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previously approved schedule to digital 
versions. If changes in the approved 
schedule are required, follow § 1225.26. 

(c) Scanned images of temporary 
records, including temporary program 
records. The agency must apply the pre-
viously approved schedule. If changes 
in the approved schedule are required, 
follow § 1225.26. 

(d) Other temporary records maintained 
in an electronic format other than 
scanned images. 

(1) For temporary records that are 
covered by an item in a General 
Records Schedule (other than those 
General Records Schedule items that 
exclude electronic master files and 
databases) or an agency-specific sched-
ule that pertains to administrative 
housekeeping activities, apply the pre-
viously approved schedule. If the elec-
tronic records consist of information 
drawn from multiple hard copy series, 
apply the previously approved schedule 
item with the longest retention period. 

(2) For temporary program records 
covered by a NARA-approved media 
neutral schedule item (i.e., the item ap-
pears on a schedule submitted to 
NARA for approval before December 17, 
2007, that is explicitly stated to be 
media neutral, or it appears on a sched-
ule submitted to NARA for approval on 
or after December 17, 2007, that is not 
explicitly limited to a specific record-
keeping medium), apply the previously 
approved schedule. 

§ 1225.26 How do agencies change a 
disposition authority? 

Agencies must submit an SF 115 to 
permanently change the approved dis-
position of records. Disposition au-
thorities are automatically superseded 
by approval of a later SF 115 for the 
same records unless the later SF 115 
specifies an effective date. As provided 
in § 1226.20(c) of this subchapter, agen-
cies are authorized to retain records el-
igible for destruction until the new 
schedule is approved. 

(a) SF 115s that revise previously ap-
proved disposition authorities must 
cite all of the following, if applicable: 

(1) The SF 115 and item numbers to 
be superseded; 

(2) The General Records Schedules 
and item numbers that cover the 
records, if any; and 

(3) The current published records dis-
position manual and item numbers; or 
the General Records Schedules and 
item numbers that cover the records. 

(b) Agencies must submit with the 
SF 115 an explanation and justification 
for the change. 

(c) For temporary retention of 
records beyond their normal retention 
period, see § 1226.18 of this subchapter. 

(d) Agencies must secure NARA ap-
proval of a change in the period of time 
that permanent records will remain in 
agency legal custody prior to transfer 
to the National Archives of the United 
States. To request approval, agencies 
send written requests to the National 
Archives and Records Administration, 
Modern Records Programs (NWM), 8601 
Adelphi Road, College Park, MD 20740– 
6001, phone number (301) 837–1738. 
NARA approval is documented as an 
annotation to the schedule item. A new 
SF 115 is not required to extend the 
time period of agency legal custody. 
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