Implementing file plans.

Definitions:

FILE PLAN. (1) See FILING SYSTEM. (2) A plan designating the physical location(s)
at which an Agency's files are to be maintained, the specific types of files to be
maintained there, and the organizational element(s) having custodial responsibility. (3) A
document containing the identifying number, title or description, and disposition of files
held in an office.

FILING SYSTEM. A set of policies and procedures for organizing and identifying files
or documents to speed their retrieval, use, and disposition. Sometimes called
recordkeeping system.

The Benefits of File Plans:

File plans help you maintain intellectual control of your office records. A file plan is
merely a list of (1) the official records being kept in an individual office or central file
area (NOT a file-by-file list), (2) the location of the records, (3) name of the person that
maintains them, and (4) the retention period and final disposition of the records. File
plans can also include locations of electronic record series and authorized duplicate
record areas.

Office File Plan Requirements:
The files custodian for each official file station should prepare an Office File Plan
identifying all files maintained at that station.

a. Office File Plans are prepared to make filing and reference service easier and to
assist in training new personnel.

b. The file plan can be developed by matching the current records holdings of the
files station against the records retention schedule. Select only the items from the
schedule which apply to those files series actually kept at that station.

Each file series kept at the station should be listed on the plan. All file folders
should be maintained in the file drawers or on shelves in the same order in which
they appear in the plan.

c. The Office File Plan should be updated when significant changes occur.
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Samples of File Plans

NRDD File Plan ** Fiscal Year 2001
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Revision date: Jan. 19, 2001

File Code

Elec | Description

Location (if not general)

Retention

103-3 External Directives case files. Binders, general file area Superseded/obsolete
103-3a  NARA Field bulletins
103-3b  Field bulletins issued by NRDD
104-1b Policy Directives No longer needed
105-2 Numbered memos from NARA, response to NARA Incoming memos and No longer needed
NRDD responses in"binder,
Electronic numbered lable at http:/istaffonly.nara.gov/notices/ general files area
106-1 Numbered memos — NRDD. Master set. Binder, general file area Superseded/obsolete
106-2b Numbered memos from NR, response to NR Incoming memos and No longer needed
NRDD responses in binder,
Electronic numbered memos available at http.//staffonly.nara.govinr/ general files area
106-2¢ Numbered memos from NR Records management, response to NR RM Ops No longer needed
106-2d Notifications/memos from NRD, response to NRD
106-2e Notifications/memos from NW, various units No longer needed
106-2f Policy issues addressed in non-memo e-mails (incoming and reply) No longer needed
109-2b Disposal contract 7 years
113-2 Quarterly Reports 2 years
113-2a NR
113-2b  Other NARA units




Fike BRecords Title Custodian Dade Span | Disposition Access | Remarks
{ Volume | Authority
1580 | Grants & Lgreements Budget & Finance | Current 10 wears Four boxes of prior year
shop 4 cu ft, records are in the shop.
HIOT Wear Consider shipping to FRC.
Engineering 1l cuft Engineering has grants are
ariy of these duplicates?
Whio maintains official file?
2230-3 | Grazing Permits Basernent File 19242000 | 75 ears after file is Close dates are on file.
Fioorn 10 cu ft clozed Consider slapping to FRC.
2360-1 | Special Interest Breas (SI4) Scuft Permanent Send to FRC when 10 years
Paolicy and Darection old. Ofter to HARL when
20 wrears old.
2720 | Special Uses Basernent file dé cu ft Permanent Keep WOTE: Find out what other
room 30 eu current Transfer to offices are doing.
shop MARL 5ears after Sornetimes o can cut
case file is closed project flles off in 10 year
mererents and ship.
6150 | Payroll records Té&L Personnel SR 3 years Proracy | Destroved 93-97
3-6 preparation present Lot
6310 | Purchasing (PCTVS) VISA Budget & Finance 3 years Provacy | Credit card holders need to
purchasze card account files &1 Credit Card Lt keep receipts and itrnroices
Holders GEaN | for 3 years.
FOVT-




National Archives & Records Administration

Focky Mountain Fegion

Item Description Location Dates Schedule # Recommended Action
1. | PMS (Performance Management | North Stairwell | 1999 & NAFA203CHGO 1. Destroyrecords closed 1996 and prior.
wvstem) case files. Ratings on -Rose Room, | prior. 2. Destroy 1997 m January 2001
NARA—PBME emplovees. (Note: | and Supply Various 3054 3. Retain files closed in 1998 and later: either retire
.The.s.e' -:'anrar'ra_pa:em'afPrr'mc}' Poom. Vedrs 3 years (This series is into records center with sealed boxes, or store m vanlt.
Acr_J r}r”o_rmm?on.g Q‘{‘!;I?.'.' are not on the NRG file
matniained ‘out in the open’) plan).

2. | Mission and Administrativefiles | North Stairwell | FY93 NARA 203 CHGE 1. Someoneneeds to go through the files vs. the
created by the A/0 and Center - Rose Room codes in the schedule to ensure there are not
Secretary. (various mixed series) permanent o long-term (screen). Determine

file codes 100-1300 disposal date for all boxes. )
2. Transfer closed records to the records center via
SE-135.

3. | NAESS completeddataentry | Accession 1990°s | NARA203 CHG | Destroy inputs older than one year and save

forms Area - Supply 6 R ) those less than a year old. Keep records in
cabinet 1326-1 (1 year) proper equipment marked with the file code and
disposition instructions in the A&D office.

4. | Space inventory and planning | Accession 1970°s NARA 203 CHG | BA and ARA screen any records needed for
files and FRC Space Projection | Area - Supply | through | 6 future reference. Destroy the rest.
files cabinet, and 1990°s | 902-1(2 yearsor

South when ne longer
Stairwell - needed)
Rose Bm.
(above A&D
EMI Pilot — NEG-Administrative records
Biz Buckat Sulb- Proposed Locanon of Former Semes Title from RCS Dhispesition. from RCS Comments
CEREDTY naw the records File Code
Featention
Admingstrative | Proowre | 2 Vesnoe NEWHOUSE | 519-1a2 | General Procwrsment Files — Visa Card Place in mactive filas on final
mant Purchases — 1" Qtr (All Funds) pavment. Tt off mactive files
Adminksrativans ammally. Destroy 3 years after
final payment (GRS 3, item 3z
(b3
Admimshative | Procowe 3-5 Tours—or NEWHOLRE | 519-1al | Geneal Procwement Files — Visa Card Flace in mactrve filss on final
ment Purchases — 2 Qtr (All Funds) pavment. Cut off mactive files
amally. Destroy 3 vears after
final payment. (GRS 3, item 32
(1Y
Admiestative | Proowre 3;?:::.7.“:. SEWHAOLEE |519-1a2 | General Procwrsment Files — Visa Card Flace in mactrve filss on final
ment o Purchazes — 3" Qn {All Fumds) payment. Cut off inactive files
Adminbrshroe amually. Destroy 3 vears after
final payment. (GRS 3, tem 3a
(1
Admimstative | Proowre :’_';?;‘::’IITI:CI NEWHOUSE | 519-1a2 | General Procwsment Files — Visa Card Place in mactive filas on final
mant needed fur Purchases — 4" Qi (All Funds) pavment. Cut off mactive files
Adminksrativans amually. Destroy 3 years after
final payment. (GRS 3, item 3z
o
Adminisaative | Proowe 35 Toan—or NEWHCUSE | 519-1a2 | Genetal Procwsment Files — Wastepaper Flace in mactive files on final
meant Disposal Contract WAMA-01-M-0032, Mod | payment. Cut off inactive files
PO0O1 amally. Destroy 3 vears after
final payment. (GRS 3, item 32
Admimizaative | Proours 518 Procursment Mumber Azsizument Contol —
mant ACT # Fagiztar
Admmmshative | Procure 516 ment WNumber Assiznment Cenfrol —
ment # Ragister




