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(c) Determination. NARA will appraise 
the records to determine if they have 
sufficient value to warrant archival 
permanent preservation. If NARA de-
termines either that records are not 
permanent or that the transfer instruc-
tions are not appropriate: 

(1) NARA will notify the agency and 
negotiate an appropriate disposition. 
The disposition instruction on the SF 
115 will be modified prior to NARA ap-
proval; or 

(2) If NARA and the agency cannot 
agree on the disposition instruction for 
an item(s), the items(s) will be with-
drawn. In these cases, the agency must 
submit an SF 115 with a revised pro-
posal for disposition; unscheduled 
records must be treated as permanent 
until a new schedule is approved. 

§ 1225.16 How do agencies schedule 
temporary records? 

(a) Identification. Federal agencies re-
quest authority to dispose of records, 
either immediately or on a recurring 
basis. Requests for immediate disposal 
are limited to existing records that no 
longer accumulate. For recurring 
records, approved schedules provide 
continuing authority to destroy the 
records. The retention periods ap-
proved by NARA are mandatory, and 
the agency must dispose of the records 
after expiration of the retention pe-
riod, except as provided in §§ 1226.18 and 
1226.20 of this subchapter. 

(b) Requirements. Each item on an SF 
115 proposed for eventual destruction 
must include the following: 

(1) Descriptive title familiar to agen-
cy personnel; 

(2) Description of the records includ-
ing agency function, physical type(s) 
and informational content; 

(3) Disposition instructions developed 
using the following guidelines: 

(i) If the record series, component of 
an electronic information system, or 
appropriate aggregation of series and/ 
or automated system components is 
current and continuing, the SF 115 
must include file breaks, retention pe-
riod or event after which the records 
will be destroyed, and, if appropriate, 
transfer period for retiring inactive 
records to an approved records storage 
facility. 

(ii) If the records series, system, or 
other aggregation is nonrecurring, i.e., 
no additional records will be created or 
acquired, the SF 115 must specify ei-
ther immediate destruction or destruc-
tion on a future date. 

(c) Determination. If NARA deter-
mines that the proposed disposition is 
not consistent with the value of the 
records, it will request that the agency 
make appropriate changes. 

(1) If NARA determines that records 
proposed as temporary merit perma-
nent retention and transfer to the Na-
tional Archives of the United States, 
the agency must change the disposition 
instruction prior to approval of the SF 
115. 

(2) If NARA and the agency cannot 
agree on the retention period for an 
item(s), the items(s) will be withdrawn. 
In these cases, the agency must submit 
an SF 115 with a revised proposal for 
disposition; unscheduled records must 
be treated as permanent until a new 
schedule is approved. 

§ 1225.18 How do agencies request 
records disposition authority? 

(a) Federal agencies submit an SF 115 
to NARA to request authority to sched-
ule (establish the disposition for) per-
manent and temporary records, either 
on a recurring or one-time basis. 

(b) SF 115s include only records not 
covered by the General Records Sched-
ules (GRS) (see part 1227 of this sub-
chapter), deviations from the GRS (see 
§ 1227.12 of this subchapter), or pre-
viously scheduled records requiring 
changes in retention periods or sub-
stantive changes in description. 

(c) SF 115s do not include nonrecord 
material. The disposition of nonrecord 
materials is determined by agencies 
and does not require NARA approval. 

(d) The following elements are re-
quired on a SF 115: 

(1) Title and description of the 
records covered by each item. 

(2) Disposition instructions that can 
be readily applied. Records schedules 
must provide for: 

(i) The destruction of records that no 
longer have sufficient value to justify 
further retention (see § 1224.10(b) of this 
subchapter); and 

(ii) The identification of potentially 
permanent records and provisions for 
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