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recguide2008.pdf, for the OPM publica-
tion ‘‘The Guide to Personnel Record-
keeping’’ for procedures on the transfer 
of OPFs and EMFs. 

(b) Military medical records. Military 
health care facilities should contact 
their facility records managers for 
guidance on transferring medical 
records to NPRC. For additional guid-
ance, consult the ‘‘Transactions with 
the National Personnel Records Center 
(NPRC), St. Louis, MO’’ section of the 
NARA Federal Records Centers Pro-
gram Web site (http://www.archives.gov/ 
frc/toolkit.html#transactions). 

(c) Other guidance assistance. For fur-
ther guidance assistance consult the 
NPRC Web site (http://www.archives.gov/ 
facilities/mo/stllouis.html). 

§ 1233.18 What reference procedures 
are used in NARA Federal Records 
Centers? 

(a) Agency records transferred to a 
NARA Federal Records Center remain 
in the legal custody of the agency. 
NARA acts as the agency’s agent in 
maintaining the records. NARA will 
not disclose the record except to the 
agency that maintains the record, or 
under rules established by that agency 
which are consistent with existing 
laws. 

(b) For general reference requests 
agencies may use an FRCP electronic 
system or, the Optional Form (OF) 11, 
Reference Request—Federal Records 
Centers, a form jointly designated by 
that agency and NARA, or their elec-
tronic equivalents. 

(c) For civilian personnel records, 
agencies must use the following forms: 

(1) Standard Form 127, Request for 
Official Personnel Folder (Separated 
Employee), to request transmission of 
personnel folders of separated employ-
ees stored at the National Personnel 
Records Center. Additional instruc-
tions on requesting OPFs are available 
online at http://www.archives.gov/st- 
louis/civilian-personnel/federal-agen-
cies.html. 

(2) Standard Form 184, Request for 
Employee Medical Folder (Separated 
Employee), to request medical folders 
stored at the National Personnel 
Records Center. Additional instruc-
tions on requesting EMFs are available 
online at http://www.archives.gov/st- 

louis/civilian-personnel/federal-agen-
cies.html. 

(3) Optional Form 11, Reference Re-
quest—Federal Records Center to re-
quest medical records transferred to 
other NARA Federal Records Centers 
prior to September 1, 1984. The request 
must include the name and address of 
the agency’s designated medical 
records manager 

(d) For military personnel records 
reference requests, the following forms 
must be used: 

(1) Federal agencies must use Stand-
ard Form (SF) 180, Request Pertaining 
to Military Records, to obtain informa-
tion from military service records in 
the National Personnel Records Center 
(Military Personnel Records); author-
ized agencies requesting the loan of a 
military personnel record may order 
records using eMilrecs (electronic 
equivalent of the SF 180). Access to 
eMilrecs and additional information is 
available on line at: 
http:www.archives.gov/st-louis/military- 
personnel/agencies/ompf-fed-agency.html. 

(2) A military veteran or the next of 
kin of a deceased, former member of 
the military may order military per-
sonnel records through the submission 
of an SF 180 or an online records re-
quest system. Additional information 
is available on line at: http:// 
www.archives.gov/veterans/evetrecs. 

(3) Members of the public and non- 
governmental organizations also may 
obtain copies of SF 180 by submitting a 
written request to the National Per-
sonnel Records Center (Military Per-
sonnel Records), 9700 Page Boulevard, 
St. Louis, MO 63132. OMB Control Num-
ber 3095–0029 has been assigned to the 
SF 180. 

(4) Agencies may furnish copies of 
the SF 180 to the public to aid in in-
quiries. Copies of SF 180 are available 
at: http://www.archives.gov/st-louis/mili-
tary-personnel/standard-form-180.html#sf. 

(5) For guidance on requesting origi-
nal medical treatment records, mili-
tary hospitals and clinics should con-
sult the ‘‘Transactions with the Na-
tional Personnel Records Center 
(NPRC), St. Louis, MO’’ section of the 
NARA Federal Records Centers Pro-
gram Web site (http://www.archives.gov/ 
frc/toolkit.html#transactions). 
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(e) For further guidance on request-
ing records from a NARA Federal 
Records Center, consult the NARA 
Federal Records Centers Program Web 
site (http://www.archives.gov/frc/tool-
kit.html#retrieval), or current NARA 
publications and bulletins by con-
tacting the Office of Regional Records 
Services (NR), or individual NARA 
Federal Records Centers (http:// 
www.archives.gov/frc/locations.html), or 
the Washington National Records Cen-
ter (NWMW). 

§ 1233.20 How are disposal clearances 
managed for records in NARA Fed-
eral Records Centers? 

(a) The National Personnel Records 
Center will destroy records covered by 
General Records Schedules 1 and 2 in 
accordance with those schedules with-
out further agency clearance. 

(b) NARA Federal Records Centers 
will destroy other eligible Federal 
records only with the written concur-
rence of the agency having legal cus-
tody of the records. 

(c) NARA Federal Records Centers 
will maintain documentation on the 
final disposition of records, as required 
in 36 CFR 1232.14(d). 

(d) When NARA approves an exten-
sion of retention period beyond the 
time authorized in the records schedule 
for records stored in NARA Federal 
Records Centers, NARA will notify 
those affected records centers to sus-
pend disposal of the records (see 
§ 1226.18 of this subchapter). 

(e) For further guidance on records 
disposition, consult the NARA Federal 
Records Centers Program Web site 
(http://www.archives.gov/frc/tool-
kit.html#disposition), or current NARA 
publications and bulletins by con-
tacting the Office of Regional Records 
Services (NR) or individual NARA Fed-
eral Records Centers (http:// 
www.archives.gov/frc/locations.html), in-
dividual NARA regional facilities, or 
the Washington National Records Cen-
ter (NWMW). 

PART 1234—FACILITY STANDARDS 
FOR RECORDS STORAGE FACILITIES 

Subpart A—General 

Sec. 
1234.1 What authorities apply to part 1234? 

1234.2 What does this part cover? 
1234.3 What publications are incorporated 

by reference? 
1234.4 What definitions are used in this 

part? 

Subpart B—Facility Standards 

1234.10 What are the facility requirements 
for all records storage facilities? 

1234.12 What are the fire safety require-
ments that apply to records storage fa-
cilities? 

1234.14 What are the requirements for envi-
ronmental controls for records storage 
facilities? 

Subpart C—Handling Deviations From 
NARA’s Facility Standards 

1234. 20 What rules apply if there is a con-
flict between NARA standards and other 
regulatory standards that a facility must 
follow? 

1234. 22 How does an agency request a waiv-
er from a requirement in this subpart? 

1234. 24 How does NARA process a waiver re-
quest? 

Subpart D—Facility Approval and 
Inspection Requirements 

1234.30 How does an agency request author-
ity to establish or relocate records stor-
age facilities? 

1234.32 What does an agency have to do to 
certify a fire-safety detection and sup-
pression system? 

1234.34 When may NARA conduct an inspec-
tion of a records storage facility? 

APPENDIX A TO PART 1234—MINIMUM SECU-
RITY STANDARDS FOR LEVEL III FEDERAL 
FACILITIES 

APPENDIX B TO PART 1234—ALTERNATIVE CER-
TIFIED FIRE-SAFETY DETECTION AND SUP-
PRESSION SYSTEM(S) 

AUTHORITY: 44 U.S.C. 2104(a), 2904, 2907, 
3102, and 3103. 

SOURCE: 74 FR 51014, Oct. 2, 2009, unless 
otherwise noted. 

Subpart A—General 

§ 1234.1 What authorities apply to part 
1234? 

NARA is authorized to establish, 
maintain and operate records centers 
for Federal agencies under 44 U.S.C. 
2907. NARA is authorized, under 44 
U.S.C. 3103, to approve a records center 
that is maintained and operated by an 
agency. NARA is also authorized to 
promulgate standards, procedures, and 
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