


























































































































































































































































































































































































NEW EDITION

Guide to 
Record 
Retention 
Requirements
in the Code of 
Federal Regulations (CFR)
Revised January 1, 1994

The GUIDE is a useful reference tool, 
compiled from agency regulations» designed to 
assist anyone with Federal recordkeeping 
obligations.

The various abstracts in the GUIDE tell the 
user (1) what records must be kept, (2) who must 
keep them, and (3) how long they must be kept.

The GUIDE is formatted and numbered to 
parallel the CODE OF FEDERAL REGULATIONS 
(CFR) for uniformity of citation and easy 
reference to the source document.

Compiled by the Office of the Federal 
Register, National Archives and Records 
Administration.

Superintendent of Documents Order Form
Order Processing Code:

*7296

C harge your order. 
It’s easyl

To fax your orders (202) 512-2250

a  YES, send me___  subscriptions to 1994 Guide to Record Retention Requirements in the CFR,
S/N 069-000-00056-8, at $20.00 ($25.00 foreign) each.

The total cost of my order is $ ________ (Includes regular shipping and handling.) Price subject to change.

Company or personal name (Please type or print)

Additional address/attention line

Street address

City, State, Zip code

Daytime phone including area code

Purchase order number (optional)

Check method of payment:
□  Check payable to Superintendent of Documents

Thank you fo r your order /

Authorizing signature 4/94

Mail to: Superintendent of Documents
P.O. Box 371954, Pittsburgh, PA 15250-7954



INFORMATION ABOUT THE SUPERINTENDENT OF DOCUMENTS’ SUBSCRIPTION SERVICE

Know when to expect your renewal notice and keep a good thing coming. To keep our subscription 
prices down, the Government Printing O ffice mails each subscriber only one renewal notice. You can 
learn when you w ill get your renewal notice by checking the number that follows month/year code on 
the top line o f your label as shown in this example:

A  renewal n otice w ill be 
sent approxim ately 90  days 
before th is date.

A  renew al notice w ill be 
sen t approxim ately 9 0  days 
before this date.

APR SMITH212J DEC94 R 1 j AFRDO SMITH212J DEC94 R 1 :
JOHN SMITH JOHN SMITH
212 MAIN STREET 212 MAIN STREET
FORESTVILLE MD 20747 FORESTVILLE MD 20747

To be sure that your service continues without interruption, please return your renewal notice promptly. 
I f  your subscription service is discontinued, simply send your mailing label from any issue to the 
Superintendent o f Documents, Washington, DC 20402-9372 with the proper remittance. Your service 
will be reinstated.

To change your address: Please SEND YO U R M AILING LA BEL, along with your new address to the 
Superintendent o f Documents, Attn: Chief, M ail List Branch, M ail Stop: SSO M , Washington,
DC 20402-9373.

To inquire about your subscription service: Please SEND YOU R M AILING LA BEL, along with 
your correspondence, to the Superintendent o f Documents, Attn: Chief, M ail L ist Branch, M ail 
Stop: SSO M , Washington, DC 20402-9375.

To order a new subscription: Please use the order form provided below.

odwPraoMî God« Superintendent of Documents Subscription Older Form
*5468
□YES, please enter my subscriptions as follows:

Charge your order.
It ’» easy!

r  ^

M a s te rC a rd ] 1 MSC 1
■ E H B

To fax your orders (202) 512-2233

subscriptions to FederabRegister (FR); including the daily Federal Regster, monthly Index and LSA List 
of Code of Federal Regulations Sections Affected, at *490 (*612.50 foreign) each per year.

subscriptions to Federal Register, daily only (FRDO), at *444 (*555 foreign) each per year.
The total cost of my order is $____________ . (Includes
regular shipping and handling.) Price subject to change.

Company or personal name

Additional address/attention line

Street address

City, State, Zip code

(Please type or print)

For privacy, check box below:
□  Do not make my name available to other mailers 
Check method of paym ent
□  Check payable to Superintendent of Documents
a  GPO Deposit Account | j | | | I | | — 

ü  VISA Q  M a s te rC a rd ______ [(expiration date)

T hank you  fo r  you r ord er!

Daytime phone including area code

Purchase order number (optional)

1/94Authorizing signature

MaH To: Superintendent of Documents
P.O. Box 371954, Pittsburgh, PA 15250-7954



Would you like 
to know...
if any changes have been made to the 
Code of Federal Regulations or what 
documents have been published in the 
Federal Register without reading the 
Federal Register every day? If so, you 
may wish to subscribe to the LSA 
(L ist o f CFR Sections Affected), the 
Federal R egister Index, or both.
LSA • List of CFR Sections Affected

The LSA (List of CFR Sections Affected) 
is designed to lead users of the Code of 
Federal Regulations to amendatory 
actions published in the Federal Register.
The LSA is issued monthly in cumulative form. 
Entries indicate the nature of the changes— 
such as revised, removed, or corrected. 
$24.00 per year.

Federal Register Index

The index, covering the contents of the 
daily Federal Register, is issued monthly in 
cumulative form. Entries are carried 
primarily under the names of the issuing 
agencies. Significant subjects are carried 
as cross-references.
$22.00 per year.

- A finding aid is included m each publication which lists 
Federal Register page numbers with the date of publication 
if i the Federal Register.

Superintendent of Documents Subscription Order Form
Order Processing Code:

*5421

□  YES , enter the following indicated subscriptions for one year:

Charge your order.
It ’s easyl MBff

To fax your orders (202) 512-2233

-----  LSA ♦ List of CFR Sections Affected (iLCS) at $24 each
___  Federal Register Index (FRSU)at $22 each

The total cost of my order is $ _____ - Price includes
regular domestic postage and handling and is subject to 
change. International customers please add 25%.

(Company or personal name) (Please type or print)

( Additional address/attention line);

(Street address)

(City, State, Zip code)

(Daytime phone including area code)

(Purchase order no.)

For privacy diedi box below  
Q  Do not make my name available to other mailers 
Check method of payment:
□  Check payable to Superintendent of Documents
□  GPO Deposit Account | | I I 1 I I I ~  Q
□  VISA □  MasterCard I I 1 1 I (expiration)

m  I I I I  I I  r I I  I; I I I I: I T T I

(Authorizing signature) tm

Thank you f o r  your order!

Mail to: Superintendent of Documents
P.O. Box 371954, Pittsburgh, PA 15250-7954



Federal Register 
Document 
Drafting 
Handbook
A Handbook for 
Regulation Drafters

This handbook is designed to help Federal 
agencies prepare documents for 
publication in the Federal Register. The 
updated requirements in the handbook 
reflect recent changes in regulatory 
development procedures, 
document format, and printing 
technology.

Price $5 .50

Superintendent of Documents Publication Order Form
Order processing code: *5133  C harge yo u r o rd er.

v iroJL J C /d }  please send me the following indicated publications: To fax your orders and Inquiries—(202) 512-2250

copies of DOCUMENT DRAFTING HANDBOOK at $5.50 each. S/N 069-000-00037-1

1. The total cost of my order is $________ _ Foreign orders please add an additional 25%.
All prices include regular domestic postage and handling and are subject to change.

Please Type or Print
2 .______________________

(Company or personal name)

(Additional address/attention line)

(Street address)

3. Please choose method of payment:

□  Check payable to die Superintendent of Documents
EH GPO Deposit Account 1 1 1  1 1  l~l I
□  VISA or MasterCard Account

(City, State, ZIP Code) __________________________  Thank you fo r your order!
j j (Credit card expiration date)

(Daytime phone including area code) _____________________________________ _____________ _______
(Signature) (Rev 12/91)

4. Mail lb: New Orders, Superintendent of Documents, P.O. Box 371954, Pittsburgh, PA 15250—7954



Microfiche Editions Available...
Federal Register
The Federal Register is published daily in 
24x microfiche format and mailed to 
subscribers the following day via first 
class mail. As part of a microfiche 
Federal Register subscription, the LSA 
(List of CFR Sections Affected) and the 
Cumulative Federal Register Index are 
mailed monthly.

Code of Federal Regulations

The Code of Federal Regulations, 
comprising approximately 200 volumes 
and revised at least once a year on a  
Quarterly basis, is published in 24x 
microfiche format and the current 
year's volumes are mailed to 
subscribers a s  issued.

M icrofiche Subscription Prices:

Federal Register:

One yean $403.00
Six months: $201.50

"  ,  J "’V i'Tfc; V ■■Code o f Federal Regulations:

Current year (as issued): $244.00 Pfep
Superintendent of Documents Subscription Order Form

Charge your order.
It’s easy!

□  YES, enter the following indicated subscriptions in 24x microfiche format: To *a* your ow,ers (202) 512-2233

Order Processing Code:

*  5419

----- Federal Register (MFFR) □  One year at $403 each □  Six months at $201.50 each
----- Code of Federal Regulations (CFRM3) □  One year at $244 each

The total cost of my order is $ ________. Price includes
regular domestic postage and handling and is subject to 
change. International customers please add 25%.

(Company or personal name) (Please type or print)

(Additional address/attention line) 

(Street address)

(City, State, Zip code)

(Daytime phone including area code)

(Purchase order no.)

For privacy, check box below:
□  Do not make my name available to other mailers 
Check method of payment:
□  Check payable to Superintendent of Documents
□  GPO Deposit Account | | [ | T F~) - □
□  VISA □  MasterCard (expiration)

(Authorizing signature) 1/94

Thank you for your order!

Mail to: Superintendent of Documents
P.O. Box 371954, Pittsburgh, PA 15250-7954





P r i n t e d  o n  r e c y c l e d  p a p e r


