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Item 

No. 

AGENCY 

De,c:ription 

l. GENERAL CORRESPONDENCE FILES

Correspondence with local, State and Federal officials,
project leaders and citizens pertaining to the business
of the Drug Abuse Administration, divisions, programs
and projects.

2. DIRECTOR'S CENTRAL SUBJECT FILES

Copies of correspondence, program documents and project
papers covering every facet of DAA business, both out
going and incoming, including nonfunded programs and
all miscellaneous records.

3. DRUG ABUSE ADMINISTRATION PROPOSAL FILES

Proposal documents for federal funding under Social
Security Title XX, National Institute on Drug Abuse,
and TRAP (Treatment and Rehabilitation for Addicted
Prisoners). These are prescribed fonns that result in
federal funding of certain DAA programs.

4. DIRECT FEDERAL GRANTS TO PROGRAMS

DIVISION 

Retention 

Retain for three (3) years, 
then destroy. 

Retain for five (5) years, 
then destroy. 

Retain for five (5) years 
or until all audit require
ments are fulfilled, then 
destroy. 

This file series includes proposals, reviews by DAA and Retain for five (5) years, 
, federal aµthorities, correspondence related to federal then destroy. 

grants and back-up material. 

5. GRANT FILES

This file series contains detailed grant proposals and
approvals. There is an explanation of the grant in
cluding funding and personnel. There is also corre
spondence related to the preparation and approval of
the grant.
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Retain for ten (10) years, 
then destroy. 
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