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CHAPTER XVII. Records Mahagement Policies. 

CONTENTS 

Part A .  Records  isp position Program and Records 
D i s p o s i t i o n  Schedules, 

Part B. (Reserved for Electronic Records Nanagement 39 
Program). 

P a r t  C. Mail Management Program 95 

P a r t  D. printing Management Program. 127 

Part E. Forms Management Program. 149 

Part F. (Reserved for Micrographics Management Program). 169 

, ELECTRONIC RECORDS 

Guidance on t h e  management of electronic records will be 
published i n  P a r t  B.  That part will provide d e t a i l e d  information 
on the c r e a t i o n ,  maintenance, ahd disposition of electronic 
records capable of being read by a computer. 

MICROGRAPHIC RECORDS 

Guidance on t h e  management of micrographic records will be 
published i n  Part F .  That p a r t  w i l l  provide  instructions on  t h e  
creation, maintenance and disposition of records on micrographic 
media. 
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14. Records Disposition Schedules. 

SCHEDULE FOR THE DISPOSITION OF THE RECORDS OF THG 
UNITED STATES COURTS OF APPEALS. CIRCUIT JUDICIAL 

COUNCILS AND CIRCUIT JUDICIAL CONFERENCES 

Introduction: 

This schedule covers the disposition of the records of the 'United 
States Courts of Appeals, including the Court of Appeals for the 
Federal Circuit, Court of Customs and Patent Appeals, Temporary 
Emergency Court of Appeals, circuit judicial councils,.and circuit 
judicial conferences. This schedule has been established by the 
Judicial Conference of the United States and is mandatory. It 
applies to all existing records of these courts, councile, and 
conferences, except the personal files of judges. It does not 
supersede any provision of law requiring the retention of a document 
or record for a specified period. To the extent that the retention 
period specified in this schedule may vary from any statutory 
provision, the longer period of retention, whether in the statute 
or in the schedule, shall apply. Records of historical value are 
designated "Permanentm in this schedule. 

The National Archives and Records Administration (NARA) will review 
all records previously transferred to determine which of those 
records have historical value and should be retained permanently. 
NARA will obtain the approval of the courts prior to the disposal 
of records previously transferred which are no longer considered to 
have value. 

DISPOSITION SCHEDULE 1 

T m e  of Record 

A. Case Records. 

1. Case index. 

2. Docket sheets. 

3. Briefs and appendices. 

Disposition 

Permanent. 

Permanent. 

Permanent. 
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Tme of Record 

4. Case files, mandate, 
opinions, and dispoaitive 
orders. 

5. Case correspondence 
files containing trans- 
mittals and miscellaneous 
correspondence relating 
to attorneys, calendar, 
filing of papers and other 
administrative matters of 
the case, if maintained 
outside the case file. 

6. Minutes of the court, 
journals, or order books, 
if any. 

B. Case-Associated Records. 

1. Calendars. 

2. Attorney admission records. 

a. Rolls of attorneys 
admitted to 
.practice. 

b. Records relative to 
disciplinary actions. 

c. Other records, 
including applications 
and certificates. 

3. Staff attorney records 
relating to cases. 

Permanent. 

Dispose 2 years 
after case 
cloeing . 

Permanent. 

Dispose of 1 year 
after calendar period, 
unless otherwise 
needed. 

Disposal Not 
Authorized. 

Disposal Not 
Authorized. 

Dispose when 
5 years old. 

Dispose as 
directed by the 
court. Do not 
transfer to a 
FRC . 
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m e  of Record 

C. Administrative Records. 

1. Jud ic ia l  Council of t h e  
C i r c u i t .  

a .  Minutes, f i n a l  reporta ,  
and o t h e r  documents 
related t o  counci l  
ac t ion .  

b. A l l  o t h e r  counci l  
records.  

2 .  J u d i c i a l  Conference of 
t h e  C i r c u i t .  

a. Formal a c t i o n s  and 
minutes, i f  any. 

b. All o the r  records.  

3. J u d i c i a l  assignments 
and des ignat ions  t o  
and from t h e  c o u r t s  
of appeals.  
( 2 0  U.S.C. 2 9 5 ) .  

4 .  Personnel. 

a. Leave s l i p s .  

b. Leave c h a r t s  and 
records .  

c. Working f i l e s  for  cour t  
personnel.  

5 .  F inancia l  records .  

Permanent. 

Dispose when 
5 years  o ld .  

Disposal Not 
Authorized. 

Dispoee when 
5 years  old. 

Disposal Not 
Authorized. 

Dispose when 
1 year  old,. 

Dispose 3 years  
a f t e r  date of 
record.  

Dispose 1 year  
a f t e r  sepa ra t ion  
of employee. 

Dispose 7 years 
a f t e r  t h e  d a t e  of 
f i n a l  t r ansac t ion .  
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Tvpe of Record 

6. Personal property records, 
including documents 
relating to acquisition 
and disposition 
of personal property., 

7. Records Transmittal and 
Receipt (SF 135). 

8. General correspondence files, 
including all other admin- 
istrative records. 

9. Records of Special 
Counsel Appointed 
by a Court of Appeals. 
(28 U.S.C. 593). 

Disposition 

Dispose 7 years 
after date of 
final trans- 
action. 

Maintain at the 
court for 50 
years. Do not 
transfer to a 
FRC . 
Dispose 5 years 
after close of 
correspondence. 

Permanent. 

Court personnel may also consult the General Records Schedule 
(GRS) for the appropriate disposition periods for administra- 
tive records. 

NOTE: The Archivist of the United States retains the authority to 
accession as part of the National Archives of the United 
States any records having historical or other value upon the 
expiration of the retention period specified in this 
schedule. See Chapter 21 of Title 44, United States Code. 
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UNITED STATES DISTRICT COURTS. TERRITORIAL DISTRICT COURTS. 

COURT OF CLAIMS, COURT OF INTERNATIONAL TRADE, 
UNITED STATES CLAIMS COURT. AND THE SPECIAL COURT, 

PEGIONAL RAIL REORGANIZATION ACT OF 1973 

This schedule covers the  d isposi t ion  of t he  records of t h e  United 
S t a t e s  d i s t r i c t  courts ,  terr i tor ia l  d i s t r i c t  cour ts ,  Court of 
Claims, Court of In ternat ional  Trade, United S ta tes  Claims Court, 
and t h e  Special Court, Regional Rail  ~eo rgan iza t i on  A c t  of 1973. 
This schedule has been establ ished by t he  Jud i c i a l  Conference of 
t h e  United S ta tes  and is  mandatory. I t  applies  t o  a l l  ex i s t ing  
records of these courts ,  except the  records of Federal public 
defenders and t h e  personal f i l e s  of United S ta tes  judges and United 
S t a t e s  magistrate judges. I t  does not supersede any provision of 
law requir ing t h e  re tent ion of a document o r  record f o r  a spec i f i c  
period. To the  extent  t h a t  the  re tent ion periods spec i f i ed  i n  t h i s  
schedule vary from any s t a tu to ry  provision, t h e  longer period of 
re ten t ion ,  whether i n  t he  s t a t u t e  o r  i n  the  schedule, s h a l l  apply. 
Records of h i s t o r i c a l  value a r e  designated "Permanentw i n  t h i s  
schedule. 

DISPOSITION SCHEDULE 2 

Twe of Record 

A. Case Records. 

A l l  records resu l t ing  from t h e  
docketing and processing of a 
case  i n  a cour t  t h a t  pe r ta in  
t o  t h a t  pa r t i cu la r  case. 

1. Expunged records. 

Sealed records. Those case 
records which have been 
sealed  by cour t  order while 
such court  order i s  i n  effect.  

a. Records sealed f o r  pro- 
t e c t i o n  of the  defendant 
ufider 1 0  U.S.C. 5038 
o r  21 U.S.C. 844(b). 

Destroy upon 
en t ry  of cour t  order  
of expunction. 

Dispose as 
d i rec ted  by t h e  
court .  Do not  
t r a n s f e r  t o  a FRC. 
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m e  of Record Disposition 

b. Other temporary eealed records. Maintain and 
t r ans fe r  t o  an FRC 
i n  accordance 
with retention pe r iod '  
f o r  re la ted  case 
f i l e .  For sealed 
records l a t e r  
determined t o  be 
permanent, PRCs w i l l  
apply the  instruc- 
t i ons  i n  i t e m  c .  

c. Permanent sealed ree.orda. 

3. Docket sheets. 

a .  Docketa of U . S .  
conanimaionera i n  pet ty  
offense cases. 

b. A l l  other  docket 
sheets. 

Kaintain a t  the  
court  location i n  a 
separate file f r o m  
the re la ted  case 
f i l e .  When t h e  o rder  
seal ing the  records 
is vacated by the 
court ,  dispose of i n  
accordance with t h e  
per t inent  provisions 
of t h i s  schedule f o r  
t he  re la ted  case 
f i l e .  

Dispose 5 p a r e  
a f t e r  f i n a l  action. 

Permanent. 
Machine readable 
tapes of dockets are 
t o  be turned over t o  
the National Archives 
with complete 
documentation when 
cases a r e  closed and 
the  records become 
inac t ive  . 
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h u e  of Record 

4. Case indices. 

5. Judgment and order books. 

6. Criminal case f iles, 
including transcript8 
and minutes. 

a. Case files dated 
1969 or earlier. 

b. All felony case 
files dated 1970 
or later which were 
terminated during ox 
after trial. 

c. Any criminal case which 
NARA has determined in 
consultation with court 
officials to have 
historical value. 

d. Misdemeanor .and petty 
offense proceedings 
conducted by U.S. magistrate 
judges in cases not assigned 
a district court docket number. 
(Note: As used in this schedule, 
the term miedemeanor includes 
minor offenses prior to 
The Federal Magistrates Act 
of 1979.) 

e. All othex case files 
not included above. 

Disposition 

Permanent. 
Machine readable 
tapes of indices are 
to be turned 
over to the National 
Archives with 
complete documenta- 
tion when cases are 
closed and the 
records become 
inactive. 

Permanent. 

Permanent. 

Permanent. 

Permanent. 

Dispose 5 years 
after date of 
closing. 

Dispose 20 years 
after transfer to 
a FRC. 
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Tvpe  of Record 

7. Civil case files, including 
transcripts and minutes. 

a. Domestic relations, 
adoption, mental 
incompetency, and 
probate files of the 
Dietrict of Columbia as 
.defined in P.L. 91-358. 

b. Other civil case files. 

(1) Case files dated 
1969 or earlier. 

(2) Case. files dated 
1970 or, later which 
terminated during or 
after trial. 

(3) Any civil caee file 
which NARA has deter- 
mined in consultation 
with court officials to 
have historical value. 

(4) All other case files 
not included above. 

8. Case files of the Court 
of Claims. 

9. Case files of the Court 
of International Trade. 

a. Test or trial casee. 

( 1) Cases dealing with 
antidumping counter- 
duty issues, trade 
adjustment assistance, 
and cases which NARA 
in consultation with 
court officials have 
determined to have 
hiatorical value. 

Disposal Not 
Authorized. 

Permanent. 

Permanent. 

Permanent. 

Dispose 20 years 
after transfer 
to a FRC. 

Permanent. 

Permanent . 
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Dieposition 

(2) All other cases. 

b. Non-trial cases. 

( 1) Cases decided by 
abandonment or 

, dismissal. 

(2) Cases decided as a 
result of stipula- 
tion or agreement 
between parties. 

10. Case files of the United 
States Claims Court 
(including cases traneferred 
from the Court of Claims.) 

a. Cases dealing with 
Indian claims. 

b. All other cases. 

11. Case files of the Special 
Court, Regional Rail 
Reorganization Act of 1973. 

12. Territorial district court 
case files. 

13. Miscellaneous case files. 

Ancillary and supplementary 
proceedings not defined ae civil 
actions including but not restricted 
to papers relating to foreign 
depositions, denial of prisoner in 
forma pauperis, grand jury witness 
immunity proceedings, and action8 
to enforce administrative subpoenas, 
filed se~aratelv from civil and 
criminal files . 

Dispose 20 -years 
after transfer 
to a PRC. 

Dispose 5 years 
after transfer 
to a FRC. 

I 

.Dispose 10 yeare 
after transfer 
to a FRC. 

Permanent. 

Diepose when 50 
years old. 

Permanent. 

Permanent. 
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a. Any miscellaneous 
case file which NARA 
has determined in 
consultation with court 
officials to have 
historical value. 

b. Grand jury proceedings. 
NOTEt The recordings 
or reporters' notes, or 
any transcript pre- 
pared therefrom, remain 
in the custodv or control 
of the attorney for the 
uovernment unless other- 
wise ordered bv the 
court in a particular case. 
Rule 61eltl1, F.R.Cr.P. 

c. Records concerning registra- 
tion of documents to be used 
in foreign legal proceedings 
which have been assigned a 
miecellaneoua caae number. 

d. Attorney disbarment 
proceedings. 

e. All other miscellaneous case 
files not specifically 
mentioned in a. through d. 
above. 

14. Bankruptcy case files. 

a. Cases filed under the 
~ankruptcy Acts of 1800, 
1841, and 1867. 

Disposition 

Permanent. 

Dispose as directed 
by the court. 

Disposal Not 
Authorized. 

Disposal Not 
Autho,rized. 

Diepoee 10 'years 
years after date 
of- last action. 

Permanent. 

b. Cases filed under the 
Bankruptcy Acts of 
1898 and 1978. 
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(1) Case files created under ' .. 

the following chapters 
or subchapters are included: 

Chapter VIII, Section '75 
(Agricultural Compositions 
and Extensions), 

Chapter VIII, Section 77 
(Reorganization of 
Railroads Engaged in 
Interstate Commerce), 

Chapter IX (Adjustment of 
Debts of Political Sub- 
divisions and Public 
Agencies and 
Instrumentalities), 

Chapter X (Corporate . 
Reorganization), and Chapter XV 
(Railroad Adjustments) of the 
Bankruptcy Act of 1898, 
as amended, 

Chapter 7, Subchapter 111 
(Stockbroker Liquidation) 
and Subchapter IV 
(Commodity Broker Liquidation), 

Chapter 9 (Adjustment of Debts. 
of a Municipality), 

.-Chapter 11, Subchapter IV 
(Railroad Reorganization) of 
the Bankruptcy Act of 1978, 
and 

Dis~08ition 

Permanent. 

Case files containing orders 
issued by a. court of 
bankruptcy pursuant to 
Chapter XIV of the Bankruptcy 
Act of 1898 or Section 900 of 
Title IX of the 
Merchant Marine Act. 
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T m e  of Record 

(2)Additional bankruptcy cases 
will be selected by the 
regional archivist of NARA in 
consultation with judges, clerks 
of court, other court officials, 
and other interested parties. 

c. Case files created under 
-Chapter XI1 of the Bankruptcy 
Act of 1890. 

d. Case files created under the 
Bankruptcy Act of 1898 contain- 
ing judgments or orders affect- 

. ing title to real property, 
case files created under 
Chapters 7 and 11 of the 
Bankruptcy Act Of 1978, 
containing judgments or orders 
affecting title to or lien on 
real property entered prior 
to August 1, 1903. 

e. Case files exclusive of 
items 14a, b, c, d. 

Disposition 

Permanent. 

Disposal Not 
Authorized. 

Dispose 40 years 
after transfer to FRC 
unless the court 
direct8 a longer 
period for a 
specific file . 
Case files 
transferred to 
the records 
center prior to 
1964, dispoae 
40 years after 
date closed. 

Dispose 20 years 
after tranafer to 
to a FRC. Case 
files transferred to , ,  
the records center 
prior to 1984, 
dispose 20 years 
after date closed. 

f. Adversary proceedings 
files . 
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( 1 ) Proceedings terminated 
w during o r  a f t e r  t r i a l .  

(2)Proceedings f i l e s  
determined by NARA 
i n  consul tat ion 
wi th  cour t  o f f i c i a l s  
t o  have h i s t o r i c a l  
va lue  not included 
under i t e m  f ( 1) above. 

( 3 )  Proceedings f i l e s  
containing orders  o r  
judgements a f fec t ing  
t i t l e  t o  o r  l i e n  on 
r e a l  property entered  
p r i o r  t o  August 1, 1983, 
not  included under i t e m s  
f ( 1 )  o r  f ( 2 ) ,  above. 

( 4 ) A l l  o the r  proceed- 
ings  f i l e s .  

1 5 . 0 t h e r  bankruptcy records.  

, a. Bankruptcy claims 
r e g i s t e r s  i f  
maintained separa te ly .  

Disposi t ion 

Permanent. 

Dispose 40  
years a f t e r  
t r a n s f e r  t o  
a FRC un less  
t h e  c o u r t  
d i r e c t s  long- 
er r e t e n t i o n  
period f o r  a 
a epecif ic  
f i l e .  Case f i l e s  
t r a n s f e r r e d  t o  t h e  
records c e n t e r  
p r i o r  t o  1984, - 
dispose 40  y e a r s  
a f t e r  d a t e  closed.  

Diapose 20 year8 
a f t e r  t r a n s f e r  t o  
a FRC. Case f i l e s  . 
t r a n s f e r r e d  t o  t h e  
records c e n t e r  p r i o r  
1984, d ispose  20 

'years  a f t e r  d a t e  
closed. 

Dispose 20 y e a r s  
a f t e r  t r a n s f e r  
t o  a  FRC. 
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b. Records of the opera- 
tions of trustees under 
Chapter XI11 of the 
Bankruptcy Act of 1898 
and Chapter 13 of the 
Bank~ptcy Act of 1978 
generated by computer 
whether or not maintained 
separately from the case 
file . 

c . Judgment and order records, 
if kept sepaately. 

d. Orders of court directing 
deposit of monies in the 
Treasury of the United 
States pursuant to 
28 U.S.C. 2042, together 
with lists of the nmes 
and addresses of persons 
entitled to such monies. 

16. Violation notices. 

17. Probation and Parole Files. 

a. Supervision case files 
including investigation 
and aupervis ion data. 

b. Investigation files on 
individuals not under 
supervision of probation 
office, including files. 
of Pretrial Services 
Agencies. 

c. Pretrial diversion case 
files. 

Dispose 20 years 
after transfer to 
to a FRC. 

Permanent. 

Disposal Not 
Authorized. 

Dispose 90 days 
after posting and 
forfeiture of 
collateral or 
or dismissal. 

Dispose 20 years 
after termination 
of supervision. 

  is pose‘ 20 years 
after completion 
of investigation. 

Dispose 2 0  years 
after termination 
of supervision. 
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18.Records of hearings. 

a. Original court reporters' 
notes of proceedings, 
28 U.S.C. 753(b). 

( 1) Electronic' sound 
recordings of 
arraignments, pleas, 
and proceedings in 
connection with the 
imposition of 
sentence in criminal 
casee assigned 
district court docket 
numbers and filed with 
the clerk of court in 
lieu of transcript. 

(2)All other original . 
notes or recordings. 

b. Tape logs. 

c. Electronic sound 
recordings of magistrate 
judge proceedings in: 

( 1 ) Misdemeanor cases 
(above the level of 
petty offenses) not 
assigned district 
court docket numbers. 

(2)Petty offense cases 
not assigned district 
court docket numbers. 

thereafter.) 

Disposition 

Dispose 20 years 
after transfer to 
a FRC. 

Dispose when 10 
years old. 

File with original 
tape recordings of 
the proceedings 
and dispose of when 
tapes are disposed 
of. 

Dispose when 5 
years old (tapes may 
be erased and reused 
thereafter.) 

Dispose when 1 year 
old (t'apes may be 
erased and reused 
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TvPe of Record Dispos i t ion  

( 3)  C i v i l  cases .  

d. E lec t ronic  sound 
recordings of f i r e t  
meetinge of c r e d i t o r s  
under. t h e  Bankruptcy 
Act of 1098 'and eec. 
34.1 meetings. under 
t h e  Bankruptcy Act 
of 1978. 

Dispose when 10 
years o ld .  

Dispose when 6 
months ,old ( tapes  
may be erased 
t h e r e a f t e r  and 
reused unlese 
otherwise recom- 
mended by t h e  
p res id ing  o f f i c e r  
f o r  a s p e c i f i c  ease. ) 

NOTE: When s e v e r a l  types of cases  o r  proceedings a r e  included 
on a s i n g l e  tape ,  the  recording should be re ta ined  f o r  
t h e  longes t  per iod prescribed f o r  any c a s e  o r  proceeding 
on t h e  tape .  

B. Miscellaneous Records of 
Proceedinus. 

1. Minute eheets .  Courts are 
encouraged t o  f i l e  minute 
shee t s  i n  t h e  case f i l e .  

Jurom s e l e c t i o n  records.  
A l l  records  and papers 
compiled and maintained, 
by t h e  jury commission 
o r  c l e r k  f o r  t h e  purpose 
of f i l l i n g  and maintain- 
ing t h e  master and 
q u a l i f i e d  j u q  wheels 
20 U.S.C. 1061 8f; seq. 

3. Attorney admission records. 

a. Rol ls  of Attorneye. 

(1) Records dated 1911: 
' o r  earlier. 

Permanent, i f  
maintained out- 
s i d e  t h e  case  f i l e .  

Dispose 4 years  
a f t e r  t h e  master 
jury wheel has been 
emptied and r e f i l l e d  
and a l l  persons 
selected have 
completed jury 
s e r v i c e  , unless  
extended by t h e  
cour t .  28 U.S.C. 
1068. FRCs will 
accept  these  
records  only i f  
s p e c i f i c  dieposal , 

da tee  are c i t e d  
on t h e  SF 135. 

Permanent. 


