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standards, shall be promptly reported 
in accordance with part 101–43. 

[29 FR 15993, Dec. 1, 1964, as amended at 61 
FR 14978, Apr. 4, 1996]

§ 101–25.302 Office furniture, fur-
nishings, and equipment. 

(a) Each executive agency shall es-
tablish criteria for the use of office fur-
niture, furnishings, and equipment. 
Such criteria shall be in consonance 
with the provisions of § 101–25.104 per-
taining to office furniture and office 
machines and shall be limited to the 
minimum essential requirements as es-
tablished by the agency head for au-
thorized functions and programs which 
will, beyond a reasonable doubt, be in 
operation within the following 6 
months. 

(b) In developing such criteria, a dis-
tinction shall be made between the re-
quirements of organizational elements 
concerned with purely administrative 
functions, and those of a technical, sci-
entific, or specialized nature. 

(c) Items of office equipment, used 
only occasionally, should be pooled 
within an agency and made available 
to activities of the agency when and as 
necessary. 

[29 FR 15993, Dec. 1, 1964, as amended at 42 
FR 1031, Jan. 5, 1977]

§ 101–25.302–1 [Reserved]

§ 101–25.302–2 Filing cabinets. 
Executive agencies shall make every 

effort to effect maximum use of filing 
cabinets and to limit the purchase of 
new equipment. Filing cabinets should 
be replaced only in accordance with the 
standards in subpart 101–25.4. Max-
imum utilization of equipment should 
be obtained by: 

(a) Disposing of all records that have 
been authorized for disposition by the 
Congress or, where such authorization 
has not been obtained, through the 
preparation and obtaining of author-
ized disposal schedules with the assist-
ance of the National Archives and 
Records Administration. 

(b) Removing office supplies, publica-
tions, and other nonrecord material 
from filing cabinets to more suitable 
storage equipment, except where the 
quantity of such material is small (as a 
rule, less than half a cabinet). 

(c) Transferring to Federal Records 
Centers or approved agency records 
centers (to the extent that facilities 
are made available) inactive records 
not needed in daily business but not 
yet ready for disposal, when filing 
equipment can be released by such ac-
tion. 

(d) Shifting less active files, not 
transferable to approved records cen-
ters, to fiberboard storage boxes, using 
filing cabinets only when files are con-
stantly used. 

(e) Using filing cabinets with locks 
only when required by special needs 
that cannot be satisfied less expen-
sively. 

(f) Using letter-size filing cabinets in-
stead of legal-size whenever possible. 

(g) Using 5-drawer filing cabinets 
whenever available in lieu of 4-drawer 
cabinets. 

[29 FR 15993, Dec. 1, 1964, as amended at 53 
FR 11848, Apr. 11, 1988; 61 FR 14978, Apr. 4, 
1996]

§§ 101–25.302–3—101–25.302–4 [Re-
served]

§ 101–25.302–5 Carpeting. 
(a) Carpeting is authorized for use 

where it can be justified over other 
types of floor covering on the basis of 
cost, safety, insulation, acoustical con-
trol, the degree of interior decoration 
required, or the need to maintain an 
environment commensurate with the 
purpose for which the space is allo-
cated. 

(b) In connection with new construc-
tion or alteration of space, if it is 
known that the area will eventually re-
quire carpeting, then resilient floor 
covering should be omitted and the 
carpeting installed initially. 

[43 FR 18673, May 2, 1978, as amended at 49 
FR 48546, Dec. 13, 1984]

§ 101–25.302–6 [Reserved]

§ 101–25.302–7 Draperies. 
Draperies are authorized for use 

where justified over other types of win-
dow coverings on the basis of cost, in-
sulation, acoustical control, or mainte-
nance of an environment commensu-
rate with the purpose for which the 
space is allocated. Determining wheth-
er the use of draperies is justified is a 
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