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SCHEDULE  LOCATOR NO.: 144 
 
REVISION DATE: 7/15/2010 
 
TITLE: Routine, Short-term Files 
  
PRINCIPAL OFFICE: Department-wide 
 
NARA DISPOSITION AUTHORITY: GRS – See disposition instructions 
 
DESCRIPTION: 

 
Records of short-term (180 days or less) interest, including in electronic form (e.g., email 
messages), which have minimal or no documentary or evidential value. Included are such 
records as: 

 

 Routine requests for information or publications and copies of replies, which require no 
administrative action, no policy decision, and no special compilation or research for 
reply. 

 

 Originating office copies of letters of transmittal that do not add any information to that 
contained in the transmitted material, and receiving office copy if filed separately from 
transmitted material.  

 

 Quasi-official notices including memoranda and other records that do not serve as the 
basis of official actions, such as notices of holidays or charity and welfare fund appeals, 
bond campaigns, and similar records. 

 

  Records documenting routine activities containing no substantive information, such as 
routine notifications of meetings, scheduling of work-related trips and visits, and other 
scheduling related activities. 

 

  Suspense and tickler files or ‘to-do’ and task lists that serve as a reminder that an 
action is required on a given date or that a reply to action is expected, and if not 
received, should be traced on a given date. 

 
DISPOSITION INSTRUCTIONS: 
 
a.  Record Copy (GRS 23 Item 7)  

 
TEMPORARY 

 
Destroy immediately, or when no longer needed for reference, or according to a 
predetermined time period or business rule (e.g., implementing the auto-delete feature of 
electronic mail systems). 
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b.  Duplicate Copies Regardless of Medium Maintained for Reference Purposes and That Do 
Not Serve as the Record Copy 

 
TEMPORARY 

 
Destroy/delete when no longer needed for reference. 

 
IMPLEMENTATION GUIDANCE:  
 
ARRANGEMENT/ANNUAL ACCUMULATION:  
 
PREVIOUS DISPOSITION AUTHORITY:  
 
ED/RDS Part 1, Item 4 
ED/RDS Part 1, Item 5 
ED/RDS Part 1, Item 6 
 
SPECIFIC LEGAL REQUIREMENTS:  
 
SPECIFIC RESTRICTIONS: 
 
LINE OF BUSINESS: Administration 
  


