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/ REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 

1. FROM (Agency or establishment) 


Deparbnent of Health and Human Services 

2. MAJOR SUBDIVISION 


Agem!y for Healthcare Research and Quality 

3. MINOR SUBDIVISION 


~ME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE 


Jlill,t_J:J. /I~ .1//y/o;>.. 
Shelly • Anderson 	 301-596-1304 

6. AGENCY CERTIFICATION 

••' 
LE'AVEBLrANKINARAuseonlv• 

JONUMBER
I -510 - 0'J- - I 

DATE D~c7~vED 
t/, '/714.:i_ 

1 NC>TIFICATION TO AGENCY 

In accordance with the provisions of 44 
U.S.C. 3303a the dlsJ>osition request, 
including amendments, is a~roved ex~t 
for items that ma~e mark ·~osition 
not approved" or 'thdrawn" in umn 10. 

DATE ~!? 1IVISTOFTH~ES 

t,-3-oc/ ,t'~ 
,Ve 

I hereby certify that I am authorized to act for this agency in matters p~ to e disposition of its records 
and that the records nroposed for disposal on the attached ....a__ page(s) are not now needed for the business 
of this a~cx or wi not be needed after the retention reriods syeC:ifi.ed; and that written concurrence from 
the General ccounting Office, under the provisions o Title 8 o the GAO Manual for Guidance of Federal 
Agencies, 

Ii:) is not required; 0 is attached; or 0 has been requested. -DATE 	 TITLEz~m:REPRES~ATIVE 

APR 18 3102 • rent ce , 1rrf'-; · HHS Records Manager 

7. 	 9.GRSOR 10.ACTION 
ITEM 	 6. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN ftjARA
NO. JOB CITATION USEC LY) 

Approval is requested to revise/modify/update Items 9 

and 10 in the AHRQ Disposition Schedule Nl-510-94-1. 

~""' Number 9 is revised to modify the description of 

the f' e~, ~"- office of record, and the disposition 

from pemanent to •• Item Number 10 which was 

previously described as "reserve~ontains a 

finite description and disposition. Jfl/e1t,µi/ i'lHfl. 


,411.d( .;;,;J ·~""~ Please see attached. 

P# /I, - ~ • . . '17 w fi7 .J>, no J 1'v1F • '7Ju)/1'1uJ 
C/ r115.109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3 .91)

PREVIOUS EDITION NOT USABLE Prescribed by NARA 
36CFR 1228 
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RETENTION SCHEDULE 

Executive Secretary Controlled Correspondence Svstem 


Nl-510-94-1 


The Agency for Healthcare Research and Quality's (AHRQ) Executive Secretariat 
(Exec Sec) Controlled Correspondence System is used to maintain and track 
documents including those originating from inside the Agency addressed to the 
Director or Deputy Director for approval, and those originating outside the Agency 
that require action or a response. 

Exec Sec Controlled Corre ondence Files. Files consist ofpaper copies of 
co dence and related background documents that are signed by the Director, 
Deputy D" or the Office and Center Directors. Files include responses to 
requests from withiii tside the Agency for review and comments on 

d d by• documents; requests for appro rogram activities by AHRQ offices and 
8~e;e e ·WB· rri)ytiters; congressional inquiries; and in · · s from private industry and private 
l'l'V'" IV-2011olvvvv ~ltizens. The files are referred to as "C" (Corre ence - originating outside of 
DAT/E (M/:M/D ). the Agency prior to 1999), "D" (Documents/requests on · · within the 
J0")5 Wl't Agency) and/or "CTS" (Correspondence Tracking System - the t ed afterL I 

1999 to refer to correspondence originating outside of the Agency). (Sup1filse4eL 
Nl-510-94-1, Item 9). 

D RMANENT. Cut off at end ofcalendar year. Retire to 
records center 3 years after cu r to National Archives 10 years after 
cut off. 

(Before records are retired to records center, AHRQ's legal advisor will be 
contacted to determine ifany records that qualify for retirement should be 
maintained at AHRQ site.) 

Electronic Data and Ima e Files. Consists ofdata such as correspondence ID 
n subject, to/from, signature information, assigned to, due date, subject, 
commen , tered by, entry date, date completed, and any updated information. 
Files also inclu ed images of incoming and outgoing correspondence. 
Data is entered manu d from scanned imaging program. (Supersedes NI

. il0-94-1, Item 10) Superseded by: 

CW\-@0-2J)IJ-tXXS-DOOI a Record keeping copy. 
DATE {MMiDD/YY'VV):. 

10 /VS /2JJl=t DISPOSmON. PERMANENT. Cut off at end ofc year. Transfer to . ' National Archives 3 years after cutoff (at time that paper cop1 , em !. are 
retired to a records center), in a format complying with NARA re · s (36 
Code ofFederal Regulations (CFR) 1228.270): transfer ofmachine-readab 
records to National Archives. 
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Superseded by: 

.1M-e.1'6-2.011.1-001lp-C0?2. 
DATE (MM/DD/VVYY): 

01/w11
I 

DISPOSmON. TEMPORARY. De no longer needed for 
operational purposes or at time of transfer ofltem , ational Archives, 
whichever is later. 'iv 

Supersede 

IW!-ll5'/D-l?!r-®3-(JOOI C::--illQCJl@entation. Contains data dictionaries, program codes and record 
DATE(MM/DDIVVYY): layouts for elds, user manuals, glossaries for program terms and 
ID f')5 / ')JJ rt acronyms, or related ma · eded to use and understand Item 10. 

DISPOSmON. PERMANENT. Transfer to Natal:tJntiL,a~ 
corresponding electronic data files, Item ~ j.o.

d. 	 Outputs. Regular and ad hoc reports on overdue actions or responses, or 
printed images ofcorrespondence. 

DISPOSmON. TEMPORARY. File with appropriate record series or 
destroy or delete when no longer needed for administrative, legal, fiscal, or 

--"-"erence P1:1rJJOSes, as applicable. 

Superseded by: B k El · · · ed · th · dam ede. ac -up 	 ectroruc copies retam m case e 1s ag or 
OOA-&l?S-20f lo=OO!lp-QQ'52. inadvertently erase . 'le identical to records uled for transfer to 


DATE (MM/DDNYYY): National Archives. 

Dlhprt 	 &(2:

I 

~·n...i Processing and Electronic Records. Electronic copies ofrecords that are 
create lectronic mail and word processing systems and used solely to 
generate a rec eeping copy of the records covered by the other items in this 
schedule. Also incl ectronic copies ofrecords created on electronic mail 

Superseded by: 	 ~d wo:ci ~rocessing systems are maintained for updating, revision, or 

IM-&$-JOlfe·fJ()lk~zemmation. 
DATE (MM/DDNYYY): 

Copies that have no further administrative v er the record keeping Or/'l.O I=t 	 a. 
I 	 copy is made. Includes copies maintained by indivi in personal files, 

personal electronic mail directories, or other directories on ·--~ 
network drives, and copies on shared network drives that are use 
produce the record keeping copy. 
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DISPOSmON. TEMPORARY. Destroy/delete within 180 
llllJis.Q,!!'er the record keeping copy has been produced. 

b. Copies used for dissemination, · sion, or updating that are maintained 
Superseded by: in addition to the record keeping copy. 

VAd-Girib-W/b-OO/b-fC02_ 
DATE (MM/DD/YVYY): DISPOSmON. TEMPORARY. Destro~elet1 

O"fh.O I'f dissemination, revision, or updating is completed. 
' 

At time oftransfer to the National Archives duplicative, fragmentary, non record materials, and 
those covered by the GRS may be disposed without further permission from AHRQ. 




