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Table 1: #i9 Table 2: Q.rd.)r #11D 
Sup ,FC Tit)& 

::::- -:: ,New Category New File. Co!!£. 
Kl817 Interpretive Planning (data, needs, Permanent 6. Interpretation 6.A. l . Perma11ent 

programs, etcl and Edt1cation 
K22 Libraries and Library Services 2 years 6. Interpretation 6.C. Temporary, 3 years 

and Education 
K22 Libraries Library Services 2 years 9. Information and 9.C. Te1nporary, 7 years 

. - Image 
Management 

K2615 Monthly Reports & related 3 years 6. Interpretation 6.C. Temporary, 3 years 
- correspondence and Education 

K2617 Qt1arterly Reports & related 3 years 6. Interpretation 6.C. Temporary, 3 years 
correspondence and Education 

K2619 Semi-Annt1al Reports & related 3 years 6. Interpretation 6.C. Temporary, 3 years 
correspondence and Education 

K2621 Annual Reports & related correspondence Permanent 6. Interpretation 6.A.l. Per1nanent 
and Education 

K2623 Situation Reports and related Permanent 6. 6.A. l. Permanent 
corresponde11ce and Education 

K30 Photography [related to interpretation or Permanent 6. Interpretation 6.A. l . Permanent 
educationl and Education 

K3015 Production and Acquisition of Motion Permanent 6. Interpretation 6.A.1. Permanent 
Pictures [related to interpretation or and Education 
education] -

K3019 Prodt1ction and Acquisition of Still Permanent 6. Interpretation 6.A.1. Permanent 
Pictures and Slides [related to and 
interpretation or edt1cation l 

K3023a [Photography] Loans and Gifts [Museum Maintain with 1. Resource l.B. Temporary (long-
collectionsJl Gift CorrespondenceJ Gift Manage1nent terml 

K3023b [Photography] Loans and Gifts [Museum 3 years after 1. Resot1rce 1.B. Temporary (long-
collectionsJlLoan Correspondenctl loan is returned Management term ) 

K34 News Media (Press, Radio, and TV) Permanent 9. Information and 9 .A. I . Permane11t 
[Policy Correspondence] Image 

• Management 
K3415 Ptess Re.leases, NPS issuances at level of Per1nan.ent 9. Information and 9.A.2: Pertnanent 

• • Image or1g1n 
Management 

K3417 Radio and Television Activities Permanent 9 Information and 9.A.2. Permanent 
Image 
Management 

K38a&c Publications, Service a. 15 years 9. Information and 9.B. Temporary, 15 
a. Policy Correspondence c. 5 years Image years 
c. Manuscript copies and proof sheets that Management 
can be returned to author after 5 years 

K38b Publications, Service [Specific Permanent 9. Informatio11 and 9 .A.2. Permanent 
Publications at Level of Origin Image 
Describing History.z. etcJ Management 

K3815a In-Hot1se (Newsletters etc.) a. 15 years 9. Information and 9.B. Te1nporary, 15 
&c a. Policy Correspondence c. 5 years Image years 

c. Ma11uscript copies and proof sheets that Manage1nent 
can be returned to author after 5 _years 

K3815b In-House (Newsletters etc.) [Specific Permanent 9. Information and 9.A.2. Permanent 
Publications at Level of Origin Image . 
Describing 1-Iistory, etc.] Management 
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Table 1: Sup~rseded Director's Order #19 Table 2: Director's Order #llD 
SupFC Title Retention New Cate ory_ New File Code 

K3819a Free Informational Literature a. 15 years 9. Information and 9.B. Temporary, 15 
&c a. Policy Correspondence c. 5 years Image years 

c. Manuscript copies and proof sheets that Management 
can be returned to at1thor after 5 years 

K3819b Free Informational Literature (Specific Permanent 9. Information and 9.A.2. Permanent 
Publications at Level of Origin Image 
Describi11g History, etcJ Management 

K3823a Sales a. 15 years 9. Information and 9.B. Temporary, 15 
&c a. Policy Correspondence c. 5 years linage years 

c. Manuscript copies and proof sheets that Manage111ent 
can be returned to author after 5 years 

K3823b Sales [Specific Publications at Level of Permanent 9. Information and 9.A.2. Permanent 
Origin Describing History, etc.] Image 

Management 
K3827a Maps a. 15 years 9. Information and 9.B. Temporary, 15 
&c a. Policy Correspondence c. 5 years Image years 

c. Manuscript copies and proof sl1eets that Management 
can be returned to author after 5 _years 

K3827b Maps [Specific Publications at Level of Per1nanent 9. Information and 9.A.2. Permanent 
Origin Describing History, etc.] Image 

Management 
K3831a Posters, Cartoons, & Etnblems a. 15 years 9. Infor1nation and 9.B. Temporary, 15 
&c a. Policy Correspondence c. 5 years Image years 

c. Manuscript copies and proof sheets that Management 
can be returned to author after 5 years 

K383lb Posters, Cartoons & Emblems [Specific Permanent 9. Information and 9.A.2. Permanent 
Publications at Level of Origin Image 
Describing History-2. etcJ Management 

K3841a Manuscripts and Proofs a. 15 years 9. Information and 9.B. Temporary, 15 . 

&c a. Policy Correspondence c. 5 years Image years 
c. Manuscript copies and proof sheets that Management 
can be returned to author after 5 _years 

. 

K3841b Manuscripts and Proofs [Specific Permanent 9. Information and 9.A.2. Permanent 
Pttblications at Level of Origin Image 
Describing Histo_!'Y, etcJ Management 

K42 Publications, Other 6 years 9. Information and 9.C. Te1nporary, 7 years 
• Image 

• Manage1nent 
K4215 Secretary's Office 6 years 9. Information and 9.C. Temporary, 7 years 

linage 
Manage1nent 

K4219 Other Department, Bt1reau, and offices 6 years 9. Information and 9.C. Temporary, 7 years 
Image 
Management 

K54 [Special Articles regarding Service or Permanent 9. Information and 9 .A .2. Permanent 
Areas] Prepared by Service Personnel Image 

Management 
K5415 [Special Articles regarding Service or Permanent 9. Information and 9.A.2. Permanent 

Areas] Prepared by Service Personnel Image 
Management 
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'Fabl~1~~up_e!seded, Dir~or's O.rder #19 
I· 

Table~,;_ Dlfector's Ord.er #'11D 
S_:µp·FC Tit.l.Q:. Retenlion. New Cate OltY _,_New l?ile G_ode 
K5417 [Special Articles regarding Service or Permanent 9. Infor111ation and 9 .A.2. Permanent 

Areas] Prepared by Other than Service Image 
Personnel Management 

~ 

L. Lands _:_and R~cre~on Plannin_g 
Ll4 Acquisition of .Lands Permanent 1. Resource l .A. l. Permanent 

Management 
Ll4I5 Policy and Procedures Permanent 1. Resource I .A. I. Permanent 

Management 
Ll417 Bounda1y Adjustments Permanent 1. Resource l.A.1, Permanent 

Management 
Ll419 Federal Holdings (other than NPS) 6 years 1. Resource l .B. Teinporary (long-

Managernent terml 
Ll425 Holdings [other than Federal) Permanent 1. Resource I .A. I . Permanent 

Manage1nent 
L1429 Land Records Permanent 1. Resource l .A.1. Perrnanent 

Management 
L24 Encroachments Permanent 1. Resource I .A. l. Permanent 

Management 
L2415 Encroachments, Water Projects Permanent 1. Resource I .A. I .Permanent 

Management 
.L2419 Encroachments, Logging and Timber Permanent 1. Resource 1.A. l. Permanent 

. Management 
L2423 Encroachments, Mining Permanent I. Resource l.A.l. Permanent 

Manage1nent 
L2427 Encroachrnents, Oil and Gas Permane11t 1. Resource 1.A. l. Permanent 

Management 
L2431 Encroachments, Road Construction Permanent 1. Resource l .A. l. Permanent 

Management 
L26 [Lands] Reports & Related 3 years 1. Resource l .B. Temporary (long-

' 

Correspo11dence Management terml 
L2615 [Lands] Reports, Monthly 3 years 1. Resource l .B. Temporary (long-

Management tertn_J 
L2617 [Lands] Reports, Quarterly 3 years I. Resource 1.B. Ten1porary (long-

Management tetml 
L2619 [Lands] Reports, Semi-Annt1al 3 years 1. Resource l.B. Temporary (long-

Management terml 
L2621 [Lands] Reports, Annual 3 years 1. Resource l .B. Ternporary (long-

Management ter1nl 
L2623 [Lands] Reports, Situation 3 years 1. Resource 1.B. Temporary (long-

• 

Management terml 
L30a Land Use [General Correspondence] Permanent 1. Resource l .A. l. Permanent 

Management 
L30b&c Land Use b. Approved Permits b. 6 years 1. Resource l.B. Temporary (lo11g-

c. Rejected Requests c. 2 years Management term) 
L3015a Land Use, Agriculture [Ge11eral Permanent 1. Resource 1.A. l. Permanent 

Corres_pondencaj_ Managen1ent 
L3015b Land Use, Agriculture b. Approved b. 6 years 1. Resource l .B. Temporary (long-
&c ' Per1nits c. Rejected Requests c. 2 years Management terml 
L3019a Land Use, Grazing [General Permanent l. Resource l.A.1. Permanent 

CorrespondenceJ • Management 
L3019b Land Use, Grazing b. Approved b. 6 years ·1. Resource l .B. Temporary (long-
&c Permits c. Rejected Requests 

-
c. 2 _years Management term) 
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• 

Table l : Superseded Director's Order #19 Table 2: Director's Order #llD 
SupFC Title Retention New Cate on_ New File Code 

L3023a Land Use, Mining and Minerals [G.eneral Permanent I. Resource I .A. I. Permanent 
Correspondencttl_ Ma.nagement 

L3023b Land Use, Mini11g and Minerals b. 6 years I. Resource 1.B. Temporary (long-
&c b. Approved Permits c. Rejected Requests c. 2 years Management terml 
L3025a Land Use, Oil and Gas Easements Permanent 1. Resource 1.A .1. Permanent 

lGeneral Correspondence]_ Management 
L3025b Land Use, Oil, & Gas Easements· b. 6 years 1. Resot1rce l .B. Te1nporary (long-
&c b. Approved Permits c. Rejected c. 2 years Manage1nent term) 

Requests 
L3027a Land Use, Roads and Road Rights of Permanent I . Resource l .A. I. Permanent 

Way lGeneral CorrespondenceJ Manage1nent 
L3027b Land Use, Roads and Road Rights of b. 6 years 1. Resource l .B. Temporary (long-
&c Way c. 2 years Management term) 

b. Approved Permits c. Rejected 
Requests 

L303la Land Use, Water, Sewer & Transmission Permanent 1. Resource 1.A. l . Perma11ent 
Lines I General Correspondencttl_ Management 

L3031b Land Use, Water, Sewer & Transmission 
. 

b. 6 years 1. Resource l .B. Temporary (long-
&c Lines b. Approved Permits c. 2 years Management term) 

c. Rejected Requests 
L32 Grants, UPARR, LWCF Permanent 8. National 8.B. Te1nporary (long-

Assistance term) 
Programs 

L3215 Land, Public, Cooperation, Including 15 years 1. Resource l .B. Temporary (long-
Administration, Planning and Management ter1n) 
Development 

L3217a Grant Application Files [unsuccessful] 3 years 8. National 8.D. Temporary, 3 years 
Assistance 
Programs 

L3217b Grant Application Files [accepted] Permanent 8. National 8.B. Temporary (long-
Assistance term) 
Programs 

L3219 Grant Case Files • Permanent 1. Resource l .A. l. Permanent 
Management 

L3219 Grant Case Files Permanent 8. National 8.8. Temporary (long-
. 

Assistance term) 
Program.s 

L34 Recreation Activities 15 years 1. Resource l .B. 'femporary (lo11g-
Manage1nent terraj_ 

L3415 Ca1nping [Permits] 15 years 1. Resource l .B. Te1nporary (long-
. Management term) 

L3417 Hiking & Riding [Permits] 15 years I. Resource l .B. Temporary (long-
Management term)_ 

L3423 Mountain Climbing [Permits] 15 years 1. Resource l .B. Temporary (long-
Manage1nent terml 

L3425 Water Sports [Permits] 15 years 1. Resource l .B. Temporary (long-
Management terml 

L3427 Winter Sports [Permits] 15 years 1. Resource l .B. Temporary (long-
Management terml 

L38 Aircraft Landing Sites 15 years 1. Resource 1.8 . Temporary (long-
Management terml 

• 
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Table 1: SuP'lfsed~d Diretjor-'s O.rde't #IJ T~le_J: Dir.e~<>r'§. OrdeJt #11D 
SupFC ]}tie Retention 

..... New c .. te, ory._ "Ne:w Fi~ Qq,_de 
L46 Navigation Facilities Sites 15 years 1. Resource l .B. Temporaty (long--

Management terml 
L48 Wilderness Areas a11d Research Reserves Permanent 1. Resource 1.A. l. Permanent 

Management 
L50 Geographic Place Names and Area 6 years 1. Resource 1.B. Temporary (long-

Terminology Management terml 
L54 Water Matters (Water Rights Compacts, Permanent 

. 
1. Resource l .A. l. Permanent . 

etcl Management . 

No code Water Right Dockets Permanent 1. Resot1rce l .A. l. Permanent 
Management 

L58a Proposed Areas [Accepted Proposals] Permanent 1. Resource l .A. l. Permanent 
Management 

L58b Proposed Areas [Rejected Proposals] 15 years l. Resource l .B. Temporary (long-
Management terml . 

-
L5815a National Wild and Scenic Rivers Permanent I. Resource l .A.1. Per1nahent 

lAccepted Proposalsl Management 
L5815b National Wild and Scenic Rivers 15 years 1. Resource I .B. Temporary (long-

lRejected Proposal~ Management terml . 
L5817a National Scenic Trails [Accepted Per1nanent 1. Resource l .A. l . Permanent 

ProposalsJ - Manage1nent 
L5817b National Scenic Trails [Rejected I5 years 1. Resottrce l .B. Temporary (long-

Proposalsl Management terml 
L60 Designated Areas Permanent 1. Resource l .A. I. Permanent 

Ma11agement • 

L6015 National Wild and Scenic Areas Permane11t I . Resource l .A. l. Permanent 
Management 

. 

L6017 National Scenic Trails Permanent 1. Resource I .A. I . Permanent 
Management 

L62 International Parks and Historic Sites Per1nanent I. Resource 1.A. l . Perma11ent 
Management . 

L66 Foreign Parks and Historic Sites 15 years 1. Resource l.B. Temporary (long-
Manage1nent terml 

L70 States and State Parks 15 years 1. Resource l.B. Ten1porary (long-
Management terml 

L7019 Cooperatio~, Including Administration, 15 years 1. Resource 1.B. Temporary (long-
Planning, and Development Management term)_ 

L7021 State Park Organizations 15 years .1. Resource l .B. Temporary (long-
Management tertnl 

L7023 Annual Records on State Parks and 15 years 1. Resource l .B. Ten1porary (long-
Related Areas Management terraj_ 

L7027 Lists of State Parks with Acreage and 15 years 1. Resource l .B. Temporary (long-
Accommodations Management terml 

L703l Fees and Charges 
. 

15 years 1. Resource l .B. Temporary (long-
Management terml 

L74 River Basin Studies and Activities Permanent 1. Resource l .A. l. Permanent 
Management 

L7419 Econo1nic a11d Recreational Benefits Permanent I. Resource l .A. l. Permanent 
Manage1nent 

L742I Notices of Public Hearings 2 years 1. Resource l .A. l . Per111anent 
Management 

L7423 Studies and Reports (Concerning BIR a11d Permanents 1. Resource I .A. I. Permanent 
C/E proiect~ Management 

' 
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Table' 1: Sl(perseded Director's' Order #19 rpabJe 2: Di11eetor's Orider ,#lfD 
-"-Sup F£ 'll!tle Retention New Cate~or~ ~ew Fiile Codp 
L7425 Dams and Dredging Permanent I. Resource I .A. I . Permanent 

Mana ement 
L7427 Other Studies and Reports Permanent 1. Resource 1.A. l. Permanent 

Management 
L76 Environmental Impact [EI] Permanent 1. Resource I .A. I . Permanent 

Management 
L7615 [EI] Policy, Procedures, Guidelines Permanent 1. Resource I .A. I. Permanent 

including EPA standards Management . 

L76I7 [EI] Statements and Studies conce1ni11g 15 years 1. Resource l .B. Temporary (long· 
NPS areas Management terml • 

L7619 [EI] Reviews of Statements and Studies 6 years after 1. Resot1rce I.D. Temporary: 3 years 
concerning other Federal agencies final action Management 

L7621 Reviews of [EI] Statements and Studies 6 years after 1. Resource l.D. Temporary: 3 years 
concerning other State & Private agencies final action Manageme11t 

M24I7a Antiquities Act Pertnit Files Permanent 1. Resot1rce l .A.2. Permanent 
Management 

M2417b Antiquities Act Permit Files [regional 6 years . I . Resot1rce l .B. Te1nporary (long· 
copyJ Management term) 

N. Natl!_ral and Social Scienc.es 
Nl4 Ani1nal and Plant Life Permanent 1. Resot1rce 1.A.2. Permanent 

Managernent 
Nl4I5· Nl4I5=Amphibians and Reptiles Permanent I . Resot1rce 1.A.2. Permanent 
Nl433 N1419=Birds Ma11agement 

Nl423 Fish 
. 

NI 427=Mammals 
Nl429=Insects and Invertebrates 
NI43l=Shrubs 
N1433- Plants 

N l6 Management of Natural Resources and Permanent 1. Resot1rce 1.A.2. Permanent 
Areas _[Ecological Impact]_ Management 

N1615· Nl615=Wildlife Permanent 1. Resource l .A.2. Permanent 
N1623 NI6I7=Plant Life Management 

N1619=Water Life . 

Nl621=Threatened and Endangered 
Species (pla11ts and animals) 
NI 623=Backcountry /Wilderness 
Management 

N22 Research Programs Permanent 1. Resource l .A.2. Permanent 
Management 

N2215· N22I5=Area Natural Science Research Per1nanent 1. Resource l .A.2. Permanent 
N2219 Plans Management 

N22 l 7=Social Scie11ce Research . 

N2219=Research Proposals and Prqjects 
N26 Natural Resources, Reports 3 years I. Resource I .B. Temporary (long· 

- Management terml 
N2615· N2615=[Natural Resources] Monthly 3 years 1. Resource l .B. Temporary (long-
N2623 N26 I 7=[Natural Resources] Quarterly Management term) 

N2619=[Natural Resources] Semi-Annual . 

N2621=[Natural Resources] An11ual 
N2623-=[Natural Resource~ Situation 

N30 Geological Features and Studies Permanent 1. Resource l .A.2. Permanent . 
' Management 
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l'~ble 1 : §µ,p'!_rspdpd Di~ectoris, Q.rder tf 1.9 I • Table-"-2: Di'rectoP'S,_ O.rd~ #11.D 
Sup FC Title Retention ~ew Cate_g_o~ New F'T:Ie ~odq_ 
N3019- N30 l 9=Paleontology (Fossils) Permanent 1. Resoutce l .A.2. Permanent 
N3043 N302 l =Seismology (Earthquakes) . Management 

N3023=Speleology (Caves) 
N3027=Volcanology 
N303 l =Glaciers (ice and frost action) 
N3035=Rocks and Minerals 
N3039=Thermal Features (geysers, hot 
springs, steam vents) 
N3043- Water _{fresh and Marin~ 

N36 Pollution/Environ1nental Quality Permanent 1. Resource l .A.2. Permanent 
Management 

N3615- N3615=Air .Permanent 1. Resource l .A.2. Per1nanent 
N3619 N3617=Water Management 

N3619=Land 
N40 Energy Research Permanent 1. Resource l .A.2. Permanent 

. Management 
N42 Weather and Climate [Studies, Permanent 1. Resource l.A.2. Permane11t 

ObservationsJ Manageme11t 
N44 Natural Landmarks Permanent 1. Resource l .A.2. Permanent 

Management . 
N46 Social and Economic Sciences Permanent 1. Resource l .A.2. Permanent 

. Management 
N4615- N4615=Visitor Use Surveys and Statistics . Permanent 1. Resource l .A.2. Per1nanent 
N4621 N4617=Demography (Vital & Social Management 

Statistics) 
N46 l 9 Economics 
N4621 =Assessments 

N50 Pest and Weed Control Permanent I. Resource l.A.2. Permanent 
Management 

N54 Soil and Moisture Control Permanent 1. Resource l .A.2. Permanent 
Management 

P, Personnel 
P14a Individual Official Personnel Files OPF rules NIA GRS 1.1 

jPapers on right-hand side]_ 
Pl4b Individual Official Personnel Fjles Employee 10. Management 10.D. Temporary, 3 . 

[Papers on Left-Hand Side] transfer or 2 and Accountability years [GRS 1.10] 
years 

Pl4c Individual Official Personnel Files OPF or 2 years 10. Management 10.C. Temporary, 7 
.fAnnual Performance Review] and Accountability _years 

Pl815 [OPM] Rules and Regulations and WNLN 10. Management 10.D. Temporary, 3 
Related Correspondence and Accountability years 

Pl819 (OPM Laws, Rules, Regulations] 2 years HQ, 3 10. Management 10.D. Temporary, 3 
I11terpretation _years field and Accountability years 

P1821 [OPM] lnspections (CSC and Civil wso 10. Management 10.D. Temporary, 3 
Servicel and Accountability years 

P22 Applications and Inquiries for . 3 years 10. Management 10.D. Temporary, 3 
Employment and Accountability _years 

P2215 Permanent Positions 3 years 10. Management 10.D. Temporary, 3 
and Accountability years 

P2217 Temporary Positions 3 years 10. Management 10.D. Temporary, 3 
and Accountabil ity years 
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Table 1: Superseded Director's Order #19 Table 2: Director's Order #llD 
SupFC Title Retention NewCate ory New File Code 

P26 Reports [Personnel] 3 years 10. Management 10.D. Temporary, 3 
and Accountability _years 

P2615 [Personnel] Monthly Reports 3 years 10. Management 10.0. Temporary, 3 
and Accou11tability years . 

P2617 [Personnel] Quarterly Reports 3 years 10. Management 10 .D. Temporary, 3 
and Accountability _years 

P2619 [Personnel] Semi-annual Reports 3 years 10. Management 10.D. Temporary, 3 
a11d Accountabili!Y_ _years 

P2621 [Personnel] Annual Reports 3 years 10. Management 10.0. Temporary, 3 
. and Accountability _years 

P2623 [Personnel] Situation Reports 3 years 10. Management 10.D. Temporary, 3 
and Accountability years 

P30 Appointment Requirements and 5 years 10. Management 10.C. Ternporary, 7 
Procedures and Accountability years 

P32a Classification, Position [Correspondenc~ 5 years 10. Management 10.C. Temporary, 7 
relating to development of standards for and Accountability years 

. classification] 
P32b Classification, Position [Standards] 5 years 10. Management 10.C. Tempor'ary, 7 

and Accountability years 

P32c Classification, Position [position 5 years I 0. Management 10.D. Temporary, 3 
descriptions] and Accountability years 

P3415 [Compensation] For Injury 6 years 10. Management 10.C. Temporary, 7 
and Accountabil ity years 

P3419- P34 l 9=[Compensation] For Overtime 3 years I 0. Management 10.D. Temporary, 3 
P3423 P342l=[Compensation] For Hazard Pay and Accountability years 

P3419=[Compensation] For Duty at 
Remote Work Sites 

P36 Conduct of Officers and Employees wso 10. Management 10.D. Temporary, 3 
and Accountability years 

P38 Performance Ratings Program and 3 years 10. Management 10.D. Temporary, 3 
Procedures and Accountability years 

P4015 [Employee] Welfare [health & life 3 years 10. Management 10.D. Temporary, 3 
insuranctj_ and Accountability years 

P4019 Employee Relations [correspondence & 3 years 10. Management 10.C. Tetnporary, 7 
counseling] and Accountability y_ears 

P402la Labor-Management Relations [Labor - 1_5 years 10. Management 10.B. Tetnporary, 15 
Manageme11t Agreements] and Accountability _years 

P4021b Labor-Management Relations 5 years 10. Manageinent 10.C. Temporary, 7 
l Arbitration Casetl and Accountability years 

P4215 [EEO] Affirmative Action Plan 5 years or 10. Management 10.C. Temporary, 7 
WNLN and Accountability years 

P4217a Discrimination Complaints [when 4 years 10. Management 10.C. Temporary, 7 
resolved in agencyJ and Accountabili!Y_ years 

P4217b Discrimination Complaints [when OPM schedule 10. Management 10.C. Temporary, 7 
resolved by USCSCl and Accountability years 

P4217c Discrimination Complaints [All Other 1 year 10. Management 10.D. Temporary, 3 
Copietl 

. 
and Accountability years 

P4217d Discrimination Complaints [All 2 years 10. Management 10.0. Temporary, 3 
Background Documents] and Accountability years 

• 
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T3b1! 1: Sup·ers1ded Di~eqto'l·'s @_!~er #19 
I • 

T41ble~l: Director'~ Ord-'-er 1#11D 
S,u FC Title Rttentlon NeJV C~te,srq_d Nt\W File €ode 
P4219 Special Programs 5 years 10. Management 10.C. Temporary, 7 

and Accountability _years 
P44 Incentive A ward Programs 2 or 3 years 10. Management 10.D. Temporary, 3 

and Accountability years 
P4415 [Incentive A wards Programs] Procedt1res 2 years l 0. Management 10.D. Temporary, 3 

and Accountability _years 
P4417a [Ince11tive A wards Programs] Merit 3 years 10. Manage.ment 10.D. Temporary, 3 

Awards [Correspondenctj_ and Accountability years 
P4417b [Incentive Awards Programs] Merit 2 years 10. Manage1nent 10.D. Te1npora1y, 3 

A wards l A wards] and Accountability years 
P4419a [Incentive A wards Programs] Suggestions 3 years 10. Management 10.D. Temporary, 3 

l CorrespondenceJ and Accountability _years 
P4419b [Incentive Awards Programs] Suggestions 2 years 10. Management 10.D. Temporary, 3 

rsu estions _(_Case Files b_y Individualill_ and Accountability years 
P48a Examinations [Correspondence other than 3 years 10. Management 10.D. Tempora1y, 3 

medica[ and Accountability _years 
P48b Examinations [For1ns & Correspondence] 6 years 10. Management 10.C. Te1nporary, 7 

and Accountability _y_ears 
P52 H.ot1rs and Tours of Duty 3 years 10. Manage1nent 10.D. Temporary, 3 

and Accountability _yea1~ 

P56 Identification of Employees 3 months 10. Management l 0.D. Temporary, 3 . 

and Accot1ntability _y_ears 
P60 Leave 3 years 10. M.anagement 10.D. Temporary, 3 

. and Accountability years 
• 

P6015- P60 l 5=Annual 3 years 10. Management 10.D. Temporary, 3 
P6043 P601 9=Juty and Accountability years 

P6023=Military 
P6027=Sick 
P603l=Without Pay 

. P6035=Compensatory 
P6039=Holiday 
P6043=S_Q_ecial Occasions 

P64 Personnel Procedures and Records 3 years 10. Management 10.D. Temporary, 3 
and Accountability years 

P68 
• 

Promotion, Career Development and wso 10. Management 10.D. Temporary, 3 
Placement and Accountability _y_ears 

P72a Recruitment and Certification 3 years 10. Management 10.D. Temporary, 3 
!Correspondence} and Accountability _y_ears 

P72b Recruit1nent and Certification 3 years 10. Management 10.D. Temporary, 3 
!Recruitment for Specific Position~ and Accountability _y_ears . 

P72c Recruitment and Certification 2 years 10. Management 10.D. Temporary, 3 
lCertificat~s of Eligible~ and Accountability years 

P74 Restrictions on Employment 3 years l 0. Managetnent 10.D. Temporary, 3 
and Accountability _years 

P76 Reemployment 3 years 10. Management 10.D. Tetnporary, 3 
• 

and Accountability _years 
P78 Retirement 3 years 10. Management 10.D. Temporary, 3 

and Accountability years 
P80 Separation 3 years 10. Management 10.D. Temporary, 3 

and Accountability years 

• 
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P82 Statistics 2 years 10. Management 10.D. Temporary, 3 
and Accountability _years 

.P84 Status 3 years 10. Management 10.D. Temporary, 3 
and Accountability years 

P86 Training 5 years or WSO 10. Management 10.C. Temporary, 7 
and Accountability years 

P8615 In-Service [Training] 5 years or WSO 10. Management 10.C. Ternporary, 7 
and Accountability _years 

P8617 Interagency Facilities [Training] 5 years or WSO 10. Management 10.C. Temporary, 7 
and Accountability _years 

P8619 Non-Government Facilities [Training] 5 years or WSO 10. Management 10.C. Te1nporary, 7 
and Accountability years 

P88 Transfers/Details/Reassignment 3 years 10. Management 10.D. Temporary, 3 
and Accountability _years 

P8815 Within Service 3 years 10. Management 10.D. Temporary, 3 
and Accountability _years 

P8819 Outside Service 3 years 10. Management 10.D. Temporary, 3 
and Accountability _years 

• 

P90a Wage Board Matters [Policy WNLN 10. Management 10.D. Tempora1y, 3 
Correspondencel and Accountability _years 

P90b Wage Board Matters [Wage Rate 3 years I 0. Management 10.D. Ten1porary, 3 
Schedules and Related Correspondence} and Accountability years 

P90c Wage Board Matters [Wage Survey Files] After 10. Management 10.D. Te.mporary, 3 
co1npletion of and Accountability years 
second 
succeeding 
Wage Surv~ . 

P92 Uniform Standards (including grooming) WNLN 9. Information and 9.B. Temporary, 15 
Image years 
Management 

P94 Volunteer Employment Program [Policy WNLN 10. Management 10.A. Permanent 
Correspondence] and Accountability 

P94 Volunteer Employment Program WNLN 10. Management 10.C. Temporary, 7 
and Accountability _years 

S. Su~ie~ Procurement, and Property 
Sl4 Animals 2 years 1. Resot1rce l .B. Temporary (long-

Management terml 
Sl8 Historic Building Furniture and 2 years 1. Resource 1.8 . Temporary (long-

Accessories Management terraj_ 
S22 Construction and Maintenance Supplies 2 years 1. Resource 1.8. Temporary (long-

Management ter1n)_ 
S24 Communications Equipment 2 years 1. Resource 1.8 . Temporary (long-

Management term)_ 
S26 [Property] Reports 2 years 10. Management 10.D. Temporary, 3 

and Accountability _years 
S2615- S26 l 5= [Property] Reports, Monthly 2 years 10. Management 10.D. Temporary, 3 
S2623 S2617= [Property] Reports, Quarterly and Accountability years 

S26 l 9= [Property] Reports, Semi'.-Annual 
S2621 = [Property] Reports, Annual 
S2623= [Property] Reports.1._ Situation 

S28 Drafting and Engineering Supplies 2 years 10. Manage1nent 10.C. Temporary, 7 
and Accountability years 



REIM Guide: Module 2 - The 1953 Recordkeeping System 
• 34 

Table 1: Superseded Director's Order #19 Table 2: Director's Order #llD 
SupFC Title Reten~on New Cate '!!I. New File Code 

S30 Explosives 2 years 10. Management 10.C. Temporary, 7 
and Accountability years 

S32 Fire Fighting Equipment 2 years 10. Management 10.C. Temporary, 7 
and Accountability _years 

S34 Firearms and Ammt1nition 2 years 10. Management 10.C. Temporary, 7 
and Accountability years 

S38 Fuels 2 years I 0. Manage1nent 10.C. Temporary, 7 
and Accountability years 

S46 Library 
. 

2 years 10. Manageme11t 10.C. Te111porary, 7 
and Accountability years 

S4615 Library Eqt1ipment 2 years I 0. Management 10.C. Temporary, 7 
and Accountability years 

S46 l9 Library Publications 2 years 10. Management 10.C. Temporary, 7 . 
and Accountability _years 

S50 License Plates and Tags 2 years 10. Management 10.C. Temporary, 7 
and Accountability _years 

S54 Medical [Supplies] 2 years 10. Management 10.C. Temporary, 7 
and Accountability _years 

S58 Motor-Driven or Propelled Equipment 3 months/3 10. Management 10.D. Temporary, 3 
_years and -Accountability years 

S5815- S58 l 5=Aircraft 2 years/3 years 10. Management 10.D. Temporary, 3 
S5835 S5819=Automobiles, Trucks, and Accountability years 

Motorcycles 
S5823=Boats 
S5831 =Road Construction and 
Maintenance Equipment 
S5835=Use of . 

S5815- Correspondence 2 years l 0. Management 10.D. Temporary, 3 . 
35a and Accountability years 
S581 5- Operations Records Relating to Gas & 3 months 10. Management 10.D. Temporary, 3 
35b Oih Dispatching & Scheduling and Accountability _years 
S5815- Maintenance Records 1 year 10. Management 10.D. Temporary, 3 
35c and Accountability _years 
S5815- Motor Vehicle Operations (Including 3 years l 0. Manage1nent 10.D. Temporary, 3 
35d Driver tests, etc:2_ and Accountability years 
S62 Office (Supplies] 2 years 10. Management 10.C. Temporary, 7 

and Accountability _years 
S6215 Furniture and Accessories 2 years 10. Management 10.C. Te1nporary, 7 

and Accountability _years 
S6219 Forms (Stock Only) 3 1nonths 10. Managen1ent 10.C. Temporary, 7 

and Accountability years . 

S6223 Machines 2 years 10. Management 10.C. Temporary, 7 
and Accountability years 

S6227 Stationery 2 years 10. Management 10.C. Tetnporary, 7 
and Accountability years 

S6615 [Optical Equipment] Binoculars and 2 years 10. Management 10.C. Te1nporary, 7 
Telescopes and Accountability years 

S66 19 (Optical Equipment] Microscopes 2 years 10. Management 10.C. Temporary, 7 
and Accountability _years 

S7015 [Photographic and Sound Equipment] 2 years 10. Management 10.C. Temporary, 7 
Cameras and Projectors and Accountability _years 
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S7019 [Photographic and Sou11d Equipment] 2 years 10. Management 10.C. Temporary, 7 
Films and Slides and Accountability years 

S72 Procure1ne11t 6 years 3 10. Management 10.C. Temporary, 7 
months or 3 and Accountability years 
years 

S7215 [Procurement] Instructions and Permanent 10. Management 10.A. Permanent 
Procedures and Accountability 

S7217a [Procurement] Construction Contracts. 20 years until 1. Resource l .B. Tetnporary (long-
Technical Files (Nl-79-89-ll 2010 Management tertnl 

S7217b [Procurement] Construction Contracts, 6 years, 3 1. Resource I. C. Te1nporary, 15 
routine procurement _(N 1-79-89- ll months Management years 

S7219a Professional Services (A&E) Contracts 10 years until 1. Resource 1.8. Temporary (long-
Technical Files (N 1-79-89-ll 2000 Management terraj_ 

S7219b Professional Services (A&E) Contracts 6 years, 3 1. Resource l .C. Temporary, 15 
rot1tine procurement, (N 1-79-89-1 l months Management years 

S7221 [Procurement] Research Contract 6 years, 3 1. Resource 1.8. Temporary (long-
months or 3 Management term) 
years 

S7223 St1pply and Equipment Contracts 6 years 3 10. Management 10.C. Temporary, 7 
months or 3 and Accountability years 
years 

S7225 Personal Services Contracts 6 years 3 10. Management 10.C. Temporary, 7 
months or 3 and Accot1ntability years 
years 

S7227 Purchase Orders 6 years 3 I 0. Manage1nent 10.C. Temporary, 7 
. months or 3 and Accountability years 

years 
S7229 [Procurement] Bjdders List wso 10. Management 10.D. Temporary, 3 

and Accountabil ity years 
S7231 . [Procurement] Federal Supply Catalogs, wso 10. Management 10.D. Temporary, 3 

Schedules, and Manufacturers Catalogs and Accountability years 
S7415a [Property Accountability] Real Property Permanent 4. Park Facilities 4.A. Permanent 

.[Plant Account Cards/Ledgertl Obsolete and Maintenance 
S7415b Real Property [work papers used in 2 years 4. Park Facilities 4. C. Temporary, 7 years 

accumulating accounting data] and Maintenance 
• S7417 Disposal of Real Property Permanent 1. Resource 1. A. I. (Lands) 

Management & Permanent 
Lands 1. A. 2. (Resources) 

Permanent 
S7417a Disposal of Real Property [Excess 3 years 4. Park Facilities 4. C. Temporary, 7 years 

Property Reports] and Maintenance 
S7417b Disposal of Real Property [Property 3 years 4. Park Facilities 4. C. Temporary, 7 years 

Disposal Case Filesl and Maintenance 
S7419a [Personal Property] Correspondence 3 years I 0. Management 10.D. Temporary, 3 

and Accountability years 
S7419b [Personal Property] Automated WSO 10. Management 10.D. Temporary, 3 

Equ!Q_ment Inventory • and Accountability years 
S7419c [Personal Property] Working Papers After 10. Management 10.D. Temporary, 3 

verification and Accountability years 
S7421 Disposal of Personal Property 3 years 10. Management 10.C. Temporary, 7 

and Accountability _y_ears 

• 
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S7421a Correspondence 2 years 10. Management 10.C. Temporary, 7 
and Accountability years 

S742lb Excess [Personal] Property Reports 3 years 10. Managen1ent 10.C. Temporary, 
and Accottntability 7years 

S7421c Sales of Surplus Property Case Files 6 years 3 10. Managetnent 10.C. Temporary, 7 
months or 3 and Accountability years 
_years 

S7423 Eqt1ipment Replacement Program 3 years 10. Management 10.D. Temporary, 3 
and Accountability years 

S78 Safety Equipment 6 years, 3 10. Management 10.C. Temporary, 7 
months or 3 and Accountability years 
years 

S82 Signs, Markers, Traffic Devices, Flags, 2 years 9. Information and 9.B. Temporary, 15 
and Pennants Image years 

Management 
S84 Stenographic Services 6 years 3 10. Management 10.C. Temporary, 7 

months or 3 and Accountability years 
_years 

S90 Shipments (Bills of Lading/Invoices) 3 years 10. Management 10.C. Temporary, 7 
and Accountability _y_ears 

S94a· Unifor1ns [Policy Correspondence] ' 15 years 9. lnformation and 9.A.2. Permanent 
Image 
Management 

S94b [Uniforms] Specific Orders and Related 6 years 3 l 0. Management 10.C. Temporary, 7 
Correspondence months or 3 and Accountability years 

_y_ears 
S98 Weed and Insect Control Products and 6 years 3 10. Management 10.C. Temporary, 7 

Animal Repellents months or 3 and Accountability years 
_years 

W. Laws and Le~al Matters 
Wl8 Decisions 15 years 10. Management 10.B. Temporary, 15 

_._ and Accountability _years 
Wl81 5 [Decisions] Attorney General 15 years 10. Management 10.B. Temporary, 15 

and Accountabil ity _years 
Wl819 [Decisions] Comptroller General 15 years 10. Management 10.B. Temporary, 15 

and Accountability years 
W1823 [Decisions] Solicitor 15 years 10. Management 10.B. Temporary, 15 

and Accountability years 
W1827 [Decisions] Chief Counsel 15 years 10. Manage1nent 10.B. 'f emporary, 15 

and Accountability years 
W22 Final Opinions and Orders 3 years 10. Management 10.D. Temporary, 3 

and Accountability years 
W24 Federal Register Submissions 2 years or when I 0. Manage1nent 10.D. Temporary, 3 

put in CFR and Accountability years 
W26 [Legal] Reports • 3 years 2. Protection and 2.D. Temporary, 3 years 

Safety 
W2615 [Legal] Monthly [Reports] 3 years 2. Protection and 2.D. Temporary, 3 years 

Safety 
W2617 [Legal] Quarterly [Reports] 

. 
3 years 2. Protection and 2.D. Temporary, 3 years 

Safety 
W2619 [Legal] Semi-Annual [Reports] 3 years 2. Protection and 2.D. Temporary, 3 years 

Safety 
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W2621 [Legal] Annual [Reports] 3 years 2. Protection and 2.D. Temporary, 3 years 
Safety 

W2623 [Legal] Situation [Reports] 3 years 2. Protection and 2.D. Temporary, 3 years 
Safe!}'._ 

W28 Executive Orders and Proclamations wso 10. Management 10.D. Temporary, 3 
and Accountabil ity years· 

W30 Jurisdiction Permanent 2. Protection and 2.A.1. Perma11ent 
Safety 

W32 Civil Litigation/Court Procedures Permanent 2. Protection and 2.A. l . Permanent 
Saf~ 

W34 Law Enforcement Permanent 2. Protection and 2.A. L. Permanent 
Safety 

W3415 Violations of Regulations 1 year I 5 2. Protection and 2.D. Temporary, 3 years 
_years/WNLN Safety 

W3417 Accident Investigation . 6/15 years 2. Protection and 2.D. Temporary, 3 years 
Safety 

W3419 Commissioners/Magistrates 6 years or 2. Protection and 2.D. Temporary, 3 years 
. 

WNLN Safety 
W3421 Expungement Orders 15 years 2. Protection and 2.D. Temporary, 3 years 

Safety NOTE: File in the . 

related case file and 
• 

maintain for its 
appropriate retention. 

W3423 State & Local Laws and Regulations . 15 years 2. Protection and 2.D. Temporary, 3 years 
Safety 

W3425 Alcohol and Speed .Devices 15 years 2. Protection and 2.D. Te1nporary, 3 years . 
Safety 

W3427 Drunk Driving 15 years 2. Protection and 2.D. Temporary, 3 years 
Safety 

W38 Legislation 6 1. Resource l .A.2. Permanent 
years/WNLN/ M.anagement 
wso 

W3815 Proposed [Legislation] 6 1. Resource l .A.2. Permanent 
. years/WNLN/ Management 

wso 
W3823 Enacted [Legislation] 6 1. Resource l .A.2. Permanent 

years/WNLN/ Management 
wso 

W42 Special Regulations (Title 36, CFR, Parts 2 years or when 10. Management 10.D. Temporary, 3 
7-60) inCFR and Accountability years 

W46 General Regulations (Title 36, CFR, Parts 2 years or when 10. Management 10.D. Temporary, 3 
1-6) in CFR and Accountability years 

W48 Procedures and Policies 15 years 2. Protection and 2.C. Temporary, 7 years 
• Safety 

W481 5 Beats/Patrol Areas 15 years 2. Protection and 2.D. Te1nporary, 3 years 
Safety 

W4817 Prisoner Processing 15 years 2. Protection and 2.D. Temporary, 3 years 
Saf~ 

W4819 Court Procedures 15 years 2. Protection and 2.D. Temporary, 3 years 
Saf~ 

Y. Forestry 
• 

• 
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Y14 Wildland Fire Management Permanent 3. Fire NOTE: Fire records are 

Management covered by Nl-95-05-2, 
an interagenc_y schedule. 

Y1415 Prevention Permanent 1. Resource l .A.2. Per1na11ent 
• 

Management 
Yl417 Presuppression Permanent 1. Resource l .A.2. Permanent 

Management 
Yl419 Suppression Permanent 3. Fire NOTE: Fire records are 

' Management covered by Nl-95-05-2, 
- an interagency schedule. . 

Yl421 Prescribed Fire Permanent 1. Resource l .A.2. Permanent 
Management 

Yl8 Forestry and Range Conservation and Permanent 1. Resource l .A.2. Permanent 
Management Management 

Y1815 Trees and Forests 
' 

'Permanent 1. Resource l .A.2. Permanent 
Management 

Yl819 Range Per1nanent 1. Resource l.A.2. Permanent 
• 

Management 
Yl823 ' Reforestation and Rehabilitation Permanent 1. Resot1rce l .A.2. Permanent 

Management 
Y26 Reports Permanent 3. Fire NOTE: Fire records are 

Management covered by Nl-95-05-2, 
an interagenc_y schedule. 

Y2615 Monthly Permanent 3. Fire NOTE: Fire records are 
Management covered by Nl-95-05-2, 

an interagenc_y schedule. 
Y2617 Quarterly Permanent 3. Fire NOTE: Fire records are 

Management covered by Nl-95-05-2, 
an interagen9'.'_ schedule. 

Y2619 Semi-Annul Permanent 3. Fire NOTE: Fire records are . 
Management covered by Nl-95-05-2, 

. an interagency schedule . 
Y2621 Annual • Perma11ent 3. Fire NOTE: Fire records are 

Ma11agement covered by Nl-95-05-2, 
an interagency schedule. 

• Y2623 Situation Permanent 3. Fire NOTE: Fire records are 
Management covered by Nl-95-05-2, 

. an interagency scl1edule . 
' 

Y34 Products, Including Wood Utilization and Permanent 1. Resource l .A.2. Permanent 
Tirnber Cutting Mar1age1nent 

Y42 [Forestry & Fire] Statistics 6 years or 1. Resource l .A.2. Permanent 
WN-LN Management 

Y42 [Fire] Statistics . 6 years of 3. Fire NOTE: Fire records are 
WNLN Management covered by Nl-95-05-2, 

an interagenc_y schedule. 


