
1. Organize active files for 
transfer to the successor 
program, agency, or person 

2. Apply .~ARA apprpyed
dIsposItIon autIiorl tIes 

3. Destroy inactive files 
eligible for destruction 

4. Transfer eligible permanent
records to the National Archives 

5 Retire inactive fues not eligiblea 

for transfer or destruction 
6 .. Follow agency guidelines on 

removal of personal papers 

QUESTIONS? 

Call your Records Officer 

PROVIDED BY THE NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
lvlODERN RECOIU)S PROGRAM-www.archives.gov/records-mgmt 


	Call your Records Officer: Contact:  Susan Sallaway, Records Officer (414-8943),Karen Rogers, Administrative Management Specialist (408-2910), or the Records Liaison for your office.


