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:

Storage and Retrieval of
Headquarters Records
This instruction updates the policies, responsibilities, and procedures
for storage, retrieval, transfer, and disposal of inactive Headquarters
records.

Definitions
The following terms are central to the meaning of this instruction:

1. Records   recorded information, regardless of media or
physical characteristics, developed or received by the Postal
Service in connection with the transaction of its business and
retained in its custody.

2. Active records   information that is used for conducting current
business.

3. Inactive records   information that is not used for conducting
current business, but for which the retention period has not yet
expired.

4. Nonrecord materials    two types of nonrecord materials that
consist of:

a. Those materials that include blank forms and surplus
publications, handbooks, instructions, circulars, bulletins,
announcements, and other directives as well as any material
not directly associated with the transaction of Postal Service
business.

b. Those materials created or received during an individual’s
period of employment with the Postal Service that are of a
purely private or unofficial character, or those materials not
created or received in connection with Postal Service
business. This material is disposed of by the individual office.
It will not be stored in the Headquarters records section.

5. Transferring official   a manager at Headquarters with the
authority to transfer inactive records from office space to
temporary storage at Postal Service facilities or federal records
centers (FRCs).
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6. Records series   a specific grouping of records that relate to
the same subject and have the same retention period. The
records encompassed by the records series may be, but are not
necessarily, kept together as a unit and need not be of the same
media.

7. Retention period   the authorized length of time that a records
series must be kept before its disposal, usually stated in terms of
months or years but sometimes expressed as contingent upon
the occurrence of an event. Usually the retention period refers to
the period of time between the creation of a series and its
authorized disposal date; however, in some cases it refers to the
length of time between the cutoff point and the disposal date.
Authorized retention periods are published in records control
schedules (see Handbook AS-305, Records Control, for specific
examples).

8. Cutoff   the termination of a file or information in a file at
regular periodic intervals, after which the material is disposed of
or transferred to storage.

9. Records control schedule   a directive describing records
series that are maintained by organizations of the Postal Service;
it provides maintenance, retention, storage, transfer, and disposal
instructions for each series listed and serves as the authority for
Postal Service officials to implement such instructions.

Storage Management and Services

General
Headquarters Facility Services manages the storage and servicing of
inactive records for all Headquarters organizational units. This economi-
cal service reduces the use of valuable office space to store infrequently
used Headquarters records.

Records Section

Administration

Headquarters Facility Services manages a records section that admin-
isters the storage of inactive records until their retention period expires
or they are transferred to the National Archives and Records Administra-
tion (NARA). The only inactive records that can be stored in the records
section are those that are scheduled or are approved pending schedul-
ing by the Post Office Accounting unit of Finance at Headquarters.
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Services

The records section provides standard boxes that are approved for
storage of inactive records and the Form 773, Records Transmittal and
Receipt. This unit provides for the following other services upon request:

1. Retrieval of requested boxes from storage and delivery to the
transferring official.

2. Pickup of boxed records from the requesting transferring official.

3. Delivery of boxed records to the Headquarters records section
and federal records centers.

4. Disposal and destruction of stored records.

Policy

Acceptance of Records for Storage
The records section accepts only those records approved for transfer
by the Post Office Accounting unit of Finance at Headquarters. To be
accepted, these records:

1. Must appear on an approved Postal Service records control
schedule, such as those in Handbook AS-305 (or be pending
approval for transfer).

2. Must be arranged for storage in accordance with the
maintenance and disposition instructions of the schedule.

3. Must not be needed for current operations, which means they are
records that are inactive and referred to only occasionally
(usually not more than once a month per file drawer) in the
normal course of business.

Transfer of Records
The records section transfers to the FRC those records eligible under
Postal Service records control schedules that have been authorized by
the NARA. Records not eligible for storage at the FRC are transferred
to the Headquarters storage facility.

Disposal of Records

Records Transferred to the Federal Records Center

At the expiration of the authorized retention period, the FRC disposes
of records that are eligible for disposal in accordance with the Postal
Service records control schedules. The FRC sends a “notice of intent
to destroy records” 90 days before the scheduled disposal date. This
is  the only notification provided.  The records indicated on the notice
will be destroyed 90 days from the date of the notice unless the FRC is
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notified to the contrary. Requests to extend the retention period of the
records must be approved and made through the Post Office Account-
ing unit of Finance at Headquarters and  within the 90-day period of the
notice.

Records Transferred to the Headquarters Storage
Facility

The records section disposes of records that are eligible for disposal in
accordance with the Postal Service records control schedules. The
records section sends a “notice of intent to destroy records” 30 days
before the scheduled disposal date. This is the only notification pro -
vided.  The records indicated on the notice will be destroyed within 30
days after expiration of the retention period unless the records section
is notified to the contrary. Requests to extend the retention period of the
records must be approved and made through the Post Office Account-
ing unit of Finance at Headquarters and  within the 30-day period of the
notice.

Responsibilities

Post Office Accounting
The Post Office Accounting unit of Finance at Headquarters:

1. Develops records control schedules for the disposition of Postal
Service records and answers questions concerning the
scheduling and disposal of records.

2. Approves all transfers to the records section by notation in the
clearance section of Form 773 (see Attachment 1).

Headquarters Facility Services
Headquarters Facility Services:

1. Manages and operates the records section.

2. Follows the procedures outlined in this instruction for accepting or
rejecting those inactive records received for storage from
Headquarters organizational units.

3. Disposes of eligible records in accordance with the instructions
provided on the approved Form 773 and the corresponding
records control schedule.

4. Transfers eligible records to an FRC within the stated time frame.

5. Maintains accountability for records on hand, transferred to an
FRC, and disposed of.
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Transferring Official
Transferring officials must:

1. Ensure that files are complete and organized to simplify retrieval
(see also the Storage Management and Services section).

2. Contact the Post Office Accounting unit of Finance at
Headquarters, as necessary, to transfer records to the records
section.

3. Authorize all recalls of records previously submitted for storage.

4. Maintain copies of Forms 773 and associated box listings
describing records that have been transferred for storage until
such records have been disposed of or destroyed.

Procedures

Preparing Records for Storage

General

The Post Office Accounting unit of Finance at Headquarters assists in
and explains the procedures for transferring records to the records
section, including the completion of required forms. The records section
provides offices with approved boxes, provides instructions for packag-
ing and labeling records (see Attachment 2), and picks up completed
items for storage.

Instructions

When preparing items for storage, transferring officials must:

1. Obtain authorized storage boxes, Form 773, and a copy of
Attachment 2 from the Headquarters records section.

2. Place records in boxes according to the maintenance and
disposition instructions in the records control schedule and as
described in steps 4–8 below.

3. Complete Section I of Form 773, in accordance with the
instructions that appear on the reverse side of the form, to
transfer records.

4. Complete a separate Form 773 for each records series and
disposal date. Do not place nonrecord material in any box.
(See the definitions section in this instruction for explanation of
records series and nonrecords material.)

5. Fill boxes to at least three-fourths capacity; some space for
access is permissible.

6. Place a copy of any detailed lists, indexes, or specialized finding
aids for the records series in the first box of records covered by
each Form 773.
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Note:   To clearly identify future references, transferring officials
must retain a copy of such aids in a file together with the
office copy of the Form 773.

7. Close boxes by folding the flaps. Do not tape .

8. Using a thick black marker, write the following information legibly
on the box:

a. On the front — beside “Agency Box Number,” the box
number specifying the total and consecutive number of boxes
(1 of 10, 2 of 10, etc.) being transferred. Leave “Accession
Number” blank.

b. On the back — the transfer identification number, a 10-digit
number consisting of (1) the ZIP+4 add-on for the
transferring office, (2) the last two digits of the fiscal year,
and (3) the sequence number from the controlling Form 773.
Example:  5242-97-0003.

Recall of Records

From the Records Section

Requests must be made for the entire box of records; the records
section will not retrieve individual files from boxes. To recall records from
records storage, units must submit a written request (a cc:Mail or buck-
slip message is acceptable) specifying all of the following:

1. The requester’s name.

2. The name of the records series.

3. The transfer identification number from the controlling Form 773
and the box number(s) (e.g., 1 of 10, 4 of 10).

4. The date the records are needed.

5. The date of this request.

Note:   To facilitate and better track such requests, offices must use
the above procedure to recall records. Offices are no longer
permitted to call the records section and leave messages to
recall records.

Returning Records

Offices must return all of the records that were originally stored in the
box(es), and only those records that were originally authorized for stor-
age. In other words, do not withhold or add any records. The
records section will not accept any records that were withheld
from a box returned to storage.
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Attachment 1

Form 773, Records Transmittal and Receipt
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Attachment 2

Quick Reference for Storing and Retrieving Headquarters Records

Preparing Records for Storage
When preparing inactive records to be sent to storage, the transferring official must:

� Verify that the records being considered are authorized for storage or disposal. (Review Handbook AS-305 or
contact the records specialist, Post Office Accounting, ext. 4869.)

� Obtain Form(s) 773, Records Transmittal and Receipt, storage boxes, and these instructions from the records
section, Headquarters Facility Services, ext. 4798.

� Place records in storage boxes in accordance with records control schedules and the Packaging Instructions
below.

� Complete Section I of Form 773. A separate Form 773 must be completed for each records series* and
disposal date.

� Contact the records specialist (ext. 4869) for review of the records to be stored and approval of Form(s) 773.

� Following clearance of Form(s) 773, contact the records section (ext. 4798) to arrange for transfer, pickup,
and storage of approved records.

� Provide the first two copies of completed Form(s) 773 to the records section. File and retain the third copy
together with finding aids as detailed below in the transferring office until the records are destroyed.

Packaging Instructions
� Obtain authorized storage boxes from the records section.

� Place records in boxes as follows:

� Letter-size  files must be placed in order by name, number, or date facing the front of the box. 
(Note:  The front of the box is the panel with the words “Accession Number” and “Agency Box Number”
preprinted on it.)

� Legal-size  files must be placed in order and face the left side of the box front.

� Package only one records series per box and per records transmittal (Form 773). Do not place nonrecord
material** in any box.

� Fill boxes to no more than three-fourths capacity (allowing space for access).

� Place a copy of any detailed lists, indexes, or specialized finding aids for the records series in the first box of
records covered by each Form 773. Note:  A copy of such aids must also be retained by the transferring unit
or official. This information must be filed together with Form 773 to clearly identify stored records and box
contents for future reference and record recalls.

� Close boxes by folding the flaps. Do not tape.

� Using a thick black marker, write the following information legibly on the box:

� On the Front   Beside “Agency Box Number,” the box number specifying the consecutive number of
each box and the range of the box numbers for each records series on each Form 773. 
(Example:  1 of 10, 2 of 10, 3 of 10, etc.) Note:   Leave “Accession Number” blank.

� On the Back   The transfer identification number (TIN) with dashes between the fields:  (1) the
transferring office’s ZIP+4 add-on, (2) the last two digits of the current fiscal year, and (3) the sequence
number that is preprinted in the top right corner of Form 773. 
(Example:  5242-97-0003.)

__________________

 *Records series means a specific grouping of records that relate to the same subject and have the same retention period.
**Nonrecord materials include:

� Blank forms and surplus publications, handbooks, instructions, circulars, bulletins, announcements, and other directives as well as any
material not directly associated with the transaction of postal business.

� An individual postal employee’s personal records or files that are of a purely private or unofficial character. This material is not a candidate
for storage and must be disposed of by the individual or unit.
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Recalling Records From Storage
� Send requests for the recall of records from storage facilities via cc:Mail (address:  Records Section) or by

buckslip via interoffice mail (address to:  Records Section, 1P205).

� Include the following information on the request:
1. The requester’s name.
2. The name of the records series to be retrieved.
3. The transfer identification number from the controlling Form 773 and the box number(s) (e.g., 1 of 10, 

4 of 10).
4. The date the records are needed. (Requests must be received 72 hours in advance of this date.)
5. The date of this request.

Important!   Please Read Carefully!

� Request(s) for the recall of records must be for an entire box.  The records section will not retrieve individual
file items from within stored record boxes.

� Records being returned for storage must contain all the records and only those records originally  stored. In
other words:

� Do not  withhold any records previously stored in boxes. The records section will not accept any records
that were withheld from a box returned to storage.

� Do not  add records or any other items to boxes of previously stored records.

Contacts

Records Specialist, Post Office Accounting: Sheila Allen (202) 268-4869

Records Section, Headquarters Facility Services: Donald Paul (202) 268-4798

Note:  This information supplements Management Instruction AS-510-97-5, published 06/24/97. Before completing
these instructions, see the MI for the definitions, policy, responsibilities, and procedures on which this quick refer-
ence is based.

Prepared by: Manager, Space and Administrative Support
Headquarters Facility Services June 24, 1997
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