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:*\\ GENERAL ORDER '.'.: \ ) SERIES NUMBER ! EFFECTIVE DATE
Ve 205 3 July 9, 1978
CUBJECT DISTRIBUTION
D
Records Retention and Disposition GRIGINATING UNIT
PND

The purpose of this order is to establish a records management program for
the department. This order shall consist of the following two parts:

PART I Responsibilities and Procedures for
Special Assignment Personnel

A. Disposal Authorities.
B. Procedures for the Destruction of
Obsolete Records and Files.

C. Procedures for the Transfer of Non-Current
Records and Files to Storage at the WNRC.
D. Obtaining Reference Service.
E. Annual Summary of Records Holdings.
F. Federal Records Clerk, Identification
and Records Division.
G. Records Management Officer,

Planning and Development Division.

PART II  Responsibilities and Procedures for
Supervisory and Command Personnel

A. Commanding Officers.

8. Director, Identification and Records Division.
C. Official in Charge, Field Inspections Unit.

D Director, Planning and Development Division.

PART 1

A. Disposal Authorities.

¢ 1. The Federal Records Act of 1950 (Public Law 81-754) requires all
Federal and District of Columbia government agencies that use Federal Records
Centers to establish and maintain a records management program that provides for
controlling the creation, organization, maintenance, use and disposition of
their records.

2. The department's records managément programn provides for the dis-
posal of our records under any one of the following three authorities.

a. The department's Records Disposition and Retention Sched-
ule.

(1) Reorganization Order Number 3 as amended January 26,
1965, provides for the creation of a comprehensive re-
cords schedule that specifies mandatory authorizations
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for the period of retention, destruction or transfer of
our records to the Washington National Records Center
(WNRC) .

(2) The schedule is distributed to all organizational ele-
ments and it shall constitute our primary disposal
authority.

b. The General Records Schedule.

(1) Commissioner's Order 65-110 dated January 26, 1965,
adopted the General Records Schedule developed by the
National Archives and Records Service, General Services
Administration, for use by the District of Columbia

Government.

(2) If the record or file is not listed in the department's
Records Disposition and Retention Schedule, the General
Records Schedule shall be consulted. The General Re-
cords Schedule is available for review by contacting
the Federal Records Clerk, Identification and Records
Division, or the Records Management Officer, Planning
and Development Division.

c. Title 4, Section 137 of the D.C. Code.

(1) Title 4, Section 137 of the D.C. Code provides for one-
time authorizations for the destruction of precise
lists of obsolete records in the department's custody
that are deemed by the Chief of Police to be not of
sufficient value to warrant further preservation.

(2) If the record or file is not listed in the department's
Records Disposition and Retention Schedule or in the
General Records Schedule the record may be destroyed,
on a one-time basis only, under the authority of Title

4.

B. Procedures for the Destruction of Obsolete Records and Files.

1. Records listed in the department's Records Disposition and Reten-
tion Schedule or the General Records Schedule that have been retained for the
prescribed retention period and are not required to be sent to the WNRC for fur-
ther retention are ready for destruction. A list of the records ready for de-
struction shall be prepared in duplicate on plain bond paper (Attachment A). The
original shall be forwarded, through channels, to the Director, Planning and
Development Division who will issue destruction instructions to the organiza-
tional element. The copy of the list shall be retained by the organizational

element.
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2. Records not listed in either the Records Disposition and Retention
Schedule or the General Records Schedule may be destroved on a one-time basis
only, under the authority of Title 4, Section 137 of the N.C. Code. A list of
records ready for destruction shall be prepared in duplicate on plain hond paper
(Attachment B). The original shall be forwarded, through channels, to the Direc-
tor, Planning and Development DNivision who will obtain all necessary approvals
for the destruction of the records. The records or files shall not be destroyed
without the written approval of the Director, Planning and Development Nivision.
The copy of the list shall be retained by the organizational element requesting
destruction approval.

C. Procedures for the Transfer of Non-Current
Records and Files to Storage at the WNRC.

1.  Records which are to be stored for more than three years shall be
sent to the Records Center for storage. Those records to be stored for less than
three years will be retained at the organizational element.

2. Dupiicate copies of records shall be removed from the files prior
to transfer of records to the Records Center. Only one (1) copy of record mate-
rial shall be transferred.

3. Half-empty cartons shall not be transferred to the Records Center.
While files and records should not be forced into the boxes, a half-inch of space
is sufficient to permit easy withdrawal of individual files and folders for re-
ference purposes. This space is also sufficient in the event related files must
be interfiled at a later date.

4. Reference materials shall be removed from the files prior to
transfer of records to the Records Center. Reference materials are records pre-
served solely for convenience of reference and are considered non-record mate-
rial. These records consist of processed materials, publications, copies of cor-
respondence received from other offices for information burposes, nreliminary
drafts and foilow-up copies of correspondence.

5. If the record or file has been retained for the prescribed reten-
Yion period as specified in the Records Disposition and Retention Schedule or the
General Records Schedule and is required to be sent to the WNRC for further re-
tention the following procedures apply:

a.  Obtain records shipping cartons by submitting PD Form 160
(Request for Issue or Turn-In) to the Property Division
through the Federal Records Clerk for intermediate management
review.

NOTE: A records shipping carton is of l-cubic foot in capacity
and is the only authorized carton to be used for the transfer of
records to the WNRC. Records shall not be shipped to the WNRC in
storage cartons. Storage cartons are larger than 1 cubic foot in
capacity and they will not fit into the assigned cubic foot of
space that the WNRC allots each carton.

General Order No. 205.3
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Each series of records to be transferred to the WNRC shall be

removed from file and placed in the records shipping cartons.
A series of records consists of records relating to a parti-
cular subject, having the same disposal authority and dis-
posal date that are transferred together to the WNRC.

Once all of the cartons have been packed DO NOT SEAL the
first carton of each series of records.

6. Utilizing a black felt-tip marker, print the following information
on the front end of each packed record carton:

a.

b.

In the upper left-hand corner, enter the assigned accession
number.

In the upper right-hand corner, enter a box number on each
box within the accession (i.e., 1 of 10 boxes, etc.).

In the center of the box, enter the records series descrip-
tion (as cited in the MPD Records Disposition and Retention
Schedule) and inclusive dates.

Below the records series description, enter "MPD" (see
Attachment C).

7.  Obtain SF-135 (Records Transmittal and Receipt) (Attachment D) and

SF-135-A (Continuation Receipt) (Attachment E) by submitting PD Form 160 to the
Property Division through the Federal Records Clerk for intermediate management

review.

8. Complete SF-135 and SF-135-A in original and 5 copies in accor-
dance with the following instructions:

Item 1 4205 Suitland Road

Suitland, Md. 20409

Item 2 Director, Identification and Records Division, MPD

Item 3 Federal Records Clerk, Identification and Records Divi-

sion, MPD

Item 4 Leave blank

Item 5 Office of Public Records

Item 6 Accession Number-A separate accession number is required

for each series of records listed on the form.

General Order No. 205.3
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Record Group-0Obtained from the Federal Records
Clerk.

Fiscal Year-Obtained from the Federal Records
Clerk.

Serjes Number-0Obtained from the Federal Reconrds
Clerk.

Volume-Enter the volume 1in cubic feet for each
series of records being transferred.

NOTE: One records shipping carton equals one cubic
foot.

Agency Box Numbers-Show the inclusive box numbers
for each series of records being transferred.

Series Description-ENTER THE NAME AND ADDRESS OF
THE ORGANIZATIONAL FLEMENT THAT CREATED THE RE-
CORDS. Enter the title of the records series as it
appears in the Records Disposition and Retention
Schedule. Do not list the content of each individ-
ual carton. The content of each separate carton
shall be 1listed on a separate piece of paper
(Attachment F). The inclusive dates for the entire
records series must be included in this block.
Future retrieval of the records contained in the
shipping cartons will be based, in part, on the
content of these descriptions.

Restriction-Enter one of the following codes to
show a restriction on the use of the records. Re-
strictions other than, or in addition to, security
classifications, such as limited access to certain
agency officials, are to be specified by a state-
ment in the Series Description column (f).

CODE RESTRICTION

Q Q security classification,

T Top Secret security classification,

S Secret security classification,

C Confidential security classification,

General Order No. 205.3
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R. Restricted use/witnessed disposal not re-
quired (Specify in column (f)-Authoriza-
tion of Director, Identification and: Re-
cords Division),

W Restricted wuse/witnessed disposal re-
quired (Specify in column (f)-Authoriza-
tion of Director, Identification and Re-
cords Division), or

N No restrictions.

(h) Disposal Authority-For each series of records cite
the number of the department's Records Disposition
and Retention Schedule you are referencing and the
specific item number authorizing disposal.

(i) Disposal Date-Applying the disbosa] authority pre-
viously cited in column (h), enter the month and
year in which the records may be destroyed.

9. Forward the original and 4 copies of the SF-135 along with one
copy of the separate sheet of paper describing the content of each carton (At-
tachment F) to the Federal Records Clerk. The last copy of SF-135 along with a
second copy of the separate sheet of paper describing the content of each carton
(Attachment F) shall be retained by the organizational element as their temporary
file copy. The packed records shipping cartons shall be retained by the element.

10. When the transfer of the records is approved the WNRC will com-
plete item 6 (j) (FRC Location) on the SF-135 and return two copies of the
approved form to the Federal Records Clerk indicating that the records may be

transferred.

11. The Federal Records Clerk shall forward one copy of the approved
SF-135 to the concerned element. The concerned element shall place the approved
copy of the SF-135 in the UNSEALED first carton of each series of records. The
approved- copy of the SF-135 shall be placed in the carton so that it is facing
upward, flat on top of the records contained in the records shipping carton.

12. Physical shipment of the records to the WNRC.

a. The physical shipment of the records shipping cartons is the
responsibility of the organizational element transferring the
records to the WNRC.

b. The shipment shall be accomplished within 30-calendar days
after receipt of the approved SF-135 and the shipping in-
structions.

c. Delay in shipment of more than 30-calendar days will result
in the return of the SF-135 by the WNRC requiring resubmis-
sion of the accessioning paperwork.

General Order No. 205.3
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d. Elements located in the Municipal Center building and ele-
ments shipping more than 24 cartons in any one series of re-
cords shall contact the Federal Records Clerk for shipping
instructions before transferring the records to the WNRC.

e. After the records have been received by the Federal Records
Center and placed on the shelf, the Federal Records Center
will return the approved SF-135 that was placed in the first
unsealed carton. The approved SF-135 shall be filed by the
concerned element along with the separate sheet of paper
describing the content of each carton (Attachment F). The
temporary file copy of SF-135 may be destroyed. Return of
the approved SF-135 indicates that the records were received
by the WNRC and placed on the shelf. The element may now
access the records for reference purposes.

D. Obtaining Reference Service.

1. Requests for reference service shall be made in writing or by a
telephone call to the Federal Records Clerk.

2.  FElements shall specify the following information in order to
obtain reference service:

a. Organizational element, address, room number and zZip code of
the element requesting the record.

b. Name and telephone number of the person requesting the re-
cord. '

c. Accession number-obtained from the approved copy of SF-135 on
file at the organizational element.

d.  FRC Location Number-obtained from the approved copy of SF-135
on file at the organizational element.

e.  Box numher-obtained from the approved copy of SF-135 on file
at the organizational element.

f. File number or file title of the record within the records
shipping carton that the requestor wishes withdrawn for re-
ference purposes.

E. Annual Summary of Records Holdings.

1. Prior to October 1 of each fiscal year SF-136 (Annual Summary of

Records Holdings) (Attachment G) shall be submitted in an original and one copy
to the Director, Identification and Records Division.

2. Supplies of SF-136 shall be obtained by submitting PD Form 150 to
the Property Division through the Federal Records Clerk for intermediate manage-
ment review.

General Order No. 205.3
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F. Federal Records Clerk, Identification and Records Division.

The Federal Records Clerk shall be responsible for:

1. Coordinating the transfer to the WNRC of all records contained in
the Records Disposition and Retention Schedule and the General Records Schedule.

2. Obtaining reference service from the WNRC.

3. Preparing the consolidated SF-136 for submission through the
Director, Planning and Development Division, to the Office of Public Records.

4, Exercising intermediate management review over requisitions for
records shipping cartons, and SF Forms 135, 135-A and 136.

G. Records Management Officer, Planning and Development Division.

The Records Management Officer shall be responsible for:
1. Developing the department's records management policies.

2. Serving as the liaison between the department and the Office of
Public Records.

3.  Developing and maintaining the department's Records Disposition
and Retention Schedule to include:

a. Surveying the files and records of the department to assure
the adequacy of filing methods, retention periods, and dis-
posal authorizations for paper as well as non-paper records.

b.  Reviewing all requests for additions, deletions or changes to
the schedule.

4.  Coordinating the destruction of all obsolete records being de-
stroyed under the authority of the department's Records Disposition and Retention
Schedule and Title 4, Section 137 of the D.C. Code.

5. Coordinating the transfer of all historical records to the Nation-
al Archives.

General Order No. 205.3
(Revised  7.17.86 )
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PART 11

A. Commanding Officers.

Commanding officers shall be responsihle for:

1. Consulting the department's Records Disposition and Retention

Schedule or, if necessary, the General Records Schedule, at least once yearly, in
January, and arranging for the destruction or transfer to the WNRC of all records

and files that have met or exceeded their disposal date.

2. Submitting, in writing, to the Director, Identification and Re-
cords Division:

a. All SF-135s for the transfer of records to the WNRC under the
authority of the department's Records Disposition and Reten-
tion Schedule or the General Records Schedule.

b. A1l requests for reference service,

c. The element's annual summary of records holdings.

d. The name of the official of their command who has been
appointed to serve as the ealement's Records Disposition

Officer.
3. Submitting, in writing, to the Director, Planning and Development
Division:
a. A1l requests for additions, deletions or changes to the
department's Records Disposition and Retention Schedule.
b. A1l requests for the destruction of records under the autho-
rity of the department's Records Disposition and Retention
Schedule and Title 4, Section 137 of the D.C. Code.
: €. All requests for the transfer of historical records to the

National Archives.

B. Director, Identification and Records Division.

The Director, Identification and Records Division, shall be responsible
for:

1. Coordinating the transfer and retrieval of inactive records to and
from the WNRC.

2. Serving as the official custodian for the records of the depart-
ment.

General Order No. 205.3
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C. Official in Charge, Field Inspections Unit.

The Official in Charge, Field Inspections Unit, shall be responsible
for conducting spot inspections to determine compliance with the provisions of
the department's records management program.

D. Director, Planning and Development Division.

The Director, Planning and Development Division, shall be responsible
for developing, maintaining, and administering the records management program for
the department.

Ltedtct + S e ppsr—

Maurice T. Turner, J¥«
Chief of Police

Attachments

MTT:GRH: jtw

General Order No. 203.5



i
i

- 9z. | oF
351-923-0001 | o s

ACCIDENT PHOTO FILES- (980

M PD

ATTACHMENT "C" TO
General Order No. 205.3



OFTE/0CS-T1B2-0-2761 O&.u.m.:q

(9£~9 "A2Y) ¥2eg GET wioy piwpumys

“Blep 8ploval dunst 10§ paxmbaa st soeds [euonIppe uaym
‘uonjenuniuo’) 1dwaay pue fenrwsueny, 8p1029Yy ‘Y-GE[ Wioy prepuelg as()

"Kduage oy Aq uodn paai3e A[snora
o1d uaym {juo pardde st [esodsip onewoiny ‘spiovex Y1 jo uon
-ndysap o1 Jorrd vonou sousrInou0s [esodsip aa19091 o soysim Louofe
Y ey Funeoiput (ou) N 40 sardde |esodstp dnewolne jedIpur

0] Az.?’._ K¢ h.:—:.. SIOJUY Jo o §pJI0d0u p:.—'_..‘ .NSQ«N&&N bmwgtnvnlw\

"P2a1131 3I€ $pI023I Ay

YoIgs uldouieiuos jo odsy oy poagas oy ‘VI'981 d HVN “YOI-L “deyn)
woay apoy speudosdde O 19119 191U §pI0daT Y, adk [ 4outn)U0))
"woysks Jurapoys Y1 a1

OVHVITOBL d MYN 1 suonvaad() 101uar) spiosay ‘i ‘apr-L deyy
woay apos aeadosdde Y} SLIUI IIIUID 8pl10dax a3y, ‘unyyg mESos\m

.mmthOO.u JO 891198 —.—O&O hQ.— uolxed
151y a4yl jo :::ﬂnx,.— Joys Y1 sajejouue 19j1uld mmuhOOOH Qﬂmrﬁ_ .ﬁOmuquQQ

(w)

(1

()

O]
190

TEMOL{O] SR ol ) WINT 16) suonanasut ogiad La0reueydxa-jjos st woy
1) ) 110j L [ og1oadg [ J[e8 st 1

Y3IN3D SQY0I3IY IHL A8 NOILITdWOI 404

‘pafoxisap
aq Lew sp102as oy Yotys ur 1eal pue yiuowr ayy 13jua ‘(Y) uwnjoo
ut pa {snotsaad Sjuroyine [esodsip a3 Suliddy g 1osodsiy

"9[npayos Louafe parepdn
ue ojut parerodioour usaq jou SeY 3 J1 Joquinu wayy pue qof [esodstp
SUVN 24 ouy resodstp Juizuoyine Tequnu war dyreads pue apn
-POYas Lounde Y1 N *spIovag Jo sau198 yoea 10q .ht.s&u:w\ ~cwe&ﬁ.a~

SUOIIOLIEII O N
((§) uwnod ur yroads)
podmbos esodsip possaumiim—osn  papusay
((J) uumod ur £j1o0ds)
po41nbot jou fesodsip passouym—asn panusay
uonieayisse]d £11naas [enuapyuon)
uoneayIsse[d £14noas 3a109g
toneayisse[d £3unoas 19199g dog,
aonedyIsse[d L11anaas ()
SUONIASIY

CrmLOE B

UNVQU

(1)

(y)

"(3) uwingoo uonduosa(y SOLI9G oy} Ut JudwoLIs v £q paywods aq
01 31e ‘sjerdiyo Aouafe ure19o oy ssaooe Fuunur se yons ‘suoTIBIYISSR[O
{1unoas (o uonIppe ur 10) uey) 1ayjo SUOTIOLILdY "sPI0IIT 3] Jo Isn
U0 UOTDLIEs B MOYS 0] 82p0d Buwmoyjoy 911 Jo duo Inuy ‘uondIgsay

Y uat ur —-}»O-.—m ﬂdr—u —uﬂﬂma
hcﬂmuc ST 31 :0:3 8p1023u1 Oza mu&,:wv._o .—3—: 1wuodwods —ﬂﬁncmﬁﬂNmﬂcw.—ﬁ
0—: 30:% .—‘X:ﬂ.v::: @& ﬁ—zcﬁmm §pI0do1 U-—.- jo mOaﬂT ,.~>mm:~0=~ .0—:@0.&0".'.
—_umo&mm—v O-—u Jjo :O:aom—&&s 1odoad J0j J—UG_—O 0} 1311130 Sp1odaa om
,‘C:ﬁ o} —m_:@mv .:_.:QE:m w mT.—QQCh .vr—u Qa—m._,.va\.uﬁ— .:C.ZQ:AUWGQ m.t.ﬁ.?-m

uawdiys oy zoad Ioquinu uotssaooe poudisse ayy YiIM J9ureiuoy yoes
e [feys ospe Lousde oy ‘so1atas 9OUIIYJIT 21NN pUR SPIOIVI Yl jo
[0T1u0) gty o (] Jequinu :w—,_ao Yum widaq pnoys §pI0231 jo
§OLI9S Mou desf) 039 ‘g Jo ¢ ‘cg Jogsz oy ‘smojfoy se Ljrerquanbos
uolled yoes toqunu [jeys Louafe 9YL 'poirojsueny Jureq spiovar jo

(%)

)

89LI98 Yo¥s J0J sIaquINU Xoq dAtsn[our oy Mmoyg ‘ssaquinp xoyg Louafy (a)

.mvwhhv.wm:ﬁhd
w—:v& SpI0odaa Jo SITI98 _—Qﬂo Jo d.v.s-‘— GmA~=..v ut O:Z-_O\» Q—*u hm::m .WESNC\A

("[PR[o Toy10 10 19010 spa0dar Louae Ay £q pausisse slaquinu

981 PALY 0] I9Jud BYY YIIm sprw oy Lvw m.:eEow:Fﬂ«J RESLEYY

8PI0291 9y} w1y douEApE UT poaureiqo roquunu [eryuanhos ndip inoj y
pue tieof [£28Y Ju011n0 3y jo mzm_v oMm1 Ise[ ay ],

s13jsuely o m:C—mE
£ouage oy J0 8p10031 21 07 pauFisse Tdqunu dnoad piosas SHVN 3y,

1Jo Furnrisuood ‘syred o1y
UL PUNUD S aoqunu uotssaaan MY, A0 $pIodas oy o) 1nypedo)
paaadjsueny oxe jeyy orep [esodsip pue L1oyme [esodsip awres ayy
Buraey sprooas JO 81815U0D 891198 ' “unog oYy uo PRI $pI00IT JO so1a0s
Yoes 10) paimboa st Idqunu uoissadoe ajeredos V 40qQuny; uoissosopr

(P)

)
(9)

100

{8mojojy
L
S 91¥ 9 wayl 1oy suononsur oyadg .»h;a:ﬁgx?:owouam w~.mm,u.~m~:oa~

AON3DV ONIMYIISNVHL IHL Ag NOIL3TdWO0D Y04
SET WY04 QUVANVLS 40 NOILITIWOID ¥04 SNOILONYLSNI



Complete and send original and two copies of this form to the appropriate Federal Records Center for| PAGE OF
RECORDS TRANSMITTAL AND RECEIPT approval prior to shipment of records. See specific instructions on reverse. 1 Z2 PAGES
u'.;.mo (Complete the uddress for the appropriate records center serving your area) S. FROM (Enter the name and complete mailing address of the office retiring the records. The signed receipt
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Federal Archives and Records Center

General Services Administration

As shown in 4205 Suitland Road . .
FPMR 101-11.410-1 Suitland, Md. 20409 Office of Public Records
2. 0mmuﬁwu“mx TRANSFERRING AGENCY OFFICIAL (Signature and title) DATE D._ m.w_).mﬁ.ﬁ Oﬁ.. ﬁod CEU.m a DO<®133®3#
autHor-"| Director, ldentification and 515 D Street, N.W., #307
Records Division, MPD ] Washington, D.C. 20001
3. AGENCY | TRANSFERRING AGENCY LIAISON OFFICIAL (Name, office and telephone No.)
CONTACT | Federal Records Clerk
Ident. & Records Division
4. RECORDS |RECORDS nm.0m_<mo BY (Signature and title) DATE
CENTER
RECEIPT
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€ RECORDS DATA <
ACCESSION NUMBER | | o COMPLETED BY RECORDS CENTER
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_ Transportation Branch w
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INSTRUCTIONS FOR

GENERAL

This report is required by GSA Regulations FPMR
10T 11.102-7. Submit the report for cach fiscal year to the
Nauonal Archives and Records Service, GSA (NCD),
within 30 days after the close of the fiscal year.

Records to be included in the total volurie of records
should comprise:

1. All the records of the reporting agency;
2. Records held at agency sites for GAO audit; and

3. Official Personnel Folders (records of the Office
of Personnel Management) in the custody of the
reporting agency.

A Standard Form 136 shall be submitted for each Agency,
Burcau, Service or other organizational unit which has a Na-
tional Archives and Records Service assigned record group
number. If an organizational unit has no record group its
records holding should be totaled in with the next higher
organizational level which does have a record group.

No volume should be included for Agency records centers
operated by the reporting agency, in accordance with GSA
Regulations FPMR 101 -11.412.4. This data should be sub-
mitted as separate reports on Standard Form 137, Agency
Records Center Annual Report.

DEFINITIONS

“Departumental”™ means the headquarters office of the re-
porung agency. as contrasted to its field offices, but excludes
Agency records centers.

“Records’” includes all books, papers, maps, photo-
graphs, machine readable records, or other documentary
materials, regardless of physical form or characteristics made
or received by an agency of the United States Government
under Federal law or in connection with the transactions of
public business and preserved or appropriate for preserva-
ton by that agency or its legitimate successor as evidence of
the organization, functions, policies, decisions, procedures,
operations or other activities of the Government or because
of the informational value of data in them. Library and
muscum material made or acquired and preserved solely for
reference or extra copies of documents preserved only for
convenience of reference, and stocks of publications and of
processed documents are not included.

“Field” means the reporting agency’s offices other than the
headquarters office und Agency records centers.

“Staging, Holding, and Other Storage Arcas™ mcaus areas

at departmental or ficld locations formally designated for
staging and holding purposcs, as well as all other storage
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arcas except current hle rooms and offices, Agency records
centers, und Federal records centers.

The term “miagnetic tape™ includes all tapes on which
data are recorded as part of an automated data processing or
information retrieval systems. Audio recordings of music,
specches and the like are notincluded.

EQUIVALENTS

For the purpose of this report, volume may be calculated
according to the following table of cubic foot equivalents:

Filing cabinets: -
One letter-size drawer =1V, cubic fcet
One legal-size drawer =2 ‘qubic feet

Filing cases:
One 3- by 5-inch case — 1 /10 cubic foot
One t- by 6-inch case = 1/4 cubic foot
One 5- by 8-inch case = 1/4 cubic foot

Shelf files:
Letter-size, | lincar foot-=4/5 cubic foot
Legal-size. | linear foot=1 cubic foot

Tabulating cards:
10,000 cards = 1 cubic foot

Outsized equipment:
Inside cubic measurement

Magnetic tape:
Seven reels =1 cubic foot

Microfitm:
100 16mm reels (100 feet) = 1 cubic foat
50 35mm rcels (100 feet) =1 cubic foot

Still pictures:
Negatives

2300 35mm 6 exposure strips = | cubic foot
8640 2- by 2-inch mounted slides = | cubic foot
2184 4- by S5-inch film sheets=1 cubic foot
5960 2 Y- by 3Y%-inch film sheets =1 cubic foot

Prints

2350 8- by 10-inch glossies or contact sheets= 1 cubic foot
9400 4- by 5-inch glossies = 1 cubic foot

Motion pictures:

Six 35mm reels (1000 feet) =1 cubic foot
Il 16mm reels (1200 feet) =1 cubic foot
15 16mm reels (800 feet) =1 cubic foot
32 16mm reels (400 feet) =1 cubic foot

Sound recordings:

76 16 inch disc recordings=1 cubic foot
144 12 inch disc recordings = | cubic foot
48 7 inch audiotape reels=1 cubic foot
16 10 inch audiotape reels=1 cubic foot

Video recordings:
Ten ¥ inch cassettes =1 cubic foot
I'hree 2 inch reels =1 cubic foot

Nine 1 inch reels = | cubic foot
43 Y2 inch reels = | cubic foot
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TORM APPROVED OMB N0 29— RO2EI

B ‘nIERAGENCY HEPUKT CONTROL N0 T094-GSA-AN |
ANNUAL SUMMARY OF RECORDS HOLDINGS HPORTING PLAID 1From T
(See Instructions un reverse before completing form)
To: VRUM (Heporung it
NDirector Commander
Identification and Records Division Criminal Investigations Division
VOLUME OF RECORDS /cubrc feet)
DEPARTMENTAL FIELD
CURRENT STAGING, CURRENT féﬁ%ﬁ&; TOTAL
STATUS—ACTION FILE ROOMS HOLDING FILE ROOMS AND OTHER
AND OFFICES AND OTHER AND OFFICES ND O
STORAGE AREAS STORAGE AREAS
(al (b (c) (d) le)
1. ON HAND BEGINNING OF PERIOD
573 573
2. TRANSFERRED T0
a. FEDERAL RECORDS CENTERS
OR NATIONAL ARCHIVES 43 43
b. OTHER AGENCIES 0 0
3. DESTROYED
10 10
4. ON HAND ~END OF PERIOD 556 556
NO OF REELS
5. MAGNETIC TAPE (Number of reels included in item 4dfel) O
SHEL PiC TURE S MOTION PICTURES SOUND RECORDINGS VIDEO RECCFUINGS

6. AUDIO VISUAL RECORDS (Volume of each included i atem
Jie) destroyed under the authonty of 101-1 1 404-2, General
Records Schedute 21

CERTIFICATION:

The records holdings reported on this form are covered adequately by current and operational Records Control Schedules as provided by Sub-
part 101-11.4, “*Disposition of Federal Records’’ of the Federal Property Management Regulations.

Ml ""No'", please attach explanation)

Wree  [Tro

REMARKS  1include comments on sigrulicar increases or decreases in holdings, any plans for records cleanout Campargns, or any other signilecani records drsposon matters)

NAME OF P HSON WiTH WHOM TO CONFER PHONE NUMBER

Administrative Lieutenant's name

DAL PREIFARLD RN

SIGNATURE

Commanding Officer, CIN

NSN 7640-00-634- 4094
Previous Ecdvton Not Usable

Attachment "G" to
General Order No. 205.3
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