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(b) Dispersal. Once records are dupli-
cated, they must be dispersed to sites a 
sufficient distance away to avoid being 
subject to the same emergency. Dis-
persal sites may be other office loca-
tions of the same agency or some other 
site. 

(c) Storage considerations. Copies of 
emergency operating vital records 
must be accessible in a very short pe-
riod of time for use in the event of an 
emergency. Copies of legal and finan-
cial rights records may not be needed 
as quickly. In deciding where to store 
vital record copies, agencies must treat 
records that have the properties of 
both categories, that is, emergency op-
erating and legal and financial rights 
records, as emergency operating 
records. 

(1) The off-site copy of legal and fi-
nancial rights vital records may be 
stored at an off-site agency location or, 
in accordance with § 1233.12 of this sub-
chapter, at a records storage facility. 

(2) When using a NARA records stor-
age facility for storing vital records 
that are duplicate copies of original 
records, the agency must specify on the 
SF 135, Records Transmittal and Re-
ceipt, that they are vital records (du-
plicate copies) and the medium on 
which they are maintained. The agency 
must also periodically cycle (update) 
them by removing obsolete items and 
replacing them with the most recent 
version. 

§ 1223.24 When can vital records be de-
stroyed? 

The disposition of vital records that 
are original records is governed by 
records schedules approved by NARA 
(see part 1225, Scheduling Records, of 
this subchapter). Agencies must not de-
stroy original records that are not 
scheduled. Duplicate copies created 
and maintained for vital records pur-
poses only may be destroyed when su-
perseded or obsolete during the routine 
vital records cycle process. 

PART 1224—RECORDS DISPOSITION 
PROGRAMS 

Sec. 
1224.1 What are the authorities for Part 

1224? 
1224.2 What definitions apply to this part? 

1224.3 What standards are used as guidance 
for this part? 

1224.10 What must agencies do to implement 
an effective records disposition program? 

AUTHORITY: 44 U.S.C. 2111, 2904, 3102, and 
3301. 

SOURCE: 74 FR 51014, Oct. 2, 2009, unless 
otherwise noted. 

§ 1224.1 What are the authorities for 
Part 1224? 

The statutory authorities for this 
part are 44 U.S.C. 2111, 2904, 3102, and 
3301. 

§ 1224.2 What definitions apply to this 
part? 

See § 1220.18 of this subchapter for 
definitions of terms used in part 1224. 

§ 1224.3 What standards are used as 
guidance for this part? 

These regulations conform with guid-
ance provided in ISO 15489–1:2001, Infor-
mation and documentation—Records 
management. Paragraphs 7.1 (Prin-
ciples of records management pro-
grammes), 8.3.7 (Retention and disposi-
tion), 8.5 (Discontinuing records sys-
tems), and 9.9 (Implementing disposi-
tion) apply to records disposition. 

§ 1224.10 What must agencies do to im-
plement an effective records dis-
position program? 

In order to properly implement the 
provisions of §§ 1220.30(c)(2), 1220.32(e), 
and 1220.34(c), (f), and (g) of this sub-
chapter agencies must: 

(a) Ensure that all records are sched-
uled in accordance with part 1225 of 
this subchapter, schedules are imple-
mented in accordance with part 1226 of 
this subchapter, and permanent records 
are transferred to the National Ar-
chives of the United States. 

(b) Promptly disseminate and imple-
ment NARA-approved agency schedules 
and additions and changes to the Gen-
eral Records Schedules (GRS) in ac-
cordance with § 1226.12(a) of this sub-
chapter. 

(c) Regularly review agency-gen-
erated schedules, and, if necessary, up-
date them. 

(d) Incorporate records retention and 
disposition functionality during the de-
sign, development, and implementation 
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of new or revised recordkeeping sys-
tems (whether paper or electronic). See 
§ 1236.6 of this subchapter. 

(e) Provide training and guidance to 
all employees on agency records dis-
position requirements and procedures 
and other significant aspects of the 
records disposition program. When a 
new or revised records schedule is 
issued, provide specific guidance to em-
ployees responsible for applying the 
schedule. 

PART 1225—SCHEDULING 
RECORDS 

Sec. 
1225.1 What are the authorities for this 

part? 
1225.2 What definitions apply to this part? 
1225.3 What standards are used as guidance 

for this part? 
1225.10 What Federal records must be sched-

uled? 
1225.12 How are records schedules devel-

oped? 
1225.14 How do agencies schedule permanent 

records? 
1225.16 How do agencies schedule temporary 

records? 
1225.18 How do agencies request records dis-

position authority? 
1225.20 When do agencies have to get GAO 

approval for schedules? 
1225.22 When must scheduled records be re-

scheduled? 
1225.24 When can an agency apply pre-

viously approved schedules to electronic 
records? 

1225.26 How do agencies change a disposi-
tion authority? 

AUTHORITY: 44 U.S.C. 2111, 2904, 2905, 3102, 
and Chapter 33. 

SOURCE: 74 FR 51014, Oct. 2, 2009, unless 
otherwise noted. 

§ 1225.1 What are the authorities for 
this part? 

The statutory authorities for this 
part are 44 U.S.C. 2111, 2904, 2905, 3102, 
and Chapter 33. 

§ 1225.2 What definitions apply to this 
part? 

See § 1220.18 of this subchapter for 
definitions of terms used throughout 
Subchapter B, including part 1225. 

§ 1225.3 What standards are used as 
guidance for this part? 

These regulations conform with guid-
ance provided in ISO 15489–1:2001, Infor-
mation and documentation—Records 
management. Paragraphs 4 (Benefits of 
records management), 6.3 (Responsibil-
ities), 7.1 (Principles of records man-
agement programmes), 8.3.7 (Retention 
and disposition), 9.2 (Determining how 
long to retain records), 9.10 (Docu-
menting records management proc-
esses), 10 (Records management proc-
esses and controls), and 11 (Monitoring 
and auditing) apply to records sched-
uling. 

§ 1225.10 What Federal records must 
be scheduled? 

All Federal records, including those 
created or maintained for the Govern-
ment by a contractor, must be covered 
by a NARA-approved agency disposi-
tion authority, SF 115, Request for 
Records Disposition Authority, or the 
NARA General Records Schedules. 

§ 1225.12 How are records schedules 
developed? 

The principal steps in developing 
agency records schedules are listed 
below. Additional details that may be 
helpful are provided in the NARA 
records management handbook, Dis-
position of Federal Records at http:// 
www.archives.gov/records-mgmt/publica-
tions/disposition-of-federal-records/ 
index.html. 

(a) Conduct a functional or work 
process analysis to identify the func-
tions or activities performed by each 
organization or unit. Identify the rec-
ordkeeping requirements for each. 

(b) Prepare an inventory for each 
function or activity to identify records 
series, systems, and nonrecord mate-
rials. 

(c) Determine the appropriate scope 
of the records schedule items, e.g., in-
dividual series/system component, 
work process, group of related work 
processes, or broad program area. 

(d) Evaluate the period of time the 
agency needs each records series or 
system based on use, value to agency 
operations and oversight agencies, and 
legal obligations. Determine whether a 
fixed or flexible retention period is 
more appropriate. For records proposed 
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