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CHAPTER 15.  RETIREMENT AND RECALL OF RECORDS





Section A.  RETIREMENT OF RECORDS TO FEDERAL ARCHIVES AND RECORDS CENTERS (Rescinded by IRM Directive No. 8.01.01 and Handbook No. 8.02.01HB1, dated June 11, 1997)
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SECTION B. RECALL OF RECORDS FROM FEDERAL ARCHIVES AND RECORDS CENTERS





15.10 RECALL OF RECORDS





	a. All recalls of veterans’ folders from FARC's are considered permanent withdrawals. EXCEPTION: Temporary transfers will continue to be made between FARC's and Central Office and for Philippine cases as described in paragraphs 14.19 and 15.14.





	b. Documents constituting a part of a records series covering a given time period may be recalled on a loan basis only (e.g., onsite audit records). These records will be returned to the F ARC to be refiled into the records series from which they were removed.





	c. Temporary recall of records by Central Office elements will be made directly to the appropriate FARC. Upon completion of Central Office action, the records will be returned directly to the FARC. If a recalled XC-folder is reactivated, the records will be forwarded to the appropriate station having jurisdiction over the folder. It will be the responsibility of the receiving office to update BIRLS.





	d. Folders will be permanently recalled when extracts or photocopies are required. Requests for permanent recall and extracts or photocopies may be made by telephone in emergency situations only. Telephone requests will be limited to the following:





	(1) Congressional or Presidential inquiry,


	(2) Freedom of Information or Privacy Act request,


	(3) Case involved in litigation,


	(4) Extreme hardship, or


	(5) Station Director's request.





	e. Requests for records or information will not be mixed with interfile material when forwarded to an FARC.





15.11 V A FORM [00]-7575, REQUEST FOR RETIRED RECORDS OR INFORMATION





	a. V A Form [00]-7575, Request for Retired Records or Information, will be used for requesting records other than XC-folders, Insurance Premium Record Cards, and official personnel folders from FARC's.  A separate form must be submitted for each record or document requested.
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	b. Requests for records retired after October 1, 1976, will contain GSA accession number, FARC shelf location number (formerly GSA box number), and VA box number, in addition to other data as required and set forth in paragraphs 15.15, 15.16, 15.18 and 15.21.





	c. Requests for records retired prior to October 1, 1976, will contain the above information, if known, or provide other information relating the requested records to a particular series of records retired.





15.12 RETURN OF RECORDS TO FEDERAL ARCHIVES AND RECORDS CENTER





	In those restricted cases where a folder is received from the FARC on a temporary recall, the V A Form [00]-7575 or VA Form [00]-7216a, Request for and/or Notice of Transfer of Veterans Records, received with the folder will be held in suspense pending return of the record. It will be marked "Returned" and used as the identifying transmittal medium when returning the document to the FARC.





15.13 CHANGE OF LOCATION OF CERTAIN RETIRED RECORDS





	a. Records retired to the VA Records Service Center, Columbus, Ohio, before it was closed July 1, 1955, were transferred to the FARC, Kansas City, Missouri. Requests for records so retired, and which have not subsequently become eligible for disposal, should be addressed to the FARC, Kansas City, Missouri (see app. A for address).  





	b. Requests for records retired to the deactivated FARC, Honolulu, Hawaii, will be directed to the FARC, San Bruno, California. EXCEPTION: Requests for outpatient treatment folders, clinical records, and X-ray films that were maintained in Honolulu, Hawaii, will be directed to the GSA NPRC (Military Personnel Records), 9700 Page Boulevard, St. Louis, Missouri 63132.





	c. XC-folders retired to the FARC, Denver, Colorado, before July 1, 1980, were transferred to the GSA NPRC(Military Personnel Records), 9700 Page Boulevard, St. Louis, Missouri 63132. EXCEPTION: Those XC-folders from Denver regional office will continue to be retired to the FARC Denver, Colorado.





	[d. Loan guaranty, R&E, and XC-folders retired to the FARC Mechanicsburg, Pennsylvania, prior to February 1,1979, were transferred to the FARC, GSA, 5000 Wissahickon Avenue, Philadelphia, Pennsylvania 19144.]





15.14 RECALL OF XC-FOLDERS





	a. A regional office may recall retired XC-folders when required for replying to inquiries or for adjudicating claims from persons residing within its death claims jurisdictional area. EXCEPTION: The Washington regional office will recall XC-folders from the Washington National Records Center and the Seattle regional office will recall XC-folders from the Seattle FARC on correspondence from Philippine claimants.





	b. All requests for recall of XC-folders from FARC's will be made by transmitting to BIRLS a BUPD transaction. (The accession number, VA box number and FARC .shelf location number are not required when recalling XC-folders from FARC's.)  A BUPD transaction will be,used to request recall whether location of folder is known or unknown. When erroneous folder location data are received from BIRLS, or other circumstances preclude use of automated request, VA Form [00]-7216a will be used. For folders retired after 1967, the year of retirement and the station which retired the folder must be shown on VA Form [00]-7216a.





	c. Upon receipt of the XC-folder from the FARC, the regional office will be responsible for updating BIRLS in accordance with instructions contained in paragraph 14.30.





	d. In cases when the National Research Council or a Government agency having authorized access to veterans records requests information, inspection or review of a retired XC-folder, existing procedures established for transfer or for furnishing information will be followed.
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	[e..RPC personnel are responsible for recalling all folders retired to the FARC from the NOD Unit. If station personnel require a folder that has been retired, V A Form 00-7216a will be submitted to the RPC.]





15.15 RECALL OF LOAN GUARANTY FOLDERS





	Loan guaranty folders may be recalled only by the retiring station or by the station which subsequently assumed the loan guaranty function of the retiring station. V A Form [00]-7575 must indicate the date of retirement and the station from which retired. If possible, locator information to recall a folder should be taken from the microfiche report COIN GIL 19-95, Folder Retirement Locator listing (see M26-7, revised, par. 1.48i). Otherwise, information will be found in the retirement card file.





15.16 RECALL OF R&E FOLDERS





	a. When recalling R&E folders from FARC's, V A Form [00]-7575 will indicate the station from which retired, date of retirement, and type of folder (PL's 346, 550, 16,894,815 or 138).





	b. The copy of V A Form [00]-7575 returned from the F ARC's with the folder will be routed to the Correspondence activity in the appropriate Adjudicative File Unit so that the stamped impression on the related claims folder can be obliterated or changed to indicate the new location of the R&E folder.





15.17 RECALL OF DEA FOLDERS





	a. Retired DEA folders are located in the NPRC (Civilian Personnel Records), St. Louis, Missouri. Requests for folders or information will be made on V A Form [00]-7575 and include folder number, name of student, date of retirement, and the station from which retired. Requests for records retired after October 1, 1976, will include GSA accession number, FARC shelf location number (formerly GSA box number), and V A box number. Requests for records returned prior to October 1, 1976, should include this information, if known.





	b. Upon receipt of the folder, the receiving office will be responsible for updating BIRLS in accordance with instructions contained in paragraph 14.30.





15,18 RECALL OF INSURANCE FOLDERS





	a. If a request for an insurance folder is returned to the originating office marked "No Record" by the FARC, direct communication with the other FARC having custody of insurance folders is authorized to locate the folder.





	b. Inactive insurance folders retired before 1967 are located in the following FARC's:





	(1) V and K insurance folders formerly maintained in the Philadelphia insurance office:





Federal Archives and Records Center


General Services Administration


5000 Wissahickon A venue


Philadelphia, Pennsylvania 19144





	(2) V insurance folders formerly maintained in the Denver and St. Paul insurance offices:





Federal Archives and Records Center


General Services Administration


7358 South Pulaski Road


Chicago, Illinois 60629
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15.19 RECALL OF PHOTOCOPIES OF INSURANCf~ PREMIUM RECORD CARDS





	a. In lieu of furnishing original Insurance Premium Record Cards, the NPRC (CPR) and Philadelphia F ARC will provide a photocopy as needed by the St. Paul and Philadelphia Regional Office and Insurance Centers. Photocopies will be requested by use of V A Form 29-5714. Requisition- Photocopy PRC/ Folder Request-Temporary Charge Card. An original and one copy will be prepared for forwarding to the appropriate FARC. One copy of V A Form 29-5714 will be returned with photocopied Insurance Premium Record Card. Telephone requests will be made only in emergencies in accordance with paragraph 15.I0d.





	b. Retired V, K, RH, RS, and N Insurance Premium Record Cards are located at the following address:


National Personnel Records Center


(Civilian Personnel Records)


General Services Administration


111 Winnebago Street


St. Louis, Missouri 63118





	c. Retired "T" Insurance Premium Records Cards are located at the following address:





Federal Archives and Records Center


General Services Administration


5000 Wissahickon Avenue


Philadelphia, Pennsylvania 19144





15.20 PROCESSING MATERIAL PERTAINING TO RETIRED FOLDERS





	a. Prior to forwarding material to an FARC for interfile, a careful screening of the material will be made to determine whether the file material, created or received, is proper for filing in the retired XC, R&E, DEA, loan guaranty or insurance folder. File material not proper for filing in a retired folder will be filed in the temporary military file.





	b. Material to be filed in retired folders will be forwarded by V A Form 3230 to the appropriate FARC.  Stations will not use BIRLS messages as routing slips nor will Target prints be attached to information being forwarded to an FARC. A separate V A Form 3230 should be attached to each document (or series of documents if for same file) to be filed. Prominently placed on the VA Form 3230 will be the statement "Record Value -For File Purposes."





	(1) Each V A Form 3230 attached to material pertaining to a retired XC-folder will contain necessary information for identifying and locating the folder, including veteran's name and file number, year of retirement, station from which retired, and FARC name and identification number. If desired, stations may overprint V A Form 3230.





	(2) Material pertaining to retired folders other than XC-folders will be processed in the following manner: In cases where the folder was retired after October 1, 1976. each VA Form 3230 will contain information necessary for identifying and locating the folder, including veteran's file number, year of retirement, station from which retired, FARC name and identification number, GSA accession number, FARC shelf location number and VA box number. In cases where the folder was retired prior to 


October 1, 1976, veteran's file number, year of retirement, station from which retired, and FARC name and identification number will be given. If known, the GSA accession number, FARC shelf location number, and VA box number should be included. If desired, stations may overprint Y A Form 3230.





	c. Depending on volume, file material should be forwarded to F ARC's no more frequently than on a weekly basis. Under no circumstances will interfile material be mixed with record/information requests when forwarded to FARC’s.





NOTE:  Loan guaranty certificates or evidence that a guaranteed or insured loan has been paid in full will be filed in numerical order in the station loan guaranty paid certificate file.
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15.21 RECALL AND RETURN OF ONSITE AUDIT RECORDS





	a. Requests for onsite audit records will include the GAO Records Group Number 217, date of retirement, accession number, and a clearly identifiable description of the desired record.





	b. Onsite audit records retired to the FARC are under the jurisdiction of the General Accounting Office. Any such recalled records are on a loan basis and must be returned to the records series in the FARC from which they were removed.





15.22 RECEIPT OF RECALLED RECORDS





	a. If necessary, recalled folders will be rejacketed.





	b. If appropriate, the notation on the claims folder jacket or station retirement record will be canceled.





	c. Action to be taken upon recall of folders from the F ARC is as follows:





	(1) Recall of Guaranteed, Insured, or Direct Loan Folders on ADP Systems, Upon receipt of a recalled guaranteed, insured, or direct loan folder from an F ARC, the ADP master record must be updated to indicate the folder is no longer retired.  The following procedures apply:





	(a) For each recalled guaranteed or insured loan folder, V A Form 26-1812, Multiple Transactions Code Sheet-Loan Guaranty GIL System, will be used to code a transaction 72, Folder Recalled from F ARC.





	1. Complete items, 1,2, and 4. All actions coded on V A Form 26-1812 must be for the same transaction code.





	.2. If a duplicate loan number exists, a transaction 72 will be coded on V A Form 26-1813, Code Sheet-Guaranty or Insurance. Complete items 1,2,3, and 5 through 10 in each case involving a duplicate loan number.





	3. The information needed for coding these items may be obtained from the Numerical Index Listings furnished the Loan Guaranty Division. NOTE: While most duplicates exist in offices of jurisdiction in which mergers or transfers have occurred, some duplication of numbers will exist in each regional office on loans made prior to July 1955. At most regional offices, the need for checking the numerical list in each instance may be minimized by maintaining a reference loan number as the basis for determining when individual coding on VA Form 26-1813 is required. (For example, at the Los Angeles regional office, loan numbers less than 0036263 generally are duplicates.)





	4. Completed VA Forms 26-1812 and 26-1813 will be batched separately and forwarded to the Control Point in the Loan Guaranty Division for dispatch to the St. Paul DPC (204/342). GI Loan ADP Reporting System.





	5. After updating the GIL master record, applicable transactions 72 will appear on the monthly Folder Retirement Transaction Listing (COIN GIL 19-95T) which contains those records that were recalled during the month and deleted from the microfiche retirement listing. Any transactions rejected should be checked and corrected if possible. For all transactions 72 not contained on the listing, remove the corresponding retirement card from the loan guaranty retirement file and place it in the disposal file (see par. 15.15).





	(b) For a recalled direct loan folder, VA Form 26-8385a, Portfolio Loan Miscellaneous Code Sheet (PLS-ARS), will be prepared in accordance with the provisions of M26-II, chapter 3, paragraphs 3.0Id and 3.31(9)(b). Forward the completed code sheet to the station Control Point where it will be transmitted via ARS message to the Austin DPC. Remove the corresponding retirement card from the loan guaranty retirement file and place it in the disposal file.





	(2) Recall of Loan Guaranty Folders Not on ADP System. When a loan guaranty folder is recalled for a record which does not involve ADP updating procedures (i.e., property management folders), remove the corresponding retirement card from the loan guaranty retirement file and place it in the disposal file.
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	(3) Recall or XC - When an XC-folder is recalled from an FARC, appropriate input will be made to BIRLS to update location.  If a BIRLS reply message is received directing the submission of a notice of death transaction, input will be made as outlined in charter 9 of this manual.





	(4) Recall of Insurance Folders. When an insurance folder is recalled and the account is reactivated, prior to return for release to active files, the respponsible operating element will update the master record and will attach to the insurance folder a VA Form 3230 with the notation “Reactivate, Delete Folder Retired Stamp.”  Remove the corresponding punched card from the insurance folder retirement card file and place it in the disposal file.





SECTION C. RELEASE OF INFORMATION FROM XC-FOLDERS RETIRED TO FEDERAL ARCHIVES AND RECORDS CENTERS





15.23 CATEGORIES OF RECORDS RETIRED TO FARC'S





	A description of the various categories of records retired to FARC's follows. It should be noted that a record from a specific war may be in any of the following categories.  The determining factor is the length of time the folder remained active. For example, records for a Civil War veteran may be among the pension file cases, accessioned records, deaccessioned records, or retired records, or it may remain active and be located at a regional office facility.





	a. Pension Files. NARS (National Archives and Records Service) has responsibility for most pension files. These are the files created before the establishment of the VA. Many of these cases were later assigned a VA file number and were incorporated into claims folders. However, not all pension files became VA claims folders.  Although it is possible that pension files which were converted to claims folders may be found in any {)f the following categories or even active cases, the term "pension files" generally refers to cases which were never converted or to the accessioned records described below.





	b. Accessioned Records. NARS has assumed legal custody (accessioned) of this group of inactive XC-folders. BIRLS replies for these officially accessioned records will show folder location as Suitland FARC and a retirement date of March 31, 1952 or April 1, 1952. N ARS will no longer release these folders on a permanent basis. Some of these records are physically located at NARS and the rest at the Suitland, Maryland FARC.





NOTE:  The numerical range of accessioned files extends from XC-2 270 002 to XC-3 022 620.  If a requested number lies within this range, it may not be part of NARS holdings, but if it is above or below these limits, it is evident that it is not in the accessioned group.





	c. Deaccessioned Records. NARS assumed responsibility (accessioned) for these records and later returned the responsibility (deacccssioned) for the records to the VA. These records are located at the Suitland, Maryland FARC. BIRLS replies for these deaccessioned records will show folder location as the Suitland FARC and a retirement date of March 31, 1952 or April 1, 1952.  Therefore, DVB personnel are unable to determine from the BIRLS record whether the folder is under the jurisdiction of NARS (accessioned) or the VA (deaccessioned), These folders may be permanently withdrawn from the FARC.





	d. Retired Records.  XC folders retired subsequent to 1952 may be located at any FARC. These folders are under the jurisdiction of the VA and may be withdrawn permanently.





15.24 PROCESSING REQUEST RECEIVED BY NARS





Requests pertaining to) rccords under the jurisdiction of NARS will be processed by that office. However, if NARS receives a request for information pertaining to a deacccessioncd or retired file, the individual will be advised to contact the nearest VA regional office for thc information.  Individuals visiting a NARS facility for information from retired or deaccessioned XC-folders will also be advised to contact thc nearest VA regional office.
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15.25 PROCESSING REQUESTS RECEIVED BY FARCS





	a. FARC's receiving requests for information from records under the jurisdiction of NARS will forward the request to NARS.  FARC's receiving requests for information from deaccessioned or retired records under VA jurisdiction will pull the appropriate XC-folder and send it to the regional office having jurisdiction over the residence of the individual initiating the request.





	b. The letter from the individual will be attached to the XC-folder, along with a transmittal form which will show that the folder is being decentralized in accordance with these instructions.





	c. The regional office receiving the folder will enter a COR transaction to update BIRLS in accordance with paragraph 14.30d(2).





	d. After processing the request, the regional office will place the XC-folder in the station's files until it is selected for a subsequent folder retirement to an FARC.





	e. All referrals received from an F ARC will be processed as expeditiously as possible in accordance with 38 CFR 1.505.





15.26 PROCESSING REQUESTS RECEIVED BY DVB FIELD STATIONS





	a. Material pertaining to records under the jurisdiction of NARS, including accessioned folders, will be thoroughly reviewed. If the correspondence is a genealogical request or other request for general information, requesters should be advised to forward their correspondence via NATF Form 80, Order for Copies of Veterans Records to Military Service Branch (NNMS), National Archives and Records Service, 7th and Pennsylvania Avenue, NW, Washington, D.C. 20408. Copies of NATF Form 80 can be obtained from the Administrative activity.  If an accessioned record is needed to process a claim or determine eligibility for a claim, a letter outlining the circumstances will be forwarded over the Director's signature to the appropriate Field Director (231A).





	b. If a DVB field station receives a request for genealogical or general information, folder location will be determined through entry to BIRLS. If the folder is located at another DVB facility, the request will be forwarded for processing. A BIRLS request for transfer will be sent if the folder is located at an FARC. The FARC will deny the request for permanent withdrawal if the claims folder has been accessioned Regional office personnel will then advise the requester to forward their correspondence to NARS via NATF Form 80 for processing. If BIRLS cannot identify a veteran who served in the Civil War or an earlier war, this request will also be forwarded to NARS at the address shown in subparagraph a.





D. RELOCATION OF INACTIVE CLAIMS FOLDERS TO THE RPC


(Rescinded by IRM Directive No. 8.01.01 and Handbook No. 8.02.01HB1, dated June 11, 1997)
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FEDERAL ARCHIVES AND RECORDS CENTER ADDRESSES





	Following is a list of appropriate Federal Archives and Records Centers to which DVB records are to be retired, unless otherwise specified.

















VA Filed Stations�









Addresses of Federal Archives


And Records Centers�
Federal


Archives


And Records


Center Code


Numbers�









Telephone


Numbers�
�
Boston, Mass.


Hartford, Conn.


Manchester, N.H.


Providence, R.I.


Togus, Maine


White River Jct., Vt.�
Federal Archives and Records Center


General Services Administration


380 Trapelo Road


Waltham, Massachusetts 02154�
010�
FTS - [839-7742]


Local - [647-8745]�
�
Buffalo, N.Y.


New York, N.Y.


Newark, N.J.


San Juan, P.R.�
Federal Archives and Records Center


General Services Administration


Building 22


Military Ocean Terminal


Bayonne, New Jersey 07002�
020�
FTS - [341-6455]


Local - [858-7161]�
�
Wilmington, Del.


Philadelphia, Pa.


Pittsburgh, PA�
Federal Archives and Records Center


General Services Administration


5000 Wissahickon Avenue


Philadelphia, PA  19144�
021�
FTS - [486-5588]


Local - [951-5588]�
�









Baltimore, Md.


Huntington, W. Va


Roanoke, Va.


Washington Regional


  Office�
Mailing Address





Washington National Records Center


General Services Administration


Washington, DC  20409





Shipping Address





Washington National Records Center


General Services Administration


4205 Suitland Road


Suitland, Maryland   20023�









030�









FTS - [763-7000]


Local - [763-7000]


Priority - 763-7430�
�
Atlanta, Ga.


Columbia, S.C.


Jackson, Miss.


Louisville, Ky.


Montgomery, Ala.


Nashville, Tenn.


St. Petersburg, Fla.


Winston-Salem, N.C.�
Federal Archives and Records Center


General Services Administration


1557 St. Joseph Avenue


East Point, Georgia  30344�
040�
FTS - [246-7438]


Local - [763-7438]�
�
(Continued)
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VA Field Stations�









Addresses of Federal Archives


And Records Centers�
Federal


Archives


And Records


Center Code


Numbers�









Telephone


Numbers�
�
Chicago, Ill.


Milwaukee, Wis.


St. Paul, Minn�
Federal Archives and Records Center


General Services Administration


7358 South Pulaski Road


Chicago, IL  60629�
050�
FTS - [353-0164]


Local - [353-0164]�
�
Cleveland, Ohio


Detroit, Mich.


Indianapolis, Ind.�
Federal Records Center


General Services Administration


3150 [Springboro Road]


Dayton, Ohio  45439�
051�
FTS - [744-2878]


Local - [255-2878]�
�
Des Moines, Iowa


Lincoln, Nebr.


Wichita, Kans.�
Federal Archives and Records Center


General Services Administration


2306 East Bannister Road


Kansas City, Missouri  64131�
060�
FTS - 926-7271


Local - 926-7271�
�
St. Louis, Mo.


  (Regional Office)


St. Louis, Mo. (Records


Processing Center�
National Personnel Records Center


(Civilian Personnel Records)


General Services Administration


111 Winnebago Street


St. Louis, Missouri  63118�
061�
FTS - 279-5722


Local - 425-5722�
�
Cheyenne, Wyo.


Fargo, N. Dak.


Ft. Harrison, Mont.


Salt Lake, Utah


Sioux Falls, S. Dak.�
[XC-FOLDERS ONLY:]





National Personnel Records Center


(Military Personnel Records)


[General Services Administration


9700 Page Boulevard


St. Louis, MO  63132





[ALL OTHER FOLDERS





Federal Archives and Records Center


General Services Administration


P.O. Box 25307


Denver, Colorado  80225�






062























80�






FTS - [273-7247}


Local - [263-7247]




















FTS - 234-5271


Local - 234-5271]�
�









Albuquerque, N. Mex


Houston, Tex.


Little Rock, Ark.


Muskogee, Okla.


New Orleans, La.


Waco, Tex�
Mailing Address





Federal Archives and Records Center


General Services Administration


P.O. Box 6216


Fort Worth, Texas  76115





Shipping Address





Federal Archives and Records Center


General Services Administration


4900 Hemphill Street


Building 1, Dock 1


Fort Worth, Texas  76115�









070�









FTS - 334-5515


Local - 334-5515�
�
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VA Field Stations�









Addresses of Federal Archives


And Records Centers�
Federal


Archives


And Records


Center Code


Numbers�









Telephone


Numbers�
�
Denver, Colo.�
Federal Archives and Records Center


General Services Administration


P.O. Box 25307


Denver, Colorado  80225�
080�
FTS - [234-5271]


Local - [234-5271]�
�
Reno, Nev.


San Francisco, Calif.�
Federal Archives and Records Center


General Services Administration


1000 Commodore Drive


San Bruno, California  94066�
090�
FTS - [470-9003]


Local - [876-9003]�
�
Los Angeles, Calif.


Phoenix, Ariz.


San Diego, Calif.�
Federal Archives and Records Center


General Services Administration


[24000] Avila Road


Laguna Niguel, California  92677�
091�
FTS - [796-4220]


Local - [831-4220]�
�
Boise, Idaho


Honolulu, Hawaii


Anchorage, Alaska


Seattle, Wash.


Portland, Oreg.


Manila, Philippines


(XC-folders only)�
Federal Archives and Records Center


General Services and Administration


6125 Sand Point Way


Seattle, Washington  98115�
100�
FTS - [399-4502]


Local - [442-4502]�
�
Manila, Phillippines


  (except XC-folders)�
Retain records at station�
�
�
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