection. An official reoord ‘shall be created 1o approonately
document all department functnons policies, decisions, prooedures and essen’ual

trapsactlons

4/8/01 -
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b. Records Mamtenance and Use Reoord ﬁlmg, rndexmg and’ storage shall
‘maintained in accordance with DO 1210:1A, "Depamnent of Conechons
Standard F’lrng System dated September 1 1974

c. Reoordsstposmoh N N A
) DCDC records that matoh those lden’uﬁed in 1he overall Dzstnct of Columbla
Government Records Retentiori Schedule are listed in Attachment 1.. This .

schediile sha’ll be stnctly and trmely adhered to for the dzsposrhon and dlsposal of 4

rdenhﬁed reoords

\""'-v:.’%‘ ,f‘ . ~\,.._: c»...}.r.r;o‘_‘-‘-,“‘ , .;, 9 ‘ S

2) In addlhon, DCDC speclﬁc records are |denhﬁed in the DCDC Records Reten‘aon

Schedulé (Attachment 2). This schedule shall be stﬁc_tly and trmely adhered w e ..;;;»;

the dxsposrhon and dlsposal of ldenhﬁed reoords K

- 2) Emplo)feee shall not desl:roy any reoord$ ‘that are not mcluded on Jthe Records o

Retention Schedule In this instance, the: employee shall consult wrth the DCDC
Reoords Admmlsirator for dxsposmon gurdance. R A

3 Requested changes to the Récords’ Retenﬁon Schedule (1 e. to mclude records

not containgd'iri the Records Retention Schedule orto transfer, retain or destroy
_ records for a different time penod) must be. submrtted toheﬂCDQRecords o
Admlmstrator forchange approval by the DCRMO : o

3) ldenﬁfy and segregateﬁles that are targeted for storage transfer or- destructxon

.10, Storage of Records 0uts1de of the Oﬁ-'lce

S s LA

a. Each eniployee 'frnu t paol(records in the ongmal: ﬁlmg order ora logxdal *order that

requnres minimum reh'leval time. 5 | ‘
) Only boxes ofthe type and srze contamed on page 1 of Attachment 2 can be used

2) Pack the boxes as xf they are ﬁle drawers They should be in the same order 1n
~which are marntamed in actrve ﬁles o

- 3) Place letter—sxze records in fhe box wrth labels facrng the numbered end The
numbered end should be opposrte the stapled end '

4?'.'&: o
sFT

: 4y Place legal-sxze records m the box so that the labels face the leﬂ of the box as you:
“face the numbered end Y a:u@ %am el g

?,i el

| 5) Leave all guides and tabs in the records rf they wnll help WNRC personnel service
~ the records. . :

'; '.%1
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6) Do not over pack the boxes Do not add additlohal matenal

. ] et o
ey EE LR S P S co

7 anh box must be at least 3/4 fulL -

" -.q‘ .”

" -8) Usung a black maglc marker m the upper left comer of the box, erte the

~ Accession Nurnber (for exampie 35‘1-994“1 1), Thé (351) describes the records
group classification. The (99) describes the yearthe records-are transférred or
marked for storage: The (111) descﬁbes i:he one‘ﬁme umque number of the
: records that are transfen'ed or stored ' L,-.,-; e

9) On the upper nght comer of the box, same srde as the accesslon number wnte the I
number of the particular box'and the totalnumper'of the boxes in the entire. -
accession group; For exampie label the ﬁrst box in an accessnon group of- 50

boxes 1/50 The one represents the ﬁr$t“oox |n an accessron group of 50 L :'.‘f_-;

10) Prepare a ﬁst of theﬁles that are contaxned m each storage box.

e e s - s e .~'~_ _e“.,___ - _‘L.f__.;

. The procedures rsted below shall be adhered ho in the retlrement of records to the

Natsonal Records Center (NRC)

1) Perform au Steps In J a.(1 ) through (10) abova

2 Compiete the SF 135 Washmgton Na‘uonal Records Center (WNRC) request and |

, forward tt 0. the DCDC Records Admrmstrator

3) The Records Admmxstrator shall revnew the request to detenmne that rt compires ;
with the' D("DC; Retention Schedule and the procedures contained herein.

Requests determined to be in ncncomphance wxll be retumed tothe reques’ungﬂ IR

service area for correchve actlon e

4) Requests mee’ang the necessary requxrements for retrrement o WNRC shall be

fogged into the Request for Records Retnrement database for trac!cng a"xd
transport purposes T .

- :5) The DCDC Records Admrmstrator sha!l forward each Request for Ret!rernen’t to the-;

D.C. Records Management Ofﬁce for approval

B8) The DCDC Records Adrmnzstrator shall iog each approval in the tracklng database .
and retum the approved request(s) to the requestmg sennce area wrth the requrred Lo

SF 135 “Records Transmittal and Recexpt”

7) Records shall be prepared for retxrement o the WNRC in accordance with
Attachment 2, page 12 and transported to the Lorton Supply Management Office
for pickup and delivery to the WNRC. The ongmal SF 135 shall be submitted with
anpro\n:d re nrds fhr refirement,

A A T NP PS 2007_1',.[* RO
Vil 757 s B
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8) A sample of each record bem rehred or destroyed (see Sechon 11 for - (”
desb'uchon) shall be mcluded wx’m the SF 135 or the documented request for : ’
destrucbon

_11 stposai of Records Temporary records no longer needed o eonductagency
- busmess shall be dzsposed of by« destmchon as follows : L

, a,.f Uﬁﬁzaﬁon of shredders when the volume of records do not exceed 25 boxee

b Sent to the Ofﬁce of Facﬂ’rbes Managementto be burned at the auﬁlonzed mcmerator o

G By donaﬂon to an ehglble person(s) or orgamzahon(s) after recemng approval by the
.".~ D.C. Records, Management Ofﬁce : o , o _

For recordkeeplng purposes sennce areas shall provxde the DCDC Records Admmrstrator :
© with'a listing of all records destroyed and/or donated. The fist shall include date of and
- means of disposal; if donated, the name and location of the mdmdual or orgamzaﬁon
recen.nng the donated records. ‘ , : :

N | dle Washxngton

D:rector

Affachment- DCDC Records R’eteﬁﬁon and'Dispcsal Schedule

g ek M e e e SD W% L UM AL e e, e e e P ¢ [ R ER
ARV N e e WLk S Tt e i T e D e, R 4 Y 8 B gl T o BN A
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REQUEST FOR APPROVAL OF AGENCY RECORDS RETENTION SCHEDULE

' 1 Name of Agency .
: DC DEPARTMEMT os CORRECHQNS,* ‘.

2. ScheduleNo 5 AmendmentNo "
| 01-01 AN B |

R o e e . .
laa et . s ’-M" g —;;41;, Foengt

ety
R

' 4 Personwxﬂn\M‘tom to Confer R

Regma C. Gllmore

5 Address

[ 1823 Vermont Ave N419 (zoz) 67'1-2059

NW DC 20001-4125 |

A. 7 Actnon Requasted
Jooa Y

4 .;)';:C .
g Y

Approval of agency reoords retent:on schedule
Approval of amendment to agency reten’uon schedule

‘o

AT

4~6 Teiephone 1.

_Approval of revw:mmmuie "

j ' _.Tl’de

bate - |
e

Director

Odiéﬂwash'ingtan 1 .
— CONCURRENCES AND APPRDVALS

?mew
100,

Signature of D. C. Aréhmst

~ VDate

' Sighatlire of Public Records Administraidf '

26 4/%/ d/

- Date-
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Atta chment 2

D.C. Records Schedule 70101 - : cor
D C DEPARIMENT OF CORRECTIONS -
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. ... " GENERAL'RECORDS SCHEDULE1

PERSONNEL RECORDS

o Agency personnel records relate to the supervrs:on over and rnanagement of Drstnct o

.. . employees. This schedule covers the disposition of-all official personnel folders of . R

"~ District employees and all other reoords relatmg to personnel wherever located inthe -
B agency o L | _ S “‘"‘ff“—i*':‘

- ,' The most. xmportant types of records the Ofﬁcral Personnel Folders and Servnce Record
...+ Cards, are mairitained accordmg to- Dlstnct Personnél Manual Chapter 31, whlch
iprescnbes a system of record keepmg for Dlstnct personnel offices..

. Records created prior to Janualy 1, 1821, must be offered to the D.C. Archrves before L
‘s applymg the drsposmon mstructlons set forth in thls schedule

e —— e N NV

. Thxs general records schedule was approved by the D. C Records Dlsposmon
o Commlttee on-June 17, 1987 it replaoes D.C. Schedule 40, Sectlon 1.

) ITEM . ‘,DESCRIPTION o . Aumomznmsmsmm
e I R ‘Standards of Conduct Flles

S ”-‘Correspondence memorancla and other Destroy when obsolete or superseded
e records relating to codes of ethicé and
s 'standards of conduct. :

24 Labor Management Relat:ons Records. - S

T e & Labor Management: Relatlons General B
R ’ and Case files, excluding records of I S
the EOMIOfﬁoe of Labor Liaisorn.
[Office of Labor Liaison records are
- covered by DCSH8503]

Correspondence, memoranda,
reports and other records reiating to
the relationship between _
management and employee unions
or other groups. -

(1) Office hegotleting agreement ~ Destroy when 5 years old.
- (2) Other offices A 4 Destroy when super_seded or obsolete.
e b. Labor Arbitration General and Case

1 ' - Issued 4/8%



Files; D
Correspondenoe forms and yack +. +Destre
papers. rela’ung 1o, labor arbttratlon wses. case R

25, Traihinfg Records'. o ol R .
a. Tfa' 'ngAlds T :

(1) Oﬁe copS/ of each manual syllabus Submi‘t request for dxsposmon auﬁ‘:orrty
" fextbook, and other tramlng a:d to D C Archwes Lo e
developed by” the agency i }- L ol ;g

(2) Tréiniﬁb'éids‘ fromi -other agenaes Of - ¢ " ooy :
; anate mstrtuﬁone ' . Destr.oy when ebsolete or superseded

-\

b. General Fﬂe of Agency Tra i': ng . :.'.f'.. - o '_" '

(1) Correspandence, memoranda B -Dest‘roy When 5 years old of 5 ye‘ars S
‘agreements; authenzat:ons reports;?f -gifter completion ofa‘specsﬁc*trammg ;
requirement reviews, plans, and program L

- objectives relatingtothe - RERN P T

", establishment.and operation of - Tl e D
o trammg, courses end conferences
. (Included - ‘ LT
.are Tralning Forrns 10A, 11 11A, R
1B, 11C; and DCSF ST
. 1207-&)

(2) Background and work papers i

TR S o e . - : .

Fam. : IR i - ‘. -
+
v

- 9% - it e
. o *. A g .
. . .
et N 3 'R
C o s 2T e T i e Tal T
* ki
5 .~ - . oo, peed «
w5 '
- - N .
- » -
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.,,4, A

Paymllmg and Pay Adminxstrahon Records

'-’\»«‘

Payrollmg and pay admmrstrahon records pertaln tc érsbursements to employees of the
District government : for- personal services. ‘This schedule applles to the pay rec:ords that
are common 10 all agencies; but it éxcludes. (a) indivigual retirement record cards” ;.
~ (Standard .Fomm 2806 or. equrvalent) that are meiritained dunng employee. duty' (b) ﬁles
- maintained in agency Space for audrt by the. General Accounhng Office under. section”
117(b) of the Budget. and: Accoun'ung Procedures Actof 1850¢ ‘and (c)- records relatmg to

tax withholding, savings bonds, ‘or ﬁdellty Bonds, of cthet records held by the. - -

. appropriate units of‘the U.s. Treasury Department responslble for the related
~ Govemment—wrde programs. : T AT

: vDocuments requnred by the Compﬂolbr@eneral to be mamtamed for s:te audlt are

segments of accountable’ officer's acéounts:.In mo event may- drsposal be made of
records’ pertalnrng to accourits; clalms or demands mvdlvmg the Govemment of: the

< . unless the agenty concemed has writien- approval cf‘lhe Comptroller Gerieral, as'.
-~ required by 82-Stat’ 1301 (44 U.S.C. 3308): Most pay accounts are prepared. and

s maintained in accordance with Title S—Pay Leave and Allowances and mcorporated m

‘the GAO Manual for Gundanoeof Federal agencres;' LA O

in the payrolllng process drﬁerent types of records are accumulated Under T‘rtle 6 of the
GAO Manual these records are normally srie~audrted on a sample basis by GAO
representatives who examine primarily the earnlngs record card, payroll change slxps PR
ihat are prepared fo. document changes in nomal. pay, certification sheéts contarmng '
the signatures of the: oertn'yrng officer; checkhsts prepared in lieu of the more formal
payrolis by Department ofthe Treasury'or local dtsbursmg personnel source: personnel
documents such &$.basictime and attendance reports and.- copies-of. personnel aobon
forms documenﬁng changes i pay. ln addmon pay TEgisters and other accountmg
oevxces are mamtaxnad to check and balance ’che accounis o
All payroll systems reqmre the malntenanoe of a, leave card to whlch mfcnnatlon is
‘posted from'more detailed records kept by time and attendance clerks located
throughout an agency. Two basit forms. or ‘Variations of them are used by agencies: (a)
- leave record (Optional Form-1137) which shows leave taken by an employee over a
" two-year period; and (b) time .and attendance report (Optional Form 1130) which is a.
- combination time and atiendance and leave record designated to be marntamed in
: agencses in which the ’ume—keepmg functron is decentrahzed

One time and aﬁendance reporl (Optronal Forrn 1‘130) is mamtarned for each employee
each pay period, and the current leave status fi gure is accumulated from pay period to
pay period.

“ N j'f}

~  United States which have riot been settied or adjusied by the General: Accounting Ofﬁce AR



" DISTRICT OF COLUIl/IBjA GENERAL RECORQS SCHEDULE2 *

- 'Other records mcndental to the payrollrng process are: (a) wrthholdrng tax and Sa\nngs
.- bond records (b) reports made to the Treasury Department units and the: Office of
v }Personnel Management on income tax and retirement transactions for persons ..
employed prior to October 1, 1987, and (c) other records not pertaining to mdrvlduals

but rather.to the general admrnrstratron of the payrollrng ofﬁoe and the payrollrng
'functron R , , ,

o

ln many mses the records wrll be ih electronrc form as the payrollrng process has been

o converted to electronic data processrng throughout the District government. With the

exception of records created in central processing facilities described under item 17, all-
records described in this schedule are authorized for disposal in both hard copy and

- electronic forms, as provided in Schedule 40, Section 28, Machme-Readable Records,
- and DCGRS 23, Records Common to Most Ofﬁces

‘ Records created pnor to January 1, 1921 must be. oﬁered to the D. C Archlvee before :
: applylng the drsposrt:on mstm_cbons set forth in-this schedule

o '“ms general records schedule was approved by the D.C. Records Drsposmon '
o Commrttee on February 15, 1989 it replaces D.C. Schedule 40, Sechon 2

_ ) : Iildmdna] Accounts Filec. ’

g

A 7lnclrvrdual earmning and servrce cards, such Transfer to the Records Center
o as Optlonal Forrn 1127 or equrvalent.
fm‘,a "For individuals employed pnor to (Y lfﬁled in oﬁicral personnel folder .
T 10/91/87 T (OPF) or in individual pay folder adjacent.
L T to the OPF, destroy with OPF, (See -
O . - . DCGRS 1, ltem1,2) (2) Knotin or
B o adjacent to the OPF, destroy 56 years .
R A after the date ‘of the last entry on the card.

b." For individuals employed for the first ~ Transfer to the Records Center (1) if
Time after 9/30/87 who will not be- ~  filed in
covered under the Civil Service - Official Personnel Folder (OPF) orin-
- ,Retrrement System.. ... -..ndividual pay folder adjacent to the OPF,
T T S destroy with OPF. (See DCGRS 1, Item
R P 1,2). (2) K not filed in or filed adjacent to
oTo o T T T the OPF, destroy 56 years aﬁer the date
of the last entry.on the oard e

. 5
23

2. Payroli Correspond'ence Files.

General correspondence files maintained Destroy when 2 years old

by. payroll - units - pertaining to payroll
preparation and processing.

o

(Issued 0/89)
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, Supplemental time and attendance
.. Records, such as sign-in/sign-out sheets
" _‘and work reports used for time aocountmg
o under ﬂexmme systems .

3. Tih:a and Attendance Reporrs Files.

a. Opﬂonal Form 1130 or equrvalent.

(1) Payroﬂ prepara‘non and
B Processmg ooptes

i (2) Al other copnes.

"; b Flentlme Attendance Records

. Indmdua] Anthonzed Allotments Files

PR -a U.S. Savings Bond Authonza’uon

. Standard Form 1192 or equivalent,

" and authorization for individual
allotment to the D.C.One Fund
Campargn :

' (1) If record is maintained on eamrng

record card

‘ ‘Requnrernents Manual,

©".." DISTRICT OF COLUMBIA GENERAL RECORDS SCHEDULE 2

e m e s,

'Destroy after audit or when 3 years old

wh:chever ts sooner

Destmy 6 months aﬁerthe end of the pay C
penDd R T Ve e e

v .XL. - B T S A ST - DR

R Destroy after audit or wnen 3 years oid

whrchever is sooner .

Destroy when superseded or after ~
separation of employee. If employee. .

* transfers within an agency or between :

agencies, these authorizations must also
be fransferred. See Treasury Fiscal
para. 6030.10 for

. instructions regarding’ savings bonds’ -

(2) If record is not mainfaineo‘ elsewhere.

. Bond Registration Files. .. .. .

Issuing agent’s copies of bond
registration stubs.

. Bond Receip;r and Transmittal Files.

V3

authorizations, and Federal Personnel °

" Manual (FPM) Chapter 550, eubchapter _

3, Part 8, for instructions regardmg

' allotrnent authonzations

Destroy 3 years aﬁer superseded or3

-years after separation of employee.  See
~ (1) above for transfer instructions. -

. Destroy when 2 years old. |

(lssned 0/8%)



9"

10.

Leave Apphwton Files.

. e, . . : oL H
¢ ey . L

DIS TRICT OF COLUMBIA GENERAL RECQRDS SCHEDULE 2

Recezpts for and transmrttal of U S
Savrngs Bonds and checks

Bond Pnrchase Fﬂec. :. ’:

'Forms and reports wrth related

documents pertalmng to deposrts and
purchase of bonds .

Apphcztlon for Leave SF 71 ‘or o
equivalent, and supportmg documehts
takrng Ieave ‘ o

Leave Record Cards. L :‘
Leave record wrds such as OF 1137 or ;

equrvalent, maintained’ separately from
pay and ¢ eamlngs records, and OF 1130

~ when used as a 1eave record
a Pay or. ﬁswal copnes

b. Other COpIeS

Leave Data Filns. :""'

.\.

Destroywhen3yearsold

w il

PR

Destroy after audrt orwhen 3 years old
whrchever 15 sooner -
relating to requests for and approval of .

Destroy 3 months aﬁer the end of the
penod covered ,

C Rwords of leave data such as SF 1 150 ‘,,fr.

11.

12.

‘prepared except as noted m the FPM S
293’A‘3‘ ~a x..—- 8 '_ . X : : ,.‘..; ‘. f""' BRI

Onglnar copy of SF 1150

b. Agency copy

Nonﬁmnon of Personnel Actlon. '

Pay or fi scal copy of SF 50 or equwalent '

not filed in the Official Personnel Folder, .

Budget Authorization Reference Files.

Copies of budget authorizations in -
operating payroll units vsed to control

. S Ty
. R T
SR .
. L PO
. Sey L
‘ "‘M‘"‘;’m
i o

Dectroy 3 months aﬁer date of recexpt.

O S O D RSP S

ltem 1 2.

- Destroy when 3 years old‘

Destroy after related pay records are
. audited; by.or when 3 years, old
whxchever is sooner.

Destroy when superseded.

(Issued 0/89)

: rrle on nght srde of OPF See ..JCGRS 1 o




"

14.

16.

' drsbursmg ofﬁces wrth related papers ".'.‘ N ‘covenng the same payroll unlt.
(2) lfearmng record tzrd :s no’t

‘Payroll control regzsters

15,

Memorandum coples of ﬁsczl schedules - .

Memorandum coples of payrolls cheok"'

’ fsts and related certification sheets, sucﬁ : L

1013A, S: 1128A, or equvalentS*" . -f;:,'f :~., "- PR

~ :.Destroy wherr Records Center recewes
i second subsequentpayroll or checkhst

a. SECunty coples of docurnents u‘
prepared’ or used for dxsbursement by

C oA ten .‘ Coon T .' .

b Allothercopres e e T e oo
< DR : LR [V
« ; .

’..;:'Destroy aﬁer audrt or'whenbs years old
. -_lwhrchever xssooner SR

' P .- -’~‘ "‘. i
- ! '.._...c.r. R s

&

"_'.Transfer to Retords’ Ce”ter Whe" 3 year‘
" ol Destroy when 10 years Oid

IR A SO
e e

Malntamed - " e

Payroll Control Flles

. ,:-‘ e Destroy after audrt or when 3 years old
TR whrchever is sooner

.l T R

Payroll (‘hange F’ ﬂs.

, ray‘oll change sirps, exciuswe of those o‘

ihe. OPF such as SF 1126

a. COPY USed in audrt . " DBS'U'OY when reiated pay records are -
oo s s audited by or wheh 3 years old
: whlcheVer is sooner AR

b Dlsbursmg ofﬁcer copy used rn ‘f.'{ y l“e,stroy after prepara’non of c:necks
Prepanng ohecks e el )

c. All other copre'= ‘ »jDestroy‘l month aﬁerthe enf" of the pay

,‘- . .

F:scal Schedules Flies. o

Aused in the payroll process

a. Copy used in audit. A_ o "-Destroy after audrts or when 3 years old,
L I whnchever is sooner.

ﬂ b. Allcther copcs : Destro" T menth aﬁer the end of the pay

s (issued 0/29)
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g . 17 Admmrstratxve Payroll Repért Fils.

- DISTRICT OF COLUMBIA GENERAL RECORDS SCHEDULE2 . *

B Taome Ly
Vav e

' 4,:Reports statistics, with supportmg and ,
* related records pertaining to payroll
o opera’aons and pay admmnstratlon.

.. & Reports and data used: for workload “-*‘Deatroy when 2 years old
o '_’;.and personnel management purposes ‘
o b. All other reports and data o Destroy; when S'yeérs oid. -
- 18, '-TaxFil&s. | | o |
Coa Wﬁhholdmg tax exernp’uon certlﬁcztes , Destroy 4 years aﬁer form is. superseded
-such as IRS From W-4, and similar tax - or obsolete

o exemp’aon forms. . ‘
g b. Retumns on income taxes withheld - Destroy Wwheri 4 yearsold.
"~ Such as IRS Form W-2. .~ SR : T
"~ c. Reports of withheld taxes, such as Déstroy whenv.4' years old. " . R
|~ IRS Form W:3, with related papers, - R | {J)
. including reports relating to mcome and S cETR e e : i

socta1 secunty taxes
19.°, Reu;ement Files.
a. Réports and registers.

~Reports, registers, or other control . Destroy when 3 years old.
- . documents, and other records relatmg to - St a0
- -retirement, such as SF 2897 or -

equ:valem‘.

b. Assxstance_ files.

- Correspondence, memoranda, annuity- Destroy when 1 year old.
- estimates, and other records used to : :
assist retiring employees or survivors -
claim insurance or retirement benefits.

20. Insurance Deduction Files.

Reports and related papers including . Destroy when 3 years old.
copies of vouchers and schedules of '

payments pertaining to insurance

deductions.

6 | “ ’ (Issued 0/89)
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Levy v 'and Gamishmept Files.j '
."Ofﬁcral Notrce of Levy or Garmshment : DEStmy when 3 vears old

.~(IRS Form 668A. or equivaient), change
" slip, work papers, correspondence,

:_other debts of Drstnct employees

i e DISTRICT OF COLUMBIA GENERAL RECORDS SCHEDULE 2

R

1
. o
'

release and other forms, and other . ,

. records relating fo charges against . - B
- retirement funds or attachment of satary L

for payment of back i incomee taxes or: -

L o
‘ t

A’WageSurveyFﬂes. ' R a .. |

g ) “Wage survey reports and data o Destroy after compiet:on of seeond

' »background documents and -, " - survey sucoeedrng wage survey.r ;

correspondenca pertaining to area wages, i
paid for each employee class: . S

.‘.i .

,background papers estabhshrng need,

authorization, direction, and anaiysrs of - e

. wage surveys; development and " ..,
- . implementation of wage schedules; and” . e
+ request for and authorization of specific .~ , . ¢ :
-rates; (excluding authorized' andwage . .. :

schedules and wage survey recapltulatron e

, ,sheets)

- QLT
')"' .
t
M

(s=ued gy
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o DISTRf[CTOFCOLUMBIA 3 .',‘,, TR <
L GENERALRECORDS SCHEDULE3 ' * ‘M

Procu rement, Supply, and Grant Records

. Thxs schedule covers the most f'equently tound agency records relatmg to procurement,
supply and grant programs. Since many. Drstnct agencres cohduct grant programs. .-

- which document: projects contracted between the ageficy.and an outside party, grant - N
records are included as an ad)unct 1o procurement andsuppty records. This. schedute~ Tl

- also covers bid records lnventory records telephone toII records and contractors

" payroll records o

D C government agency procurement and suppty records document the acqursrtron of

. goods-and nonpersonal services; controlhng the volume’ ‘of stock on hand,’ reportmg
-procurement needs; and related suppty matters which - are part of darly procurernent

- operations. The basic: procurement t‘les reflect & considerable range of procedure, from
‘srmpte small purchases to cornplicated pnme contractor and subcontractor opera'uons )

' Frequentty copres of’ procurement papers become rntegral parts of other ﬁles in the

- agency, such as project files of various types or generaf subject files™ pertalmng to _
' program operations. Such copies are niot covered by this, schedule because they wnnot

© be consrdered and evaluated separately from the ﬁtes for whrch they are a part. .

The: General Accountmg Ofﬁce no tonger requrres agencres to mamtatn a separate ﬁle A -

~ of contracts for site audit. The agency contratt file$ maintained in the contrac’ung o
officer's office afe access“ble to GAD audrtors and have general!y been used in the B
past. ~ ' o o

Inno event may dzsposal be made of records pertarmng to accounts clarms or demands L
involving the U.S. govemment which have not yet been settled or adjusted by the ~ -~

- General Accountrng Office wrthout wrrtlen approva! of t.he Comptrolter Generat as :

‘ reqwred by44 2y SC-'KBSDQ e - < ,

Records documentmg p.pcurement and suppiy in agencres are largely stanoardxzed by

* various regulatrons but the. physrcal arrangement of the transaction files themselves
differs in the various agenciés. In all agengcies the official contract files, for example, -
contain a minimum core of - specrﬁed documents, but there are also other documents
that vary in accordance Wrth what the mdwldual agency deems to be best forits own
voperatrng purposes : L

- 'Me key. procurement file i is the transactron case t’ le contammg the fon'nal contract or

informal purchase order of lease agreements and all related papers The docurnents

flowing into the transaction file differ in detail, but they include, in addition to the

purchase documents specrﬂcatrons bids, schedules of delivery, initiating requisitions,- _ .. Y-
invoices, and correspondence Other copies of these documents made for expedrtmo W
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. | ‘and other admnmStratrve purposes are scattered throughout the mspectnon shxppmg,
‘ lexpedrtmg, .and other unrts of the agency procurement orgamzanon i

. Other f‘ les related to the' procure'ment' and SUppty functron mclude reports used for
. supply |
- management: ourposes by the agency creatrng thé records as wel! as, the staﬁ' agenc,'

. involved.with govemment-wr_de programs Iooel reqursmon stock mventory ﬁies and
'[';other mmor sthply papers e .

Records created pnor to January 1 1.921,, must be oﬁered to the D. C Arohlves before
o applymg the dtsposstron lnstruct|ons setforth m thxs schedule

Y

. ,Thls general records schedule was approved by the Board of Comrmssroners- on
January 26 1965, . ool 4 -

..J.y

rTEN DESCRJ?HON SRR L Aumomzomsmsmon

o 1 ' Procnremeut Records ('Umque)
' Procurement ﬁles documentmg the o Submxt request for dxsposmon authon‘y to
rmtxatron and development of transacttons D FC Archlves '

- that devxate from estabrshed precedents-
: . with respect to general agency -~~~ * . ! .
- . procurement programs, other’ than those R
. covered by item 13 (below) RV
2. ‘Real Property Records. L - ‘ LT
L T-me papers dDGumen‘l’.mg t’hé’ aBQU!Sl'bOn fi,(ii,,,. e j" RRTORTE ..'._ P .. . ..lu w. AR REERRIR
- of real property (by purchase, ~ ¢ - T o oo :

condemna’uon donatron exchange or '

otherwxse) - S

a. Papers for property acquu-ed pnor to . Subrnrt request for drsposmon authonty to
January‘l 1921 ‘ , _DC Archrv_.s :

b Papers for property acqurred since Destroy 10 years afier unconditional sale
January 1, 1921, other than abstraf‘t or release by the D.C. govemment of
or certrﬁcate of trtle . . conditions, restrictions, rnortgages or -

o R L other liens. :
c. Abstract.or cemﬂcate of_ title. , '
: ' ' : Transfer o purchaser after unconditional
- s .+ sale or release by the D.C."govemment of
_ : AR .. conditions, restrictions, mortgages, or-
b o . , - other liens.

)



DISTRJCT OF COLUMBIA GENERAL R.ECORDS SCHEDUI.E 3

3 General Corrspondence Files. S ‘

L v

- et e

<, .
. . P
. B .
l . ‘{y )
. L N S
R . . . .

Correspondence files, of operatmg S ;. WDestroy,,when,Z years old —

- procurement units cbncemxng internal:

L,
RS AN . e

" operation and administration maters not j e

covered e!sewhere xn the DCGRS

4 Routme Procurement Records.

Contract, reqmsxtnon purchase order
“release, and bond and surety records
_including correspondence and reiated

- papers pertaining to award, = -
“administration, receipt, inspection and e

- payment (other than those covered in S

Jterns 1,2, 13, and 15). . .

a 'Procuremenf or pdrcnase '
organization copy and re!ated
papers..

e N 1)Transac’aons of more: than
$10 000 and all cons'tructlon
contracts exceecﬁng $2, 000

2) Transac’aons of $10, DOO or Iess
and construction contracts under

b. Obﬁgat’ion'copy‘

c. Other ccples of records descnbed -
above used by component elernents
of a procurement office for :
administrative purposes.

5. Supply Management File.

Files of reporis on supply requiremants
and procurement matters submitied for
supply management purposes (other than
those incorporated in case files or other

. ;-*’Destroy a yeers ancLa mo‘xtheafter ﬁna[
S payment o

. (‘,d‘,,»;

- Destroy 3 years after ﬁnal payment

. (Close file at the end of the fiscal year, g
$2,000. - e

retain'three years and destroy, except
that files on which actions are pending-

' "shall-be brought forward to the next fiscal |
o year’s files for des’auct:on therethh)

AD.est'roy when ,funds are obligated.. |

' 'Destroy'upon termination or cornpletion.

e



N x .l ,.A X .

' . s .‘.
4 R
Ve

E fi les ofa general nature)

2 Coplesxecewedmemepumts for
. ' .intemnal purposes or for transmtsston
o to staﬂ’ agenc:es -
b, Copxes in other repomng unﬁs and
L ;' related work papers, : -

6 Sohcxted and Unsohcned B:ds and
Proposals Filee ,

a Successful blds and proposals

‘ b Sollc:ted and unsollc:ted unsuccessful
- .- bids and proposals

- : - R '-‘l) When filed separately from
I T : contractcasefles

L 2) When nled thh contract ﬁlesl .

B
‘ '\;-

DJSTRICT OF COLUMBIA GENEM RECOR.DS SC’HEDULL.?

.v. IR )
R TR ot
..
e

Destroy when 2 vears old

Destroywhen 1year old. - .

Destroy with related ccntract mse ﬁles

. .,""(see ltem 4 of th:s schedule)

S :1Destroy when related contract ts R
: ;completed -

Destroy wrth related centract mse ﬁles :

v S L (see ltem 4 of this schedule)
e e e "f‘encelled sclicitaﬁon f'lesj“" |
' ,2: "’j . ‘l) Formal sorc:tatuons of oﬁer to. - 1_,‘l5es"troy'5. years after date of cancellati‘pn.
~ .. provide preducts or services (e:g., - - - L R
..« .. Invitations for Bids, Requests for .
O - . Quotations) which were cancell'ecl"" SRR
ST ... prior award. of the contract: Th_e s
- files-include pre-sorcxta’hon e .

- documentation on-the

.. .. Tequirement, any oﬁers whlch
- weré opened prior 10 thé: - A
. cancellation, documentation on

. any govérnment action up to the

- time of canceliation, and" evxdence i T

© of the cancella’non
- 2) Unopened bldS

d. Lists or card f les of acceptable
bidders. :

7. Public Printer Record.

Records refating to requisitions on the

Return to bldder

Destroy when superseded or ol:sole'il= E



b, 'Accountmg copy requ:smon .

. | Non-persona! Reqmsxtxon File Records

4

V DIS T RICT OF COLUME;A GENEMLRECORDS SCHEDULE 3
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' . . e . .
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M Lo ; K f .
¢ o . . . - . o L
N f - . .o - . .
Lot A K .o . Ve
- v !
'

Pnnter and alf supporhng papera

a . Prrntmg procurement unit copy of
requxsmon invoice, specrﬁca‘nons and
rela:ted papers ‘ . .

i

Requzsmon for non-personal sewxces
such as- duplicating, Iaundry, binding, and
other services (excluding records : :
associated with accountable ofﬁcers

'accounts See DCGRSS) "'. :

Inventory Reqmsmon File Records.

o Requxsmon for supﬁhes and eqmpment

10.

11.

; a. Stockroom copy

b, All other copies.

c. Report of survey files and other -

: for current mventory

Inven'toxj’ Fils.. g
a. »!nventory hsts ~ ;

b. lnven’(ory cards

oo,
v

Destmy 3 years aﬁer comple'uon or

cancel!at;on of requ'srhon R

N i
T

o Destroy 3 yeafs aﬁer penod covered by
N 'f~,reiated account. o ,

Lox, PR
. 1Y
1

K Désf'ré'y.v;}h_e'q' 1vearold: .

. &

e Destroy 2y years aﬁer the cornple’uon or
I cancella'uon of requxs:’ucn

'A"'“Destroy when 6 mcnths oid

Dastroy2fyears from date of i' R SRS

Destroy 2 years after discontinuance o

- itém, or 2 years after stock balance is -
* transferred to néw card or recorded under
.. a new classification, or 2 years afier .
.. equipment is removed from agency
controL

papers used as evidence for ,
- adjustment of inventory records, not
otherwise covered in the DCGRS.

Telephone Records.

m

DestrOy 2 years after date of survey . .
~ . action’or date of posting of poshng IR B

medlum



. " 13. 'TaxExempﬂDn Files ‘_ \ .

. .
. o e
. ., "y
. L
: " .
L TP
3 k
. . :
. I
I, L i
' ¢ PR
+ .
.o : LT . : .
: . P F AN 4 . .
e . s - e
. et
E

R Contractor’s payrolts (constmctxon

contracts) submitted in acéordance wrth

.. . Labor Dept. reguiations; with related .
o certrﬁeatlons antr-klckback afﬁdavrts and

14,

- £ Rejected apphwtrons

15,

18,

’Grant Case Fxle Rec:ord o -l"-l g .",':':_'.1__" )

other retated papers

‘i

o Tax exemptlon certxﬁcates and retated‘
‘ papers , t -

’

Grant Apphcatxon F’le Records.

Apphcattons memorandums . . :
correspondence and otherrecords T e
. relating to the decxs:on to accept or reject .' s
o grant apphcatlrms SO R

t e
s AN

b. Accepted apphcatnens

- Proposals or. appﬁcatnons coatracts
- project reports ‘studies, certzﬁcates

agreements, memoranda,: .
correspondence, and other records

. relating to réceipt; review award, -

evaluatnons statiis and monrtonng of
grants; aitocatlon of funds and pro_;ect :

' budgets

Grz.nt Control F'le Records

tndexes regtsters logs or other records
“relating 1o control of assigning numbers or

 BSTRICToF Cortains kst scomnsscisouEs

" .'.'.A.A

e

-'lg’e'tephe.ne"statemehts and toil sfips."+ ;¢ Destroy 3years after peﬁod covered by
. ) i ] 'v'~' oy o E _', A k S .'.‘ ..‘ re‘a‘tEd aCCOUﬂ‘L . - . ‘.‘: .. ‘ ‘. ‘ .
'Contractor’s}’ayrollf‘i]e;. - ;-'j_, : - e

. ) [ .“. W R "l

Destroy 3 years after date of °°mplet:on KR

of contract unless contract. periormance is - "

date

-
'y
.
o
'

. ..‘ ‘
<o .

Destroy 3 years aﬂer penOd coveredby |

‘ |' related aceount.

Destroy 5 years after rerer.:tlon

See ltern 15 of - thxs sehedute

D C Arcmves

Submrt request fer d:sposittan"‘autﬁoﬁt?-‘{g~f- RO

Destroy when superseded or obsgjete . -

identifying projects, apphcatlons and ' -

grants.

()]

. subject of enfcrcement act“lon o Such’ R



- "bfsjfx,élcr OF COLUMEM' GENERAL RECORDS SCHEDULE3 = ‘ ‘ )

; .
'

Qo 17 Grant Cormpondence and Subject

: Records.

. o a Correspondence and/or subject ﬁles .

L mcluﬂmg memorandums studies, .
.. .reports, forms and other records - L
* relating to the legal establishment of

. " the grant program, ts policies and '

- basic procedures and the
management and evaluatlon of
. grants

b. Correspondence and/or subject f ‘es
o relatmg to routine operations and dally
activities in adrmmstratlon of the grant

- o program

Final Product File Records.

) Pubhshed reports books StUdiES

- audiovisual materials, or any. other final .

- grant product and related records i in.

textual or machine-readable form, .~

I"A.

Submrt request for d'sposmcn adthonty to
D CArchNes ) P

e o . o N S ~ C e e
.. - - . P -

Destroy when 2 years o]d

" Subriit request for. dzspcsxtmn authonty to

D C Archwes

Wl e o
- o
L
E
R B o —~ L

R ) L ™ Sk
.:1 ) i
' .

By |
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DISTRICT OF COLUMBIA
GENERAL REC’ORDS SCHEDULE 4

Property DlSposal Ret;ords IR

K

il

Three forms are prescnbed for use by any agency selhng surplus personal property

a. Standard Form 114 Sale o‘l‘ Govemmen‘c Property’ lnvrtatlon Bld and Acceptance, s

Related papers that are maintained by the: :agencies, uSually in'casé fashion, onsist S

of correspondence bldS and othen nobces of sale mvorces and sales Shps N
. l» x ! .

b. Standard Form 120 Report of EXcess Personal Proper'ry

SR Standard Form 121 Quarlerly Report of Utllrzatxon and Dlsposal of Excess and

Surplus. Perscnal Property

Records created pnor tc January 1 1921 must be dﬁered to the D C. Archwes before
applymg the dlsposmon lnstructlons setforth in thxs schedule L

This general records schedule was approved by the Board of Commzssuoners cn:
January 26, 1965 C l ) - e B
o " AU’I‘HORIZED DISPOSITION ’
1. S.zrphrs Property Precedennal C'= ‘

Fﬂes S

o e ,:‘_‘,;'..‘.,.,. Taalv -.-. 4w .~'. -

Case : f' s on sales of,a ‘surplus Submzt requ st fOfu_apOomuu '

personal property (as descnbed Lin authorl’ry to D.C. Archrves
ftem 6. below) documentlng the

inftiation - and development cof

' transact,or-e at deviate - frorn
established precedents with- respect to
general agency. drsposal or to ma]or R
drsposal programs - .

2. Property Dlsposal Case Flles e

A Case files on dl_sposal of SUl‘plUS real Submrt request for disposition
s andrelated personal property ' authonty to D.C. Archives,.

3. Ezcess Real Property Reports. Submit request for disposition
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. . Real Property Files., | .. .-

.+ DISTRICT OF COLUMBI{ GENERAL RECORDS SCHEDULE ¢

" . DESCRIPTION

. ..:fﬁ'f’ﬁé?"fjf .- Disposal 'Cq‘rrés'poﬁdenc»e S

L Surplus Property Case:.Fil'&s.

' AUTHORIZED DISPOSITION

ati;thoﬁty to.D.C. Archives.

. Correspondence - files “maintained by Destrc':”y when 2 years oid.
- "unis” responsible ‘for . property = . e S
-+ disposal, pertaining to their Operation
*.and administration, and not otherwise . .~ | .
. ‘provided for. K -

. 'Exce'ss Persdna'l f_‘roperfy Reports.” - - . Destrby when 3 years old. '

‘1

_.éa"se files on séles dfsdrp!us'-"'; R
- personal property, comprising——-— --—. . - .

+ - 'invitations, bids, acceptances, lists of
' ‘materials, evidence of sales, and

" related correspondence (other than
. .those covered in ltems 1 and 2),

.a. . Transactions of more. than Destroy 8 years after final Pa8ymept
$10,000. - o R

" b. Transactions of les'.s‘than_ $10,000. - Destroy '3,lyears after final ﬁayﬁqeht*

Consists of records necessary or Transfer to new custodian tpon

convenient for the use of real property completion of sale, trade, or don

\ , . ati ‘
sold, donated, or traded to non-federal proceedings, or acceptance of ‘on

. or non-District ownership, including, if purchase money mortgage.

~pertinent as determined by the |
- releasing agency, duplicate copies of

site maps and surveys, piot plans, -
architect's sketches, working

~diagrams, prelirhinary drawings,

blueprints, master tracings, utility

outlet plans, equipment location plans,
specifications, construction progress
photographs, inspection reports,

building and equipment management .

[V
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DESCRIP’HON _i-;’-' | AUTHORIZED msposmore L P
and mamtenanoe records allowance ‘_ L
fists, and title- Papers provided (a) that. .,‘ :
the records can'be segregated: wﬁhqut - :
harm to-other documents:- of endunng
value, (b) that no respons"bllrty
attaches to the District govemment e L
becduse of disagreement between the e
transferred documents and’ the .., R
physical condltxon of the property at " N
the time of conveyancs.. See also. "fi ~ e
DCGRS 22, Architectural, Design: and Ll
Engineering. Dra\mngs and Related~ A T S
Records R PR ._~f’_.h.-f'.f.f-{ T
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Accountable Officers“Account Records = '

. S PR ‘._‘.:A...“" . _,‘;‘;.' N t_*‘..:. R :,:"»‘ 1.: .’|..,-‘,‘ RS D . x .' L

- This general schedule covers accountable officers"rétiiffis and related records, .~ \ -
 including records urider.the cognizance-of the Gefieral Aceounting Office (GAD) orthe'- - »
~ D.C. Office Of.l-”:nan¢ial'_M'an.ag‘émgnt.f{fjf-; Sty e R e

' PR
) + . .

‘Accountabi'ei:ofﬁcéris‘_“-ac‘c;étjﬁtsj-ihbiﬁdé»i'réécfﬁ}'&éﬁiéé Ofaﬂ*’eoordScohcemedw;th the .. .

 accounting for, availability, and status of public funds. There dre several types of = ' -~
accountable officers; such as: © -+ * o oo Y P N
o . I AR t - '.,.r»l:..', S -.'.’_' ,1"-.':'.".",-2 t “ .

(8) the collectihg officer, Who receives'monies ‘owad ta the District government ., - °
- andensuresthat tis credited to the proper'account; . - L

(b) the disbursing officer, who'is responsible for providing documeitation to the | .-, -
Office of Financial Management since h& atcomplishes the actual payment - . - 1
(©) the certitying officer, whose signature onia Summary atiests fothe -
, amhenﬁcp"ty.:,c?‘f vouchers listed anit‘i'i",ebs‘éhedgl_e.:‘- L T
-+ /7 Disbursements for most.govemment agencies are midde by the Office’ of Financial =
% -~ Management and the'D.C. Controlier. Since. July 1949, ‘disburséments have beerimade - -

for most agencies on the basis.of certified ‘'schedules, with the detailed vouchers RO
transferred to the General*‘Accounting: Office-from the agency or held in agency spaceif . .
- site audit was involved.- This procedure was €xtended and confirmed by General - - ...
-~ Accounting Office General Regulations No, 115, issued January 29, 1852, whick. - ..
- promulgated a standard form voucher and scheldille of payments (Standard-Forr 1 ies o
* and 1167) for use by all agencies effective-Jilly 11952, and formally eliminated-the’. . |

ransterof vouchers o the Chief Disbursing Offsr~ - .~ Lo

This scheduie includes Tecards held for on-site audit by:the Office of Financial ST
Management or the General Accounting Office; as described in ltem-i(a) below. Under -
on-site audit, vouchers, contracts, schedules, statements of transactions and . .
accountability and other related supporting'documents are retained in agancy space for
the audttors. Section 117(b).of the Budget and Accounting Procedures Act of 1 a50
(whenever the Comptroller General determines that audit shall be conducted at the o
site), requires agencies to retain these records, which are under GAO cognizance. The .
General Accounting Office-has given general authority to the agencies, if the records
. are no longer required for administrative purposes, to transfer all audited records and
-any unaudited records more than orie (1) year old to the Federal Records Center (FRQ,
. Suitland, Maryland. However, to transfer unaudited accountable officers’ accounts less .
4  tharmone (1) year old, permission must be obtained from the Director, Office of . '
» 7 Administrative Services, GAO. Because the records heretofore transferred to GAO are
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"L DISTRICT OF COLUMBIAGENERAL RECORDS SCHEDULE 6 -

¢ -
‘

- -retained in the agency, some agencies have eliminated the creation of memorandurm

e ‘copies as described in item | of this schedule. Records relating to the availability, S '

71 (4) the appropriation warrants;

- colection; and-custody of funds include:

Lo (2) ‘other dodumehts}whic:h"dep‘psrt funds into the Treasury: and " .

e g .fw_(_sh)"':do\c;ijments which provide accountable officers with status Teports on funds in

. their custody, such as'the proofs of depository account and statements of .
: fundsto their credit. .~ .. S - : R

- AQEHC)' copies of these deposit and statiis documents are so intimately related to the" . |

- ‘accounts of these officers that they are included in this schedule. The copies received .
' by the Office of Financial Management are not covered by this scheduleand are - . -
provided for in separate schedules. R - -

Records created Aprior to January ‘jl;A192'1, must be 6f_fered-’to the D.C. Archives before. .

" applying the disPosition 'instmctions set forth in this 5chedu.le. o

- - ‘I';h‘i‘s ”g’e.ﬁeravl' records schedulefWa's"approved by the Board of Coh)missioners on , |
- January 26, 1965. S - : o o

" 1. Accountable Officers' Files.

- officers’ accounts maintained in the agency period of the account: -
for sit audit by GAQO or Office of Financial : R

a. Oﬁginal or ribbon copy of accountable - Destroy 6'years and 3 months éﬁér~ﬁaé"j

e enio . Management auditors, consisting'of

statements of transactions; statements of
accountability, collection schedules,
collection vouchers, disbursement -
vouchers or documents used as schedules

.-or vouchers, exclusive of freight records

~and payroll records. If an agency is
operating under an integrated accounting
system approved by AO or D.C. OFM, ‘
certain required documents supporting

- vouchers and/or schedules are included in

- the site audit records. These records
document only the' basic financial
transaction, money received and money
paid out or deposited, in the course of

" “== _ operations of the agency. All copies except

Tssued 1/90



L
-

the. °emﬁ5d payment oF colleotxon copy, s ';2; f .
usually the ongma1 or ribbon | copy, and alt L

additional or suppomng documentat:on not R
involved in-an integrated system are . ‘ ‘: Nt T

covered bysucceed'ngl’temsmﬂms Ve

sohedule

Suite audlt records xndude but are nof Pl

fimited to the Standard Forms ixsted below. R T SRR
Also included are equivalent agency fom‘rs R
which document the basic ﬁnancxal : URNES ~j, L -
transaction as descnbed above R :; f N 5‘ el

SF 224 Statement of Transachons

SF 1034 Pubhc Voucher for Purchases
and Serwoes other than Personal :

SF 1036 Staternent of Certrﬁwte and e
Awal'd ‘: ' K T T T .‘ S ‘._.“:‘ { - ‘/ E

SF 1047 PubhoVoucher for Refunds -{.: '
L TSF 1069 Voucher for Aliowance at i l
Forengn Posts of Duty " L '. N
SF 1080 Vouoher for Transfer between P
A-Ppl't.':pnaﬂ:xons andlor Funds IR

 SF1081° Voucher and Schedule of BT
thhdrawals and Credrts R S R

SF 1096 Schedule of Voucher
Deductnons s ‘

SF 1087 - Schedule and Voucher for
nransporta’aon Charges . .i R

SF1098 Schedule of Cancelled Cheoks '~ ff;_ Lo . |

SF 1113 PublchoUcherfor e
Transporta'tron Charges o

SF 1114 Bill of Coliection’

SF1114A Official Receipt -

(V3]

Issned 1/90




-schedules; and related papers. not covered.

SF 11143 Collechon Vouoher '_ ‘i
SF 1129 Relmbursement Vouoher o
SF 1143 Advemsmg Order R -
SE 1145 Voucher ior Payment under
‘ Federal TortClaxmsAct S :;. : A
<SF1154 PublloVoudwerfor Unpard Ot E LT “L'. N Lo
Compensaﬁon Due a Deoeased Cfvman Gy e T
Employee 'f' :,.5"‘ e LT ‘::;""2' TR T
SF 1156 Pubhc VouohEr for Fees and “'f: ;?“3:;:_? } S K
Mlleage oletness Sy et VR TR IR
SF 1166 Voucher and Scheduie of. | : PRAe
Payrnents *'v““—f ;“,.; : }‘. e TR e e
SF1185™ Schédule ofUndellverab}e
Checks for Credlt to Governmenf Agencues L
SF 1218. - Statement ofAccounfablmy TR
(Forﬂtgn Semce Account) A .' SR
SF 1219 Staternent ofAccountablﬁty
SF1290 Statement of'rransacnons
eccordmg to Appropnatlon, r—unos and ST :
Reoexpt Accounts - R ’4
- Sk 1221m Sta’(ementof Transac’aoné~~ Lt - .

According:to Appropriation; Funds and-
Recexpts Account (Foreign - S
Servxce Aooounts)

b. Memorandum or extra coples of Destroy 3 years aﬁer the penod of the »
accountable officers! returns mclud”mg '.-_ account

statements or transactions and.
acoountab’hty all suppomng vouchers

elsewhere in this schedule, and excluding . -

- freight records covered'in DCGRS 9 and )

payroll records in DCGRS 2
GAO Excepﬁons Files‘ o

Issued 1790



" DISTRICT OF COLUMBIAGENERAL RECORDS SCHEDULE 6

General Accounting Office notices of ' Destroy 1 year after exoeptron has been

.. . exceptions, such as Standard Form 1100, reported as deared by GAO

... formal or informal, and related
Sy correspondence '

»Ce.rttﬁm'tes Setﬂement Files.

S o (ST

. Copies of certificates of settlement of
- ' accounts of accountable officers;
% statements of differences, ‘and re!ated

records

T a. Cerhﬁwtes covering dosed acoount : Destroy 2 years after date of se'ttlenterjt

settiements, supplemental settlements, and

Co ﬁnal balance setﬂements

4

«b Certrﬁwtes covering penodrc ‘ Destroy when3yearsold. - '

setﬂements ‘ - . i o ,

Genera.l F nnd Fi lles . |
| Records re!atjng to availability, collection, Destroy when 3 yea's old 4 L | ‘/)
" custody and deposit of funds including _ e - A

" appropriation warrants and certificates of .
" deposit (SF 201, 209, 219), and other than

those records covered in ltem 1 of this

. sectron
-~ Accounting Administrative Files. ’

- Correspondence reports and data relating

. tovoucher preparation, adminisrative

audi, and other accoix .trng and d:sbursrng
operatrorxs

a. Files used for workioad and personnel Destroy when 2 years old.

" management purposes.

b. All other files. L Destroy when 3 years oid.
Federal Personnel Srlrely Bonds.

a. Oﬁ' cial cop!es of the bond and attached Destroy when 2 years old
powers of attorney.

1
!

Issued 1/90
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R Dzsmcr OF cog; UMBIA GEAEMLRECORDS SCHEDULE 6:

‘, ' ": 1) Bonds purchased pnor to January 1 Destroy 15 years after bond becomes .

» 7".~j~-1956 e inackive. -

. " 2) Bonds purchased aﬁer December Destroy 15 yeers aﬂer the end of the bond

Lol ..1955 'A L PR premmm penod ‘ - .
b, Other bond ﬁles mcludmg other coples Destroy whéen bond becomes lnacttve or -
S of bonds and related papers S - gfter the end ofthe bond prermum penod
'.;-Gasohnesalesrckes. R '

o 'Hard copies of sales txckets ﬁled in support Destroy after audit or when 3 years old
+ of paid'vouchers for credrt care purchases whichever is sooner. - ‘

| ‘ofgasoline

‘ ;7" . 'Telephone Toll kaeis.

h ‘Ongmal and copies of toll tickets-filed in———— Destroy -after auditvrwhen‘S years-old~~~~

L support of telephone toll wll payments whachever Is sooner. -
9. Telegrams. ' | , A
‘ f Ongmal and copies of telegrams filedin - Destroy after audlt orwhen 3 years old
‘support oﬂelegraph bllls S wh:ehever is sooner
.,‘;{

vlssued‘l/%



DISTRICT OF COLUMBIA x Y |
GENERAL RECORDS SCHEDULE 5

\ S . - .-

Travel and Transportation Records " ff ! ';,"

. ,'l

Thrs scheduie: covers reoords pertammg to the rnovement of goods and persons under o
government orders ‘The record keeping. mvotved |n the movements centers around brlls i

of lading, transportatlon requests, vouchers, and assbcrated records, includirig those
- prescribed by Title 5 of the General. Acoountmg Ofﬁce Pohcy and Procedures Manual
Copies of some records used to support payrnents ’becorne part of the: accountable
officers’ accounts, or are accounting postmg medra Their drsposrtxon may be covered
by DCGRS 6, ltem 1 or DCGRS 7, ltem 4 ‘or. by ltems 1 and 3; of th:s schedule

(

Movement of Goods The key record is the brll of ladmg‘ of whrch there are several |

- copies for consignors, consxgnees arid the carrers. themselves. The papers related to . "

and normally filed with the bill of fading itself are. varied. and often voluminous. These
may consist of shortage and demurrage’ reports invoices, and other descnptrve data
which document the transaction. Included are records relatmg to the shipment.of ..

housghold effects, authorized by law: or regulatioris'for military personnel and for crvxhan,_

employees of- the government. Agenciés shxppmg certain-vouchers under the . -
Govemnment Losses in Shlpment Act, whnch insufes; agamst loss, retain coples of

schedules of material: shlpped papers relatmg to ctatms whrch may ensue and other
pertinent documentst .‘ T ,: KRS o

:Movement of Persons The movement of persons rs documented essentrally by copres" SR
- of travel orders, authonzmg travel and subsequent payrnent and the standard vouchers’_ L

showing payment for official travel. The primary-copies.of the travel orders are the "
administrative copy maintained by the transportatlcm unit controlhng the zssuanoe of
travel orders and the oopres used for enoumbrance of funds

. . ’ .

Records created pnor to January 1, 1921 must be offered 1o the D C. Archrves before S

applymg the dzsposmon mstructrons set forth4n thrs schedule ce T RN

This general records schedule was approVed bythe Boerd of Commxssloners on
January 26, 1965 R R :

ITEM DESCRIPTION} . .7 7. AUTHORIZED DISPOSITION
. Freight'Fiies R v ‘ ‘ o

Records relatmg to freaght conszstlng of

export certificates, transit certificates, ,
demurrage car records books, shipping -
documents pertinent to freight .
classification, memorandum copies of -



Jew Lo

e ,-‘DISTR.‘ICI‘ OF CGLUMBIA
.j-. -‘ :'}.I;N;GENERAL RECORDS SCHEDULE 9
e Travel anﬂ TranspomatlonRecords

PR B ',“!l‘."‘h‘ ¢

"‘ .,f

“This scnedule covers records penammg to the 'movement of goods and persons under R
- government orders. The record keeping invoived'in the' movements centers aroting brlts* o
- of lading, transportation requests, votichers, and associsted records, including. those -

. prescribed by Titie 5 of the General Aocountmg Dfﬁce F’oﬁcy and: Pmcedures ManUa!

Copies of some records used to support payments betome. patt of the | accountable
officers’ accounts or.are ‘accounting posting:| medxa Thesr dxsposmon may be covered
by DCGRS 6, ltem :l or DCGRS 7 Itern 4r or by items 1; and 3 of thrs scheduleo

1 r. .
(- Ty 'q .

‘ Movement of Goods The key record is the bill of iading. of whlc:h there are severa! ,
. copies for consngnors cons:gnees. and the camers themselves The papers relatedto "+ 1.~
and normally filed with the bill of Iadrng itself are- vaned and often voluminous. Theseg ¢ a '

may consist of shortage and. demurrage reports invoices, and other desonptxve data

- which:document the. transactron Inclugded’ are records relatrng o the shlpment of ..

Ty L

- household effetts; authorized by law of regulations for: ‘Fifitary personnel and for cmiranr, :.'

employees of the govemment. Agencres shrpprng ¢ertain vouchers underthe
Government Losses:in. Shrpment Act, which insureg’ agarnst loss, retain Coples of

schedules of material shrpped papers re!atmg to c!arms whrch may ensue and other
pertment documents .

. . 1
S . h el e W o —_— ) N

Movement of Persons The movement of persons rs doournented essent:al!y by oopresfli:-i
of travel orders, authonzmg travel and subsequent payment and the standard vouchersj :
showing payment for official travel. The primary copies of the trave! orders are the -~

administrative copy; maxntamed by the: transportataon unit controllmg the xssuance of

travel orders and the copres used for enoumbrance of funds
EAC T

Records oreated pnor to January ‘] 1921 mnst be dﬁered tothe D. C Arohrves before ; )
applying the dzspositron mstructrons set forth -in thrs schedule s e T T

Thzs generaI reoords schedule was approved by the Board of Commzssroners on f’.- . L

. January 28, 1965

TTEM. DESCRIPHON "-5- .. 7.7+ AUTHORIZED DISPOSITION
1. ‘Fmghtme T o

Records relatmg to frerght consxstmg of
export certificates, transit certificates, - -
demurrage car records books shrpprng A
documents pertinent to trelght .
classification, memorandum copies of




. DJSI_RICT OF CoL UMBIA 'GENERAL RECORDS SCHEDCEE 6

A 1) Bonds purchased pnor to January 1
" }1956

: 2) Bonds purchased aﬂer December 31
. ._-1955 .

2 | b. Other bond files, mcludmg other copres
of bonds and related papers

- ‘.Gasoime Sases Tickets.

' 'Hard copnes of sales hckets ﬁled in support

o of paid vouchers for credit care purchases
.o of gasohne k ‘

; ‘8,'.' | Telephone Toﬂ Txckeis o -

= Ongmal and coples of toll t;ckets filed in
... support of telephone toll call payments. -

A_ 9 .TelengamS. | T

'.‘,Ori'g'ma‘( and copies of telegrarns filed-in
' support of telegraph bills. - |

"Destroy 15 years aﬁer bond becomes '
’macbve :

Destroy 15 years after the end of the bond
) "premrum penod“ e

Destroy when bond beoomes lnacbve or ...
. afterthe end of the bond premium period..

Destroy after aud:t or when 3 years old
Whnchever is sooner.

Des‘croy aﬁer audit or when 3 years old, -
: whxohever is sooner. . : e

Destrov after audxt or wnen 3 years ok:l,
wh chever is sooner

lssued 1/90



DIST RICT OF COLUMEM GENERAL R.ECORDS SCHEDULE 9

M ',"DESCRIPTION o o AumoazzznnxsmsmON

R govemment or commerc:al bxlls of ladmg,
... shortage and demurrage reports, and all
. supporting documents: and including-
v s recotds relating to the shnpment of .
e household goods e

RSN U . Tl

a. lssumg oﬁice memorandum copxes . Destroy when 3 years old.
R .v b.. A" other copies. . . : . Destroy when 1 year oid.
. ; .‘Lost of Damaged Shlpment Filec. I
o Schedules of values shxpped - Destro;\{ when 3 years oid. . i
S correspondence mernorandums reports, ., ', . - T
" and-other records relating to the T
.. administration of the “Govemment Losses
. in Sthment Act" S ‘
. . Passenger Transportatioh F’ﬁes.—
L ,'Memorandum coples of vouchers (SF
o 111 3A), memorandum copies of '
~. . transportation requests (SF 1189) travel
- authorizations, transportation request
. registers, and all supporting papers.
a. Issuing office memorandum copy. . Destroy when 3 years oid. |
b Obligaﬁon copy. L " Destroy when funds are obligated.

c Unused ticket redemptxon forms such rDestrey, when no !ohger needed.' L

as Form 1170

Passenger Rexmbursementnl"‘ilee, '

- Records relating to rembursmg

individuals, such as travel orders, per
diem vouchers, transportation requests,
hotel reservations, and all supporting
papers documen’ung official travel by
employeses or qthers authorized by law to

fravel,

a. Travel administrative office files. ‘Destroy when 3 years old.

b Obligation copies. o Destroy when funds are obligated.



a. Correspondence forms and re!ated
records pertaining to agency travel and
transportation functions, not covered
' e!sewhere in thzs sectlon

b. Accountabmty records .
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;‘These records pertam to the management, mamtenance and opera'uon of motor
: vehncies '-sed by Drstnct govemment agenores o .

AR S L oah s
. AL - B e P
. 1. * oy N : '
. A . B
. i . . - . s

.
l

DISTRICI‘ OF COLUMBIA :
GENERAL RECORDS SCHEDULE 10

. v,
:,

Motor Vehic}e Mamtenance and Gperatlons Records

e oty wret 1 e
f.., FEA i r,: s *y g

* .
BN '

'V 'Thls sec’uon covers agency records pertalmng to the daﬂy use’ and operahon of motor ,

* vehicles. In general reoords pertaxnmg to motor vehlcies reﬁect a threefold
responsrbllrty‘ " P ;

B X .
o ,u ¢
P

S a. the accumuiaﬂon of cost and operatmg data for mternal acoountlng and

‘management purposes’ and for reports Stibmitted to the Federal Supply
'Semce (SF 82) and equwalentD C govemment fonns s

¢ "

" _b. | the maxntenance of the vehlcles themse!ves and

c. . protec’nng the mterest of the sttnci govemment in accsdent c!axms agamst rt. |

_‘a v

© The records thernselves consxst of chauﬁeur service iogs and reports vehrcle repan and
‘ -r“amtenance cheok—off sheets cost ledgen' and clalms correspondence and forms

n. Records created pnorw January 1 1921 must be offered to the D C Archrves before
- applymg *he drsposmon :nstructxons set forth in th's schedult= ' ‘

January 26 1965

~ This general records schedule was approved by the Board of Comrrussnoners on

P T f . . ’ :
-'\.;n.-.n..\‘.':w. v Teale b e e el e WA el .,-x.y'\‘.p‘...n,‘

1. ’Motor \'ehrcie Correspondenoe F‘!es B
Correspondence in the opera’nng unrt for" _"De'sfroy when 2 yearsold. ~
maintenance and operation of motor -~ .. - . ' '
vehicies not otherwrse csvered in thxs
secﬁon

2. Motor Vehlcle Opera‘non and
Mamtenance Frles

a. Operatrng reoords lncludlng those v'.rDest'roy when 3 months old.
relating to gas and oil consumption, . - ‘ ’ :
~dispatching and scheduhng

b. Mamtenanoe records lncludmg those ' Destroy when 1 year old.
relating to serwce and repaxr '

N







i ' . K . . R . : - '
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. Motor Vehrde Cost Fies

N 'Motor ‘v’ehncle Accadent Fles

N

DIS HUCT OF COLUMBLd GENERAL RECORDS SCHEDULE 10

DESCRIPTION

“ e

. Motor vehrcle ledger and work sheets »
e provndmg cost and expense data L

. Motor Vehu:ie Report Fi les =
‘Reports on motor vehxdes (other than ‘ :"

. ‘accident, operatmg and rnamtenance
. reports) R

o Records relatrng to motor Vehrde RS
“accidents, marntamed by transportatron .
.ofﬁoes , .

' Motor Vehlcle Release F'les

T Records relatnng to transportatlon sa!e
- donatron or exchange of vehxcies '

Motor Veh:de Opera’aon Flee

Records reiatmg to mdrvzdual empioyee

- operation of government owned vehrcles'

including driver tests, authonzdions to
use, safe-driving awards, and related

- corr.spondence

AUTHORIZED DISPOSITION

Des”:roy 3 years aﬂer d”tscontmuanee of
ledger or date of work sheet. C

R

"{Dégt‘rqy’s years after date of report, .

B Sy

. Destioy & years after case is closed,.. .

¥ Destroy 4 years aﬁer vehrcle ieave :
o :,;agency bustody, . k

- 1

i ,Destroy 3 years aﬂer separatlon of

" .employee or 3 years after’ recision of
" authorization to operate. govemment

o 'owned vehrcie whlchever is sooner ’



msmcrorcowmm R T
GENERALRECORDSSCHEDULEH L

g COM]VIUMCA'I‘ION RECDRDS

The pnncrpal records documentmg communlcatron functlons mclude messenger servrce . '

. datg, telecornmunlcatlons service controt and operatronal reoords summary of long
.'drstance telephone reports; postal records, consisting -

of Post Office forms and supportrng papers marl control records and supportmg and
“related papers; .agency copies.. "

of penalty mail reports and records relatmg to pnvate delrvery servrces (such as Unlted
~_jParoel Servrce) % R ' ‘
This sectlon covers the records descnbed below wherever located in an agency, but

does not cover records which reflect goyemment—wnde programs rather than IR

: admrmstratrve management functrons o . , '

'Records created pnor o January 1 1921 must be offered to the D.C. Archrves before o
' applylng the drsposrtron mstructlons set forth in thrs schedule .

. This: general records schedule Was approved by the Board of Commrssnoners oh
' _January 26, 1965 ST

ITEM .DESCRIPTION . ..% " . ', AUTHORIZED DISPOSITION'-
1. MessengerSemcesFiles L e - | -
Daily logs assrgnment records and-~ . j." Destroy when 2 months old
instructions, dispatch records, delwery )

receipts, route schedules and related
records I

2. Commrmwanon Con'eSPOndence Reporrs and T e e T

Reference F xles

a. Correspondence and related records Defstr@fwhen 2yearsold.
Pertannlng o mtemal admmrstratron o
and operatxon . _

b. Telecommunmtxons general files * ° Destroy when 3 years old. -
including plans, reports, and other .~ . | .
records-pertaining to equrpment
requests, telephone servrce and fike -
matters. o

c. 'Telecommumcatlons statistical reports Destroy when 1 year old.
including cost and volume data : R :

e



ety
H
1

( . i . S .DISIRICTOFCOLUMBIA Gmmcomsscmmu o
L d Telecommunicatron reference voucher R : o BRI

[ v e R e, f
. RRY o e e e ~

(1) Reference copres of vpuchers p'", o
SO S mVOIces and related records o ¢

(2) Records re}atmg to mstallatron Destroy 1 year aﬂer audlf or When 3

change removal, and servicrng of _& years old whlcheverrs seoner el

equipment. S : |
. Coples of agreements wrth background Destroy 2 years aﬁer expnat:on or .
_data and other records relatrng to . mhce!tatron of agreements I
- .agreements for telecommumcataon Vet 0
: servroes A L : e . L

c

3 Telecommnmmhons 0perat:ona] Files .. L

S a. Message regrsters iogs perfon'nance Destroy when 5] months old
R *_ reports; daily load reports and related e
e o *.andsrrm!arrecords g L - L
b ',Copres of mcommg and ongmal copree ar Destroy when 2 months o{d
.~ of outgoing messages, mcluding SF 14 PR
TeiegraphrcMessage L e o

c. Machine ¢ copies (hard coples) dtscs Destroy after transmissio'nf":'
~ _andtapes ofoutgorng messages L Ul e

: r

s,

T 4 Telephone Summanes.

Summanes of Iong dzstance telephone report Destroy after the close of ﬁscal year in j o L

“usedto indicate’ authonzed use oft telephone Whrch audxted
service as weltas to audrt expense DR
vouchers e , AR

) 5 Postal Records

~ Post Ofﬁce forms and supportmg papers
exclusive of records’ heid by the Unrted
States Postal Servrce .

a. Records relatlng toi lncomrng or’ . DeStroywhen 1 year old, -
~ Outgoing registéred mail pouches, T s

registered, certified, insured, and special o
delivery mail including recerpts and R

t} return recelpts N

2 - . Issued 1/99



Dzsmzcr OF cozmu GENERAL RECORDSSCHEDWEIZ RS

' b Apphcztxon for postal reg;stra’aon ’ Destroy when 1 year old
. and certificates of declared value of .
- 'matter subject to postal surcharge o -' '

L c. Report of loss; rifling, deiay, wrong . Destroy when,.1byearold.
o, delivery; or other'i improper treatment of AR .
; ma‘l matter - : .

Mail and Dehvery Service Control m 'j N

Coa Records of. recerpt and rou'ang of + . Destroy when 1 year oid.
; incomlng and outgoing mail and nems L R

.- handled by private delivery companles SR
" “such as United Parcs] Service, - - .. s
~ excluding both those covered by Item 5 RS

' ofthié section and those usedas . . " [ .. oo
o mdexesto correspondenceﬁles T

b. . Statxs’acal reports of postage used " ‘Destroy when 6 months old. = .m0 o
" “on oufgoing mail and fees paid for ', R S C o
private deliveries {special'delivery, "~ v o T e BT
foreign, registered certified, and’ parcel e o -
-post or. packages over4 pounds) SRR R EEE ( ’”}

e RegUisﬁfon for 'stemps '(exciusrve of - - “Destroy when 6 months oid. -
. copies used as supporting: documents . ‘ o -
fo. payment vouchers) P

d. Statxstlcal reports and date reiatmg . Destroy when 1 year ol’df.'
. to handiling of mail and volume of work - R '
- performed.. - . . 'r‘ :

e Records. relatmg to. checks oesh L ..::Des‘troyi when 1 year old.
stamps, money | orders, or any: other R Lo
valuables rermtted to the agency by
maﬂ .

f Records of any. recelp’ts for ma!l and " . Destroy when 6 months old.
Packages received through the ofﬁonal ST : ;
mail and messenger service. A ‘ . ,

g. General files including correspon- - Destroy when 1 year old or when
dence, memorandums directives, and - superseded or obsolete whichever is
guides relatmg to the administration of apphcable
mail room operations.

h. Locator cards, directories, indexes,. - Destroy 5 months after separation or _ C}E
~and other records relating to mail transfer of individual or when obsolete,
3 Issued 1/90
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deﬂvery fo mdwrdﬂals

Whld'rever is apphw..blé?‘j'.._ oy
T Penalty MailReport Fﬂs_ ’ S

Memorahdums correspondence reports S 'Destroy 3. years aﬂer compjet,onof W
. and other records relating to rrregularmes rr: xnveshgatron L

the handhng ofmall, suchasioss or. - ; i . LU R e

shortage of postage stamps or money:, : .
orders or 1oss or destruchon cf mar! - - S
- ‘ ::A .. ". o ‘

Issted 1/90



EXCERPTFROMTHE -

DISTRICT OF COLUMBIA
GENERAL RECORDS SCHEDULE 14 -

INFORMATIONAL SERVICES RECORDS

- This schedule covers certain records pertaining to informational services performed by
. District agéncies in their day-to-day affairs and in their relations with the public; '
. intluding records created in.administering the D.C. Freedom of information Act - ‘
“. (DCFOIAJ. Except as otherwise specified in individual items, it applies to copies of
“these records wherever located in.an agency. Items two (2) and six (6) apply only to
files maintained in the office responsible for the operation of the informational activities
. of the agency of subdivision thefeof.. ltems nine (8) through thirteen (13) describe the-

. files accumulated in carrying out the provisions of thé DFOIA.

These records consist of inquiries, replies, and related correspondence; and in the case:
of DCFOIA, reports, and appeal case files; and administrative background material for
. formal informational releases. Closely related records such as certain records relating -
. tobudget presentation, and printing, duplicating and distribution are covered by other -
general records schedules.’ Lo - o A

R écofds_éreéted- prior to January 1, ‘,14 921, must be offered to theDC Archives before
. . applying the disposition instructions set forth in this schedule. -~ o o m '

" Tﬁis -geﬁérél ‘récorﬁs schedule was appfOVed by the D.C. Records Dis‘pdsition :
s Co_mmiﬁee on December 18, 1886. itvrep‘!aqgs__tﬁ)‘v..g,_ _§Ehed_ule 40,Sectiqn;24.‘

ITEM DESCRIPTION " AUTHORIZED DISPOSITION -
. 16. Freedom of Information Act (DCFOI14) B ‘ “
© ° _ Requests Files. -

" Files created in response to requests for
~ informatior: wder provisions of the DCFOIA,
consisting of the original request, a copy of
the reply thereto, and all related supporting
_ files which may include official file copy of
" requested record or copy thereof.

&, Comrespondence and supporting -
documents (excluding the official file copy of
~ the records requested if filed therein.

) Granting ac&es’s to all requested Destroy 2‘years after 6ate of reply.
records. ' : _

‘(2) Responding to requests for noneiismten{ - . » ' C 1 )



I’I‘EM

. EXCERPT I"ROM IHE
DISIRICT OF COLU}MBM G’ENERAL RECORDS SCHEDBZE 14

: DESCRIPTION T AUTHORIZEDDISPOSITION

-_: records: to requestors who provnde
: nnadequate descriptions; and to those who

farl to pay agency reproduct:on fees ‘ R »
(a) Request not appealed T Destroy 2 years aﬂer date of repiy

(b) Request appealed . E ; : ‘ ' Destroy as authonzed under ltem 17

(3) Denymg access to all or part of the

' records requested A S e : )
(a) Request not appeaied o h Destroy 5 years aﬁer date of repiy—~-~ e e '
(b) Requestappealed. = ' Destroy as authorzed under ltem 17.

. £ b Oﬁ‘ cxal ﬁle copy ot requested records » ,‘ , Dzspose of i ln awordance with. approved agency ,
o N ~ digposition instructions for the related records, or
T RV ~ with the related DCFOIA requect, whxchever is
; !ater '

DCFOIA Appwls ﬁles.
F' jes ...reated in respondlng to admmrstratxve X o
appeals under the DCFOIA for release of LT TR T
- information denied by the agency, consisting ’ ~
~of the appellant’s letter, a copy of the reply
‘theretd, and’ related supporting documents,
* which may.include the official file copy of
records under appeal or copy thereof -
a Correspondence and supportmg ' Destroy 4 years atter ﬁnal deterrnmatxon 'by

" © 18. DCFOIA Control Filgs.

i, -

3 ;

: 3
e

* Documents (excluding the file copy of agency or 3 years after final adjudlcation by
the records under appeal if ﬁled hereln) courts, whnchever is !ater ~

b Oﬁ'lcxal file copy of records under appeal Dlspose of in accordance with approved agency
disposition instructions for the re lated DCFOIA -

- requests whrchever is later
Y -
K -

Files maintained or control purposes in
responding to requests, including registers
and similar records hstmg date, nature, and

o



ITEM

19.

EXCERPTFROMJHE T

DISTR]C'TOFCOLUMBIA GENEMRECORDSSCHDULEH AR

Descnmnon o ‘A‘UTH(DRIZED DISPOSITION

r.

purpose Of reques’t and name and addressvofr Y

" requestor:” T Rl

Regtsters or ltstmgs ) _f',“' i Destmy 5 years aﬁer daie of Iast entry

b. Other_Files' o RN '.Destroy 5 years aﬁer final actlon by the agency
L L o er aﬁer final. ad}udlcatlon by courts whlchever xs
: 4 .‘: ‘~ "., o . ,‘ ‘\ later KRN T A SN TR .

DCFOIA Report Fuee. | ‘f L

Recumng reports and one-hme rnformatron S T LUV T
requirements relating. totheagency S s e T ey T e
implementation: of the Freedom of R P I S R
InfonnahonAchcludmgannuaIreportsto Ch gl L TR IR T
theMayor e e e e

Annua! reports at deparb'nental agency . PERMANENT Oﬁer to Archrves wrth reiated

R Ievel o . SV W agency records approved for permanent-

T R TR ,,‘_.,fretenhon in agency records, control sohedule or

' IR TR B S Lo .;'when 15 years old whrchever Is sooner ( } :

b. O ﬁ’aFEpoﬁ:S L o U }lf" ':.'.: ’Destnoy whenzyears old orsooner 1f no longer "”,"‘M"v"
ST e : "’neededforadmmwn'anveuse ‘ .

DCFOIA Admnusq’atwe Files. ) , -
Records relatmg io the general agency - Desu-oy when 2 years, old or sooner 1f no lonaer
irmplementation of the DCFOIA, mcludmg 0 nwded for admmsuanve use. 7 :
notices, memoranda, routine - - - * L ;.;_. o T S :
correspondence and related records

. . N » . v -
SO . ,a\,. T R T P R R RE] P T ER R LA PR S POt R R
" e g Vs . w' w
t 1.

-
2
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(\} - GENERALRECORDSSCH?EDULEIS :

i FROTECINE SERvice icords "-‘.;.f.‘l':fz,f B i,f Lo

Seounty and protectrve servrces reoords mclude the vanous ﬁles created by Drstnct agencres
- to control and protect govemment facrlrtres from unauthonzed enﬁy orloss? and 1o develop

" and implement plans for the protection of [ife. and. property under emergency: oondr’uons

-+ Included are files of offices havmg Drstnct-wrde or agency-mde resporisibilities for: securrty
 and protective services programs.’ Also- rncluded are ﬁles of securrty units;“gliard foroes and
other organizational elements documentrng awess to facrlmes and lrke matters NI

......

This schedule authonzes d!sposal of records documentlng admmlsh'atrve achons relatrng to ; f";- e

‘the above functions. Records: documentrng Dtstncl-wrde or: agenoy—wrde securrty and -
protective services plannlng and’ prograrnmmg, reflectmg basic overall polloles and - e
determinations (ltem 1 ) of thxs schedule are:not duthorized for dlsposal or destmchon by thzs

- schedule. Variationg among agenoles in methods of rmplementlng statutory requnrements for

secunty and protectlve services result i in drssrmrlantnes in. program docurnenta’aon sttnct

agencres must mclude ltem 1 below in thelr agency reoords schedule e R

R b e

(; )

. Records created pnorto .lanuary 1; 1921 rnUSt be oﬁered % the D C Arohrves before

applylng the dtspoemon msﬁ'uctrons set forth rn thzs SGhedule

' 1365 general records schedule was approved by the Board of Commrssroners on January 26

10. Snrvey and Inspecﬁon Files (Govemment , ‘ i _:--:f T
- Owned Famhﬁes). - T ‘ S . | » |
A Reports of surveys and rnspectlons of Destroy when 3 years oid or upon |

govemment—owned facilities oonduoted*to v drscontrnua"tce of fat:lllty whlchever IS sooner
insure adequaay- of protective and prevent've - j?» TRt R :
. measures taken against hazards of fire, . L e S
_ explosion, and accidents, and to safeguard : B
~ information. and facilities agamst sabotage L
: and unauthonzed entry .
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- ,' Records created pnor to January 1 1921 must be oﬁered to the D C. Archlves befcr:e; |
' "applyrng the dzsposrtron mstruchons set forth i thzs schedule el

By

- -,pzsmch OF coL UMBIA GENEMLRECORDS SCHEbULEz‘z " g

- .Thrs general records schedule was approved by the D C Records Drsposrhon

‘ ‘ITEM

| . ' ..‘ -

. P ) .
.

; . : H

L
;

‘ Commxttee on May 17 1989 it repiaces DCGRS 22, approved February 15 1989 |

,-_' 1. - [RE N

DESCR]PTION :
'j‘ 1 PrehmmaryDrawmgs orSketcbes.

T S e

Rt

B

AUTHORIZED DISPOSITION A

lncluded are drawmgs that are concepfual in Retam in agency | untll construc:bon is cornpleted. ‘

nature. These drawings are usually

‘freehand studies that show the basic desngn _
- of the structure, and. lnclude the arrangement

. Contact D.C. Archrves for. assrstance in .
appraxsnng these reoords :

;." . of rooms, general appearance of elevations, -
o andﬂoorplans aswellasoﬂ'xerdétaﬁs N
under consrderatron ‘

e T
2 Presentatron Drawmgs, Renderm, or ‘
Perspectrve views. : :

lncluded are arohrtectural views. of the '

R Canama S S

Retam in agency Lmtil construchon rs oom'

‘outside elevations as well as general fioor . _‘Contact D.C. Archives for asszstance in.
pians prepared to present the archrtect’s '; B apprazsnng theee reoords T -
o ldeas to the agenc‘y T S ’
3 Models‘_, _: - e _' ‘\ ‘~ - —— ‘ _A__w:__ .’(", - ’ P S ’.e._.__; e mmmins e s

Included are three dxmensronai reduced- L

SRR scaie mterpretatlons of the: archxtectural
drawings; preirmrnary drawings, of-
presentatron drawrngs ;

: CONSTRUCTION PROCESS DRAW]NGS

- 4. lntermechate and Pre—ﬁnal Drawmgs.

included are all drawings which are created

- and revrewed in ;‘;reparatnon of the final
workrng drawings.

5. Final Working Drawings.

Included are the original master fracings or

Suomrt res.,uest for cﬁsposmon authontv ol
Archrves

Destroy when »'no longer needed-. G

Retain in agency for the life of the buildinge



Architstural Design, and Engincering Drawings and Related Ricords ~
This section prdvi&ésféuidéﬁdéé for méi:ﬁi.spiq_lsiﬁbh of design and: ah’ drawmgs

and related records that have been created or recgived by agencies of the District.. .- - '

govemment in connection with the design, construction, and use of buildings and ..~ - . o

- properties owned or leased by the D.C. government. Records such as plans submitted . =

- for building and other permits; as well. as designs and plans fdr~monuﬁen$,imemoﬁal$;v v
parks and-open-spaces submitted for. review and approval are not covered by this
General Records Scheduie. Disposition instructions for. Léase récords should be -
included in a'nAa'ge_hCY‘sﬂfre‘cords retention schedule, " e

: £

Drawings refer to those graphic'and engine&ring records that depict conceptual as well.:
as precise measured information essential for the planning and construction of static' -~
structures such as buildings, bridges, canals, 'and other public works projects, aswell .~
miscellaneous engineering projects such as machinery and equipment, Related records o
. are comprised chiefly of indexes and finding ‘aids; specifications, and three-dimensional. ..~
models. o S B

‘Most design and construction records lose their usefulness to the agency after specific
periods of time. Generally speaking; drawings pertaining to the architectural design

process lose their administrative usefuiness afier the final construction plans are

accepted; hence design records should be considered inactive after the.completion of -
the construction'project;?l?r'.ecisé measured drawings, when they are made, are'used -~
during the construction, repair, or remodeling phases, and have a continuing value

during the life of the structure, especially for repair and maintenance projects. The -

original construction drawings as well as repair and alteration drawings (or microfilm,

copies) should be considered active while the '
oy the District Goyernment. .. .. ..ux. i, el i .
After the design and construction files are no longer Useful to the government ofthe
District of Columbia; certain records have continuing historical value, particularly for the
architectural his’toﬁan;»histari;‘:fprés,_érvaﬁdni'st; and social historian. Sinceitisnot -
feasible to retain a complete set of drawings for éach construction project sponsored by
the District govémment, it is necessary to make a selection of records for pemmanent
preservation. This selection must takeé ino consideration not only the types of records -
but also the nature of the individual construction projects, The general intent of any

- selection should be based on documenting the structures and projects that are .

- architecturally, historically, and technologically significant. The selection of individual
buildings or projects should be made by agsncy personnel with the assistance of the

staff of the District of Columbia Archives. I ' '

doTaae

‘ '_E:tu}re.is.,.sti_ll. used, maintained owned = =



