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§ 101-11.000 Scope of part. 
This part prescribes policies and 

Promulgates Amnia( ds, procedures. end• 
techniques for the economical and effi-
cient menagement, of records of Federal 
agencies. 
Subpart 101-11.1—Federal Records; 

General 

§ 101-11.101 General proclaims*. 
§ 101-11.101-1 	Authority. 

The regulations in this subpart are Is-
sued pursun of to the authority contained 
in the Act of July 7.1943, as amended (44 
U B.C. 306-376.37R-380 hereinafter re-
ferred to as the Records Disposal Act, 
and the records provisions of the Federal 

Property and Administrative Servrees Act 
of 1949, as amended (44 U.S.C. 301-390, 
39T-401). 

101-11.101-2 Applicability. 
The regulations In this subpart apply 

to all Federal agencies to the extent pro-
sided in the Acts cited in § 101-11.101-1, 

-except that the disposal of court records 
sh • A' he in accordance with the provisions 
of 4tt U.S.C. 457. Section 3 of the Fed-
eral Property and Administrative Serv-
ices Act. (40 U S.C. 472) defines "Federal 
agency" as "any executive agency or any 
establishment in the legislative or Judi-
cial branch of the Government 'except 
the Senate, House of Representatives, 
and the Architect of the Capitol and any 
activities under his direction)." The 
same section defines "executive agency" 
as "any executive department or inde-
pendent establishment In the executive 
branch of the Government, including 
any wholly owned Government corpora-
tion." 

§ 101-11.101-3 Records de filled. 

(a) Section 1 of the Records Disposal 
Act (44 U.S.C. 3061 defines the term 
"records." as applied to the disposition 
of records, to include "all books, papers. 
mope. photographs, or other documen-

„taly materials. regardless of physical 
form or chnractertstics, made or received 
by any agency of the United States Gov-
ernment In pursuance of Federal law or 
in connection with the transaction of 
public business and preserved or appro-
priate for preservation by that agency 
or its legitimate successor as evidence 
of the organization. functions, policies,  

decisions. procedures, operations, or • 
other activities of the Government oz. 
because of the informational value CR 
data contained therein. Library and 
museum material made or acquired and 
preserved solely for reference or exhibi-
tion purposes, extra copies of documents 
preserved only for convenience of nettates-
ence. and stocks of publications and of 
processed documents are not included 

'within the definition of the word 'rec-
ords' • • •” 

(b) This definition also applies to the 
term "records" when used in the Federal 
Records Act of 1050, by virtue of section 
511(a) thereof (44 U.S.C. 401(a) ). The 
Federal Records Act of 1950 was enacted 
as Title V (sections 501-511) of the Fed-
eral Property and Administrative Serv-
ices Act of 1949, as amended (44 U.S.C. 
301-390,397-401) . 

§ 101-11.101-1,  Report. to the Pres-
ident and the Congress. 

Section 508(b) of the Federal Records 
Act of 1950 (44 U.S.C. 398(b)) provides: 
"The Administrator shall, whenever he 
finds that any provisions of this title 
have been or are being violated. Inform 
in writing the head of the agency con-
cerned of such violations and make rec-
ommendations regarding means of cor-
recting them. Unless corrective meas-
ures satisfactory to the Administrator are 
inaugurated within a reasonable tame, 
the Administrator shall submit a written 
report thereon to the President and the 
Congress." 

§ 101-11.102 Agency record* manage-
meat programs. 

101-11.102-1 Authority. 

Section 508(b) of the Federal Records 
Act of 1950 (44 U.S.C. 396(b) ) requires 
the head of each Federal agency to es-
tablish and maintain an active, continu-
ing program for the economical and 
eMcient management of the records of 
the agency. 

§ 101-11.102-2 Program content. 
Agency programs shall, among other 

things, provide for: 
(a) Effective controls over the cre-

aUon, the organli.s.Linn, maintenance and 
use, and the disposition of all agency 
-records. 

(b) Cooperation with GSA In develop-
ing and applying standards, procedures, 
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and techniques designed to improve the § 101-11.102-6 Liaison offices. 

continuing value, and facilitate the 7  
segregation and disposal of all records of 

management of records. assure the main,. 
tenartee and security of records of 

temperer %Wee. 

the rerniletiorei Vatted thereunder. 
the Federal Records Act of 1950 and with 

tel Compliance with the provisions of 

Compliance with 1 101-25.104-2 In tile records management program shall 
be specifically assigned to an ollice or 
;Aces within each Federal agency. The 
office towhich the major responsibility 

Records Service. 

Is assigned shall be reported for liaison.„ 
purposes to the National Archives and 

Responsibility for the development 

connection with the moratorium on thr." 
§ 101-11.102-7 Annual summary of purchase of new filing cabinets. 	

records holdings. 
§ 101-11.102-3 Creation of rreorolo. 	

Each Federal agency shall submit to 	""1 
the National Archives and Records Serv- Adequate records managninent con- 

 ice within 30 days after the close of each trols user Ilie mai ion of seclicy records 
fiscal year a surnmary of Its records hold- shall ,he ins1nuted to insure that Im- 

 inns on Standard For 136. Annual Sum- port:ant policies and decisions are aide- 
Miately recorded; that routine opera-  mary of Records Holdings. iSee 1 101- 

11.4901.) Agencies are required to certify tional paper work IS kept In a minimum; 
an SF 136 the status of their records con- and that the accumulation of unneces- 
trot schedules. Instructions for prepar- sary Illes 	.1111•1•IIIII`Cl. Effective terh- 

niquea to be applied In this area liteTritle ing the report are an the form. Separate 
reports shall be submitted for each bu- the application of systems for the control reau or comparable organizational unit. 

	.._J of correspondence. Wins. directives and 
isaisolees. and reporta; the minimizing 
of duplicate Mrs; and the disposal with-  5 101-11.103 Agency program evalua- out Ming of transitory material that has 	tion. 
no value for record purposes. 	

§ 101-11.103-1 Aulliority. 
§ 101-11.102-1. nepotism' 	„ 	 section 505(c) of the Federal Records 

mince, and one of records. 	 Act of 1950 144 U.S.C. 3951 c)) author- 
live the Administrator of General Serv-Provision shall be made for the con- 

 ices to inspect or survey. personally or tinued analysis and ■
mprovement of such by deputy, the records of any Federal matters as 

mall handling and routing, agency, as well as to make surveys of record classification and indeaing sys- 
 records management and records dis-tems, the use of tiling equipment and posal practices in such agencies. 

supplies, the rein Auction and transpor- 
tation of records. and work production 

§ 101-11.103-2 Evaluation by National standards relating thereto, to Insure that 	
Archives and Records Service. records are maintained economically 

and efficiently and in such a manner that 
	

Agency programs for controlling the 
their maximum usefulness is attained. 	creation, maintenance, and use of cur- 

rent records; for the selective retention • 101-11.102-S hii-position of record.. of records of continuing value; and for 
the disposal of noncurrent records will Provision shall be made to insure that 
be inspected periodically by the National recut dm of continuing value are prererved Archives and Records Service. The ob-

but Vont records tin longer of current use jectives of these Inspections are to: 
to aufseenry arc pi uniptly disused of or 	

la) Determine agency compliance with retired. Effective technieues Our acrom- 
 the provisions of the Records Disposal -- r plishing these ends are the development Act and the Federal Records Act of 1950. 

	

' of records control schedules; the trans- 	lb) Determine agency observance of 
fer of records to leeneds centers rind to the regulations set. forth in this Subpart the National Archives; the microfilming 101.11.1. 
of appropriate records; and the disposal 	ice Evaluate the effectiveness of 
of valueless records. 	 agency records management programs. 
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Id) Make maximum and proper use 
of Post Office Department services and 
facilities. 

(e) Develop and instell procedures 
that expedite and limit mall clearance. 
IIIVIMW1, and signal,- 

Ill Provide central control with es-
tablished schedules for messenger serv- 
ices. 	 • 
$ 101-11.305 l'ile.--agency program re. 

sponsihilities. 
§ 101-11.305-1 The files management 

- 
The objectives of files management 

are to organize agency files so that- 
needed records can be f mind moody, 
complete records ure ensured, the selec-
tion and retention of records of archival 
value are facilitated, and the di.,positIon 
of noncurrent records Is accomplished 
Promptly. All services are to be per-
formed with maximum economy in per-
sonnel, equipment, and supplies. 
$ 101-11.305-2 Fars defined, 

A Me is basically a paper or [older 
of Patters. but the term is used to denote 
papers, photographs. photopraphic cop-
ies. maps. machine-readable informa-
tion, or other recorded information 
regardless of physical form or charac-
teristics, accumulated or maintained fir 
Kling equinment, boxes. or maelline- read-
able medil. or on sliel• es, and occupy-

L 
ing office or storrige space. Stocks of pub-
lications and blank forms are excluded. 

101-11.3115-3 Program requirements. 
(a) Each Federal agency, In providing 

for effective controls over the creation of 
records, is expected to establish an np-
proprlate program for the management 
of agency files t 101-11.301-2). The 
program will : 

( I) Establish and implement stand-
ards and procedures for: 

(1) Classifying, indexing, and filing 
records. 

(U) Providing reference services to 
filed records. 

(UI) Locating active files to facilitate 
agency use of records. 
• (2) /Implement the tiles classification. 
operations. and placement standards set 
forth In pet talent GSA Records Manage-
ment Handbooks. 

13) Review the program periodically 
to determine the adequacy of the sytlem 
and Its effectiveness In meeting requests- 
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rb) Standards, guides, and Instruc-
tions developed for the files management 
program are to be in poblialied form. 
designed for easy reference and revision. 
They should be r.2adily available to a,1 

-employees concerned with flies opera-
Lions. In addii ion, pertment informa-
tion for user:, of tiles and ,clerence serv-
ices should be given the widest possible 
dissemination. 

11 101-11.305-1 Program implemeniasoldrr 
lion. 

The following actions are generally 
-basis to a tiles management program: 

Ito Standardize classification and fil-
ing schemes to: 

t it Achieve Maximum uniformity and 
ease in maintaining and using agency 
records. 

t21 Facilitate disposal of records in 
accordance with applicable records dis-
posal schedules. 

31 Facilitate possible later consolida-
tion of identical type files presently 
maintained at different locations. 

lb) Formally authorize official file 
locations. Prohibit the maintenance of 
files at other than authorized locations. 

lc, Standardize reference se r v i ce 
procedures to facilitate the finding. 
chargeout. and reilling of agency records. 

1(.11 File accumulations of papers re-
ceived at file locations on a daily basis. 

Standardize, to the maximum ex-
tent possible. the equipment and supplies 
used In filing and reference service 
operations. Use standard items stocked 
by the Federal Supply Service. 

if I Audit periodically a representative 
sample of the files for duplication, mis-
classification, or misfiles. 

§ 101-11.306 Records equipment and 
stilipirielio.  es—agency program repponsi- b  

§ 101-11.306-1 Managing records 
equipment and supplies. 

The objectives of a records equipment 
and supplies management program are 
to ensure that equipment and supplies 
necessary and suitable to. agency records 
operatioos, procedurally and economi-
cally, are available and are put to proper 
use. Modern equipment and supplies 
are now manufactured in a wide variety 
of types which, In most instances, are 
designed for special uses. Competent 
advice should be continuously available 

•• 	- 	. • '• ••■ 
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for design and operational improve-
ments. 

(6) Maintain a collection of sigillfl-
cant directives which document the or-
eaniaation, functions, pnlicies, decisions, 
and procedures of the agency. This col-
lection will be an integral part of agency 
documentation deserving permanent 
preservation. ISee II 101-11.202(cl and 
101-11.403r 

lb) Standards, guides, and instruc-
tions developed for_the directives man-
agement program are to be in published 
form, designed for easy reference and 
revision. They should be readily avail-
able to those responsible for originating 
and approving directives. 

6101-11.209-t Program implements- 

The-iolloa mg actions are generally 
basic to a directives management pro-
gram: 

la) Standardize the format, typog-
raphy, organization, assembly, and dis-
tribution of agency directives. SPecill-
cally: 

llrUae 8" x 10 Va" page size as a 
norm. 

(2) Use looseleaf pages for easy re-
vision. 

(3) Fruit on both sides of paper. 
(4) Number and letter directives for 

easy page revision and supplementation. 
(5) Identify temporary and perma-

nent material by a feature that will 

(1) Restrict use 
changes. 

(8) Distribute on a need-to-know and 
need-to-act. basis. 

(b) Analyze all directives proposed for 
inclusion in the system Co determine 
that: 

(1) The dilectIve Is necessary. 
(2) No duplication, overlap. or conflict 

with othey directives exists. 
(3) Tile directive conforms with per-

tinentlaws, Executive orders, regulations, one agency policy. 
(4) Appropriate coordination a n d 

clearances have been completed. ' 

(5) The proposed distribution includes 
appropriate using sources, but is limited 
to those who "need to know." 

lc) Review all directives proposed for 
inclusion in the system for conformance 
with agency style, format, and editorial 
criteria.. 

§ 101-11.210 Automatic data proec....log 
records; ogrnry program rrsi ttttt 

§ 101-11.210-2 ADP records manage-
ment defined. 

ADP records management includes 
maintaining a current file-by-Pie inven-
tory of machine-readable records and the 
accompanying documentation for each 
tile and maintaining thece files In a facil-
ity in conformance with 1101-32.1205 
while carrying out periodic checks to 
verify readability. Documentation of 
ADP records consists of functional and 

§ 101-11.210-3 Prourasis nag oo i oo •itiroa10. 

14.) Each Federal agency. in providing 
for effective controls over the creation 
of records. is expected to establish an 
appropriate program for the manage-
ment of ADP records (1101-11.201-1). 
The program will: 

II) Prescribe the types of records to 
be used and maintained for the proper 

of pen and ink 

readily distinguish one from another. 	operational flow charts, physical file (0) Prepinich all pages-3-hole puncl)...-eharacteristics, recording mode informa- %" recommended. 	 non including basic coding structure 
icode books), recording system informa-
tion, record layouts, printout plans 
'formats), and basic run instructions 
(run books). 

a 

$ 

§ 101-11.210-1 ADP records manage.'""..  
mem function. 

-Tiler-objectives of ADP records man-
agement are to ensure efficient and eco-
nomic automatic data processing by: 
Using proper recording and preservation 
techniques of machine instructions and 
operating procedures' establishing 
standards for proper maintenance. stor-
age. and disposition of machine-readable 
records: developing optimum procedures 
for computer rooms end related support 
areas: and reviewing these rccordireeping 
practices on a continuing basis to find 
opportunities for improvement. 

alr 

(NEXT PAGE IS 1110.1) 

-••••■•••• 
FEDERAL PHOPENTY MANAGEMENT PLGULATION9 

'AMENDMENT ••311, MANCH 19/64 

... "..• 	. 	.r-i. 	- IA'. . ' 	: 	• - • . 	•':: ... t" 	' 	•••• 	.. I . 	- - - * - : 
...- 'F. • . - •• 77:7-1C4'..'•:-:e......."'-'-;.r"41117 -7.°"r  •-- --"*".- ;:.3".... T.e.erir.04"..7.-"-"......7......77......= .7;  aVr" -4-4  -- r̂a"F. ----* ""7" '"r. -.,-.7-x :::::-,7 - 	 - -_ 

• • • - 



101-11.207-3(d). Cost estimates of In- 
ternal reporting requirements shall cover 
thcsame reporting costs defined for ln- 
teraeency reports (1 101-11.1106-1) and 
he based on the same costing alternatives 
specified for interagency reports (1 101- 
11.1106-2). 

(d) The following external reporting 
requirements are exempted 'rim the pro- 
visions of this subpart (However, in- 
ternal agency reporting requirements 
that may be developed by an agency in 
order terrespond to an exempted exter-
nal reporting requirement are subject to 
the provisions of this subpart.) : 

(1) Legislative branch requirements in 
statutes or congressional committee re-
quests; 

(2) JudScial branch requirements in 
court orders or other judicial determi-
nations: 

(3) Presidential requirements in Pres-
idential directives; and 

(4) OMB budgetary, program review 
and coordination. and legislative clear-
ance reauirements. 

(e) If an agency determines that it 
cannot comply with all provisions of this 
subpart for a specific internal reporting 
requirement, selected program require-
ments may be waived by an appropriate 
agency program authority. As a mini- 
mum, ail internal reporting requirements 
granted such waivers shall be assigned a 
summary cost estimate 1101-11.1106-2 
(d) by the agency program authority. 

101-11.207-4 Program implementa-
tion. 

The following actions are generally 
basic to a reports management program: 

(a) Establish and maintain an inven-
tory of internal and external recurring 
reports. 

(1)1 Develop the kinds of reporting sys-
tems that best serve management. 

(c) Analyze all reports inventoried 
and all reports submitted for approval 
to determine that: 

(1) The information is adequate, nec-
essary, meaningful, and useful: 

42) The information is obtainea from 
the best available source and In the 
simplest manner: 

131 The reporting frequency is consist-
ent with the time the information is ac-
tually needed; and 

• 
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101-11.207-3 Program rrquirenIrnit: 

✓ 

▪ 	

(a) Each Federal agency, In providing 
for effective controls over the creation 
ojareannis. is expected to establish an ap-
propriate program for the management 
of Its Internal reporting requircinenta 
(1 101-11.201-li . The pro:;rarn rhall: 

(1) Establish and implement stand-
ards and procedures for identifying man-
agement Information no.vdcd fur plan-
ning, controlling. and evaluating. 

(2) Establv.h and implement stand-
ards and procedures for designing man-
agement information systems, Including 
the design of reports used in those sys-
tems. 

(3) Establish and implement standards 
and procedures for initiating, identify-
ing, reviewing, approving, preparing, and 
distributing internal reporting require-
ments. 

(4) Provide essential management in- 
. formation concerning the number and 

types of reports in use and. for reports 
which require a significant amount of 
manpower and other resources, the esti-
mated costs of development, operation. 
and use-(1 101-11.207-3(ci 

(5) Provide for the periodic review of 
approved reports for need, adequacy, de- 
sign. and economy of preparation and 
use. 

(6) Ensure that all applicable laws 
and statutes (e.g., Freedom of Informa-
tion Act (5 U.S.C. 5521, the Privacy Act 
of 1974 (5 U.S.C. 552a). and Federal In-
formation Processing Standards tFIPS) 
(40 U.S.C. 759(f) ; 15 CFIt 61i are con-
sidered In the development of Internal 
reporting requirements. 

(b) Standards, guides. and instruct ions 
developed for the reports manacement 
Program are to be published and designed 
for easy reference and revision. They 
shall be readily available to reports orig-
inators and users and to NAPS for 
periodic review as part of the MARS rec-
ords mannement eveluat ion program as 
prescribed in I 101-11.103. Agency pro-
gram evaluation. 

(c) Approval, modification, or disap-
proval of internal agency reporting re-
quirements 1 101-11.207-3I a (31) shall 
be based on an obJectne cost effective-
ness evaluation in accordance with cost-
ing guidelines Issued by the ()Mee of 
Records Management, NABS, unless re-
porting is exempted in accordance with 

I 
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t 101-11.103-3 Agent.y baiernal erviklu-
01.  

Veil agency should periodically In-
thi.ir records management pro.. 

grain.; within the agency, with the,  fre- 
'money and 	 IPA witted by the 
agency's resources. These inspections.  

101-16.103-3 
• f 

should have objectives similar to those 
listed in 	101-11,103-2, and should be 
designed to complement the inspections 
performed by the National Archives and 
Records Service. Criteria for agency 
Self-Inspection are available from the 
National Archives and Records Service. 
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