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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

PART 1. RECORDS OF THE OFFICE OF ADMINISTRATION

The Office of Administration (ADM) is responsible for providing centralized
administrative services in the areas of procurement, property management, facil-
ities support, transportation, rulemaking support, Freedom of Information Act ;

requests, publications services, local public document rooms, and security. |

The following record schedules were developed for records unique to ADM.
Reference NRC Schedule 1, " Records Common To Most Offices", and the General
Records Schedules 1 through 23 for other applicable schedules. Applicable sche-
dules have been identified on the " Files Maintenance and Disposition Plans"
retained by the office Records Liaison Officer. j

NARA
ITEM APPROVED

i

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION i

i

1. Administrative Budaet Control f
(ABC) ;

1
This system is a budget and Retain until it has been NCl-431-81-2 ;

funds control and management determined by a competent Item 13.I.1 !

information system for items of NRC Official that data
concern for the Office of are no longer needed; '

Administration. erase and reuse tape, !

etc.

2. Central Personnel Clearance
Index (CPCI)

This batch-mode system maintains Retain until it has been NCl-431-81-2 !
data and information on the determined by a competent Item 12.J.2
security clearance status of NRC Official that data
NRC and NRC contractor person- are no longer needed;

.

'

nel. This system will be erase and reuse tape,
replaced by a redesigned and etc.
upgraded online system. *

3. Classified Document Control
System (CDCS) i

The system maintains data and Retain until it has been NCl-431-81-2 i
information for the review of determined by a competent Item 12.J.4
document classification for NRC Official that data

,

the determination of declas- are no longer needed; i

sification or continued clas- erase and reuse tape, i
sification of national security etc.
information and material accord-
ing to established criteria.

|
:

i
:

,
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NRC SCHEDULE 2 l

RECORDS OF NRC OFFICf1

NARA
ITEM APPROVED
L DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

4. Contracts System

The system maintains data and Retain until it has been NCl-431-81-2
information on contract pre- determined by a competent Item 13.I.2
award, post-award and status, NRC Official that data
such as: action requested, are no longer needed;
date RFP issued, estimated cost, erase and reuse tape,
dollar value, award date, expi- etc.
ration date, contract type
number, contractor name, con-
tract title and progra!n office
contact.

5. Directive Case Files

Internal directives issued at
the Commission level, main-
tained in the Office of
Administration.

a. Record copy documenting Permanent. Offer to NARA NCl-431-81-5
important aspects of the when 10 years old. Item 1.5.31
development of the issuance.

b. Working papers and Destroy 6 months after
background material. directive is issued.

c. Other copies of directives. Destroy when superseded.

6. Druo Testino Procram Files
Superseded by GRS 1-36.

7. Grants' Files
(Also reference GRS 3-14, " Grant
Administrative Files.")

a. Case files of contracts, Destroy 6 years and NCl-431-81-5
reports, studies, agree- three months after case Item 1.5.33
ments, correspondence, and is closed.
other records relating
to receipt, award, and
monitoring of grants.

O
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

% NARA
ITEM APPROVED I

'

L DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

b. Reports, books, studies, or Permanent. Offer to NARA
any other-final grant pro- when 10 years old.
duct and related records
accumulated in the Division
of Contracts and Property
Management.

8. Graphic Arts Files
,

Original artwork line and Destroy when no longer NCl-431-81-4
half-tone negatives, and needed for publication Item 2
other camera-ready copy pre- or reprinting.
pared for brochures, posters

'

and other NRC publications
by the Division of Freedom
of Information and Publica-
tions Services Office of
Administration.

9. Holdino Action System (HAS) I

This system maintains locator Retain until it has been NCl-431-81-2
information on all documents in determined by a competent Item 13.I.9
the printing and distribution NRC Official that data are
cycle. no longer needed; erase and

reuse tape, etc.

10. Oraanizational Records

Official organization
charts, telephone books
and related records which
document the organization i

and functions of the agency. ;

(1) Record copy maintained Permanent. Offer to NARA NCl-431-81-5
by the Office of when 10 years old. Item 1.5.35 ,

Administration. |

(2) All other copies. Destroy when superseded
or obsolete.

|

|

|

l
'

i

~I
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NRC SCHEDULE 2

RECORDS OF NRC OFFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORQS AUTHORIZED DISPOSITION CITATION

11. Procerty and Sucoly System (PASS)

The Property and Supply System Retain until it has been NCl-431-81-2
maintains records of all NRC determined by a competent Item 13.I.4
actions concerning property and NRC Official that data
supplies examples such as: pro- are no longer needed;
perty and supply transactions, erase and reuse tape, etc.
maintenance transactions, ware-
house inventory, consumable
usage, stockage reorder points,
NRC item identification catalog,
abnormal maintenance incident
rates, fiscal data for contract
renewal and suspense items over-
due return from vendor.

12. Security Policy Files

Manuals, directives, plans, Permanent. Offer to NARA NCl-431-81-5
reports, and correspondence when 10 years old. Item 1.5.37
reflecting policies and proce- ,

dures developed by Division of
Security, Office of Administra-
tion in the administration and
direction of security and
protective services programs.

13. Security Violations
(Felonies) Files

Case files relating to inves- Permanent. Offer to NARA NCl-431-81-5
tigations of alleged security when 10 years old. Item 1.5.38
violations of exceptional his-
torical and evidential value.
Maintained by Division of Secu-
rity, Office of Administration.

14. Still Photoaraohv Files

a. Portraits of NRC Chairman
and Commissioners, maintained
by the Printing, Audiovisual,
and Mail Services Branch,
Office of Administration,
and photographs of reactor

O
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RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
IL_ DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

sites and noteworthy NRC-
related activities.
Arranged by name or subject.

(1) The original negative Permanent. Break file NCl-431-81-4
and captioned print or every five years. Offer Item 1.a
contact sheet, and to NARA five years after
inter-negative, if one file break.
exists.

(2) Duplicate prints main- Destroy when no longer
tained in any NRC needed
office,

b. 35mm color slides of reactor
sites, maintained by Print-
ing, Audiovisual, and Mail
Services Branch, Office of
Administration, arranged by

,

reactor name. '

(1) The original trans- Permanent. Break file NCl-431-81-4
parency and one dupli- every five years. Offer Item 1.b
cate, if one exists. to NARA five years after

file break. i

(2) Duplicate copies main- Destroy when no longer
tained by any NRC needed.
office.

c. Portraits of NRC officials Destroy when no longer
below the Commissioner needed.
Level, and photographs of
routine activities such as
awards, retirements, and
administrative functions,
maintained by the Printing,

;Audiovisual, and Mail Ser- '

vices Branch, Office of
Administration.

!

O !
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RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

15. Systems Security Records

a. Access Reauest Files

Requests and authorization Destroy 2 years after NCl-431-81-5
for individuals to have authorization expires. Item 1.5.39
access to communication
security (COMSEC)
information.

b. Document and Material
Transfer Recordi

COMSEC document and material Destroy 2 years after NCl-431-81-5
transfer records, package completion of transaction. Item 1.5.39
package receipts and COMSEC
material reports, SF-153.

c. Inventory of COMSEC
Documents and Material

(1) Periodic inventories of Destroy after the suc- NCl-431-81-5
COMSEC documents and ceeding inventory is sub- Item 1.5.39
material in cases where mitted and verified.
no discrepancies exist.

(2) Periodic inventories of Destroy after the suc-
COMSEC documents and ceeding inventory is sub-
material where dis- mitted and verified and
crepancies exist. all discrepancies

resolved.

(3) W antories conducted Destroy 1 year after con-
on change or absence ducted and verified and
of COMSEC custodian. all discrepancies

resolved.

(4) Inventories conducted Destroy when all purposes
periodically or on have been served.
change or absence of
COMSEC custodian where
irregularities exist
or have existed.

O
;

i
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RECORDS OF NRC OFFICES
|

| NARA
ITEM APPROVED
NO. -DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

,

'

| *

| d. Loss or Compromise of

i Accountable COMSEC
Documents or Material '

Message reports, letter Destroy only after NCI-431-81-5
reports or other documents accountability estab- Item 1.5.39
relating to loss or compro- lished or evidence of
mise of accountable COMSEC compromise negated.
documents or material.

,

!

e. Document and Material
, Destruction
1

Key card disposition record, Destroy when 2 years old. NCl-431-81-5i

| key list disposition record item 1.5.39
and other records of

| destruction of accountable
'

COMSEC documents or material.

I f. Reoortable Telecommunica-
tions Insecurities )

| Reports of any deviation or Destroy 5 years after NCl-431-81-5
| incident which could all action has been Item 1.5.39
| adversely affect the completed,

security of a-tele-

| communication system.
1

g. Security Proposals for the

Establishment of Centers and
Use of Ecuipment

Security proposals for the Destroy 2 years after the NCl-431-81-5
establishment of secure center is deactivated, Item 1.5.39
communications centers, equipment has been
installation of equipment replaced or system is
or systems, changed.

h. Ecuioment

List of equipment comprising Destroy when no longer NCl-431-81-5
a secure telcommunications applicable. Item 1.5.39
system (e.g., terminal
equipment, cryptographic j
equipment and modems). !

. (.
(
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RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

1. Floor Plans

Floor plans of secure Destroy when secure NCl-431-81-5
comunications centers communications centers Item 1.5.39
showing the location of have been relocated.
equipment, the construction
of walls, floors and ceil-
ings of the room (s) or
separate architectural
details such as doors,
windows or ducts.

j. Installation Drawinos

Installation drawings, e.g., Destroy when equipment NCI-431-81-5
writing diagrams conduct has been replaced. Item 1.5.39
plans for the secure tele-
comunications equipment.

k. Standard Operatina

Instructions

Standard operating Destroy when secure NCl-431-81-5
instructions for secure communications center is Item 1.5.39
comunications centers. no longer operable.

1. Temoest and Acoustic Tests

Documents relating to Destroy after subsequent NCI-431-81-5
Tempest tests or tests con- tests have been conducted Item 1.5.39
ducted of secure comunica- and results approved.
tions centers.

m. Audio Countermeasure
Insoection Files

Records of sweep requests Destroy after the suc- NCl-431-81-5
(NRC Form 337) and sweep ceeding inspection is Item 1.5.39
reports (NRC Form 336) conducted.
relating to the examina-
tion and inspection using
sophisticated electronic
equipment.

|

O
|
|
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RECORDS OF NRC 0FFICES
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NARA

ITEM APPROVED

N0. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

16. Video Recordino Files |
!

a. NRC-sponsored 3/4-inch video Permanent. Offer master NCl-431-81-4 [
productions intended for and one dubbing to NARA Item 3
public distribution. These when no longer in current ,

include educational programs distribution.
produced by Los Alamos
Scientific Laboratory and ,

distributed by the National
Audiovisual Center.

b. Off-the-air recordings of Erase and reuse when no $
media coverage of NRC- longer needed. ,

related activities and
events, or appearances of )

NRC officials.

c. Original 3/4-inch video Permanent. Break file
recordings of public meet- every five years. Offer
ings, speeches, conferences, master and one dubbing to ;

O testimony of NRC officials NARA five years after file |
before Congress and other break.
hearings made and maintained
by the Printing, Audiovisual,

|and Mail Services Branch,
Office of Administration.

d. Video productions purchased Destroy and reuse when no |

from outside sources for longer needed.
technical training of NRC
staff and maintained in the
Printing, Audiovisual, and
Mail Services Branch, Office
of Administration.

e. Duplicate dubbings of any Erase and reuse when no.

recording described in a, b, longer needed,
c, or d above maintained by
any NRC office.

O
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RECORDS OF NRC 0FFICES

( i

PART 3. RECORDS OF THE ADVISORY COMMITTEE ON REACTOR SAFEGUARDS
F

The Advisory Committee on Reactor Safeguards (ACRS) reviews safety studies and
applications for construction permits and facility operating licenses, and makes
reports thereon; advises the Commission with regard to hazards of proposed or
existing reactor facilities and the adequacy of proposed reactor safety stan-
dards; upon request of the Department of Energy (DOE), reviews and advises with i

regard to the hazards of DOE nuclear activities and facilities; revicws any gen-
eric issues or other matters referred to it by the Commission for advice. On
its own initiative may conduct reviews of specific generic matters or nuclear
facility safety-related items. Conducts studies of reactor safety research,
prepares, and submits annually to the U.S. Congress a report containing the
results of such study.

The following record schedules were developed for records unique to the ACRS.
Reference NRC Schedule 1, " Records Common to Most Offices", and the General
Records Schedules 1 through 23 for other applicable schedules. Applicable
schedules have been identified on the " Files Maintenance and Disposition Plans"
retained by the office Records Liaison Officer.

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

''
l. ACRS Menibers Personnel Files

Records pertaining to the Retain for life of com- NCl-431-81-5
background of individual mem- mittee, then destroy Item 3.2
bers of the Committee and con- immediately.
taining information on their
activities during their member-
ship with the Committee.

2. Annual Reports of the ACRS to

the U.S. Conaress

Reports pertaining to ACRS eval- NCl-431-81-5
uation of the effectiveness of Item 8
NRC effort in reactor safety
research issued as NUREG docu-
ments and retained permanently
in micrt Jiche form (See NRCS 2,
Part 14, Item 8.a.2).

a. Paper copies of annual Destroy when microfiche
reports. copies have been deter-

mined to be an adequate
substitute for original
records.g

,
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RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

b. Reference copies of Retain for life of
microfiche. Committee.

3. Classified Defense Information
File

Reports, correspondence and Permanent. Offer to NARA NCl-431-81-5
other records pertaining to D00 when 20 yehrs old, item 11
reactors and to DOE production
facilities, arranged by
subject.

4. Committee Files on Reculation |

S.uidelines

Correspondence, memoranda, and Permanent. Offer to NARA NCl-431-81-5
reports pertaining to committee when 20 years old. Item 5 ,

and public comments on the for-
mulation of all NRC regulations
relating to nuclear operating
standards, arranged numerically
by NRC Regulatory Guide number.

5. Consultant Personnel Files

Correspondence, reports, and Destroy 10 years after NCl-431-81-5
other records pertaining to the termination of contract. Item 6
qualifications and employment
of outside technical advisors
or consultants under contract
with ACRS.

6. General Procram Corresoondence Apply the applicable dis- NCl-431-81-5
Files position standards con- Item 3.1

tained in NRCS #1, Part 2,
Item 2, subject to the
record-keeping require-
ments imposed by the
Federal Advisory Commit-
tee Act (PL-92-463).

7. Keyword Index (KWIC/KWOC)

The ACRS Keyword Index provides Retain until it has been NCl-431-81-2
a means to identify and physi- determined by a competent Item 13.K i

cally locate any document that NRC Official that data
,

1
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;

RECORDS OF NRC 0FFICES

PART 19. RECORDS OF THE OFFICE OF NUCLEAR MATERIAL SAFETY AND SAFEGUARDS (NMSS)

The records described in this schedule document NRC responsibility for ensuring :

public health and safety, protection of the national security, and protection of !
,

: environmental values in the licensing and regulation of all facilities and mate-
riais licensed under the Atomic Energy Act of 1954, as amended, associated with j1

' the processing, transport and handling of nuclear materials, including the review
j and assessment of their safeguards against potential threats, thefts and ;

sabotage. ;

a

: The following record schedules were developed for records unique to NMSS. Refer-
ence NRC Schedule 1, " Records Common to Most Offices", and the General Records i

Schedules 1 through 23 for other applicable schedules. Applicable schedules have
been identified on the " Files Maintenance and Disposition Phns" retained by the
office Records Liaison Officer.,

NARA

ITEM AJPROVED i
I NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION f_ITATION
1 |

1 1. Certificate of Comoliance Files |
)

Original of NRC Certificates of Retain current certifi- NCl-431-81-5
.!

"

Compliance documenting approval cates in natebook. Item 4.6.20
of licensee transportation of Destroy when certificates
radioactive materials package are revised..

design under 10 CFR Part 71.
These certificates are published ;

j by NRC and a copy of all certif- |
; icates are filed in applicable ;
i docket file.

2. Docket Files for the Disposal of ;

Hich-level Radioactive Wastes in 1

Geolooic Repositories |-

Case files documenting the li- NCl-431-83-2 |
censing of the U.S. Department Item 1
of Energy to receive and' possess :

'source, special nuclear and by-
product material at a Geologic j

Repository Operations Area pur- ,

suant to 10 CFR Part 60. i

Included are license applica-
tion, site characterization, i

|environmental report, license,
amendments and all other related I

;p documentation. i

Supplement 1 2.19.1 August 1993
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RECORDS OF NRC 0FFICES

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

NARA

a. Official case files located Permanent. Retire to WNRC
in the Office of Nuclear 10 years after expiration
Material Safety & Safe- or termination of license,

guards. Offer to NARA in 5-year
blocks after license expi- .

ration or termination.

b. All other copies. Destroy 1 year after ter-
mination or expiration of
license or sooner if no
longer needed for
reference.

3. Docket Files for the Land
Disposal of Radioactive Wastes

Case files documenting the li- NCl-431-83-3
censing of persons, companies, Item I
institutions and facilities to
receive, possess and dispose of
low-level radioactive wastes
containing byproduct, source and
special nuclear material at a
land disposal facility. Records
include application, environ-
mental report, license and
license amendments, and all
other related documentation.

a. Official case files located Permanent. Retire to WNRC
'in the Office of Informa- 10 years after expiration

tion Resources Management or termination of license.
for the Office of Nuclear Offer to NARA in 5-year
Material Safety & blocks after license expi-
Safeguards. ration or termination.

,

b. All other copies. Destroy 1 year after termi-
nation or expiration of
license or sooner if no
longer needed for
reference.

O
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RECORDS OF NRC OFFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

4. Fuel Facilit.ies. Transporta-

tion. BYDroduct. Source. and
SDecial Nuclear Material Docket |

Files -

Case files documenting the Note: Destruction of NCl-431-81-5 ,

licensing of persons, institu- Official Records sus- Item 1.3.22
tions, facilities or companies pended until resolution
to use byproduct, source and of GA0 request to make
special nuclear material, and certain decommissioning
to transport nuclear material as records in this series
defined in 10 CFR Parts 30, 40, permanent. '

50, 70, and 71. Included are
the application, license and
amendments, and all related
documentation. Excluded are
case files (under 10 CFR,

Part 40) with license prefix
of "SUA" which are covered by'

schedule 2, Part 28, Item 1.

a. Official case files, except Retire to WNRC after '

for those files covered by license is expired or
''b" below. Regional case terminated and receipt of

,

-

files which include the certification that pre-
,

Official Records for Inspec- mises are free of contami- *

tions; also reference NRC nation. Destroy 10 years
2-24.7, " Inspection & after date of certifica-
Enforcement Case Files", tion, or Decommissioning
items a and b.2, and use Procedure.
the longest period
applicable.

b. Case files covering licensee Transfer to Agreement '

for which licensing juris- States.
diction is transferred to

,

the State under agreement |
covering transfer of
function.

c. All copies in NMSS and Destroy when 1 year old )Regional Offices. or earlier if purpose has,

been served.
,

'
,. r~ ;

.. ;:\
>
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RECORDS OF NRC 0FFICES

NARA
ITEM APPROVED

@u DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

5. Independent Soent Fuel Storace

Installation Docket Files

Case files documenting the N1-431-89-4
licensing to possess power reac- Item 1
tor spent fuel and other radio-
active materials associated with
spent fuel storage, in an Inde-
pendent Spent Fuel Storage
Installation (ISFSI) as defined
in 10 CFR Part 72. Each license i

issued is for a period of 20
years. Records consist of all
required licensing dccuments
including license application,
license and amendments; all
required periodic reports; and
all other related documentation.

a. Official ISFSI Docket files Permanent. Cut off files
corresponding to Nuclear upon termination of
Power Plant Docket files license. Retire files to
selected for permanent IRMB 1 year after cut
retention schedule 2-20.9.a. off. Transfer to the

National Archives 20
years after termination
of license.

b. Official ISFSI Docket files Cut off files upon ter-
not selected for permanent mination of license.
retention. Retire files to IRMB 1

year after cut off.
Destroy 20 years after
termination of license.

c. All other copies in NMSS, Destroy 1 year after
NRR and regional offices. license terminates or

earlier if no longer
'

needed for reference
purposes.

6. International Safeauards Procram
Office ;

ISP0 files copies of reports Permanent. Offer to NARA NCl-431-81-5
developed by U.S. contractors when 20 years old. Item 4.6.24
under the Program for Technical
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NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

Assistance to IAEA Safeguards
(P0TAS). The ISP0 is a part of
the Brookhaven National Labora-
tory and is responsible for
coordinating the comments and
development process of the POTAS
reports. Also included in the
files are correspondence between
ISP0 and NRC, DOE and D0J and
NRC response to ISP0 requests
for comments on draft reports
and copies of final reports.

7. Licensee Mismanaaement Files

Licensee reports and other Files to be maintained by NCI-431-81-5
records relating to incidents licensee or State office Item 1.4.26
of the mismanagement of radia- of radiological safety
tion administered to individuals for 75 years from date of
by licensees (primarily doctors report. If records are
or other medical facilities) deposited with NRC,,

containing name of individuals destroy 75 years from date
and other data pertaining to the of report.1

mismanagement.

8. NMSS Case Work System (CASE)

System provides management with Retain until it has been NCl-431-81-2
a means to identify and track determined by a competent Item 12.B.4
the status of all case work NRC Official that data
items relative to licensing are no longer needed;
nuclear fuel facilities and erase and reuse tape,
materials. etc.

9. Nuclear Material Manaaement and
Safeauards System (NMMSS)

The NMMSS is a national nuclear Retain until it has been NCl-431-81-2
material accounting system. It determined by a competent Item 11.B.2
provides information needed to NRC Official that data
track and regulate production, are no longer needed;
transfer, possession, use, erase and reuse tape,
import, and export of nuclear etc.
materials. The system maintains
information on the location and

O quantities of special nuclear
materials, SNM, in possession of
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NARA
ITEM APPROVED

NA_ DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

DOE and NRC licensees. The sys-
tem is operated by Union Carbide
Corp. at the Gaseous Diffusion
Plant in Oak Ridge, Tenn.

10. Process Operator License Files

Case files documenting the li- NCl-431-81-5
censing of process operators in Item 4.6.19
reprocessing plants including
new and/or renewal applications,
medical certificates, licenses
and amendments, examinations and
results, and related correspon-
dence, including denial
information.

a. Latest applications and Destroy 4 years after
related correspondence, expiration or termination
license, examinations and of license or issuance of
results; all medical cer- denial letter.
tificates and data; and all
examiners reports.

b. Superseded applications and Destroy when 2 years old
related correspondence, or when superseded,
licenses, examinations and whichever is later.
results; denial letters.

11. Quality Assurance Files

Originals of NRC 311 or its Destroy 5 years after NCl-431-81-5
equivalent documenting NRC termination of license. Item 4.6.21
determination that licensee
meets requirements of Sec. 71.51
of 10 CFR Part 71 (Quality
Assurance Program on Radioactive
Material Packages). Record copy
is in Docket File.

12. Reculatory Information Trackino
System - NMSS (NMSS-RITS)

NMSS-RITS is an integration of Retain until it has been NCI-431-81-2
five computer systems (NMSS case determined by a competent Item 12.B.3
work, TACS, MPS, BUDS and POPS) NRC Official that data
which are updated weekly. Data are no longer needed;
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fNARA

ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

within the system are retained erase and reuse tape, ,

by staff member, licensee, and etc. !

technical assignments. The sys- |

tem retains current and histori-
cal data on project schedules
and staff resources.

13. Safety Evaluation Reports !

NRC narrative reports and revi- Destroy in accordance NCl-431-81-5
sions describing actions taken with the authorized dis- Item 4.6.22
by applicants and NRC, and indi- position for schedule
vidual aspects of radioactive 2-19.4.a. and b.
naterial package design under
the requirements of 10 CFR

l Part 71.

14. Sealed Source and Device Review
Files

Case files which document NRC Destroy in accordance NCl-431-81-5 .

review and approval of the de- with authorized disposi- Item 4.6.23 |
sign of sealed sources and/or tion for schedule
devices containing licensed 2-19.4.a and b.
radioactive materials. A cer-
tificate or registration for

sealed sources and/or devices is
issued when the design is con-
sidered acceptable for licensing.
Included are copies of applica-
tions, Certificates of Registra-
tion, safety analysis summaries
and related correspondence.

15. Source and Special (SS) Material
Accountability System Filt

|

| a. SS Material Shinoino Form Destroy when 3 fiscal NCl-431-81-5 i
| Filn consisting of DOE /NRC years old. Item 4.6.25.c '

| Forms DP-741 or equivalent,
| used in the transfer of ,

I source and special_ nuclear !
materials, or other special )

| nuclear materials, or other
material controlled by the
SS Materials Accountability
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NARA
ITEM APPROVED

L DESCRIPTION OF RECORDS AUTHORIZED DISPOSTHQN CITATION

System at Oak Ridge National
Laboratory.

16. Transoort Acoroval Packace
Information System (TAPIS)

The system maintains data and Retain until it has been NCl-431-81-2
information regarding all pack- determined by a competent Item 11.B.1
ages approved by NRC for use in NRC Official that data
the transportation of radio- are no longer needed;
active material. Included are erase and reuse tape,
description of package, approval etc.
particulars and all licensed
users.

17. UMTRAP Pro.iect Licensino Case
Eiles

Project files documenting the
concurrence and licensing
activities for the Uranium Mill
Tailings Remedial Action Pro-
gram (UMTRAP), pursuant to the
Uranium Mill Tailings Radiation
Control Act of 1978.

a. Official project files Permanent. Cut off files NCl-431-89-1
located in the NRC File in 1995 and retire in 5 Item 1
Center (Central Files) and year blocks thereafter.
Region IV, Uranium Recovery Retire to WNRC 1 year
Field Office. after cutoff. Case files

are to remain in NRC cus-
tody until licenses are
terminated, expired, or
75 years old,'whichever
is earlier. Review
and offer terminated or
expired licenses and
material more than 75

'years old to NARA at 20
year intervals beginning
year 2020.

(Note: Transfer textual
finding aid to NARA at
the time of transfer of
official files corres-
ponding to finding aid).
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NARA ;

ITEM APPROVED i
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

,

b. All other copies. Destroy one year after Nonrecord
'termination or expiration

of license or sooner if '

'no longer needed for
reference. !

!

!

!

!
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i

!
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N NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

.

'

a. Case files deemed by the Permanent. Offer to I
NRC, contractor, or the NARA in annual blocks

,

National Archives and Rec- when 20 years old. |ords Administration to have :

exceptional value because. *

of the highly significant '

nature of the research in- i
volved or uniqueness of the i
case file. Included are i

files that:

,

(1) Show development of
new and significant *

techniques.

(2) Relate to new and sig-
.

nificant methodology '

and materials.

(3) Were the subject of i

Congressional investi-

O gation or came under
intensive public
scrutiny.

(4) Result in judicial de-
cisions or legislative |
activities affecting
the functions and i

activities of the NRC.
,

,

(5) Result in significant
changes in regulatory
activities and func-
tions of the NRC.

>

b. All other case files. Destroy when 15 years old.

17. Scientific and Technical Reports

These are published and unpub- NCl-431-81-5
lished scientific and technical Item 4.8.28
reports, as defined in NRC
Management Directive 3.8.

(
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NRC SCHEDULE 2

RECORDS OF NRC OFFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

a. Record copy officially
designated by the origina-
ting NRC office or
contractor.

(1) Published reports. See NCRS 2, Part 14,
Item 8.a. for authorized
disposition.

(2) Unpublished reports. Permanent. Offer to NARA
in annual blocks when
20 years old,

b. All other copies. Destroy when no longer
needed for reference.

18. Still Photoaraohs Associated
With LOFT

Still photographs of instru- Permanent. Break file NCl-431-81-4
ments, facilities, procedures every five years. Offer Item 1.e
special visits associated negative and print to
with the LOFT reactor. Prints NARA five years after
are maintained in the Office of file break.
Nuclear Regulatory Research,
Division of Accident Evaluation,
Experimental Programs Branch and
negatives are maintained by the
research contractor arranged by
subject.

19. Video Recordinas For Research
,

Prolects-

Experiment and Test records for
research projects, as follows: 1

a. Edited, educational motion Permanent. Offer origi- NCl-431-81-4
picture film or video- nal, intermediate copy Item 3.F
recordings on the LOFT pro- and print or dubbing to
gram. Originals may be the National Archives
maintained by contractors when five years old,
and prints or dubbings main-
tained in the Office of
Nuclear Regulatory Research,

O
Supplement 1 2.21.10 August 1993
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NRC SCHEDULE 2

RECORDS OF NRC 0FFICES

\ PART 28. RECORDS OF THE URANIUM RECOVERY FIELD OFFICE

The Uranium Recovery Field Office (URF0) implements NRC policy regarding uranium
recovery facilities and remedial actions for inactive processing sites.

The following records schedules were developed for records unique to URFO.
Reference NRC Schedule 1, " Records Common to Most Offices," and the General
Records Schedules 1 through 23 for other applicable schedules. Applicable .

schedules have been identified on the " Files Maintenance and Disposition Plans"
retained by the office Records Liaison Officer.

hARA
ITEM APPROVED

L DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

1. Hiah-level. Low-level. and
Uranium Recovery Docket Files

Case Files documenting the Permanent. Offer to NARA NCl-431-81-5
licensing of high-level, or low- when 10 years old. Item 1.3.23
level and uranium recovery oper- '

ations including mills, solution
mining, and heat leaching of |

ion exchange facilities in non-
Agreement States as defined in |
10 CFR 40 with license transfer '

prefix of "SUA." Includes appli-,

cations, licenses and amendments ;

and other related material. The
files are arranged by docket
number. I

2. UMTRAP Pro.iect Licensina Case !
Files I

i

Project files documenting the i

concurrence and licensing activ-
ities for the Uranium Mill Tail-
ings Remedial Action Program
(UMTRAP), pursuant to the Ura-
nium Mill Tailings Radiation

.

i

Control Act of 1978.
'

a. Official project files Permanent. Cut off files NCI-431-89-1
located in the NRC File in 1995 and retire in 5 Item 1
Center (Central Files) and year blocks thereafter.
Region IV, Uranium Recovery Retire to WNRC 1 year
Field Office. after cutoff. Case files

are to remain in NRC cus- .

tody until licenses are

|

Supplement 1 2.28.1 August 1993
|
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NRC SCHEDULE 2

RECORDS OF NRC OFFICES

NARA
ITEM APPROVED
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION CITATION

terminated, expired, or
75 years old, whichever
is earlier. Review and
offer terminated or
expired licenses and
material more than 75
years old to NARA at 20
year intervals beginning
year 2020.

(NOTE: Transfer textual
finding aid to NARA at
the time of transfer of
official files corres-
ponding to finding aid.)

b. All other copies Destroy one year after Nonrecord
termination or expiration
of license or sooner if
no longer needed for
reference.

I
!

Supplement 1 2.28.2 August 1993 j
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NRC SCHEDULE 2 ]

RECORDS OF NRC 0FFICES

n() PART 29. RECORDS OF THE OFFICE OF P0llCY PLANNING

The Office of Policy Planning serves as the principal advisor to the Executive |

Director for Operations (ED0) and the Commission for policy planning in support
of the NRC's mission. The office develops and examines long-range policy issues
relative to NRC programs; provides the lead in the strategic planning process; ,

and assesses policy issues, operational environments and alternatives,' and
provides recommendations to the ED0 and the Commission.

No schedules have been developed for material unique to this office. Reference
NRC Schedule 1, " Records Common To Most Offices," and the General Records
Schedules 1 through 23 for applicable schedules. Applicable schedules have been -

identified on the " Files Maintenance and Disposition Plans" retained by the
office Records Liaison Officer. |

i

f

I

!

\

l

i

I

|

1

)

|

I

f
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NRCS Subject Indsx )
August 1993 )

Schedule

f ~s Series Number

|Personnel: Monitoring Reports: Files 2-21.10%-
;

Plans and Systems Design Descriptions 2-21.11

Policy
Budget (OC) 2-10.2
Management Directive Files 2-1.5
Policy and Precedent Files, Reference 1-1. 4'

Policy Files of NRC Offices 1-2.2
Policy Planning, Office of 2-29
Proposed and Final Rules 1-2.3
Security 2-1.12
Standards Development 2-21.8

Power Reactor Docket Files of the ASLBP 2-5.5

Preliminary Notification of Event or 2-20.10
Unusual Occurrence PNO, PNS Files

Press Releases, OPA 2-23.1

Press Releases, Regions 2-24.6

Process Operator License Files 2-19.10 ;

Program correspondence
Congressional Correspondence Files 2-8.1
General Files of OSDBU/CR 2-26.1 ;

Program Correspondence Files, Most 1-2.2 )

Offices <

Program Correspondence Files, ACRS 2-2.4
Program Management Files 1-2.2
Program Management Files, Research 2-21.15 |
Reading Files, Nonrecord 1-1.5

'

Technical Subject Files 1-2.2

Programmatic Files Common to Most Offices 1-2 )
,

Project Control System, NMSS j

Project Management System (PMS) 2-14.7

Property and Supply System (PASS) 2-1.11

1

Publications 2-14.8
-|Publications, Record Copy 2-14.8

Publications, Reference 1-1.6
Scientific and Technical Reports, RES 2-21.17
Vendor Topical Reports 2-20.18

Quality Assurance Files 2-19.11

-9-
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NRCS Subject Index
August 1993

Schedule
Series Number

Radiation Exposure Information System (REIRS) 2-21.12

Reactor Operator and Senior Operator 2-24.13
Docket Files

Reading Files 1-1.5
Chronological Files, Nonrecord 1-1.5
Chronological Files, Official Records 1-2.2
Commissioners' Chronological Files 2-6.1

Records Of NRC Offices 2-1 thru 2-29
Administration 2-1
Advisory Committee on Nuclear Waste 2-2
Advisory Committee on Reactor Safeguards 2-3
Analysis and Evaluation of Operational 2-4

Data
Atomic Safety and L_co. sinc Board Panel 2-5
Commission 2-t
Commission Appellate ajudication 2-7
Congressional Affairs 2-8
Consolidation 2-9
Controller 2-10
Enforcement 2-11
Executive Director for Operations 2-12
General Counsel 2-13
Information Resources Management 2-14
Inspector General 2-15
International Programs 2-16
Investigations 2-17
Licensing Support System Administrator 2-18
Nuclear Material Safety and Safeguards 2-19
Nuclear Reactor Regulation 2-20
Nuclear Regulatory Research 2-21
Personnel 2-22
Public Affairs 2-23
Regional Offices 2-24
Secretary 2-25
Small and Disadvantaged Business 2-26
Utilization and Civil Rights

State Programs 2-27
Uranium Recovery Field Office 2-28
Policy Planning 2-29

Records Common to Most Offices 1

Records Retirement Lists 2-14.9
|

Reference Material i

Organizational Reference Files 1-1.3 :

Policy and Precedent Files, Reference 1-1.4 ;

Reading Files 1-1.5

-10- i
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National Archit'es anci
RecorrisAchninistration |

Washington, DC 20408
-

|

GENERAL RECORDS SCHEDULES TRANSMITTAL

P4C).4 April 24, 1992
summmmmmmimmer.

TO: Heads of Federal Agencies
t

1. Purpose. This transmittal conveys changes to the General ,

Records Schedules. !
i

2. Backcround. The General Records Schedules (GRS) provide
mandatory disposition instructions for r 'ords common to several
Federal agencies. A complete set of tL schedules was issued in
1988. The pages provided with this transmittal contain
additions, revisions, and corrections to several schedules and to
the Subject and Forms Indexes.

3. Explanation of chances.

a. General Records Schedule 1. Item 17b was edited to ;

include records relating to retention registers; item 25 was ;

modified to include Equal Employment Opportunity complaints that
{do not result in formal complaint cases; the disposition for item i

30 was modified; and a new item 37 was added to cover records |

relating to donation of leave.
|

b. General Records Schedule 2. The retention period for |

time and attendance records covered under item 3 was increased !
from 3 years to 6 years at the request of the General Accounting !
Office. '

c. General Records Schedules 6 and 9. Item 1 of GRS 6 and
items 1 and 3 of GRS 9 were modified to clarify the description i
and disposition of records relating to travel and transportation. !

i
d. General Records Schedule 10. This schedule was modified J

to correct a formatting error.
1

e. General Records Schedule 16. Item 10 was modified to
reflect a recent revision of NARA regulations on micrographics

3

(36'CFR Part 1230) that'_ eliminated a requirement that agencies
:

inspect temporary microform records; and a new item 14 was added !

to cover records relating to internal controls. '

i
f. General Records Schedule 18. Item 25 was modified to

reflect the fact that classified information nondisclosure
agreements may be filed in the Official Personnel File.

g. General Records Schedule 21. The citation to the Code
of Federal Regulations relating to the recovery of precious
metals in the introduction was corrected.

_ . - - _ - - _ _ _
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h. General Records Schedule 23. The disposition for item 8
was edited to clarify that it covers electronic records.

i. Subiect and Forms Indexes. The Subject Index was
reformatted and additions were made to both indexes.

4. Availability. Additional copies of this change are available
from the Records Administration Information Center (NI),
Washington DC 20408. Phone: 202-501-6025 or FTS 241-6025.

5. Implementation. Agencies are required under 36 CFR
1228.50(d) to disseminate GRS changes within 6 months of receipt.
If an agency wishes to apply a retention period that differs from
that specified in the GRS, it must submit an SF 115 for NARA
approval. In addition, deviations from the GRS 2, 6, and 9 items
listed above must be approved by the General Accounting Office.

6. Instructions.

Remove and insert corresponding
pages new pages

a. 5-8 and of GRS 1 6-8, 11-18, of GRS 1
11-18 and 21

b. 1-6 of GRS 6 1-6 of GRS 6

c. 1-4 of GRS 9 1-4 of GRS 9

d. 1 of GRS 10 1 of GRS 10

e. 5 of GRS 16 5 and 7-10 of GRS 16

f. 7-9 of GRS 18 7-10 of GRS 18

g. 1 of GRS 21 1 of GRS 21

h. 5 of GRS 23 5 of GRS 23

i. 1-21 of Subject Index 1-22 of Subject Index

j. 9 of Forms Index 9 of Forms Index

- - .-

-c ~ ~ ~ ~ -
DON W. WILSON
Archivist of the United States

Attachments

9
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General Records Schedule 1
June 1988

7
( ) ITEM
\_ / NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

11. Position Identification Strips.

Strips such as SF 7D, used to provide Destroy when superseded or
summary data on each position occupied. obsolete.

12. Emplovec Awards Files.

a. General awards records, EXCLUDING
those relating to departmental
level awards.

(1) Case files including recommen- Destroy 2 years after approval
dations, approved nominations, or disapproval.
correspondence, reports and
related handbooks pertaining to
agency-sponsored cash and
non-cash awards such as
incentive awards, within-grade
merit increases, suggestions,
and outstanding performance.

(2) Correspondence pertaining to Destroy when 2 yeers old.
g'''N awards from other, Federal
( agencies or non-Federal !

organizations.'-

b. Length of service and sick leave
awards files.

Records including correspondence, Destroy when 1 year old.
reports, computations of service and
sick leave, and list of awardees.

c. Letters of commendation and
appreciation.

Copies of letters recognizing length Destroy when 2 years old.
of service and retirement and
letters of appreciation and
commendation for performance,
EXCLUDING copies filed in the OPF.

d. Lists or indexes to agency award
nominations.

Lists of nominees and winners and Destroy when superseded or
indexes of nominations. obsolete.

,a
j

} [ NOTE: Records relating to departmental level awards must be scheduled by sub-
( _j mitting an SF 115, Request for Records Disposition Authority, to NARA.]

5
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Transmittal No. 4 General Records Schedule 1
April 24, 1992

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

13. Incentive Awards Program Reports.

Reports pertaining to the operation of Destroy when 3 years old.
the Incentive Awards Program.

14. Notifications of Personnel Actions.

Standard Form 50, documenting all indi-
vidual personnel actions such as
employment, promotions, transfers,
separation, exclusive of the copy in
the OPF.

a. Chronological file copies, including Destroy when 2 years old.
fact sheets, maintained in personnel
offices.

b. All other copies maintained in Destroy when 1 year old.
personnel offices.

15. Employment Arolications.

Applications (SF 171) and related Destroy upon receipt of OPM
records, EXCLUDING records relating to inspection report or when 2
appointments requiring Senatorial con- years old, whichever is ear-
firmation and applications resulting in lier, provided the require-
appointment which are filed in the OPF. ments of the Federal Personnel

Manual Chapter 333, Section
A-4, are observed.

16. Eersonnel Operations Statistical
Reports.

Statistical reports in the operating Destroy when 2 years old.
personnel office and subordinate units
relating to personnel.

17. Correspondence and Forms Files.

Operating personnel office records
relating to individual employees not
maintained in OPFs and not provided for
elsewhere in this schedule.

a. Correspondence and forms relating to Destroy when action is com-
pending personnel actions. pleted.

O
6
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Transmittal No. 4 General Records Schedule 1
April 24, 1992

1 TEM-s

i E2. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION,

j
b. Retentien registers and related

records.

(1)-Registers and related records Destroy when 2 years old.
used to effect
reduction-in-force actions.

(2) Registers from which no reduc- Destroy when superseded or
tion-in-force actions have been obsolete.
taken and related records.

c. All other correspondence and forms. Destroy when 6 months old.

18. Supervisors' Personnel Files and
Duplicate OPF Documentation.

a. Supervisors' Personnel Files.

Correspondence, forms, and other Review annually and destroy
records relating to positions, superseded or obsolete docu-
authorizations, pending actions; ments; or destroy file relat-
position descriptions, requests for ing to an employee within 1
personnel action, and records on year after separation or

x 'y individual employees duplicated in transfer.

) or not appropriate for the OPF.
xj

b. Duplicate Documentation.

Other copies of documents duplicated Destroy when 6 months old,
in OPFs not provided for elsewhere
in this schedule.

19. Individual Non-Occupational Health
Record Files.

Forms, correspondence, and other Destroy 6 years after date of |
records, including summary records, last entry. |
documenting an individual employee's '

medical history, physical condition, and I

visits to Government health facilities, ;
for non-work related purposes, EXCLUDING i

records covered by item 21 of this |

schedule.

I20. Health Unit Control Files.

Logs or registers reflecting daily
number of visits to dispensaries, first
aid rooms and health units.,_

/ \

1>

1 / a. If information is summarized on Destroy 3 months after last
statistical report. entry.

7
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Transmittal No. 4 Ceneral Records Schedule 1
April 24, 1992

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

b. If information is not summarized. Destroy 2 years after last
entry.

21. Emnlovee Medical Folder (EMEl.

a. Long-term medical records as
defined in the Federal Personnel
Manual (FPM), Chapter 293.

(1) Transferred employees. See FPM for instructions.

(2) Separated employees. Transfer to National Personnel
Records Center (NPRC), St.
Louis, MO, 30 days after
separation. NPRC will destroy
75 years after birth date of
employee, 60 years after date
of the earliest document in
the folder if the date of
birth cannot be ascertained,

or 30 years after latest
separation, whichever is
later.

Destroy 1 year after separa-b. Temporary or short-term records as
defined in the FPM. tion or transfer of employee.

|Individual Employee Health Case Destroy 60 years after re-c.

Files created prior to establishment tirement to FRC.
of the EMF system that have been
retired to an FRC.

[ NOTE: Master files and data bases created in central data processing facilities
to supplement or replace the records covered by item 21 are not authorized for
disposal under the CRS. Such files must be scheduled on an SF 115.]

22. Statistical Summaries.

Copics of statistical summaries and Destroy 2 years after date of
reports with related papers pertaining summary or report.
to employee health, retained by the
reporting unit.

[ NOTE: Master files and data bases created in central data processing facilities
to supplement or replace the records covered by this item are not authorized for
disposal under the CRS. Such files must be scheduled on an SF 115.]

,

8
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Transmittal No. 2 General Records Schedule 1
October 30, 1989

|

I

ITEM;

i NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
l' ,

24. Financial Disclosure Reports.

| a. Reports and related documents

|~ submitted by individuals as
[ required under the Ethics in

| Government Act of 1978 (PL 95-521).

(1) Records including SF 278A for Destroy 1 year after nominee
individuals filing according to ceases to be under considera- ;

Section 20lb of the Act, and not tion for appointment; EXCEPT ;
subsequently confirmed by the that documents needed in an
U.S. Senate, ongoing investigation.will be !

retained until no longer '

needed in the investigation.

(2) All other records including SF Destroy when 6 years old; ;

278. EXCEPT that documents needed
in an ongoing' investigation I

will he retained until-no l

longer needed in the
investigation. |

|

b. All other statements of employment Destroy when 6 years old; |
and financial interests and related EXCEPT that documents needed !
records, including confidential in an ongoing investigation ;

statements filed under Executive will be retained until no 1

Order 11222. longer needed in the {
investigation. ]

;

i 25. Ecual Employment Opportunity Records,

a. Official Discrimination Complaint
Case Files.

Originating agency's file containing' Destroy 4 years after
complaints with related correspon- resolution of case.

| dence, reports, exhibits, withdrawal
notices, copies of decisions, re-E

cords of hearings and meetings, and
other records as described in 29 CFR
1613.222 Cases resolved within the
agency, by EEOC., or by a U.S.. Court.

|

b. Copies of Complaint Case Files.

j Duplicate case files or documents Destroy l' year after
pertaining to case files retained in resolution of case.
Official File Discrimination
Complaint Case Files.

11
1

I
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Transmittal No. 4 General Records Schedule 1
April 24, 1992

ITEM
NO. QESCRIPTION OF RECORDS AUTHORIZED DI.SPOSITION

c. Preliminary and Background Files.

(1) Background records not filed in Destroy 2 years after final
the Official Discrimination resolution of case.
Complaint Case Files.

(2) Records documenting complaints Destroy when 2 years old,
that do not develop into
Official Discrimination
Complaint Cases,

d. Compliance Records.

(1) Compliance Review Files.

Reviews, background documents Destroy when 7 years old.
and correspondence relating to
contractor employment practices.

(2) EEO Compliance Reports. Destroy when 3 years old,

e. Employee Housing Requests..

Forms requesting agency assistance Destroy when 1 year old.
in housing matters, such as rental
or purchase,

f. Employment Statistics Files.

Employment statistics relating to Destroy when 5 years old.
race and sex.

[ NOTE: Master files and data bases created in central data processing facilities
to supplement or replace the records covered by this subitem are not authorized
for disposal under the GRS. Such files must be scheduled on an SF 115.]

g. EE0 General Files.

General correspondence and copies of Destroy when 3 years old, or
regulations with related records when superseded or obsolete,
pertaining to the Civil Rights Act whichever is applicable.
of 1964, the EEO Act of 1972, and
any pertinent later legislation; and
agency EE0 Committee meeting records
including minutes and reports.

12
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Transmittal No. 4 General Records Schedule 1
April 24, 1992

|
r

i
ITEM

i
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION ;

h. EE0 Affirmative Action Plans (AAP). i

(1) Agency copy of consolidated Destroy 5 years from date of
AAP(s). plan. |

E,

(2) Agency feeder plan to Destroy 5 years from date of '

consolidated AAP(s). feeder plan or when adminis- ;

trative purposes have been )
served, whichever is sooner. |

I
(3) Report of on-site reviews of Destroy 5 years from date of |

'Affirmative Action Programs. report.

)
(4) Agency copy of annual report of Destroy 5 years from date of |

Affirmative Action accomplish- report. |'ments.

26. Personnel Counseline Records. f
a. Counseling Files.

i

Reports of interviews, analyses and Destroy 3 years after i

related records. termination of counseling.

b. Alcohol and Drug Abuse Program.

Records created in planning, Destroy when 3 years.old.
coordinating and directing an alcohol
and drug abuse program.

27. Standa'rds of Conduct Files.

Correspondence, memoranda, and other Destroy when obsolete or
records relating to codes of ethics and superseded.
standards of conduct.

28. Labor Manacement Relations Records.

a. Labor Management Relations General
and Case Files.

Correspondence, memoranda, reports
and other records relating to the
relationship between management and
employee unions or other groups:-

(1) Office negotiating agreement. Destroy 5 years after
expiration of agreement.

13

i
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Transmittal No. 4 Ceneral Records Schedule 1
April 24, 1992

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

(2) Other offices. Destroy when superseded or
obsolete.

b. Labor Arbitration General and Case
Files.

Correspondence, forms, and back- Destroy 5 years after final
ground papers relating to labor resolution of case.
arbitration cases.

29. Trainine Records.

EXCLUDING records of formally esta-
blished schools which train agency
employees in specialized program areas,
such as law enforcement and national
defense,

a. General file of agency-sponsored
training, EXCLUDING record copy of
manuals, syllabuses, textbooks, and
other training aids developed by
the agency.

(1) Correspondence, memoranda, Destroy when 5 years old er 5
agreements, authorizations, years after completion of a
reports, requirement reviews, specific training program.
plans, and objectives relating
to the establishment and opera-
tion of training, courses and
conferences.

(2) Background and working files. Destroy when 3 years old.

b. Employee training.

Correspondence, memoranda, reports Destroy when 5 years old or
and other records relating to the when superseded or obsolete,
availability of training and whichever is sooner.
employee participation in training
programs sponsored by other-
government agencies or
non-government institutions.

[ Note: Records excluded from this item must be scheduled by submission of an SF ;

115 to NARA. Reference copies of pamphlets, notices, catalogs and other records |

|which provide information on courses or programs offered by government or non-
government organizations, previously included in the GRS, are nonrecord and may be j
destroyed when superseded or obsolete.]

14
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Transmittal No. 4 Ceneral Records Schedule 1
April 24, 1992

ITEM
EQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

30. Administrative Grievance. Disciplinary

and Adverse Action Files,

n. Administrative Grievance Files (5
CFR 771).

Records relating to grievances Destroy no sooner than 4 years
raised by agency employees, except but no later than 7 years
EE0 complaints. These case files after case is closed. [See
include statements of witnesses, note.]
reports of interviews and hearings,
examiner's findings and recommenda-
tions, a copy of the original deci-
sion, related correspondence and
exhibits, and records relating to a
reconsideration request.

b. Adverse Action Files (5 CFR 752)
and Performance-Based Actions (5
CFR 432).

f Case files and records related to Destroy no sooner than 4 years
adverse actions and performance- but no later than 7 years

-

based actions (removal, suspension, after case is closed. [See
reduction-in-grade, furlough) note.]
against employees. The file
includes a copy of the proposed-
adverse action with supporting docu-
ments; statements of witnesses;
employee's reply; hearing notices,
reports and decisions; reversal of
action; and appeal records,
EXCLUDING letters of reprimand which
are filed in the OPF.

[ NOTE: The Office of Personnel Management has determined that agencies may decide.
how long, within the range of 4 to 7 years, grievance _and adverse action files.
need to be retained. To implement this authority, each agency must._ select one
fixed retention period, between 4 and 7 years, for the entire series of its closed
cases. Agencies are not authorized to use different retention periods.for
individual cases The agency should publish the chosen retention period'in the

' Privacy Act notice for these records, the agency's records disposition manual,'and
any other issuance dealing with the disposition of these records.]

15
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Transmittal No. 4 General Records Schedule 1
April 24, 1992

ITEM 1

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION ,

)
31. Personal Iniury Files.

Forms, reports, correspondence and Cut off on termination of
related medical and investigatory compensation or when deadline
records relating to on-the-job injuries, for filing a claim has passed.
whether or not a claim for compensation Destroy 3 years after cutoff.
was made, EXCLUDING copies filed in the
Employee Medical Folder and copies
submitted to the Department of Labor.

32. Merit Promotion Case Files.

Records relating to the promotion of an Destroy after CPM audit or 2
individual that document qualification years after.the personnel
standards, evaluation methods, selection action is completed, whichever
procedures, and evaluations of candi- is sooner.
dates, EXCLUDING, any records that dup-
licate information in the promotion
plan, in the OPF, or in any other
personnel records.

33. Examinine and Certification Records.

Delegated agreements and related
records created under the authority of
5 U.S.C. 1104 between the Office of
Personnel Management and agencies
allowing for the examination and
certification of applicants for
employment.

a. Delegated agreements. Destroy 3 years after
termination of agreement.

b. Correspondence concerning applica- Break snnually. Destroy 1
tions, eligibles certification, and year after break
all other examining and recruiting
operations including but not limited
to correspondence from the Congress,
White House, and general public; and
correspondence regarding accommoda-
tions for holding examinations and
shipment of test materials,

c. Test material stock control.

Stock control records of examination Destroy when test is
test material including running superseded or obsolete,
inventory of test material in stock.

16
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Transmittal No. 4. General Records Schedule 1 !
#

April 24, 1992
.[ :

f\ ITEM
EQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION |

i

d. Application Record Card (OPM Form Break after examination. I

5000A, or equivalent). Destroy no later than 90 days I

after break. ;

fe. Examination Announcement Case Files.

!Correspondence regarding examination Destroy 5 years after
requirements, original drafts of termination of related j
examination, and announcements register. ;

| issued EXCLUDING records concerning i
qualification standards, job speci- i
ficatic s and their developmenc.

,

!

f. Register of eligibles (OPM Form Break records on individuals I

5001-C or equivalent, documenting with terminated eligibility ,

eligibility of an individual for annually. Destroy 5 years
Federal jobs), after break.

,

When entire register is
terminated, destroy 5 years
after termination date.
(Registers established under

; case examining: Destroy after
'

audit by local OPM area office
or 90 days after final action |
is taken on the certificate ;

whichever is sooner.)

g. Letters to applicants denying Break annually Destroy 1.

transfer of eligibility (OPM Form year after break.

~

4896 or equivalent). ;

.

i

h. Canceled and ineligible applica- Ineligible applications may be
tions, supplemental forms, and returned to the applicant with
attachments, the notice of ineligibility,

unless otherwise directed by
the local OPM area office.
Destroy ineligible applica-
tions not returned and
canceled applications 90 days
after date of action or when
register is terminated,
whichever is sooner.

i. Test Answer Sheets.

Written test answer sheets for both Destroy when 6 months.old,
eligibles and ineligibles. Filed by
date of processing.

17
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Transmittal No. 2 General Records Schedule 1
October 30, 1989

ITEM '

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

j. Lost or Exposed Test Material Case
Files.

Records showing the circumstances of Break files annually. Destroy
loss, nature of the recovery action 5 years after break.
and corrective action required.

k. Eligible applications.

(1) On active register. Destroy upon termination of
the register (except
applications that may be
brought forward to new
register, if any).

(2) On inactive register. Destroy 1-12 months after
eligibles are placed on
inactive register, depending
on space availability and
difficulty of replacing the
application for restoration.

1. Request for prior approval of per- Break annually. Destroy 1
sonnel actions taken by agencies on year after break.
such vatters as promotion, transfer,
reinstatement, or change in status,
submitted by SF 59, OPM 648, or
equivalent form.

m. Certificate Files.

SF 39, SF 39A, or equivalent, and Break annually. Destroy 5
all papers upon which the certifica- years after break.
tion was based: detailed rating
schedule, record of selective and
quality ranking factors used, list
of eligibles screened for the vacan-
cies, rating assigned, availability
statements, and other documentation

material designated by the examiner
of retention. It is recommended )
that both the file copy and the ,

audited report copy of the certifi- |
cate be kept in this file. Files ,

|should be arranged to permit recon-
struction or validation of actions
taken in the event of appeal or
legal action.

18
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Transmittal No. 3 General Records Schedule 1
February 22, 1991

| ITEM
_

AUTHORIZED DISPOSITION
|

L NO. DESCRIPTION OF RECORDS
1

; c. Selection / scheduling records. {
,

p Records relating to the selection of Destroy when 3 years old.
'

specific employees / applicants for. '[See note (2).] >

testing and the scheduling of tests. I

Included are lists of selectees, !

notification letters, and testing I

schedules, !
!

d. Records relating to the collection |
and handling of specimens.

(1) " Permanent" Record Books. ;

!

Bound books containing Destroy 3 years after date of f
identifying data on each last entry. [See note (2).] |
specimen, recorded at each |

collection site in the order in |
'which the specimens were

collected. |
!
i

(2) Chain of custody records. .

I

Forms and other records used to Destroy when 3 years old. .|
maintain control and account- [See note (2).) |
ability of specimens from the i
point of co11cetion to the final j
disposition of the specimen. !

i

e. Test results. !

t

Records documenting individual test Destroy when 3 years old. !
results, including reports of [See note (2).] !

testing, notifications of !
employees / applicants and employing |
offices, and documents relating to j
follow-up testing. *

[ NOTES: (1) Disciplinary action case files pertaininr,to actions taken against
employees for drug use, drug possession, failure to er mply with drug testing .e

procedures, and similar matters are covered by GRS 1, item 30b, which provides for j
the destruction of records 4 years after the case is closed. (2) Any records ;

covered by items 36 a-e that are relevant to litigation or disciplinary actions ;

should be disposed of no earlier than the related litigation or adverse action !

case file (s).]
,

I
i
t

t
21 |

!

l
i
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Transmittal No. 4 General Records Schedule 1
April 24, 1992

ITEM
HL. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

37. Donated Leave Program Case Files.

Case files documenting the receipt and Beginning in January 1994,
donation of leave for medical destroy one year after the end
emergencies, including recipient of the year in which the file
applications, agency approvals or is closed.
denials, medical or physician
certifications, leave donation records

or OF 630-A, supervisor / timekeeper
approvals, leave transfer records,
payroll notification records, and leave
program termination records.

O

.

O
22
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Transmittal No. 4 General Records Schedule 6 .f
April 24, 1992 j

GENERAL RECORDS SCHEDULE 6

Accountable Officers' Accounts Records

This <;eneral schedule covers accountable officers' returns and related records, f

including records under the cognizance of the General Accounting-Office (GAO). :

This schedule does not apply to the copies of schedules and related papers held by |
the Chief Disbursing Officer of the Treasury. Any records created prior to (
January 1,1921, must be offered to the National Archives and Records

|
Administration before applying these disposition instructions. !

;

|' Accountable officers' accounts include record copies of all records concerned with i

| the accounting for, availability, and status of public- funds. There are several
'

types of " accountable officers," such as: (a) the collecting officer, who receives
,

monies owed to the Federal Government and ensures that it is credited to the ;

proper account; (b) the disbursing officer who is responsible for providing {
documentation to GAO since he accomplishes the actual payment of public monies to i

proper Federal creditors; and (c) the certifying officer, whose signature on a |
summary attests to the authenticity of vouchers listed on the schedule. !

!
Disbursements for most civilian Government agencies are made by th.s Chief |
Disbursing Officer of the Treasury, who heads the Division of Disbursement of the
Bureau of Government Financial Operations within the Treasury Department. Since
July 1949, disbursements have been made for most agencies on the basis of !

certified schedules, with the detailed vouchers transferred to GAO from the agency f

or held in agency space if site audit was involved. This procedure was extended
and confirmed by GAO General Regulations, No. 115 issued January 29, 1952, which
promulgated a standard form voucher and schedule of payments (Standard Forms 1166
and 1167) for use by all agencies effective July 1, 1952, and formally eliminated
the transfer of vouchers of the Chief Disbursing Officer.

This schedule includes records held for on-site audit by GAO, as described in item
la below. Under on-site audit, vouchers, contracts, schedules, statements of
transactions and accountability and other related supporting documents are
retained in agency space for GAO auditors. Section 5 of the Post Office Depart-
ment Financial Control Act of 1950 and Section 117(b) of the Budget and Account-
ing Procedures Act of 1950 (whenever the Comptroller General determines that audit
shall be conducted at the site) require agencies to retain these records, which
are under GAO cognizance. GAO has given general authority to the agencies, if the
records are no longer required for administrative purposes, to transfer all
audited records and any unaudited records more than one full fiscal year old to
Federal Records Centers. However, to transfer unaudited accountable officers'
accounts less than one year old, permission must be obtained from the Director,
Records Management, GAO. Because the records previously transferred to GAO are
retained in the agency, some agencies have eliminated the creation of memorandum
copies as described in item lb of this schedule.

Records relating to the availability, collection, and custody of funds include (1) _]
the appropriation warrants, (2) other documents which deposit funds into the

j
i Treasury, and (3) documents which provide accountable officers with status reports j
j - on funds in their custody, such as the proofs of depository account and statements 1

1

1

|
l

T ~r



Transmittal No. 4 General Records Schedule 6
April 24, 1992

,

of funds to their credit. Agency copies of these deposit and status documents are
so intimately related to the accounts of these officers that they are included in
this schedule. The copies received by the Fiscal Service of the Treasury
Department are not covered by this schedule and are provided for in separate
schedules.

All records described in this schedule are authorized for disposal in both hard
'

copy and electronic forms, as provided in GRS 20, Electronic Records, and GRS 23,
Records Common to Most Offices Within Agencies.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Accountable Officers' Files.

a. Original or ribbon copy of accoun- Destroy 6 years and 3 months
table officers' accounts maintained after period covered by
in the agency for site audit by GAO account,

auditors, consisting of statements
of transactions, statements of ac-
countability, collection schedules,
collection vouchers, disbursement
schedules, disbursement vouchers,
and all other schedules and vouchers
or documents used as schedules or
vouchers, exclusive of commercial
passenger transportation and freight
records and payroll records, EX-
CLUDING accounts and supporting
documents pertaining to American
Indians. If an agency is operating
under an integrated accounting sys-
tem approved by GAO, certain re-
quired documents supporting vouchers

and/or schedules are included in the
site audit records. These records
document only the basic financial
transaction, money received and
money paid out or deposited in the
course of operating the agency. All
copies except the certified payment
or collection copy, usually the
original or ribbon copy, and all
additional or supporting documenta-
tion not involved in an integrated
system are covered by succeeding
items in this schedule.

Site audit records include, but are
not limited to, the Standard and
Optional Formc listed below. Also

2
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April 24, 1992 'i

- |
'

' ITEM

EQ ' DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION ,

!

included are equivalent agency forms !
which document the basic financial
transaction as described above.

!
!

SF 215, Deposit Ticket !
SF 224, Statement of Transactions
SF 1012, Travel Voucher ;

SF 1034, Public Voucher for !

Purchases and Services !

Other Than Personal
{SF 1036, Statement of Certificate :

and Award*
,

SF 1038, Advance of Funds '

Application and Account
4

SF 1047, Public Voucher for Refunds -I
SF 1069, Voucher for Allowance at

Foreign Posts of Duty
SF 1080, Voucher for Transfer

Between Appropriations

and/or Funds i

SF 1081, Voucher and Schedule of

Withdrawals and Credits '

SF 1096, Schedule of Voucher
Deductions

SF 1097, Voucher and Schedule to

Effect Correction of
Errors |

SF 1098, Schedule of Canceled
Checks

SF 1113, Public Voucher for

Transportation Charges I

SF 1129, Reimbursement Voucher .

SF 1143, Advertising Order .

SF 1145, Voucher for Payment Under !

Federal Tort Claims Act j

SF 1154, Public Voucher for Unpaid
Compensation Due a Deceased
' Civilian Employee

SF 1156, Public Voucher for Fees and

Mileage
SF 1164, Claim for Reimbursement for

Expenditures on Official
Business

SF 1166, Voucher and Schedule of

Payments
SF 1185. Schedule of Undeliverable i

Checks for Credit to
Government Agencies

3

-
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Transmittal No. 4 General Records Schedule 6
April 24, 1992

ITEM
B0 DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

SF 1218, Statement of Accountability
(Foreign Service Account)

SF 1219, Statement of Accountability
"

SF 1220, Statement of Transactions
According to Appropria-
tion, Funds and Receipt
Accounts

SF 1221, Statement of Transactions
According to Appropria-
tion, Funds, and Receipt
Accounts (Foreign Service
Account)

OF 1114, Bill of Collection
OF 1114A, Official Receipt
OF 1114B, Collection Voucher

b. Memorandum copies of accountable
officers' returns including state-
ments of transactions and accounta- !

bility, all supporting vouchers, ,

schedules, and related documents not
;

covered elsewhere in this schedule, j
EXCLUDING freight records covered by ,

'

Schedule 9 and payroll records
covered by Schedule 2. Destroy when i

1 year old.

[ NOTE: Accounts and supporting documents pertaining to American Indians are not
authorized for disposal. Such records must be retained indefinitely since they
may be needed in litigation involving the Government's role as trustee of
property held by the Government and managed for the benefit of Indians.)

2. CAO Exceptions Files.

General Accounting Office notices of Destroy 1 year after exception
exceptions, such as Standard Form 1100, has been reported as cleared
formal or informal, and related by GAO. |
correspondence.

3. Certificates Settlement Files.

Copies of certificates and settlement of
accounts of eccountable officers, state-
ments of differences, and related
records.

a. Certificates covering closed account Destroy 2 years after date of j
settlements, supplemental settle- settlement. !
ments, and final balance I
settlements. |

!

4

- . - . _ _ - - _ _ - _ _



- - .

,-

i
e

!

Transmittal No. 4 General Records Schedule 6
' April 24, 1992

s
,

g ITEM
:

HQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION !

b. Certificates covering period Destroy when subsequent
settlements. certificate of settlement is

received.
4 General Fund Files. i

i

Records relating to availability, Destroy when 3 years old. !
collection, custody and deposit of funds '

including appropriation warrants and I

certificates of deposit, other than -

those records covered by Item 1 of this i
schedule.

|
| S. Accountine Administrative Files.

!
Correspondence, reports and data

.

relating to voucher preparation,,

| administrative audit, and other

i accounting and disbursing operations.
1

, a. Files used for workload and Destroy when 2 years old. 4

- personnel management purposes.
|

; b. All other files. Destroy when 3 years old.
|

6. Federal Personnel Surety Bond Files,

l
a. Official copies of bond and |

attached powers of attorney.
|
j

(1) Bonds purchased before January Destroy 15 years after bond
1, 1956. becomes. inactive.

(2) Bonds purchased after December Destroy 15 years after end of-i
'

31, 1955. bond premium period.

b. Other bond files including other Destroy when bond becomes
copies of bonds and related inactive or after the end of

| documents. the bond premium period.

7. Gasoline Sales Tickets.

Hard copies of sales tickets' filed in Destroy after GAO audit or
support of paid vouchers for credit card when 3 years old, whichever is
purchases of gasoline. sooner.

1
'

8. Telenhone Toll Tickets.

Originals and copies of toll tickets Destroy after GAO audit or
| filed in support of telephone toll call when 3 years old, whichever is

payments. sooner.

| 5
!
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General Records Schedule 6
June 1988

IT.M ,

NO. DE.SCRIPTION OF RECORDS AUTHORIZED DISPOSITION

9. Telecrams.

Originals and copies of telegrams filed Destroy after GAO audit or
in support of telegraph bills. when 3 years old, whichever

is sooner.

10. Administrative Claims Files.

a. Claims against the United States. Destroy when 6 years, 3 months
Records relating to claims against old,

'

the United States for moneys which
have been administrative 1y (1)
disallowed in full or (2) allowed in
full or in part, and final payment
of the amount awarded, EXCLUDING
claims covered by subitem c below.

b. Claims by the United States subject
to the Federal Claims Collection
Standards and 28 U.S.C. 2415 or 31

U.S.C. 3716(c)(1).

Records relating to claims for money
or property which were administra-
tively determined to be due and
owing to the United States and which
are subject to the Federal Claims ,

Collection Standards (4 CFR Chapter '

II), EXCLUDING claims covered under
subitem c below.

(1) Claims which were paid in full Destroy when 6 years, 3 months
or by means of a compromise
agreement pursuant to 4 CFR ,

Part 103. |

(2) Claims for which collection
action has been terminated under
4 CFR Part 104 ]

(a) Claims for which the Destroy 10 years, 3 months 1

Government's right to after the year in which the |
collect was not extended. Covernment's right to collect j

first accrued. |
!

(b) Claims for which the Destroy 3 months after the end
Covernment is entitled (per of the extended period.

28 U.S.C. 2415) to |
additional time to initiate ,

legal action.

6 4
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Transmittal No. 4 General Records Schedule 9
April 24, 1992

GENERAL RECORDS SCHEDULE 9

Travel and Transncrtation Records

This schedule covers records documenting the movement of goods and persons under
Government orders. The records include bills of lading, transportation requests,
transportation vouchers, per diem vouchers, travel authorizations, and all
supporting documentation, including those prescribed by Title 5 of the General
Accounting Office Policy and Procedures Manual Record copics of all travel,
transportation, and freight documents used to support payments become components
of the accountable officers' accounts. Disposition for commercial transportation
and freight site audit records is covered by item 1 of this schedule. Individu-
al, noncommercial, reimbursable travel site audit records are covered by General
Records Schedule 6, item la, item 10, or item 11. Some copies become accounting
posting media which are covered by General Records Schedule 7, item 4.

a. Movement of roods. The key record is the bill of lading, of which
there are copies for consignors, consignees, and the carriers themselves. The
documents related to and normally filed with the bill of lading are varied and
often voluminous. These may consist of shortage and demurrage reports, invoices,
and other data which document the transaction. Included are records relating to
the shipment of household effects, authorized by law and regulations for military
personnel and for civilian employees of the Government. Agencies shipping
certain valuables under the Government Losses in Shipment Act, which insures
against loss, retain copies of schedules of material shipped, documents relating
to claims which may ensue, and other pertinent records.

b. Movement of persons. The movement of persons is documented by copies
of travel orders, authorizing travel and subsequent payment, and standard form
vouchers showing payment for official travel. The two primary copies of travel
orders are the administrative copy maintained by the transportation unit control-
ling the authorization of travel and the copy used for encumbrance of funds.

,

Vouchers documenting cash advances for travel purposes are covered by General '

Records Schedule 6, item la, only after the advance has been properly liquidated i

and can be included in a settled fiscal account. Unliquidated cash advances for |

travel purposes are covered by General Records Schedule 6, item 10.

All records described in this schedule are authorized for disposal in both hard
copy and electronic forms, as provided in GRS 20, Electronic Records, and GRS 23,
Records Common to Most Offices Within Agencies.

,

F

1
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Transmittal No. 4 General Records Schedule 9
April 24, 1992

ITEM
EQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Commercial Freir.ht and Passenrer Trans-
nortation Files.

a. Original vouchers and support docu- Destroy 6 years after the
ments covering commercial freight period of the account.
and passenger transportation charg-
es of settled fiscal accounts,

including registers and other con-
trol documents, but EXCLUDING those
covered by item lb of this schedule.

b. Records covering payment for commer- Destroy when 10 years old.
cial freight and passenger transpor-
tation charges for services for
which 1) notice of overcharge has
been or is expected to be issued, or
if a rail freight overpayment is
involved, 2) deduction or collection
action has been taken, 3) voucher
contains inbound transit ship-
ment (s), 4) parent voucher has print
of paid supplemental bill associat-
ed, 5) voucher has become involved
in litigation, or 6) any other con-
dition that prevents the settling of
the account, requiring the voucher
to be retained beyond the 6 year
retention period, such as detection
of overcharge.

c. Issuing office copies of Government Destroy 6 years after the
or commercial bills of lading, com- period of the account.
cercial passenger transportation
vouchers (SF 1113A) and transporta-
tion requests (SF 1169), travel
authorizations, and supporting docu-
ments,

d. Obligation copy of commercial pas- Destroy when funds are obli-
senger transportation vouchers, gated.

a. Unused ticket redemption forms, such Destroy when no longer needed
as SF 1170. for administrative use.

I

'

2

I
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_ Transmittal No. 4- General Records Schedule 9 i

[ ' April 24, 1992

,

ITEM
:

EQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION i

|2. Lost or Damared Shioments Files. ~|

Schedules of valuables shipped, corres- Destroy.when 6 years old. i
pondence, reports, and other records
relating to the administration of the
Government Losses in Shipment Act. ;

3. Noncommercial. Reimbursable Travel i
Files. .!

Copies of records relating to reimburs-
ing individuals, such as travel orders,
per diem vouchers, and all other sup- j!
porting documents relating to official

.

travel by officers, employees, depen-
dents, or others authorized by law to .j
travel. '

a. Travel administrative office files. Destroy when 6 years old.

b. Obligation copies. Destroy when funds are obli-
;

gated.
|

4. General Travel and Transportation Files. '

a. Routine administrative records in- Destroy when 2 years.old.
cluding correspondence, forms, and i

related records pertaining to com .
;

mercial and noncommercial agency '

travel and transportation, and ,

freight functions, not covered else- .

where in this schedule, i

b. Accountability records documenting Destroy 1 year after all en-
the issue or receipt of accountable tries are cleared. '

documents. '

,

- 3
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Transmittal No. 3 General Records Schedule 9.

February 22, 1991

ITEM-

! UO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

'

5. Records Relation to Official Passports,

a. Application files.

Documen.ts relating to the issuance Destroy when 3 years old or
of official passports, including upon separation of the bearer,

; requests for passports, transmittal whichever is sooner.
letters, receipts, and copies of,

; travel authorizations.

b. Annual reports concerning official
j passports.

; Reports to the Department of State Destroy when 1 year old.
concerning the number of official
passports issued and related mat-
ters.

| c. Passport registers,
t

Registers and lists of agency per- Destroy when no longer needed.
sonnel who have official passports.

[ NOTES: (1) Official passports should be returned to the Department of State upon
expiration or upon the separation of the employee. (2) Item 5b does not pertain'

to copies of the annual reports held by the Department of State.)'

i

:

|
,

!

|

|
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Transmittal No. 4 General Records Schedule 10
' April 24, 1992

GENERAL RECORDS SCHEDULE 10 i

|

Motor Vehicle Maintenance and Operation Records |
|

These records pertain to the management, maintenance, and operation of motor |
vehicles used by agencies.

:

41 CFR 101-38 prescribes policies and procedures. Standard Form 82, which'is an j
annual motor vehicle report required by the Office of Federal Supply Services, ;

General Services Administration, is the only standardized record. Certain cost
and inventory control forms have been developed, but they are not mandatory. This t

schedule covers agency records pertaining to the daily use and operation of the -

vehicles. ,

,

In general, records pertaining to motor vehicles reflect a threefold ;

responsibility: (a) the accumulation of cost and operating data for internal
,

accounting and management purposes and for reports submitted to the Office of !
Federal Supply and Services (Standard Form 82, Annual Motor Vehicle Report); (b) j

the maintenance of the vehicles themselves; and (c) protecting the interest of the j
Government in accident claims against it. The records themselves consist of i

chauffeur service logs and reports, vehicle repair and maintenance check-off i

sheets, cost ledgers, and claims correspondence and forms. '

All records described in this schedule are authorized for disposal in both hard i

copy and electronic forms, as.provided in GRS 20, Electronic Records, and GRS 23, ,

'- Records Common to Most Offices Within Agencies. *

ITEM !
INO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
!

|
1. Motor Vehicle Corresnondence Files. !

;

Correspondence in the operating unit Destroy when 2 years old. |
responsible for maintenance and |
operation of motor vehicles not j
otherwise covered in this schedule. 1

!
J

2. Motor Vehicle Operatinn and Maintenance
|

Elles. ;
.

a. Operating records including those Destroy when 3 months old. i

relating to gas and oil consump- |
tion, dispatching, and
scheduling.

,

!
',
i

b. Maintenance records, including Destroy when 1 year old. |
those relating to service and

3

repair. j
- |

1 !
;

!

!

|

|
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Transmittal No. 4 Ceneral Records Schedule 10
April 24, 1992

ITEM
EO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

3. Motor Vehicle Cost Files.
,

Motor vehicle ledger and work sheets Destroy 3 years after discon-
providing cost and expense data. tinuance of ledger or date of

work sheet.

4. Motor Vehicle Report Files.

Reports on motor vehicles (other than Destroy 3 years after date of
accident, operating, and maintenance report.
reports), including SF 82, Agency Report
of Motor Vehicle Data, and SF 82-D,
Agency Report of Sedan Data.

S. Motor Vehicle Accident Files. .

Records relating to motor vehicle Destroy 6 years after case is
accidents, mainteined by transportation closed,

offices, including SF 91, Operator's
Report of Motor Vehicle Accident, SF
91A, Investigation Report of Motor
Vehicle Accident, and SF 94, Statement
of Witness.

6. Motor Vehicle Release Files.

Records relating to transfer, sale, Destroy 4 years after vehicle
donation, or exchange of vehicles, leaves agency custody,
including SF 97A, Agency Record Copy of
U.S. Government Certificate of Release
of Motor Vehicle.

7. Motor Vehicle operator Files.

Records relating to individual employee Destroy 3 years after
operations of Government-owned vehicles, separation of employees or 3
including driver tests, authorization to years after recision of
use, safe driving awards, and related authorizttion to operate
correspondence. Government-owned vehicle,

whichever is sooner.

9.,
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. Transmittal No. 4 Ganeral Records Schedule 16
April 24, 1992

ITEM
HQ. DESCRIPTION OF RECOFDS AUTHORIZED DISPOSITION

9. Feasibility Studies.

Studies conducted before the Destroy 5 years after
installation of any technology or completion or cancellation of
equipment associated with information study.
management systems, such as word
processing, copiers, micrographics, and
communications. Studies and system
analyses for the initial establishment

and major changes of these systems. Such
studies typically include a
consideration of the alternatives of the
proposed system and a cost / benefit
analysis, including an analysis of the
improved efficiency and effectiveness to
be expected from the proposed system.

10. Microform Inspection Records.

a. Agency copy of inventories, logs, Destroy 1 year after the
and reports documenting the records are transferred to the
inspection of permanent microform legal custody of the National

,

I records, as required by 36 CFR Part Archives.
l' 1230.

[ NOTES: (1) This item does not cover the copy of logs and reports that are
attached to the SF 135 when records are transferred to a Federal records center or-
the SF 258 when records are transferred to the National Archives. (2)- Inspection
records for unscheduled records that are converted to microform are also-
unscheduled and may not be destroyed.]

b. Agency copy of logs and other Destroy when no longer needed,
records documenting the inspection
of temporary microform records, as
recommended by 36 CFR Part 1230,

11. IRM Triennial Review Files.

Reports required by the General Services Destroy when 7 years old.
Administration concerning reviews of
information resources management (IRM)
practices. Included are associated
correspondence, studies, directives,
feeder reports, and monitoring surveys
and reports.

,\
5
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Transmittal No. 2 General Records Schedule 16
October 30, 1989

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

12. Information Collection Budget Files.

Reports required by the Office of Destroy when 7 years old.
Management and Budget under the
Paperwork Reduction Act about the number
of hours the public spends fulfilling
agency reporting requirements. Included
are associated feeder reports, report
exhibits, correspondence, directives,
and statistical compilations.

13. Documents Published in the Federal
Renister.

Files documenting the processing of Destroy when 1 year old.a.

notices announcing committee
meetings, including meetings open to
the public under the Government in
Sunshine Act (5 U.S.C. 552b (e) (3);
hearing and investigations; filing
of petitions and applications;
issuance or revocation of a license;
grant application deadlines, the
availability of certain environ-
mental impact statements; delega-
tions of authority; and other
matters that are not codified in the
Code of Federal Regulations.

b. Files documenting the processing of Destroy when 2 years old.
semiannual regulatory agenda.

[ NOTE: Agency files documenting the development, clearance, and processing of
proposed and final rules for publication in the Federal Register are not covered
by the General Records Schedules. These records may be, but are not necessarily,
permanent. They must be scheduled individually by each agency so NARA can conduct
an analysis and appraisal to determine their appropriate disposition.)

6
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Transmittal No. 4 Ceneral Records Schedule 16 -|MSj April 24, 1992 i

ITEM j
-HQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION i

i

14. Internal Control Records. .

t

Records created in accordance with .}.

procedures mandated by OMB Circular A . f
123, Internal Control Systems, and P.L. ~

97-255, the Federal Managers' Financial
Integrity Act. Under these authorities,
agencies are required to perform
evaluations of their accounting and '!
administrative controls to prevent |waste, fraud and mismanagement.

|i
ia. Policy, procedure, and guidance j

files. .!
i
t

Copies of internal directives Destroy when superseded. j
maintained by the agency's internal ;

control staff (but not those copies ;

maintained in the agency's official j

file of internal directives); 'j
external directives such as OMB ;

Circular A-123; and correspondence j
outlining policy and procedure for

;

performing management reviews. I

-t
.,

;

b. Management control plans. ~i
i

Comprehensive plans documenting the Destroy when superseded.
,

agency's efforts to ensure
.

compliance with OMB Circular A-123. j
- '

c. Risk analyses.
.

|i
Reports and supporting materials Cut off closed files annually. |
used to document review of program Destroy after next review (
areas for susceptibility to loss or cycle.
unauthorized use of resources,
errors in reports and information, -1

and illegal and unethical actions. i
i
|

'l

|
i
i

7 ;

|
t

i

,

_ . . . . . - .-- _ .. -
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Transmittal No. 4 General Records Schedule 16
April 24, 1992

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

d. Annual reports and assurance Cut off closed files annually,
statements created by organizational Destroy after next reporting
components below the agency cycle.
(department or independent agency)
level, and complied by the agency
into a single unified report for
direct submission to the President
and Congress.

[ NOTE: This item does not cover the consolidated final reports submittee directly
to the President and Congress. The final reports must be scheduled by submitting
an SF 115 to the National Archives.]

e. Tracking files.

Files used to ensure the completion Destroy when no longer needed,
and timeliness of submission of
feeder reports, including schedules
of evaluations, interim reporting,
lists of units required to report,
and correspondence relating to the
performance of the reviews.

f. Review tiles.

Correspondence, reports action
copies of audit findings, and other
records that identify program
internal control weaknesses, and
corrective actions taken to resolve
such problems. Since A-123 provides
for alternative internal control
reviews.under OMB Circulars A-76,
A-127, or A-130, this item also
applies to copies of these reviews,
provided they are identified as
alternative reviews in the
management control plan.

(1) Office with responsibility for Cut off when no further
coordinating Internal Control corrective action is
functions. necessary. Destroy 5 years

after cutoff.

O-
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p Transmittal No. 4 General Records Schedule 16
i April 24, 1992

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

>

!

(2) Copies maintained by other Cut off when no further f
offices as internal reviews, corrective action is {

necessary. Destroy 1 year }
after cutoff. :

I

[ NOTE: Alternative reviews such as computer security reviews and management and. $

consultant studies may need to be kept longer than provided in item-14f(2). This i
item applies only to copies maintained as internal reviews.] j

"

;

,

!
,

:.
I

?

5

!
i

i

;

t

i

h

$

!

!

;

!
t

.

I

r

!

!
.

,
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Transmittal No. 3' General Records Schedule 18- j
~ February 22, 1991

.. =|

L[ ITEM
\s EQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 'f

'22. Personnel Security Clearance Files,

i
'

Personnel security-clearance case files
created under Office of Personnel i

Management procedures and regulations
,

and related indexes maintained by the '

personnel security office of the
employing agency. :

.j
a. Case files documenting the process- Destroy upon notification of. j

ing of investigations on Federal death or not later than 5
,

employees or applicants for Federal years after separation or i

employment, whether or not a secur- transfer of employee or no ,

ity clearance is granted, and other later than 5 years after ;
persons, such as those performing contract relationship

. , .

work for a Federal agency under expires, whichever is |
contract, who require an approval applicable,

'before having access to government
facilities or to sensitive data. :

These files include questionnaires, ,

summaries of reports prepared by the j
investigating agency, and other

,

records reflecting the processing of |
the investigation and the status of |
the clearance, exclusive of copies

7

of investigative reports furnished
by the investigating agency. !

,

!

b. Investigative reports and related Destroy in-accordance with
documents furnished to agencies by the investigating agency ,

investigative organizations for use instructions. t

in making security / suitability
determinations, t

,

c. Index to the Personnel Security Case Destroy with related case
_,

Files. file.
~

23. Personnel Security Clearance Status

Fl.l e s .
i

Lists or rosters showing the current Destroy when superseded or
security clearance status of individuals. obsolete. !

)
i

24 Security Violations Files. '

, ,

f
Case files relating to investiga~ ions of !

alleged violations of Executive Orders,
-

laws, or agency regulations for the !
safeguarding of national security
information. >

!

7

-!
-
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Transmittal No. 4 General Records Schedule 18
April 24, 1992

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

!

a. Files relating to alleged violations Destroy 5 years after close
of a sufficiently serious nature of case.
that they are referred to the
Department of Justice or Defense for
prosecutive determination, exclusive

. of files held by Department of
Justice or Defense offices

i responsible for making such,

.
determinations.

b. All other files, exclusive of Destroy 2 years after
documents placed in official completion of final action or:

j personnel folders. when no longer needed,
'

whichever is sooner.

25. Classified Information Nondisclosure,
,

Arreements.

Copies of nondisclosure agreements, such
as SF 312, Classified Information

Nondisclosure Agreement, signed by
civilian and military personnel with

j access to information that is classified
,

1: under standards put forth by Executive
.f Orders governing security classification.

| These forms should be maintained
separately from personnel security
clearance files but may be filed in the
individual's official military personnel
folder (for uniformed military personnel) |

or on the right side of the official
personnel folder (for civilian
employees).

If maintained separately from the Destroy when 50 years old.a.

individual's official personnel
folder,

b. If maintained in the individual's Apply the disposition for the
official personnel folder. official personnel folder, or

destroy when 50 years old,
whichever is later.

O
8

|

)
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Transmittal No. 4 General Records Schedule 18
April 24, 1992

[ ITEM
,

E0 ' DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION |

Emernency Planninn Records f

Records accumulating from the formulation and implementation of plans, such as ,

evacuation plans, for protection of life and property during emergency conditions.4

e

26. Emercency Planninc Administrative
Correspondence Files.

,

t

Correspondence files relating to adminis- Destroy when 2 years old. !

tration and operation of the emergency
|planning program, not covered elsewhere
|in this schedule.
.

!

[ NOTE: This item does not cover records documenting policies and procedures '

accumulated in offices having agency-wide responsibilities for emergency !

programs.] i

i

27. Emercency Planning Case Files.
,

Case files accumulated by offices Destroy 3 years after '

responsible for the preparation and issuance of a new plan or

/''' issuance of plans and directives,. directive,
consisting of a copy of each plan or |
directive issued, with related back-
ground documents, EXCLUDING one record
copy of each plan or directive issued, if )
not included in the agency's permanent |

,

set of master directives files.

[ NOTES: (1) If the emergency plan is not included in the agency's master set of
directives files, a record set must be maintained and scheduled for eventual
transfer to the National Archives by submission of an SF 115. (2) Emergency,

planning reports of operations tests, consisting of consolidated or comprehensive
reports reflecting agency-wide results of tests conducted under emergency plans,

are also permanent and must be scheduled for transfer to the National Archives byi

; submission of an SF 115.]

28. Emernency Operations Tests Files.

Files accumulating from tests conducted Destroy when 3 years old.
under agency emergency plans, such as
instructions to members participating in
test, staffing assignments, messages,

'

tests of communi-cations and facilities,
- and reports EXCLUDING consolidated and

comprehensive reports.
:
,

S

9 j

i
i



Transmittal No. 4 General Records Schedule 18
April 24, 1992

ITEM
E DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

29. National Defense Executive Reserve
(NDER) Case Files.

Case files for NDER reservists or
applicants, rnaintained by agencies with
major mobilization responsibilities in
cases of national security emergencies,
including qualifications statement,
other personnel and administrative
records, skills inventory, training
data, and other records relating to
administration of the NDER program.

a. Case files on reservists. Destroy 5 years after ter-
mination from NDER program.

b. Case files on individuals whose Destroy when 5 years old.
applications were rejected or
withdrawn.

O

'$*l



Transmittal No. 4 Ceneral Records Schedule 21
April 24, 1992

' GENERAL RECORDS SCHEDULE 21

Audiovisual Records

This schedule covers audiovisual and related records created by or for agencies
of the Federal Government as well as those acquired in the course of business.
For audiovisual records that are not described in this schedule, agencies must
request disposition authority by submitting an SF 115, Request for Records
Disposition Authority, to the National Archives and Records Administration (NIR).

Audiovisual records include still and motion picture photography, graphic
materials, and sound and video recordings. Related documentation' includes (1)
production files or other files documenting the creation, justification,
ownership, and rights to the records and (2) finding aids used to identify or
access the records.

This schedule does not cover: (1) cartographic records, (2) remote sensing.
imagery recorded on film or magnetic tape, or (3) microform copies of textual
records. Disposable cartographic records and remote sensing imagery recorded on
film are covered by CRS 17; temporary computerized data are covered by GRS 20 and
CRS 23; and microform copies of textual records that have been authorized by NARA
for destruction need not be separately scheduled, in accordance with 36iCFR
1230.10(b).

Thi.s schedule does.not include descriptions of permanent or potentially permanent
records. Guidance about the identification, maintenance, use, and disposition'of
potentially permanent audiovisual records is provided in the NARA publication,
" Managing Audiovi,sual Records: An Instructional Guide." Copies are available
from the NARA Office of Records Administration.

The word " destroy" is used to authorize the destruction of data or information.
Erasable media such as audio tape should be reused whenever practical. Silver-
bearing photographic film must be destroyed in accordance with 41 CFR 101-45.10
" Recovery of Precious Metals and Strategic and Critical Materials."

This General Records Schedule authorizes the disposal of certain records without
further concurrence from NARA. Agencies are encouraged to include specific
series descriptions for such records in their comprehensive schedules while
citing the applicable disposition instruction from this General Records Schedule
as the authority for destroying the records.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Still Photorraphy

1. Photographs of routine award ceremonies, Destroy when one year old or
social events, and activities not when no longer needed.
related to the mission of the agency.

2. Personnel identification or passport Destroy when five years old or
photographs. when no longer needed.

|

1
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Transmittal No. 3 General Records Schedule 21
February 22, 1991

ITEM
EQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

3. Internal personnel and administrative Destroy one year after
training filmstrips and slides of completion of training
programs that do not reflect the mission program.
of the agency.

4. Duplicate items in excess of record Destroy when no longer needed.
( elements required for preservation,
I duplication, and reference service by 36

CII 1228,184

Graphic Arts

5. Viewgraphs. Destroy one year after use or
when no longer needed.

6. Routine artwork for handbills, flyers, Destroy one year after final
posters, letterhead, and other graphics. publication or when no longer

needed.,

|

7. Line and halftone negatives, screened Destroy when no longer needed
paper prints and offset lithographic for publication or reprinting.
plates used for photo-mechanical
reproduction.

8. Line copies of graphs and charts. Destroy one year after final
production or when no longer
needed.

Motion Pictures

9. Films acquired from outside sources for Destroy one year after
personnel and management training. completion of training

program.

10. Films acquired from outside sources for Destroy when no longer needed.
personnel entertainment and recreation.

11. Routine surveillance footage. Destroy when no longer needed.

12. Routine scientific, medical or Destroy when two years old or
engineering footage. when no longer needed.

13. Duplicate prints and pre-print elements Destroy when no longer needed.
in excess of those elements required for
preservation by 36 CFR 1228.184.

O
2

|
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Transmittal No. 2 General Records Schedule 23 f
.0ctober 30, 1989,_s ,

'k
ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

i

8. Trackine and Control Records. |
I*

Logs, registers, and other records in Destroy or delete when no
,

hard copy or electronic form used to longer needed. j
control or document the status of
correspondence, reports, or other
records that are authorized for
destruction by the CRS or a NARA- ;

approved SF 115. |

9. Findine Aids (or indexes).

Indexes, lists, registers, and other Destroy or delete with the |
finding aids in hard copy or electronic related records or sooner if !

form used only to provide access to no longer needed. !
records authorized-for destruction by
the CRS or a NARA-approved SF 115,
EXCLUDING records containing abstracts,

or other information that can be used as i.

an information source apart from the i

related records. j
r

,

1

4

I
|

1

1

a

!

.

'

1

5

7
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Transmittal No. 4 General Records Schedules Subject Index
April 24, 1992

CENERAL RECORDS SCHEDULES
i

SUBJECT INDEX

Schedule item

Accidents, General (see Investigative Files)-
i

1

Accident, Motor Vehicle Report 10 5 )

Accountable Officers' Returns 1 6

!

Accountability j

Classified documents 18 5 '|
Forms, transportation requests 9 1,3 j
Keys, security and protective 18 16 i

Personal property, files 18 15
| Transportation and travel 9 4
1
|

| Accounting
' Accountable officers' returns 6 1

Availability of funds 6 4
Collection of funds 6 4
Correspondence 6 5

9 Custody of funds 6 4
Deposit of funds 6 4
Exception, notices of GAO 6 2
Settlement, certificates of 6- 3

Support documents 6 7,8,9

Surety, personnel bond 6 6

l
Accounts

Accounts, general 7 2
Allotment 7 3-
Posting and Control media 7 4

Acquisition of Real Property, Title Papers 3 1

Administrative Files (Office) 23 1

Data Bases 23 3

Master Data Files 20 3

Administrative Management
Audits / reviews 16 14
Committees 16 8
Feasibility studies 16 9
Forms 16 3

Notices and other issuance 16 1
Project control 16 5-

1
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: Transmittal No. 4 General Records Schedules Subject Index
April 24, 1992

Schedule Item
j

j Administrative Management (continued)

j Records management 16 2,4,7

j Reports control 16 6

Administrative Claims Files 6 10

Aerial Film 17 2

1

; ADP (see Electronic Records)
1
' Affirmative Action Plans 1 25

) Allotment Ledgers 7 3

I
; Analog Data (uncalibrated) 20 2d
1

; Applications
| Employment 1 15
#

Crants 3 13

; Housing 15 7

Apportionment and Reapportionment (see Budget)

{ Appropriation Warrants 6 4

j Architecture
j Drawings 17 4,5,7
; Models 17 9
1

;

Arrests 18 14
!
J

Audiovisuals

; Contracts 21 28

) Finding aids 21 29
i Graphic arts 21 5-8
i Artwork

| Flyers 21 6

{ Letterhead 21 6

Posters 21 6,

} Linecopies, charts & graphs 21 8

i Photo-mechanical reproduction 21 7

i Viewgraphs 21 5

Motion pictures 21 9-13'

j Duplicates 21 13

| Engineering 21 12
Entertainment 21 10'

Scientific medical (motion pictures) 21 12

'

2

I
.

'
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. Transmittal No. 4 General Records Schedules Subject Index L

/ April 24, 1992
{
r

Schedule Item j

!

Audiovisual (continued)

Surveillance 21 11 |
Training 21 9
Production files 21 28 i

Scripts 21 28 |
Sound recordings 21 22-27 |

Dictation 21 23 '

Dubbings 21 25 }
Effects 21 25 |
Meetings 21 22
Media production 21 24 I

News recordings 21 26 .

'Pre-mix elements 21 24
Still photography. 21 1-4 |Ceremonial 21 1

'

Duplicates 21 4 '

Filmstrips (internal training) 21 3 j
Passports. 21 2 i

Personnel identification 21 2 |
Slides (internal training) 21 3 '

Video recordings 21 14-21
Awards presentation 21 20

Dubbings 21 21
Engineering 21 19
Entertainment 21 15
Management instruction 21 17,

Medical 21 19
Meetings 21 20
Practice tapes 21 16
Surveillance 21 18
Training 21 14,17'

'
Audit Case Files 22 2

Automobile Permits 11 4

Awards (Personnel) 1 12,13

. Bid and Proposal Files 3 5
Acceptable bidders 3 5d i
dancelled 3 Se,13 :|
Successful 3 'Sa j
Unsuccessful 3 Sb 13 '

.

' Bills of Lading 9 1,

t
-

)Binding 13 2 1
*

!

3
-

;

!

, , _ . _,, . - - _ _ , ,. _.



_ - . -

,

,

1

Transmittal No. 4 Cencral Records Schedules Subject Index:
'

April 24, 1992

i Schedule Jtem .

: ;

f Bonds ;

campaigns 23 7 .
'

'

; Personnel surety 6 6

| Savings 2 5,6,7
i
f Y

*

; Budget
; Apportionment 5 4

,

Correspondence files 5 3 :,

| Reports 5 3
'

| Work papers 5 3 .

! !
; Building Space and Maintenance

Allocation 11 2

j Correspondence 11 1,2b ;

i credentials 11 4a
i Directory service 11 3 :

i Flans 11 2a

i Release 11 2 !
j Reports 11 2b

! Request for services 11 5
'^

Utilization 11 2

Calendars 23 5

Carrier (see Transportation) f
!

Cartographic
Aerial film 17 2 !
Color pulls 17 1

Color separation sheets 17 1 '

Composites 17 1

Data tapes 17 3

Maps !

Correction 17 1

i

Case Files
'

Classification appeals 1 7b :

Contract appeals 3 15 !

Emergency planning 18 27
Erroneous release 14 36
FOIA appeals 14 12
Informational services 14 4 j

Personnel
EED complaint 1 25
Incentive awards 1 12a,13 !

Labor management 1 28 !

Security 1 11 22
Privacy act amendment 14 22

4

|
,

!
;
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Transmittal No. 4' Ceneral Records Schedules Subject Index |( April 24, 1992
'

,
,

!

Schedule Item j

Case Files (continued) i

!
:

Procurement 3 3 r

Real Property 3 1 |
Surplus property 4 3 ;

.

Certificates
;

Classified document destruction 18 3 i

Eligibles (employment) 1 5 .

'
Export 9 1

,

Performance rating. 1 23 4

Settlement 6 3 -

.

'
Tax exemption. 3 12
Tax 2 18 ;

Title 3 1 !3

Transit 9- l' ;

charity appeals 23 7

Charts (see Cartographic) ;

1

Civilian Personnel (see Personnel) )
4

Claims
Administrative 6 10 i
Health benefits, former spouse 1 35 j

Vaiver of, administrative 6 11 i

Classified Documents |
Access control 18 6

Accounting 18 5
Administrative correspondence 18 1

Container security 18 7

Classified Information and Control
Access control 18 6
Container security 18 7
Correspondence 18 1

Destruction certificates 18- 3
Inventory 18 4
Receipt 18 2

Classified or Classifiable Information
Nondisclosure Agreement 18 25'

Clearance (see Personnel Security Clearance)

College Personnel Program 1 3

5

I
.

!
1
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Transmittal No. 4 Ceneral Records Schedules Subject Index 1

April 24, 1992 i

Schedule Item !

Commendation Letters 1 12c i

Committe* Management 16 Sc !

I

committees 16 8 .

t
!

Communications !

Administrative 12 2 I

Correspondence 12 2 !

Equipment 12 2b,2d(2)
Messages 12 3b '

operation 12 2,3a
Reports

Administrative 12 2b
'Load 12 3a

Performance (reports) 12 3a '

Statistical (reports) 12 2c
Vouchers 12 2d

Complaints, Discrimination 1 25

Construction (see Design and Construction)

Contract Appeals Case Files 3 15

Contracts 3 3

21 62

Contractors' Employment Practices, EEO 1 25d(1)

Contractors' Payrolls 3 11

|
Contractor's Statement of Contingent or ,

Other Fees 3 16 ',

Control Files
Classified documents 18 5

FOIA 14 13
Ceneral 23 8

Mandatory Review 14 33
Printing 13 3

Privacy Act 14 24

Correspondence
Accounting 6 5

Building and space maintenance 11 1,2b
Communications 12 2 ,

Cost accounting 8 1 ,

,

6

.

-
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Transmittal No. 4 General Records Schedules Subject Index !

: April 24, 1992

i

Schedule item '

Correspondence (contiraed)
Emergency planning 18 26
Expenditure accounting 7 1 |
Facilities, security 18 8 |

'

Grants 3 -14
Housing 15 1 :
Informational Services 14 1,2,5 i

Motor vehicle 10 1,7 |
Pay 2 2

,

Personnel 1 3,4,17a,17c, ,

18a,33b- ,

Personnel security 18 21 J
Plant accounting 8 1. ,

Printing Administrative 13 1
Procurement 3 2 .i
Property disposal 4 1 !
Security and protective service 18 8 >;

Space and maintenance 11 1 ..
'

Stores accounting S 1

Surplus property 4 1

Transportation 9 4 ;

Travel 9 4 !

Vord processing 23 2

.

Cost Accounting- |
Correspondence 8 1 |
Ledgers 8 7

Reports 8 6 -

Credentials 11 4 l
18 12,19a -!

<

Credit Card Purchases 6 1,7,8 I
l
I

Declassification (See Mandatory Review for |

Declassification) j

Deductions, Payroll 2 15,20

Design and Construction 17 '4-12

Discrimination Complaints 1 25'

Dispensary Control Files 1 20

Drawings 17 3,4,5,8,9

Driver Tests 10 7

*
7

1

|
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Transmittal No. 4 General Records Schedules Subject Irdex
April 24, 1992

Schedule Item

Drug Testing 1 36

Electronic Records
Backup media 20 8

Calendars 23 5

Control files 23 8

Data bases (administrative) 23 3

Documentation 20 11
Extracted data 20 5

Federal procurement data system 20 3d
Finding aids 20 9

23 9

Input data (see Source data)
Intermediate data 20 lb

Master data flies
Administrative (routine) 20 3

23 3

Reformatted 20 7
Summarized data 20 4

Messages 23 2

Print files 20 6
Printouts 20 la, Ic

23 3

Programs, special purpose 20 10
Publications 20 6

Reports 20 6

Schedules of daily activities 23 5

Software (see Programs)
Source data 8 7

20 2

Specifications 20 11
Spreadsheets 23 4
System usage files 20 le |
Temporary media 20 lb

'

Test data 20 la

Test documentation 20 la
.

Tracking files (see Control files)
;

Update records 20 lb

Valid transaction files 20 lb
Word processing files 23 2

Work files 20 lb

Emergency Planning
Case files- 18 27 1

Correspondence 18 26
Operations tests 18 28

Employee Performance 1 23 1

8

i
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Transmittal No. 4 General Records Schedules Subject Index
April 24, 1992

Schedule 1 tem !
1

Employee Records (See Personnel and also Payroll) !
!

Employee Safety 1 3a
.i

]Employee Transfer and Detail 1 14
,

Engineering Drawings 17 8

Equal Employment Opportunity Complaints 1 25 i

!

Erasable Media (see Electronic Records)

Erroneous Release 14 36

IExecutive Development Program 1 3.
,

Expenditure Accounting
Allotment 7 3
Correspondence 7 1

i

Ledgers 7 2
Posting and control 7 4

;

2

Facilities, Security
; Correspondence 18 8

| Inspections and surveys 18 9,10
Investigation 18 11

)

Feasibility Studies 16 9

Federal Register. Documents Published in 16 13

Films
Duplicates 21 13
Engineering 21 12~

Entertainment 21 10
[ Scientific'and medical 21 12

Surveillance 21 11
y Training 21 9
i

Finding Aids
Audiovisual 21 29
General (including electronic) '23 9r

p. Information services. 14 6
Mainframe computer 20 9

;

Flexitime Attendance Records (see Payroll)
I

Followup Files ' tee Suspense Files)

|- 9 |

-
,
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Transmittal No. 4 General Records Schedules Subject Index
April 24, 1992

Schedule 1, tem

Forms 16 3

Freedom of Information Act Files
Administrative 14 15
Appeals 14 12
control 14 13
Erroneous release 14 36
Reports 14 14
Requests 14 11

Freight 9 1,2

Freight and Passenger Transportation Files 9 1,3

Gasoline Sales Tickets 6 7

General Accounting Office
Notices of exception 6 2

Site audit 6 1

Support documentation 6 7,8,9

Government Losses in Shipment Act 9 2

Grants 3 13,14

Graphic Arts (also see Audiovisual) 21 5-8-

Grants 3 13,14

Guard
Assignment 18 13

'
Facility checks 18 18
Service control 18 19
Logs and registers 18 20

Health Benefits Claims, Former Spouse 1 35

llealth Programs., Civilian

Dispensary logs 1 20
Employee medical folder 1 21
Health record card 1 19
Individual cases 1 21
Reports 1 22

llousehold Effects, Shipment of 9 1

'

O
10
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f''A Transmittal No. 4 General Records Schedules Subject Index |

April 24, 1992

Schedule llam f
Housing

Applications 15 7
Assignment 15 5

'Correspondence 15 1
Furnishings inventory 15 6
Lease 15 4 i
Maintenance and repair 15 2

'Reports
. 15 3

Requests (EED) 'l 26e
Tenant 15 Sa
Vacancy 15 5 i

t

Identification Credentials 11 4 !

,

Incentive Award Case Files 1 12 ,
,

;

Indexes (see Finding Aids) I

Information Collection Budget 16 12 |
Information Resources Management '

Information collection budget 16 12
Systems studies 16 9
Triennial reviews 16 11 ,

Informational Services
Acknowledgement files 14 2
Bibliographies 14 6
Correspondence 14 1,2,5
Freedom of information 14 11-15
Erroneous release 14 36
Information retrieval system 20 10
Press service files 14 3
Privacy Act files 14 21-25
Project case files 14 4
Publications 14 .6
Requests 14* 1<

23 7a

Injury and Illness,. Occupational 1 31,35

Inspections

Microform logs 16 10
Safety and Security

Covernment-owned facilities 18 9
Privately-owned facilities 18 10

Inspectors General 22 1-2

11

- - . , . - - . . _ .-. - -.. -
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| Transmittal No 4 General Records Schedules Subject Index
| April 24, 1992

Schedule Item,

|

Internal Control Review 16 14

Interview 1 8

j Inventory, equipment and supplies 3 9

i Investigation 18 11 -

22 1>

| Invitations
Bid 3 5

Committee meetings 16 Sb(2)

Invoices, Stores Accounting 8 2
,

Job Descriptions 1 7

'

Key Control, Security 18 16
,

i Labor Management Relations 1 28
i

! Leave 2 8,9,10,34

Ledgers
| Allotment 7 3

Cost report 8 7 .

Electronic files to produce 20 6
,

' General accounts 7 2

] Plant' accounting 8 5

i Subsidiary 7 4
i
,

! Levy and Garnishment 2 19
4

f Losses in Shipment Act, Government 9 2
i

| Mail i

j Administration 12 Sg

i Certified 12 Sa
! Control 12 5 -

| Delayed delivery report 12 Sa
'

Express 12 Sa
Insured 12 Sa,

,

Loss report 12 8 !

1 Messenger service 12 1,4c,5f,5h i

; overnight 12 Sa |
j Penalty mail reports 12 6 i

; Postal irregularities 12 7

Private mail companies 12 5

j Receipt and routing 12 Sa

'

12
;

|

|

r
_ _ _ , , . _ _
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Transmittal No. 4 General Records Schedules Subject Index !
'

April 24, 1992

Schedule Item .

;

Mail (continued) '

Receipts 12 Sa,6f
,

Registered mail 12 Sa,6b
Stamps 12- 6c,6e ;

Statistical reports 12 6h,6d
,
,

'

Mailing List 13 4

Maintenance 11 1,5

Management (see Administrative Management)

Mandatory Review for Declassification
Administrative files 14 35
Appeals 14 32
Control 14 33
Reports 14 34
Requests 14 31

Maps (see Cartographic)
|

Measurement Data, Electronic 20 2d

Medical Records 1 19-21

Merit Promotion Case Files 1 32

Messenger' Service 12 la

Microform Inspection 16 10

Motion Picture (also see Audiovisual) 21 9-13
Production files 21 28

Motor Vehicle
Accidents 10 5

Correspondence 10 1,7

Cost and expense data 10 3

Maintenance 10 2b
Operation 10 '2a
Operators 10 7
Releases 10 6

Reports 10 4 i

i

National Defense Executive Reserve Cases 18 29 )

|

|

13 |
!

'l
|
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Trans.mittal No. 4 General Records Schedules Subject Index ,

April 24, 1992

Schedule I t e n,

Nondisclosure Agreements (classified or classifiable 18 25
information)

Nonerasable Media (see Machine-Readable)

Notices 16 1

23 7c
|
'

Notificat. ion of Personnel Action 1 14
2 11

'
Observational Data, Electronic 20 2d

occupational Injury and Illness 1 31,35 |

1
official Personnel Folders 1 1,10

.i

Overseas Employment 1 3

Parking Permits 11 4a j

i

) Passes 11 4a
|

18 12

Passports 9 5

Photographs 21 2
Pay

Allotments 2 4
Applications for leave 2 8

Bonds
Authorization 2 4
Purchase 2 7

Receipt and transmittal 2 6
Registration 2 5

'

Budget authorization 2 12
Correspondence 2 2

Individual carnings and service cards 2 1

Insurance deductions 2 20
Leave record 2 9,10
Personnel action, notilication of 2 11
Time and attendance reports 2 3

Payroll
Change slips 2 15
Correspondence 2 2

Fiscal schedules 2 16
Flexitime attendance 2 3b

'

Levy and garnishment 2 21

}4
J

l

I

_. __ -

l
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ITransmittal No' 4 Ceneral Records Schedules subject index
\ ... April 24, 1992

Schedule Item !
t

t

Payrolls (memorandum copy) 2 13
Registers 2 14
Reports ;

Administrative 2 17 ;

Retirement 2 19 |
Taxes 2 18e <

Taxes 2 18 '

Wage survey 2 22 |
t

Performance Rating 1 8,23 '

Personal Injury 1 31 .

Personnel (Civilian) ;

Adverse action 1 '30b -!
Affirmative Action Plans 1 25h
Application record card 1 33d !

Applications for employment 1 15,33h,33k i
Appointments 1 4
Awards 1 12,13 i

certificates of eligibles 1 5,33m- |

O Certification request control index 1 33n j

Correspondence 1 3,4,17a,17c, a

18a,33b j
Counseling 1 26 ,

" Delegated agreements" 1 33 '

Discrimination cases 1 25
Displaced employee program 1 33o,p
Dispensary logs 1 20-

,

Driver tests 10 7 i

Drug testing 1 36 |
Employee interviews 1 8 |
Employee medical folder 1 21 ~|
Employee record card 1 6
Equal Employment Opportunity 1 9,23a,25 |
Evaluations 1 7c(1)(b),3a .i
Examination Announcement cases 1 33e ?

Examinations 1 33j *

Financial disclosure reports 1 24 |

Crievance 1 30a ]
Health benefits claims, former spouse 1 35- '

-Health record cases 1 : 21 ~ i
Health records, individual 1 19,21 i

Health unit control files 1 20 1

Incentive Awards
Cases 1 12a
Reports 1 13

,

Informational files 1 18 -|
|

15 I

I
;

!

f
___________i



Transmittal No. 4 General Records Schedules Subject Index
April 24, 1992

Schedule Item

Personnel (continued)

Injury and illness 1 31
Interviews 1 8

Labor-management relations 1 28
Leave 2 8,9,10,34
Letters of reference 1 10
Motor vehicle operation 10 7

Notification of Personnel Action 1 14
official Personnel Folder 1 1,10
Performance ratings 1 8,23
Personnel security case files 18 22 '

Position classification
Appeals 1 7d
Standards 1 7a(1)
Survey 1 7c(1)

Position descriptions 1 7b
Position identification strips 1 11
Reduction-In-Force (RIF) records 1 17b(1),30b
Registers of eligibles 1 33f
Reports

Audits of delegated examining operations 1 33q
Statistical 1 16,22,25f
Time and attendance 2 3

Retention registers 1 17b
Retirement 2 19
Security clearance 18 23
Security violation 18 24
Service record card 1 2
Standards of conduct 1 27
Temporary records 1 10
Test material stock control 1 33c
Time and attendance
Training

~

2 3

1 29
Vacancy announcements 1 32

Personnel Security
case files 18 22
Correspondence 18 21
Status 18 23
Violations 18 24,25 ;

Photographs (also see Audiovisual) 21 1-8

Plant Accounting
Account cards 8 5
Correspondence 8 1 :
Ledgers 8 5

,

16

I

_
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Transmittal No. 4 General Records Schedules Subject Index !

April 24, 1992

'

Schedule item

Police Records 18 14 |
:

Position Descriptions 1 7
,

Postal Irregularities 12 7

Postal Records 12 4

Press Service 14 3
,

i
.

Printing .>

Correspondence 13 1
Mailing lists 13 4 i

Management 13 6 *

Planning 13 2b
Proj ects 13 2a ,

Reports to Congress 13 5 |
Registers 13 3 i

.i
Privacy Act ,

Administrative 14 26
Amendment cases 14 22 !

Control records 14 24 !
Disclosure 14 23 i

Erroneous release 14 36 t

Reports 14- 25 !

Requests 14 21 i
-I

Procurement i
Bids and proposals 3 5 |
Bond and surety 3 3 :

Contract appeals 3 15 -;

Contractors' payrolls 3 11 }
Contracts 3 3 :

3 2Correspondence
_

3 3d
'

,

Federal procurerunt data system
Inventories 3 9' ;

Purchase orders 3 -3- i
Real property acquisition 3 1 j
Requisitions 3 -3,6,7,8

Small and disadvantaged business
,

utilization 3 17 |
Supply management 3 4

Survey, reports of- '3 9c
Tax exemption certificates 3 12
Telephone scatements 3~ 10

Production Files (Audiovisual) 21 28
*

4

17

4

w

e
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I Transmittal No. 4 General Records Schedules Subject Index
April 24, 1992,

,

Schedule item
!

Promotion-Merit 1 3,32'

!

] Proposals (also see Bids) 3 5,13

Property Disposal
j

Correspondence 4 1

Excess personal property reports 4 24

Real property disposal 4 4

Surplus property 4 3

,

Property Pass 18 12

Publications, Electronic 20 6
.

Purchase Orders 3 3
A

Recordings
Sound (audio) 21 46-61
Video 21 28-45 ,

Records Disposition Files 16 2

Records Holdings Files 16 4

| Records Management Files 16 7

Reduction-In-Force (RIF) Records (see Personnel)

Reports

; Accident, motor vehicle 10 5

Budget 5 3
Building space and maintenance 11 2b

| Communications 12 2b,4a
control 16 6;

j Cost accounting 8 6
I Electronic flies to produce 20 6

Freedom of Information 14 11
,

Health programs, civilian 1 22
llous ing 15 3 ;

Incentive award 1 13 i

Joint Committee on Printing 13 Sa
Losses in Shipment Act, covernment 9 2
Mail 12 Sc,6b,6d,7,8 i

Motor vehicle 10 4
Pay 2 3
Payroll 2 17,18c,19
Personnel 1 13,16,22,

25f,33q

18

i



_ _... _ _ . _. _ _ _ _ _ _ . . _ . ___ _ _ . . _ . . . _ . - . _ . _ _ . . . _ . _ . _ . . . . . _ . . . _ _ _ . . . _ . _ _ _

i

1

h
.

$

Transmittal No. 4 Ceneral Eccords Schedules Subject Index ;

9 April 24, 1992
{

{ S c he-do ln Item ,

*

.
Reports (continued)

i Pr.ivacy Act 14 25
.

| Property disposal .4 2 |Space and maintenance 1.1 2 ;

Statistical ;

Communications 12 2c |
hail (statistical) -12 6b,6d -

Surplus property 4 2 i

U.S. Savings Bonds 2 7 ;

Requisitions '

' '

Bindings 13 2 -!

i{
Control registers 13 3

j Duplication 13 2
Housing maintenance and repair 15 2b ,

i Nonpersonal 3 '7 I

d
'

Printing 13 2a
Procurement 3 3d

,!

{Public Printer 3 6
1 Stamps 12 Sa i'

Supplies and equipment 3 8

\
;. Retirement 2 19

| Safety and Security Inspections 18 9 |
} !
! Schedules of Daily Activities 23 5 !
! ~

Scripts 21 28 I
1 !

i Security and Protective. Services (
) Correspondence 18 8 i
j' Guard assignment and strength 18 13 j
j Guard force facility checks 18 18. j
i. Guard log and registers 18 20. |j' Cuard service control 18 -19 i

Investigations- 18 11- I,

c Key accountability 18 16 |l' Lost or stolen property 18' 15 i

! Police files
..

18 14 ;

i- Property pass files 18 12
,

Survey and inspection 18- 9,10 -

Visitor control files 18 17
4

Selective Placement 1 5,14

'4
Shortage and Demurrage Reports 9 1

|

19
.

.
'p

H

| '
,

>
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. , ,. -, - . - - - - - - - . - - - - - , - - - - - - - - - - - - - - - - - - - - - - - - - - - 'Y
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Transmittal No. 4 General Records Schedules Subject Index !

April 24, 1992

Schedule Item
|

Site Audit necords 6 1

2 1

9 1

Small and disadvantaged business utilization (See
Procurement)

Software 20 1d,10

Sound Recordings (also see Audiovisual) 21 46-61

Space and Maintenance
Allocation and utilization 11 2

Building plans 11 2

Correspondence 11 1,2b
Credentials 11 4
Directory service listings 11 3

Maintenance 11 5

Reports 11 2b

Specifications 4 4

Spreadsheets 23 4 t

Statement of Employment and Financial Interest 1 24b

Statistical Files |

Extracted data 20 5 !

Summarized data 20 4
,

r

Still Pictures (also see Audiovisual) 21 1-4

Stores Accounting i

Correspondence 8 1

Invoices 8 2

Returns and reports 8 3

Work papers 8 4

Suggestions-Employee 1 12a(1)

Supply ,
'

Inventory 3 9

Requirements 3 4 |

Requisitions 3 6,7,8

Surety Bond Files 6 6
|

20

:

_ _ . . _ .
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Transmittal No. 4 General Records Schedules Subject.Index !9 April 24, 1992- !
7

Schedule Item |

Surplus Property [
Correspondence 4 1

Personal property 4 3"

Real property 4 4'
Reports 4 2

Suspense Files 23 6 L

Tax Exemption Certificates 3 12

Tax Files 2 18.
t

Telecommunications 12 2,3

:
Telegrams 6 9

Telephone Statements and Toll Slips 3 10
,

6 8 '

fTime and Attendance Reports 2 3

|

9 Title Papers
'

3 1

Tracking Files (See Control Records)

4

Training Records 1 29

Transit Certificates 9 1

!
Transitory Files 23 7 'l

|
Transportation i

Accountability 9 4
Bills of Lading 9 1 |
Correspondence 9 4 |
Freight records 9 1 j
Lost or damaged shipment 9 2 .,

-i

Travel .)
Accountability 9 4 .|
Authorization 9 1 |
Correspondence 9 4 |
Orders 9 3 !

Passports 9 5 i
Reimbursement 9 -3
Requests 9 1

Vouchers 9 1,

21

1

-I
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Transmittal No 4 Ceneral Records Schedules Subj ec t Index
April 24, 1992

Schedule Item

U.S. Postal Service Records 12 4

!

U S. Savings Bonds
Payroll savings 2 4 |

4

Receipt and transmittal 2 6 |
Registration 2 5 |
Reports 2 7 1

|

Vccancy announcements 1 32 |

Video Recordings (see also Audiovisual) 21 14-21

Visitors' Passes 11 4

Vouchers
'

Communications 12 2b'

General 6 1
Passenger transportation 9 1

Wage survey 2 22

Waiver of Claims 6 11
.

Word Processing Files 23 2

Work Papers
Budget S 3 |

j Stores accounting 8 4 !
:

1

I

4

1

9;
22

|

|
,
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- Transmittal No. 4- General Records Forms Index !
April 24, 1992 !

A I

.

' ~

SF NUMBER TITLE GRS CITATION-

. 1038 . Advance of Funds Application and Account 6(1) |
'

9(3) ,

i
1047 Public Voucher for Refunds 6(1) :

-. !,
1048 Memorandum - Public Voucher for Refunds 6(1) |

,

\1049 Public Voucher for Refunds 6(1) ',

i,

1050 Public Voucher for Refunds (Memorandum) 6(1) ;
i

1069 Voucher for Allowances at Foreign Posts of Duty 6(1) !
s,

1075 Pay Receipt for Cash Payment - Not Transferable 2(13)
)1,

1080 Voucher for Transfers Between Appropriations
; and/or Funds 6(1) ;

a

- 1081 Voucher and Schedule of uithdrawals and Credits 6(1) j
1

{1 1093 Schedule of Withholdings Under the Davis-Bacon '

j Act (40 U.S.C. 276a) and/or The Contract Work
Hours and Safety Standards Act (40 U.S.C.<

F 327-333) 3(3);3(11)

\'
'

1094 U.S. Tax Exemption Certificate 3(12)

1094A U.S. Tax Exemption Certificate (Documentation
on Certificate Numbers) 3(12)

1096 Schedule of Voucher Deductions 6(1);2(16),

i

$ 1097 Voucher and Schedule to Effect Correction
{' of Errors 6(1)
i

1098 Schedule of Canceled Checks 6(1)
.

- 1103A- iU.S. Covernment Bill of Lading'-Memorandum copy 9(1)
.

''

1104 U.S. Government Bill of Lading-Shipping Order 9(1)
i

1109A L S. Government Bill of Lading-Continuation
Sheet (Memo)- 9(1)

! 1113 Public Voucher for Transportation Charges 6(1)

1113A Public Voucher for Transportation Charges
3 (Memorandum) 6(1);9(1)
4

j 1126 Payroll Change Slip 1(1);2(15)

e
<

9
'

|
|

.1
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Transmittal No. 4 Ceneral Records Forms Index ;

April 24, 1992

SF NUMBER TIT.LE GRS CITATION

1128 Payroll for Personal Services - Payroll
Certification and Summary 6(1)

ll28A Payroll for Personal Service - Payroll
Certification and Summary - Memorandum 2(13)

1129 Reimbursement Voucher 6(1)

ll29A Reimbursement Voucher (Memorandum) 6(1)

1131A U.S. Covernment Transit Bill of Lading -
Memorandum Copy 9(1)

1132 U.S. Government Transit Bill of Lading -
Shipping Order 9(1)

1143 Advertising Order 6(1)

1145 Voucher for Payment Under Federal Tort
Claims Act 6(1)

1145A Voucher for Payment Under Federal Tort
Claims Act - Memorandum 6(1)

1150 Record of Leave Data 2(10)

1151 .Nonexpenditure Transfer Authorization 6(1)

1152 Designation of Beneficiary - Unpaid Compen-
sation of Deceased Civilian Employee 1(1)

1154 Public Voucher for Unpaid Compensation Due a
Deceased Civilian Employee 6(1)

1154A Public Voucher for Unpaid Compensation Due a
Deceased Civilian Employee - Memo 6(1)

1156 Public Voucher for Fees and Mileage of Vitnesses 6(1)

1156A Public Voucher for Fees and Mileage of
Witnesses - Memorandum 6(1);9(3)

1157 Claim for Vitness Attendance Fees, Travel,
and Miscellaneous Expenses 9(3)

1164 Claim for Reimbursement for Expenditures on
Official Business 6(1)

9(3) ,

1165 Receipt for Cash - Subvoucher 6(1)

1166 Voucher and Schedule of Payments 6(1)

10

__ _ _ _ _ _ _ _ _ _
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National Archites and
RecordsAdministration

g Washington, DC 20408

i

GENERAL RECORDS SCHEDULES TRANSMITTAL
No. 5 July 9, 1992

|
tTO: Heads of Federal Agencies
!

1. Purpose. This transmittal conveys changes to the General
Records Schedules (GRS). ;

2. Explanation of changes. GRS Transmittal No. 4, dated April
24, 1992, discussed a change to General Records Schedule 2.
However, the revised page was inadvertently omitted from the
filing instructions and from the attachment. This transmittal
includes the revised page.

3. Instructions. Remove page 1 of General Records Schedule 2
:

and insert the new page 1. !

l
'3:

bt g l u t . b U_ ( L. L-
'

DON W. WILSON ,

Archivist of the United States

Attachment
,
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General Records Schedule 2 '

fJune 1988
i

GENERAL RECORDS SCHEDULE 2
{

Payrolline and Pav Administration Records
r

Payrolling and pay administration records pertain to disbursements to civilian #

employees of the Government for personal services. This schedule applies to the
.

pay records that are common to all agencies, but it excludes (a) retirement i
records (Standard Form 2806 or equivalent) that are maintained during employee ;

duty and then transferred to the Office of Personnel Management; (b) files
[maintained in agency space for audit by the General Accounting Office under ;

section 117(b) of the Budget and Accounting Procedures Act of 1950; (c) records !relating to tax withholding, savings bonds, or fidelity bonds, or other records !

held by the appropriate units of the Treasury Department responsible for the f
related Government-wide programs; and (d) Office of Management and Budget files |

reflecting agency personnel needs and problems. Any records created prior to ;
January 1, 1921, must be offered to the National Archives and Records Adminis- i
tration before applying these disposition instructions.

{
Documents required by the Comptroller General to be maintained for site audit are
segments of accountable officer's accounts. In no event may disposal be made of ~

records pertaining to accounts, claims or demands involving the Government of the i
United States which have not been settled or adjusted by the General Accounting

|
1

Office unless the agency concerned has writren approval of the Comptroller
:General, as required by 82 Stat. 1301 (44 U.S.C. 3309). Most Federal civilian '

pay accounts are prepared and maintained in accordance with Title 6--Pay, Leave,
and Allowances and incorporated in the GAO Manual for Guidance of Federal ,

iagencies. ;

In the payrolling process different types of records are accumulated. Under
;
2

; Title 6 of the GAO Manual these records are normally site-audited on a sample
'

basis by GAO representatives who examine primarily the earnings record card,
payroll change slips that are prepared to document changes in normal pay,

,

',

certification sheets containing the signatures of the certifying officer,
checklists prepared in lieu of the more formal payrolls by Department of the,

Treasury or local disbursing personnel, source personnel documents such as basic"
*

time and attendance reports, and copies of personnel action forms documenting '
'

changes in pay. In addition, pay registers and other accounting devices are '

maintained to check and balance the accounts.

All payroll systems require the maintenance of a leave card, to which information
is posted from more detailed records kept by time and attendance clerks located

: throughout an agency. Two basic forms or variations of them are used by most
agencies: (a) Optional Form 1137, which shows leave taken by an employee over a
two-vsar period; and (b) Optional Form 1130, which is a combination time and
attendance and leave record designated to be maintained in agencies in which the
time-keeping function is decentralized, One Optional Form 1130 is maint..ned for
each employee each pay period, and the current leave status figure is accumulated
from pay period to pay period.

Other records incidental to the payrolling process are withholding tax and
savings bond records, reporcs made to Treasury Dcpartment units and the Office of
Personnel Management on income tax and r etirement transactions, and other records
not pertaining to individuals, but rather tc the general administration of the
payrolling office and the payrolling function.

1
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Transmittal No. -5 General Records Schedule 2

i

In many cases the records will be in electronic form, as the payrolling process
has been almost universally converted to electronic data processing throughout
the Federal government. With the exception of records created in central
processing facilities described under item 17, all records described in this j

schedule are authorized for disposal in both hard copy and electronic forms, as
provided in GRS 20, Electronic Records, and GRS 23, Records Common to Most
Offices Within Agencies.

ITEM
EO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

,

1. Individual Aqcounts Files.

Individual earning and service cards. Transfer to the National
such as Optional Form 1127 or Personnel Records Center
equivalent. (NRPC), St. Louis, Missouri.

(a) If filed in official
personnel folder (OPF) or in
individual pay folder adjacent
to the OPF, destroy with the
OPF. (See GRS 1, Item 1.) (b)
If not in or filed adjacent to
the OFF, destroy 56 years
after the date of the last
entry on the card.

2. Payroll Correspondence Files.
I

General correspondence files maintained Destroy when 2 years old.
by payroll units pertaining to payroll
preparation and processing.

3. Time and Attendance Reports Files,

Optional Form 1130 or equivalent.a.

(1) Payroll preparation and Destroy after GAO audit or
processing copies. when 6 years old, whichever is

sooner.

(2) All other copies. Destroy 6 months after the end
of the pay period.

b. Flexitime Attendance Records.

'

Supplemental tine and attendance Destroy after GAO audit or
records, such as sign-in/ sign-out when 3 ye__s old, whichever is
sheets and work reports, used for sooner.

time accounting under Flexitime
systems.

O
2
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National Archives and
RecordsAdministration

Washington, DC 20408

GENERAL RECORDS SCHEDULES TRANSMITTAL
No. Av May 17, 1993

TO: Heads of Federal Agencies

1. Purpose. This transmittal conveys changes to the General Records Schedules.

2. Backcround. The General Records Schedules (GRS) provide mandatory disposition
instructions for records common to several Federal agencies. A complete set of the
schedules was issued in 1988. The paga provided with this transmittal contain a revision of
the general Introdcction, and acditions, revisions, and corrections to several schedules and to |

the indexes.
'

3. Explanation of changes.

a. Introduction. The Introduction was revised to delete obsolete information and to
emphasize that the General Records Schedules (GRS) cover only record materials. They do
not apply to documents or files that the custodial agency determines to be nonrecord.

,

b. General Records Schedule 1.

(1) Note 3 following item I was deleted. Now that the Office of Personnel
Management's Central Personnel Data File and comparable databases from those agencies
not subject to the OPM regulations are scheduled as permanent, agencies may destroy their
own master files and databases that contain data from OPF's.

(2) The disposition for item 4a was clarified.

(3) The description of item 32 was clarified by eliminating the exclusion of
duplicate information. Under OPM regulations, records containing information duplicated in

'

other files are not retained in the merit promotion case files.
-

'

(4) The authority to destroy positive drug test results is rescinded. At the
request of the Office of Personnel Management, item 36e has been amended to limit disposal
authority to negative drug test results. Agencies must retain all positive drug test results
pending the determination of an appropriate retention. Also, the note following this item was
modified to reflect the previous change in retention period for item 30b.

(5) New items 38 and 39 covering Wage Survey Files and Retirement Assistance
' - Files were moved from GRS 2, Pay and Payroll Administration Records, to GRS 1, Civilian

Personnel Records, because the records support personnel functions.
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c. General Records Schedule 2. GRS 2 was completely revised to reflect current
electronic recordkeeping practices. This version supersedes a schedule that was developed
primarily for manual payroll systems. Following the Forms Index is a conversion table that
shows which items from the superseded schedule have been brought into the revised
schedule. The GRS Conversion Table disseminated under GRS Transmittal No. 2 is obsolete
and should be discarded.

d. General Records Schedule 6. Page 4 was modified to correct a formatting error.

e. General Records Schedule 10. The titic of Standard Form 82 was corrected in the
introduction, and the reference to obsolete Standard Form 82-D was deleted from item 4.

f. General Records Schedule 18. A new item 7b was added to cover records that
document routine security checks.

|
g. General Records Schedule 20.

(1) The title of item I was revised to clarify that it applies to records created in j
management and support operations as well as central processing facilities.

(2) The exclusions of GRS 1, item 1, Official Personnel Files, and GRS 2, item j
17, Administrative Payroll Report Files, were deleted from item 3.

(3) Item 11 was expanded to cover documentation relating to computer security
and risk analysis, as required by OMB Circular A-130. )

(4) New item 12 was added to authorize the disposal of records downloaded or
copied by end users, as long as the original data is left intact.

h. General Records Schedule 21. The title of the CFR section cited in the introduc-
tion was corrected, and the numbers used in the disposition instructions were changed from
text to numerals.

i. General Records Schedule 23. The introduction to GRS 23 was modified to
emphasize that the materials subject to the mandatory disposition instructions in the schedule
apply only to materials determined by the agency to be records. In addition, item 3,
Administrative Databases, was expanded to cover databases that replace as well as duplicate
paper records.

j. Subiect and Forms Indexes. Both indexes were updated to reflect the changes
snade 1715 schedules and to delete obsolete forms. Additional entries were made in the
':tje., hdex and typographical errors were corrected in the Forms Index.

2

_



4; Availability. Additional copies of this transmittal are available from the Records
Administration Information Center (NI), Washington DC 20408. Phone: 202-501-6025.

5. Implementation. Agencies are required under 36 CFR 1228.50(d) to disseminate GRS
' changes within 6 months of receipt. If an agency wishes to apply a retention pedod that
differs from that specified in the GRS, the agency must submit an SF 115 for NARA
approval.

6. Instmetions.

Remove pages and insert cor-
responding new
pages

a. 1-2 of Introduction 1-2 of Introduction
b. 1, 15, 21 of GRS 1 1, 15, 21 of GRS 1
c. 1-7 of GRS 2 1-6 of GRS 2
d. 3-4 of GRS 6 3-4 of GRS 6
e. 1-2 of GRS 10 1-2 of GRS 10
f. 3-10 of GRS 18 3-10 of GRS 18
g. 1-6 of GRS 20 1-6 of GRS 20
h. 1-4 of GRS 21 1-4 of GRS 21
i. 1-4 of GRS 23 1-5 of GRS 23
j. 1-22 of Subject Index l-22 of Subject Index

i k. 1-18 of Forms Index l-14 of Forms Index
1. 1-23 of Conversion Table 1 of Conversion Table dated

dated June 1988 May 1993

.
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Transmittal No. 6 General Records Schedules !

May 17, 1993

1NTRODUCTION TO THE GENERAL RECORDS SCHEDULES
,

General Records Schedules (GRS) are issued by the Archivist of the United !

States to provide disposal authorization for temporary records common to i
several or all agencies of the Federal Government. They include records !
relating to civilian personnel, fiscal accounting. procurement, communi- |
cations, printing, and other common functions; and certain nontextual records. |
These records comprise an estimated one-third of the total volume of records j

*
created by Federal agencies. '

;

In 1978, use of the GRS was made legally mandatory. The disposal authoriza-
tions must be used by a Federal agency to the greatest extent possible. ;

Because these schedules are designed to cover records common to several :

agencies, the records descriptions are general. Agency records officers may ;

use the schedules either as an appendix t, an agency printed schedule or !

tailored to the agency's own particular needs and incorporated into agency -j
schedules. 1

I
The GRS does not cover all records of an agency. It must be supplemented by '

schedules for unique program records. Agencies should exercise particular
care in applying the GRS to subject or correspondence files that may include a {
mix of administrative and program records. Usually, administrative subject t

files have short retention periods, less than three years. Program subject ;

files may be needed by the agency for ten years or more, and may have archival
;

value as well.( Agencies should maintain administrative records separately j
- from program records. If administrative records are mixed with program ;

records and cannot be economically segregated, the entire file should be kept !

for the period of time approved for the program records. Similarly,_if docu- ;

ments covered by these schedules are part of a subject or case file which |
documents activities different from those covered by the schedules, they i
should be treated in the same manner as the files of which they are a part. ,

For more information on scheduling unique program records, including poten- |
tially permanent records, see the Disposition of Federal Records Handbook, -!
available through the Federal Supply Service (stock number 7610-01-055-8704). |Also, NARA has prepared a series of pamphlets that provide Suidance on '

scheduling nontextual records that are not covered by the GRS which are
;

available from the National Archives and Records Administration (NIA). '

GRS items cover only record copies. In some instances, more than one copy of I

a document or file would be considered a record if different offices use it to
perform different functions. When it is difficult to decide whether files are
record or nonrecord materials, the records officer should treat them as !
records. Records officers may consult with the National Archives and Records

|Administration (NIR) to determine the record or nonrecord status of particular 6

files.
;

i

The disposition instructions in the CRS are to be implemented without further i
approval from NARA, with the exception that most records created before I

1
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Transmittal No. 6 General Records Schedules
May 1/, 1993

January 1, 1921, must first be offered to NARA for appraisal. If NARA rejects
the records, they may be destroyed immediately. GRS 3, 11, 16, and 21 have
other delimiting dates. Agencies that convert records covered by the GRS to
microform should apply the GRS disposition standards to the microform copies
and destroy the paper copies after verification of the film, unless legal
considerations require longer retention of the paper (36 CFR 1230.10(b)) . No
further authorization from NARA is required to implement these provisions. If
an agency wishes to apply a different retention period for any series of
records included in the GRS, the records officer must submit an SF 115
providing justification for the deviation.

The GRS includes two indexes, an alphabetical Subject Index and an index of
commonly used Standard and Optional Forms. The forms index includes only the
forms most frequently used by the various government agencies.

As provided in CRS 20, Electronic Records, and GRS 23, Records Common to Most
Offices Within Agencies, the disposal instructions for most records in the
remaining schedules are applicable to both hard copy and electronic versions
of the records described. GRS 20 specifies several exceptions to this
authority. In those cases, the electronic version of the file must be
scheduled on an SF 115.

Questions of applicability of any CRS item to agency records or differences of
interpretation between the records officer and other agency personnel that
cannot be reconciled within the agency may be referred t:- cLc L;iector,
Records Appraisal and Disposition Division, NARA, from offices in the Washing-
ton, DC area, or the Director of the nearest Federal Records Center (FRC) from
offices outside the Washington area.

Some records series covered by the GRS are eligible for retirement to an FRC.
Records sbauld be retired from agency space to an FRC only if transfer costs
do not exceed the expense of retaining them in agency space. Records sent to
FRC's should have a remaining retention of at least one year. If special
circumstances, such as lack of filing equipment or space, make it imperative
that records be retired, exceptions can be made to this policy. These
decisions are made on an individual basis by the appropriate FRC Director.
Procedures for transfer of records to FRC's are found in NARA regulations (36
CFR 1228.152).

The GRS are issued in a looseleaf format for ease of updating. GRS transmit-
tal documents will be sequentially numbered. In addition, the first NARA
bulletin of each fiscal year will list the current GRS transmittals in effect.

1
1
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Transmittal No. 6 General Records Schedule 1
May 17, 1993

GENERAL RECORDS SCHEDULE 1 y

Civilian Personnel Records

Agency civilian personnel records relate to the supervision over and management of ,

Federal civilian employees. This schedule covers the disposition of Official i

Personnel Folders of civilian employees and other records relating to civilian |
personnel, wherever located in the agency. Specifically excluded are program j

records of the Office of Personnel Management, the Bureau of Medical Services -

(PHS/HHS), the Office of Workers' Compensation Programs (DOL), and the Equal |
'Employment Opportunity Commission. Any records created prior to January 1, 1921,

must be offered to the National Archives and Records Administration for appraisal '

before these disposition instructions may be applied.
!

The most important types of records, the Official Personnel Folders. the Service ;,

'Record Cards, and the Employee Medical Folder, are maintained according to Federal
Personnel Manual Supplement 293-31, which prescribes a system of recordkeeping for
Federal personnel. ,

Master files created in central data processing facilities that replace records
,

described under items 21, 22, and 25f, are not authorized for disposal under the !

General Records Schedules. All othe records described in this schedule are :

authorized for disposal in both hard copy and electronic formats, as provided in '

GRS 20, Electronic Records (for master files), and GRS 23 Records Common to Most ;

Offices Within Agencies (word processing systens and administrative databases). !

| |
ITEM j

; E0 DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION |
t

1. Official Personnel Folders.
!

Records filed on the right side of the |
Official Personnel Folder (OPF). (See ;

GRS 1, item 10, for temporary papers on
the left side of the OPF). Folders
covering employment terminated after

.

December 31, 1920, excluding those |
selected by the National Archives and j

; Records Administration for permanent i

retention. |

!
i a. Transferred employees. See Federal Personnel Manual (
' '

for instructions relating to
folders of employees trans-

'ferred to another agency.

,

1
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Transmittal No. 6 Ceneral Records Schedule 1
May 17, 1993

ITEM
EO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

b. Separated employees. Transfer folder to National
Personnel Records Center, St.

Louis, MO, 30 days after i

separation (see note 2]. NPRC
will destroy 65 years after
separation from Federal
service.

[ NOTES: (1) OPF's covering periods of employment terminated prior to January 1,
1921, are not covered by this item. If an agency has such files, it should con-
tact the NARA Records Appraisal and Disposition Division to request appraisal of
the files. If NARA rejects the records, the disposition for GRS 1, item lb
applies. (2) Certain agencies have been exempted by OPM from retiring their
OPF's to NPRC. These agencies retain OPF's for the period specified in item lb of
this schedule and effect destruction af ter that period has elapsed. ]

2. Service Record Cards.

Service Record Card (Standard Form 7 or
equivalent).

a. Cards for employees separated or Transfer to NPRC (CPR), St.
transferred on or before Louis, MO. Destroy 60 years
December 31, 1947. after earliest personnel

action.

b. Cards for employees separated or Destroy 3 years after separa-
transferred on or af ter January 1, tion or transfer of employee.
1948.

3. Personnel Correspondence Files.

Correspondence reports, and other Destroy when 3 years old.
records relating to the general admin-
istration and operation of personnel
functions, but excluding records speci-
fically described elsewhere in this
schedule and records maintained at
agency staff planning levels.

4. Offers of Employment Files.

Correspondence including letters and
telegrams offering appointments to
potential employees.

a. Accepted offers. Destroy when no longer needed. ,

I2
|
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Transmittal No. 4 General Records Schedule 1
April 24, 1992 }

ITEM
& DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION I

*

30. Administrative Grievance. Disciplinary

and Adverse Action Files. t

,

a. Administrative Grievance Files (5
CFR 771).

Records relating to grievances Destroy no sooner than 4 years
raised by agency employees, except but no later than 7 years -

EE0 complaints. These case files after case is closed. [See ;
"

include statements of witnesses, note.]
reports of interviews and hearings, ;

examiner's findings and recommenda- [
tions, a copy of the original deci- |

{ sion, related correspondence and
exhibits, and records relating to a
reconsideration request,

!b. Adverse Action Files (5 CFR 752)
and Performance-Based Actions (5 |

CFR 432).

( Case files and records related to Destroy no sooner than 4 years ,

adverse actions and performance- but no later than 7 years !

based actions (removal, suspension, after case is closed. [See !
reduction-in-grade, furlough) note.]
against employees. The file
includes a copy'of the proposed . "

adverse action with supporting docu-
ments; statements of witnesses; |
employee's reply; hearing notices, i

reports and decisions; reversal of |
action; and appeal records, *

EXCLUDING 1etters of reprimand which !
are filed in the OPF. !

'[ NOTE: The Office of Personnel Management has determined that agencies may decide
'

how long, within the range of 4 to 7 years, grievance and adverse action files
need to be retaine.d. To implement this authority, each agency must select one |
fixed retention period, between 4 and 7 years, for the entire series of its closed !

cases. Agencies are not authorized to use different retention periods for [
individual cases. The agency should publish the chosen retention period in the

'

Privacy Act notice for these records, the agency's records disposition manual, and
any other issuance dealing with the disposition of these records.] |

t
i
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:
!

_ _



Transmittal No. 6 General Records Schedule 1
May 17, 1993 ,

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

i

31. Personal Iniury Files.

Forms, reports, correspondence and Cut off on termination of
related medical and investigatory compensation or when deadline
records relating to on-the-job injuries, for filing a claim has passed.
whether or not a claim for compensation Destroy 3 years after cutoff,
was made, EXCLUDING copies filed in the
Employee Medical Folder and copies
submitted to the Department of Labor.

32. Merit Promotion Case Files. |
|

Records relating to the promotion of an Destroy after OPM audit or 2
individual that document qualification years after the personnel
standards, evaluation methods, selection action is completed, whichever
procedures, and evaluations of candi- is sooner.
dates.

33. Examining and Certification Records.

Delegated agreements and related
records created under the authority of
5 U.S.C. 1104 between the Office of
Personnel Management and agencies
allowing for the examination and
certification of applicants for
employment.

a. Delegated agreements. Destroj 3 years after
termination of agreement.

b. Correspondence concerning applica- Break annually. Destroy 1
tions, eligibles certification, and year after break.
all other examining and recruiting
operations including but not limited
to correspondence from the Congress,
White House, and general public; and
correspondence regarding accommoda-
tions for holding examinations and
shipment of test materials.

c. Test material stock control.

Stock control records of examination Destroy when test is
test material including running superseded or obsolete.
inventory of test material in stock.

O
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Transmittal No. 6 General Records Schedule 1 .}
'May 17, 1993
f

ITEM
No. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION :

c. Selection / scheduling records. ;

Records relating to the selection of Destroy when 3 years old. ;

specific employees / applicants for [See note (2).]
testing and the scheduling of tests. .

Included are lists of selectees,
notification letters, and testing '

schedules. ,

'

d. Records relating to the collection
and handling of specimens. ;

.,

(1) " Permanent" Record Books.,

Bound books containing Destroy 3 years after date of ;

identifying data on each last entry. [See note (2).] |
specimen, recorded at each 3

collection site in the order in |

which the specimens were i

collected. !
,

:

(2) Chain of custody records. |

.( ;
'Forms and other records used to Destroy when 3 years old.' ^

maintain control and account- [See note (2).) ;

ability of specimens from the ;

point of collection to the final j
disposition of the specimen. ,

e. Test results. ;

i

Records documenting individual test
'

results, including reports of
testing, notifications of !

'
employees / applicants and employing
offices, and documents relating to
follow-up testing. j

(1) Positive results. Disposition nor authorized.

i (2) Negative results. Destroy when 3 years old.

[ NOTES: (1) Disciplinary action case files pertaining to actions taken against .

'employees for drug use, drug possession, failure to comply with drug testing
procedures, and similar matters are covered-by GRS 1, item 30b, which authorizes ;

destruction of records between 4 and 7 years af ter the case is closed. (2) Any j
records covered by items.36 a-e that are relevant to litigation or disciplinary i

actions should be disposed of no earlier than the related litigation or adverse |

action case file (s).] i

21
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Transmittal No. 6 General Records Schedule 1
May 17, 1993 ;

ITEM
& DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1

37. Donated Leave Program Case Files.

Case files documenting the receipt and Beginning in January 1994,
donation of leave for medical destroy one year after the end
emergencies, including recipient of the year in which the file
applications, agency approvals or is closed.
denials, medical or physician
certifications, leave donation records
or OF 630-A, supervisor / timekeeper
approvals, leave transfer records,
payroll notification records, and leave
program termination records.

38. Ware Survey Files.

Wage survey reports and data, background Destroy after completion of
documents and correspondence pertaining second succeeding wage survey.
to area wages paid for each employee
class; background papers establishing
need, authorization, direction, and
analysis of wage surveys; development
and implementation of wage schedules;
and request for an authorization of
specific rates (excluding authorized
wage schedules and wage survey
recapitulation sheets).

39. Retirement Assistance Files.

Correspondence, memoranda, annuity Destroy when 1 year old,
estimates, and other records used to
assist retiring employees or survivors
claim insurance or retirement benefits.

O
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Transmittal No. 6 General Records Schedule 2
May 17, 1993

|

GENERAL RECORDS SCHEDULE 2 !
;

|

Payrolline and Pay Administration Records '

4

Payrolling and pay administration records pertain to disbursements to civilian
employees of the Government for personal services. This schedule applies to the

,

pay records that are common to all agencies, but it excludes (a) retirement
'records (Standard Form 2806 or equivalent) that are maintained during employee
'duty and then transferred to the Office of Personnel Management; (b) files main-;

; tained in agency space for audit by the General Accounting Office under 31 U.S.C. |

| 3529(c); (c) records relating to tax withholding, savings bonds, fidelity bonds, |
or other records held by the appropriate units of the Treasury Department ;'

responsible for the related Governmentwide programs; and (d) Office of Management i

and Budget files reflecting agency personnel needs and problems. NARA must be !

consulted for any records created prior to January 1,1921 before applying these l

disposition instructions. ,

Documents required by the Comptroller General to be maintained for site audit are
segments of accountable officer's accounts. In no event may disposal be made of
records pertaining to accounts, claims or demands involving the Government of the j

United States which have not been settled or adjusted by the General Accounting |
| Office unless the agency concerned has written approval of the Comptroller

General, as required by 44 U.S.C. 3309. Most Federal civilian pay accounts area

prepared and maintained in accordance with Title 6 - Pay, Leave, and Allowances
and incorporated in the GAO Policy and Procedures Manual for Guidance of Federal
Agencies. -|

|
|

In the payrolling process different types of records are accumulated. Under Title
,

6 of the CAO Manual these records are normally site-audited on a sample basis by
GAO representatives who examine primarily the earnings record card, payroll change
slips that are prepared to document changes in normal pay, certification sheets
containing the signatures of the certifying officer, checklists prepared in lieu
of the more formal payrolls by Department of the Treasury or local disbursing
personnel, source personnel documents such as basic time and attendance reports,
and copies of personnel action forms documenting changes in pay. In addition, pay
registers and other accounting devices are maintained to check and balance the

j accounts.

All payroll systems require the maintenance of a leave record which is used to
submit data to the payroll system. Information is posted to this record from more
detailed records kept by time and attendance clerks located throughout an agency.
Depending on the type of system in operation, this leave record may be a hard copy
input form or it may be a wholly electronic input.

Other records incidental to the payrolling process are employee requests for tax

'

withholding; employee requests for Thrift Savings Plan deductions; savings bonda

records; other records not pertaining to individuals, but rather to the general
l administration of the payrolling office and the payrolling function.

1
~
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Transmittal No. 6 Ceneral Records Schedule 2
May 17, 1993

ITEM
EQa DESCRIPTION OF PECORDS AUTHORIZED DISPOSITION

Payroll

1. Individual employee nav record,

a. Pay record for each employee as Update elements and/or entire
maintained in an electronic data- record as required.
base. This database may be a stand-
alone payroll system or part of a
combined personnel / payroll system.

b. Individual Pay Record, containing Transfer to National Personnel
pay data on each employee within an Records Center. Destroy wlen '

agency. This record may be in paper 56 years old.
or microfora but not in machine
readable form.

2. Non-current navroll files.

Copy of non-current payroll data as Destroy 15 years after close '

maintained by payroll service bureaus in of pay year in which generat-
either microform or machine readable ed. !

form.
|

Items 3 through 5. Reserved.

Time and Attendance

6. Leave annlication files.

SF 71 or equivalent plus any supporting
documentation for requests and approvals
of leave.

a. If employee initials time card or Destroy at end of following
equivalent. pay period.

b. If employee has not initialed time Destroy after CAO audit or
card or equivalent, when 3 years old, whichever is

sooner.

92
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Transmittal No. 6 General Records Schedule 2 |
.May 17, 1993 i

i
i

ITEM '
,

NO. DESCRIPTION OF RECORDS AUTHORIZED DIFPOSITION i

i
7. Time and attendance source records. |

|
All time and attendance records upon Destroy after GAO audit or i
which leave input data is based, such as When 6 years old, whichever is !

[time or sign-in sheets; time cards (such sooner.
as OF 1130); flexitime records; leave {
applications for jury and military duty; ir

i authorized premium pay or overtime, [
maintained at duty post, upon Vhich
leave input data is based. Records may '

be in either machine readable or paper |
form. '

8. Time and attendance input records.
,

!
Records in either paper or machine Destroy after GAO audit or
readable form used to input time and when 6 years old, Whichever is ;

attendance data into a payroll system, sooner,

maintained either by agency or payroll
processor.

I9. Leave record. ;

a. Record of employee leave, such as File on right side of OPF. |
SF 1150, prepared upon transfer or See GRS 1, item 1. j
separation.

b. Creating agency copy, when main- Destroy When 3 years old. !

tained. i
|

!
4 Items 10 through 12. Reserved.

4

Driuctions. Allotments. and Electronic Funds Transfers

13. Tax files.

a. Employee withholding allowance cer- Destroy 4 years after super-
tificate such as IRS Form W-4 and seded or obsolete or upon
state equivalents. separation of employee.

b. Agency copy of employee wages and Destroy when 4 years old,
tax statements, such as IRS Form W-2

and state equivalents, maintained by
agency or payroll processor.

3
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Transmittal No. 6 General Records Schedule 2
May 17, 1993

O
ITEM
HQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

c. Agency copy of employer reports of Destroy when 4 years old.
Federal tax withheld, such as IRS
Form W-3, with related papers in-
cluding reports relating to income
and social security tax, and state
equivalents, maintained by agency or
payroll processor.

14. Savinns Bond Purchase files,

a. U.S. Savings Bond Authorization, Destroy when superseded or
SF 1192 or equivalent. after separation of employee.

b. Bond registration files: issuing Destroy 4 months after date of
agent's copies of bond registration issuance of bond.
stubs,

c. Bond receipt and transmittal files: Destroy 4 months after date of
receipts for and transmittals of issuance of bond.
U.S. Savings Bonds.

15. Combined Federal Campairn and other
allotment authorizations,

a. Authorization for individual allot- Destroy after GAO audit or
ment to the Combined Federal Cam- when 3 years old, whichever is
paign. sooner.

b. Other authorizations, such as union Destroy after GAO audit or
dues and savings. when 3 years old, whichever is

sooner.

16. Thrift Savings Plan Election Form.

Form TSP-1 authorizing deduction of Destroy when superseded or
employee contribution to the Thrift after separation of employee.
Savings Plan.

17. Direct Deposit Sign-up Form (SF 1199A). Destroy when superseded or
after separation.

O
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Transmittal No. 6 General Records Schedule 2 '

May 17, 1993

ITEM
HQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION j

18. Levy and Garnishment Files. ,

Official Notice of Levy or Garnishment Destroy 3 years after garnish- ;

(IRS Form 668A or equivalent), change ment is terminated, j
slip, work papers, correspondence, re-
lease and other forms, and other records

relating to charge against retirement
funds or attachment of salary for pay-
ment of back income taxes or other debts'

of Federal employees.
I

Items 19 through 21. Reserved.

Payroll Administration

22. Favroll system reports.

a. Error reports, ticklers, system Destroy when related actions~

operation reports. are completed or when no Inn-
ger needed, not to exceed 2
years,s,

b. Reports and data used for agency Destroy when 2 years old.
workload and or personnel management
purposes.

c. Reports providing fiscal information Destroy after GAO audit or
on agency payroll. when 3 years old, whichever is

sooner.

23. Payroll change files.

Records used to direct a change or cor-
rection of an individual pay transaction
whether created and maintained by paying ,

agency or payroll processor. !
I

a. Copies subject to GAO audit. Destroy after GAO audit or j
when 3 years old, whichever is

'

sooner. j

b, All other copies. Destroy 1 month after end of I

related pay period..

|

5

,,. - . - - , .- - - - - . - .



!

Transmittal No. 6 General Records Schedule 2
May 17, 1993

I

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

24. Payroll correspondence.

Correspondence between agency and pay- Destroy when 2 years old.
roll processor regarding general, rou-,

tine administrative issues that do not
relate to individual payments.

Items 25 through 27. Reserved.

1

i

Retirement

| 28. Retirement files.

I

! Reports, registers, or other control For CSRS/FERS related records,
! documents, and other records relating to destroy upon receipt of offi-

retirement, such as SF 2807 or equiva- cial OPM acceptance of annual
lent. summary.

.

i

4

l

J

'l

.
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!Transmittal No.-4 General Records Schedule 6

April'24, 1992 |
'

ITEM
& DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION !

_

:

included are equivalent agency forms
which document the basic financial a
transaction as described above. j

SF 215, Deposit Ticket !
SF 224, Statement of Transactions ;!
SF 1012, Travel Voucher I

SF 1034, Public Voucher for
Purchases and Services .;
Other Than Personal '!

SF 1036, Statement of Certificate ,j
and Award |

SF 1038, Advance of Funds i

Application and Account- [
!SF 1047, Public Voucher for Refunds

SF 1069, Voucher for Allowance a* *

Foreign Posts of Duty ,

SF 1080, Voucher for Transfer ,
'

Between Appropriations

and/or Funds ;

SF 1081, Voucher and Schedule of !
'Withdrawals and Credits ,

SF 1096, Schedule of Voucher j
Deductions _;

SF 1097, Voucher and Schedule to
Effect Correction of |
Errors ;

SF 1098, Schedule of Canceled
IChecks
,

SF 1113, Public Voucher for

Transportation Charges !
SF 1129, Reimbursement Voucher

'

SF 1143, Advertising Order
SF 1145, Voucher for Payment Under

Federal Tort Claims Act i

SF 1154, Public Voucher for Unpaid ',
'

Compensation Due a Deceased
Civilian Employee i

SF 1156, Public Voucher for Fees and ;

Mileage '

SF 1164, Claim for Reimbursement for
Expenditures on Official
Business +

SF 1166, Voucher and Schedule of
Payments |

SF 1185, Schedule of Undeliverable
Checks for Credit to .

Covernment Agencies |

3
1

-|
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Transmittal No. 6 General Records Schedule 6
May 17, 1993

ITEM
EQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

SF 1218, Statement of Accountability
(Foreign Service Account)

SF 1219, Statement of Accountability
SF 1220, Statement of Transactions

According to Appropria-
tion, Funds and Receipt
Accounts

SF 1221, Statement of Transactions
According to Appropria-
tion, Funds, and Receipt
Accounts (Foreign Service

Account)
0F 1114, Bill of Collection
OF lll4A, Official Receipt
OF lll4B, Collection Voucher

b. Memorandum copies of accountable Destroy when 1 year old,
officers' returns including state-
ments of transactions and accounta-
bility, all supporting vouchers,
schedules, and related documents not
covered elsewhere in this schedule,

EXCLUDING freight records covered by
Schedule 9 and payroll records
covered by Schedule 2.

[ NOTE: Accounts and supporting documents pertaining to American Indians are not
authorized for disposal. Such records must be retained indefinitely since they
may be needed in litigation involving the Government's role as trustee of
property held by the Government and managed for the benefit of Indians.}

?. CAO Exceptions Files.

General Accounting Office notices of Destroy 1 year after exception
exceptions, such as Standard Form 1100, has been reported as cleared
formal or informal, and related by GAO.
correspondence.

3. Certificates Settlement Files.

Copies of certificates and settlement of
accounts of accountable officers, state-
ments of differences, and related
records.

a. Certificates cove 11ng closed account Destroy 2 years after date of
settlements, supplemental settle- settlement.
ments, and final balance
settlements.

4

|
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Transmittal No. 6 General Records Schedule 10 i

May 17, 1993 .

i
'

GENERAL RECORDS SCHEDULE 10
?

Motor Vehicle Maintenance and Operation Records

;

These records pertain to the management, maintenance, and operation of motor '(
vehicles used by agencies. !

|

41 CFR 101-38 prescribes policies and procedures. Standard Form 82, which is an ;

annual motor vehicle report required by the Office of Federal Supply Services, [
General Services Administration, is the only standardized record. Certain cost ;

and inventory control forms have been developed, but they are not mandatory. This j
schedule covers agency records pertaining to the daily use and operation of the ;

vehicles. |

!

In general, records pertaining to motor vehicles reflect a threefold !
responsibility; (a) the accumulation of cost and operating data for internal |
accounting and management purposes and for reports submitted to the Office of j

Federal Supply and Services (Standard Form 82, Agency Report of Motor Vehicle !
Data); (b) the maintenance of the vehicles themselves; and (c) protecting the
interest of the Government in accident claims against it. The records themselves
consist of chauffeur service logs and reports, vehicle repair and maintenance |
check-off sheets, cost ledgers, and claims correspondence and forms. |

~IAll records described in this schedule are authorized for disposal in both hard
copy and electronic forms, as provided in GRS 20, Electronic Records, and GRS 23, ;

Records Common to Most Offices Within Agencies.
,

i

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

i

1. Motor Vehicle Correspondence Files.

;
'

Correspondence in the operating unit Destroy when 2 years old.
responsible for maintenance and
operation of motor vehicles not
otherwise covered in this schedule.

2. Motor Vehicle Operatint and Maintenance

Files.
f

a. Operating records including those Destroy when 3 months old.
relating to gas and oil consump-
tion, dispatching, and scheduling.

| b. Maintenance records, including Destroy when 1 year old.
those relating to service and
repair.

'\ 1
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Transmittal No. 6 General Records Schedule 10
May 17, 1993

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

3. Motor Vehicle Cost Files.

Motor vehicle ledger and work sheets Destroy 3 years after discon-
providing cost and expense data. tinuance of ledger or date of

work sheet.

4. Motor Vehicle Report Files.

Reports on motor vehicles (other than Destroy 3 years after date of
accident, operating, and maintenance report.
reports), including SF 82, Agency Report
of Motor Vehicle Data.

5. Motor Vehicle Accident Files.

Records relating to motor vehicle Destroy 6 years after case is
accidents, maintained by transportation closed.
offices, including SF 91, Operator's
Report of Motor Vehicle Accident,
SF 91A, Investigation Report of Motor
Vehicle Accident, and SF 94, Statement
of Witness.

6. Motor Vehicle Release Files.

Records relating to transfer, sale, Destroy 4 years after vehicle
donation, or exchange of vehicles, leaves agency custody,
including SF 97, The United States
Government Certificate of Release to
Obtain Title to a Motor Vehicle.

7. Motor Vehicle Operator Files.

Records relating to individual employee Destroy 3 years after
operations of Government-owned vehicles, separation of employees or 3
including driver tests, authorization to years after recision of
use, safe driving awards, and related authorization to operate
correspondence. Government-owned vehicle,

whichever is sooner.

92
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Transmittal'No. 6 General Records Schedule 18 '

May 17, 1993 j
i

ITEM ;

E DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION ;

;

7. Classified Document.Qontainer Security |
'Files.
:

a. Forms or lists used to record safe Destroy when superseded by a !
and padlock combinations, names of new form or list, or upon- !

individuals knowing combinations, turn in of containers. j
and comparable data used to control

^

access into classified document |
containers. j

i

b. Forms placed on safes, cabinets, or Destroy 3 months following |
vaults containing security the last entry on the-form :

classified documents that record (see note). i

opening, closing, and routine '

checking of the security of the !-

container, such as locking doors and |
windows, and activating alarms. !

Included are such forms as SF 701, |
Activity Security Checklist, and i

SF 702, Security Container Check i

Sheet.
|

[ NOTE: Forms involved in investigations will be retained until completion of the I
investigation.) j

i

I

Facilities Security and Protective Services Records-

Records relating to measures taken for the protection of government-owned j
facilities and privately operated facilities given security cognizance by the ,

Government from unauthorized entry, sabotage, or loss. j

8. Security and Protective Services I

Administrative Correspondence Files.
!

Correspondence files relating to Destroy when 2 years old. '

administration and operation of the
,

facilities security and protective [
services programs, not covered elsewhere !

in this schedule. ;

I
[ NOTE: This item does not cover records documenting policies and procedures :

accumulated in offices having agencywide responsibilities for security and f
protective services programs.]

|
!

i
3 ;

!

!

I

h
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Transmittal No. 6 General Records Schedule 18
May 17, 1993

ITEM
E DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

9. Survev and Inspection Files.

(Government-owned facilities)

Reports of surveys and inspections of Destroy when 3 years old, or
Government-owned facilities conducted to upon discontinuance of
ensure adequacy of protective and pre- facility, whichever is
ventive measures taken against hazards of sooner.
fire, explosion, and accidents, and to
safeguard information and facilities
against sabotage and unauthorized entry.

10. Survey and Inspection Files.

(privately owned facilities)

Reports of surveys and inspections of Destroy when 4 years old or
privately owned facilities assigned when security cognizance is
security cognizance by Government terminated, whichever is
agencies, and related documents. sooner.

11. Investir.ative Files.

Investigative files accumulating from Destroy when 2 years old,
investigations of fires, explosions, and
accidents, consisting of retained copies
of reports and related documents when the
original reports are submitted for review
and filing in other agencies or
organizational elements, and reports and
related papers concerning occurrences of
such a minor nature that they are settled
locally without referral to other
organizational elements.

12. Property P a s r. Files.

Property pass files, authorizing removal Destroy 3 months after
of property or materials. expiration or revocation.

13. Guard Assiennent Files.

Files relating to guard assignments and
strength.

a. Ledger records. Destroy 3 years after final
entry.

9^
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Transmittal No. 6 General Records Schedule 18 I

May 17, 1993 j
l

4 i
!

ITEM-
HQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION. !

b. Requests, analyses, reports, change Destroy when 2 fears old. !
notices, and other papers relating ;

to' post assignments and strength ,

requirements.

14. Police Functions Files. ,

1

Files relating to exercise of police
functions.

a. Ledger records of arrest, cars Destroy 3 years after final I

ticketed, and outside_ police entry. |

contacts.

b. Reports, statements of witnesses, Destroy when 2 years old. j
warning notices, and other documents
relating to arrest, commitments, and
traffic violations. .

!

c. Reports on contect of outside police -Destroy when 1 year old,
,

with building occupants.

15. Personal Property Accountability Files. )
l

Files relating to accountability for |

personal property lost or stolen.

a. Ledger files. Destroy 3 years after final j

entry.
]

b. Reports, loss statements, receipts Destroy when 1 year old.
and other documents relating to lost
and found articles.

16. Key Accountability Files.

Files relating to accountability for keys
issued.

a. For areas under maximum security. Destroy 3 years after turn-in
of key.

b. For other areas. Destroy 6 months after-
turn-in of key.

5N
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Transmittal No. 6 General Records Schedule 18
May 17, 1993

ITEM
EQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

17. Visitor Control Files.

Registers or logs used to record names of
outside contractors, service personnel,
visitors, employees admitted to areas, and
reports on automobiles and passengers.

a. For areas under maximum security. Destroy 5 years after final
entry or 5 years after date
of document, as appropriate.

b. For other areas. Destroy 2 years after final
entry or 2 years after date
of document, as appropriate.

18. Facilities Checks Files.

Files relating to periodic guard force
facility checks.

a. Data sheets, door slip summaries, Destroy when 1 year old.
check sheets, and guard reports on
security violations (except copies
in files of agency security offices
covered by item 24 of this

schedule).

b. Reports of routine after-hours Destroy when 1 month old.
security checks which either do not
reflect security violations, or for
which the information contained
therein is documented in the files
defined in item 24 of this schedule.

19. Guard Service control Files.

a. Control center key or code records, Destroy when superseded or
emergency call cards, and building obsolete,

record and employee identification
cards.

b. Round reports, service reports on Destroy when 1 year old.
interruptions and tests, and punch
clock dial sheets.

d. Arms distribution sheets, charge Destroy 3 months after return
records, and receipts. of arms. ==-

9
6
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Transmittal No. 6 General Records Schedule 18 i
May 17,-1993 |

i
ITEM !
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION !

!

20. Lors and Renisters. !
|
:

Guard logs and registers not covered
{elsewhere in this schedule.

a. Central guard office master logs. Destroy 2 years after final- j
entry.

Ib. Individual guard post logs of Destroy 1 year after final '

occurrences entered in master logs. entry.
.
'

Personnel Security Clearance Records

Records accumulating from investigations of personnel conducted under Orders and
statutory or regulatory requirements.

.

!
'21. Security Clearance Administrative Subiect

Files. I

!

Correspondence, reports, and other Destroy when 2 years old.
.

}
records relating to the administration i

and operation of the personnel security ;

i -7 program, not covered elsewhere in this
;

|- schedule.
!
i

22. Personnel Security Clearance Files. i
,

!

Personnel security clearance case files
created under Office of Personnel
Management procedures and regulations
and related indexes maintained by the
personnel security office of the
employing agency. I

|

| a. Case files documenting the process- Destroy upon notification of
I ing of investigations on Federal death or not later than 5
| employees or applicants for Federal years after separation or
| employment, whether or not a secur- transfer of employee or no
| ity clearance is granted, and other later than 5 years after
i persons, such as those performing contract relationship
( work for a Federal agency under expires, whichever is

contract, who require an approval applicable.
before having access to government
facilities or to sensitive data.
These files include questionnaires,
summaries of reports. prepared by the

I investigating agency, and other
records reflecting the processing of
the investigation and the status of
the clearance, exclusive of copies
of investigative reports furnished
by the investigating agency.

7
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Transmittal No. 6 General Records Schedule 18
May 17, 1993

ITEM
EQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

b. Investigative reports and related Destroy in accordance with
documents furnished to agencies by the investigating agency
investigative organizations for use instructions.
in making security / suitability
determinations,

c. Index to the Personnel Security Case Destroy with related case
Files. file.

23. Personnel Security Clearance Status Files.

Lists or rosters showing the current Destroy when superseded or
security clearance status of individuals. obsolete.

24. Security Violations Files.

Case files relating to investigations of
alleged violations of Executive Orders,
laws, or agency regulations for the
safeguarding of national security
information.

a. Files relating to alleged violations Destroy 5 years after close
of a sufficiently serious nature of case.
that they are referred to the
Department of Justice or Defense for
prosecutive determination, exclusive
of files held by Department of
Justice or Defense offices
responsible for making such
determinations.

b. All other files, exclusive of Destroy 2 years after
documents placed in official completion of final action or
personnel folders. when no longer needed,

whichever is sooner.

O-



Transmittal No. 6 General Records Schedule 18
'y- May 17, 1993-

1 TEM

NO. DESCR'PTION OF RECORDS AUTHORIZED DISPOSITION

25. Classified Information Nondisclosure
Atreements.

Copies of nondisclosure agreements, such
as SF 312, Classified Information

Nondisclosure Agreement, signed by
civilian and military personnel with
access to information that is classified
under standards put forth by Executive
Orders governing security classification.
These forms should be maintained
separately from personnel security
clearance files but may be filed in the
individual's official military personnel
folder (for uniformed military personnel)
or on the right side of the official
personnel folder (for civilian
employees).

a. If maintained separately from the Destroy when 50 years old.
individual's official personnel
folder.

b. If maintained in the individual's Apply the disposition for the
official personnel folder, official personnel folder, or.

destroy when 50 years old,
whichever is later.

Emertency Plannine Records

Records accumulating from the formulation and implementation of plans, such as
evacuation plans, for protection of life and property during emergency conditions.

26. Emerrency Plannine Administrative
Correspondence Files.

Correspondence files relating to adminis- Destroy when 2 years old.
tration and operation of the emerEency
planning program, not covered elsewhere
in this schedule.

[ NOTE: This item does not cover records documenting policies and procedures
accumulated in offices having agencywide responsibilities for emergency-programs.)

%

9
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Transmittal No. 6 General Records Schedule 18
May 17, 1993

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

27. Emergency Planning Case Files.

Case files accumulated by offices Destroy 3 years after
responsible for the preparation and issuance of a new plan or
issuance of plans and directives, directive.
consisting of a copy of each plan or
directive issued, with related back-

ground documents, EXCLUDING one record
copy of each plan or directive issued, if
not included in the agency's permanent
set of master directives files.

[ NOTES: (1) If the emergency plan is not included in the agency's master set of
directives files, a record set must be maintained and scheduled for eventual
transfer to the National Archives by submission of an SF 115. (2) Emergency
planning reports of operations tests, consisting of consolidated or comprehensive
reports reflecting agencywide results of tests conducted under emergency plans are
also permanent and must be scheduled for transfer to the National Archives by
submission of an SF 115.]

28. Emerrency Operations Tests Files.

Files accumulating from tests conducted Destroy when 3 years old. ,

under agency emergency plans, such as
instructions to members partic*pating in
test, staffing assignments, messages,
tests of communications and facilities,
and reports EXCLUDING consolidated and
comprehensive reports.

29. National Defense Executive Reserve
(NDER) Case Files.

Case files for NDER reservists or
applicants, maintained by agencies with
major mobilization responsibilities in
cases of national security emergencies,
including qualifications statement,
other personnel and administrative
records, skills inventory, training
data, and other records relating to
administration of the NDER program,

a. Case files on reservists. Destrcy 5 years after ter-
mir.ation from NDER program.

b. Case files on individuals whose Destroy when 5 years old.
applications were rejected or
withdrawn.

10
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GENERAL RECORDS SCHEDUI.E 20

t

Electronic Records '

i
This schedule provides disposal authorization for certain electronic records and

'
specified hard-copy (paper) or microform records that are integrally related to
the electronic records. I

i

iL4s schedule applies to disposable electronic records stored on a gnetic media by iFederal agencies in central data processing including ones operated for agencies !
by contractors. It covers records created by computer operators, 7togrammers, |analysts, and systems administrators in order to store and maintain computer files iin such facilities; certain master files, including some that are components of ;

database management systems; and certain files created from master files for
specific purposes. Items covering disposable electronic records produced by end
users in office automation applications (e.g., word processing files, certain text
files, and databases developed on personal computers in support of administrative
functions) are included in General Records Schedule 23, Records Common to Most'
Offices Within Agencies. CRS 20 and 23 do not cover all electronic records, j

Electronic records not covered by items in GRS 20 or GRS 23 may not be destroyed |

. unless authorized by a Standard Form 115 that has been approved by the National
#

Archives and Records Administration (NARA).
,,

>

The records covered by several of the items in this schedule are authorized for
er2sure or deletion when no longer needed. NARA could not establish a more >

,

! definite retention that would be appropriate in all applications. The agency
|'

should, when appropriate, determine a more specific disposition instruction, such #

" Delete after X update cycles" or " Delete when X years old," for inclusion inas
;its records disp,osition directives or manual. NARA approval is not needed to set i

retention periods for records in the GRS that are authorized for destruction when !no longer needed. '

!

Items 2a and la (in part) of this schedule apply to hard-copy or microform records !used in conjuncti'on with electronic files. Item 1 also covers printouts produced !
to test, use, and maintain master files. Items 10 and 11 of this schedule should !

be applie'd to special purpose programs and documentation for disposable electronic )records regardless of the medium in which such documentation and programs exist. '

ITEM '

EO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION {

l. Files / Records Created in Central . ADP
Facilities. ADP Manacement. and ADP

JSupport Operations to Create. Use. and

Maintain Master Files.
ia. Electronic files or records created Delete / destroy when no longer

solely to test system performance, needed,
as well as hard-copy printouts and
related documentation for the elec-
tronic files / records.

I

1
1

!
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May 17, 1993

ITEM
EO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

b. Electronic files or records used to Delete after information has
create or update a master file, been transferred to the master
including, but not limited to, work file and verified.
files, valid transaction files, and
intermediate input / output records.

c. Electronic files and hard-copy Delete / destroy when no longer
'

printouts created to monitor system needed in accordance with
usage, including, but not limited sound business practice and
to, log-in files, password files, agency standard operating
audit trail files, system usage procedures. ,

files, and cost-back files used to
assess charges for system use.

.

2. Input / Source Records.

Non-el'ctronic documents or forms Destroy after the information 'a. e

designed and used solely to create, has been converted to an elec-
update, or modify the records in an tronic medium and verified, or
electronic medium and not required when no longer needed to sup-
for audit or legal purposes (such as port the reconstruction of, or
need for signatures) and not pre- serve as the backup to, the
viously scheduled for permanent master file, whichever is |
retention in a NARA-approved agency later.

records schedule.

b. Electronic records, except as noted Delete when data have been ;
in item 2c, entered into the system entered into the master file
during an update. process, and not or database and verified, or

required for audit and legal purpos- when no longer required to
es. support reconstruction of, or

serve as back-up to, a master
file or database, whichever is
later. j

c. Electronic records received from Delete when data have been i

another agency and used as input / entered into the master file j

source records by the receiving or database and verified, or

agency, EXCLUDING records produced when no longer needed to sup- :

by another agency under the terms of port reconstruction of, or |
an interagency agreement, or records serve as back up to, the mas-
created by another agency in re- ter file or database, whichev-

sponse to the specific information er is later.
needs of the receiving agency. 3

i
, 1

0
2

.
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Transmittal No. 6 General Records Schedule 20 |
May 17, 1993

,

!

ITEM !

HQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION |
|

d. Computer files or records containing Delete after the necessary ;

uncalibrated and unvalidated digital data have been incorporated *

or analog data collected during into a master file.*

observation or measurement activi-
ties or research and development !|
programs and used as input for a |
digital master file or database. |

,

3. Master Files. (Includine Master Files i
that are Components of Database Manare-
ment Systems) Relatinz to Administrative

Functions.

Master files that: Delete after the expiration of
a) replace, in whole or in part, admin- the retention period autho- !

istrative records scheduled for rized for the disposable hard =;
disposal under one or more items in copy file or when no longer j
GRS 1-16, 18, 22, or 23; and needed, whichever is later.

b) consist only of the same informa- ,

tion as is contained in all or por-
tions of the disposable records it

;

replaces or duplicates; '

EXCLUDING those that replace or dupli- I

cate the following CRS items: GRS 1, I

items 21, 22, 25f; GRS 12, item 3; and
;

GRS 18, item 5. |
!
.

4. Data Files Consistine of Summarized 1

Information. |

!
Records that contain summarized or ag- Delete when no longer needed :
gregated information created by com- for current business. !
bining data elements or individual ob-

5
servations from a single master file or )
database that is disposable under a GRS
item or is authorized for deletion by a
disposition job approved by NARA after j
January 1, 1988, EXCLUDING data files I

that are: I

a) created as disclosure-free files to I

allow public access to the data; or

b) created from a. master file or data-
base that is unscheduled, or that
was scheduled as permanent but no
longer exists or can no longer be
accessed;

which may not be destroyed before secur-
ing NARA approval.

3
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O
ITEM
NO. DESCRIPTION </F RECORDS

AUTHORIZED DISPOSITION

5. Records Consisting of Extracted Information.

Electronic files consisting solely of Delete when no longer needed
records extracted from a single master for current business.

'
file or database that is disposable
under GRS 20 or approved for deletion by
a NARA approved disposition job, EXCLUD-
ING extracts that are:
a) produced as disclosure-free files to

allow public access to the data; or
b) produced from a master file or data-

base that is unscheduled, or that
was scheduled as permanent but no
longer exists or can no longer be
accessed; or

c) produced by an extraction process
which changes the informational
content of the source master file or
databast;

which may not bc destroyed before secur-
ing NARA approval. For print and tech-
nical reformat files see items 6 and 7
respectively.

6. Print File.

Electronic file extracted from a master Delete when no longer needed.
file or database without changing it and
used solely to produce hard-copy publi-
cations and/or printouts of tabula-
tions, ledgers, registers, and reports.

7. Technical Reformat File.

Electronic file consisting of data cop- Delete when no longer needed,
ied from a master file or database for
the specific purpose of information
interchange and written with varying
t e c'.. - : :51 specifications, EXCLUDING
files created for transfer to the
National Archives.

O*
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!
i

ITEM _j
EQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION j

8. Security Backun File.

Electronic file consisting of data iden- f
tical in physical format to a master _|
file or database and retained in case
the master file or database is damaged }
or inadvertently erased. !

!
a. File identical to records scheduled Delete when the identical !

for transfer to the National records have been transferred :

Archives. to the National Archives and |
successfully copied, or when

'

replaced by a subsequent secu-
rity backup file. ,

;

b. File identical to records authorized Delete when the identical i

for disposal in a NARA-approved records have been deleted, or ['

records schedule. when replaced by a subsequent i

security backup file.
;

i9. Finding Aids (or Indexes). i

i

Electronic indexes, lists, registers, Delete with related records or |

and other finding aids used only to when no longer needed, which- f
provide access to records authorized for ever is later. -!
destruction by the GRS or a NARA- |
approved SF 115, EXCLUDING records con-
taining abstracts or other information
that can be used as an information |
source apart from the related records. '

10. Special Purnose Prorrams.

!

Application software necessary solely to Delete when related master i
use or maintain a master file or data- file or database has been '

base authorized for disposal in~a GRS deleted.
item or a.NARA-approved records sched- j
ule. EXCLUDING special purpose software

{|necessary to use or maintain any un-
scheduled master file or database or any i

master file or database scheduled for- i

transfer to the National Archives. I
i

i

5

|
'!

!

l

.

i
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

11. Documentation,

a. Data systems specifications, file Destroy or delete when super-
specifications, codebooks, record seded or obsolete, or upon
layouts, user guides, output speci- authorized deletion of the
fications, and final reports (re- related master file or data-
gardless of medium) relating to a base,

master file or database that has
been authorized for destruction by
the CRS or a NARA approved disposi-
tion schedule.

b. Computer center copies of records Destroy or delete when super-
relating to system security, includ- seded or obsolete.
ing records documenting periodic
audits or review and recertification
of sensitive applications, disaster
and continuity plans, and risk
analysis, as described in OMB Circu-
lar No. A-130.

[ NOTES: (1) Documentation which relates to permanent or unscheduled master files
and databases is not authorized for destruction by the CRS. (2) See item la of
this schedule for documentation relating to system testing.)

12. Downloaded and Copied Data.

Derived data and data files which are
copied, extracted, merged or calculated
from other data, when the original data
is retained.

a. L rived data used for ad hoc or one- Delete when no longer needed.
time inspection, analysis or review, |
if the derived data is not needed to

'

support the results of the inspec-
tion, analysis or review.

b. Derived data which provide user Delete when no longer needed,
access in lieu of hard copy reports
which are authorized for disposal.

c. Metadata or reference data, such as Delete from the receiving
format, range or domain specifica- system when the input opera-
tions, which is transferred from a tion is completed.
host computer or server to another
computer for input, updating, or
transaction processing operations.

[ NOTE: See item 5 for other extracted data.]

6
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Transmittal No. 6 General Records Schedule 21
May 17, 1993

GENERAL RECORDS SCHEDULE 21 |

Audiovisual Records j

This schedule covers audiovisual and related records created by or for agencies
of the Federal Government as well as those acquired in the course of business.
For audiovisual records that are not described in this schedule, agencies must
request disposition authority by submitting an SF 115, Request for Records
Disposition Authority, to the National Archives and Records Administration (NIR). j

-

Audiovisual records include still and motion picture photography graphic |

materials, and sound and video recordings. Related documentation includes (1)
production files or other files documenting the creation, justification,
ownership, and rights to the records and (2) finding aids used to identify or
access the records. ,

This schedule does not cover: (1) cartographic records. (2) remote sensing h-

imagery recorded on film or ragnetic tape, or (3) microform copies of textual
records. Disposable cartographic records and remote sensing imagery recorded on
film are covered by GRS 17; temporary computerized data are covered by GRS 20 and ',

GRS 23; and microform copies of textual records that have been authorized by NARA |
'

for destruction need not be separately scheduled, in accordance with 36 CFR

1230.10(b). i

i

This schedule does not include descriptions of permanent or potentially permanent '

'

records. Guidance about the identification, maintenance, use, and disposition of
potentially permanent audiovisual records is provided in the NARA publication,,

" Managing Audiovisual Records: An Instructional Guide." Copies are available
from the NARA Office of Records Administration.

The word " destroy" is used to authorize the destruction of data or information.
4

Erasable media such as audio tape should be reused whenever practical. Silver- ;

bearing photographic film must be destroyed in accordance with 41 CFR 101-45.10, i

. " Recovery of Precious Metals." *

!

This General Records Schedule authorizes the disposal of certain records without
further concurrence from NARA. Agencies are encouraged to include specific
series descriptions for such records in their comprehensive schedules while ,

citing the applicable disposition instruction from this General Records Schedule -!

as the authority for destroying the records. |

|'

:
'

ITEM
No. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION'

E

Still Photonraphy

1. Photographs of routine award ceremonies, Destroy when 1 year old or
social events, and activities not when no longer needed.
related to the mission of the agency.

2. Personnel identification or passport Destroy when 5 years old or
photographs. when no longer needed.

1

!

. . . < , -



. _ _ . _ __ _ _ _ _ . __. __ _ _ _ > - _ _ - _ _ _ . _ _ - _ _ - . -

!

!

1
j

1

J Transmittal No. 6 General Records Schedule 21
! May 17, 1993

ITEM
NO. DESCRIPTION OF RECORDS 6UTHORIZED DISPOSIT7.QU;

| 3. Internal personnel and administrative Destroy 1 year after
, training filmstrips and slides of completion of training
i programs that do not reflect the mission program.
| of the agency.
j

! 4. Duplicate items in excess of record Destroy when no longer needed,
elements required for preservation,

| duplication, and reference service by 36
i CFR 1228.184.
,

I

j Graphic Arts

!

5. Viewgraphs. Destroy 1 year after use or
when no longer needed.

,

I

| 6. Routine artwork for handbills, flyers, Destroy 1 year after final
j posters, letterhead, and other graphics, publication or when no longer '

needed.
i

7. Line and halftone negatives, screened Destroy when no longer needed [
j paper prints and offset lithographic for publication or reprinting.
: plates used for photo-mechanical

reproduction.

8. Line copies of graphs and charts. Destroy 1 year after final
; production or when no longer

,

1 needed.
I !|
'

!

; gotion Pictures

I

i 9. Films acquired from outside sources for Destroy 1 year after |
| personnel and management training. completion of training '

program. !

i
10. Films acquired from outside sources for beetroy when no longer needed,

personnel entertainment and recreation, j

!

11. Routine surveillance footage. Destroy when no longer needed. ;

- :

12. Routine scientific, medical or Destroy when 2 years old or
engineering footage. when no longer needed. [

13. Duplicate prints and pre-print elements Destroy when no longer needed. I

in excess of those elements required for
preservation by 36 CFR 1228.184

i

I

|
i

!
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' Transmittal No. 6 General Records Schedule 21 !

May 17, 1993 '

:

ITEM t

& DESCRIPTION OF RECORDS 6UTHORIZED DISPOSITION ,

Video Recordings
'

14. Programs acquired from outside sources Destroy 1 year after
for personnel and management training. completion of-training ;

program.

15. Programs acquired from outside sources Destroy when no longer needed. |
for personnel entertainment and |
recreation.

16. Rehearsal or practice tapes. Destroy immediately. .

17. Internal personnel and administrative Destroy 1 year after
training programs that do not reflect completion of' training (
the mission of the agency. (These program. {include " role-play" sessions, management ;

and supervisory instruction, etc.)

18. Routine surveillance recordings. Destroy when no longer needed.

19. Routine scientific, medical or Destroy when 2 years old or
engineering recordings. -when no longer needed.

20. Recordings that document routine Destroy when no longer needed.
meetings and award presentations. ;

21. Duplicate dubbings and pre-mix elements Destroy when no longer needed. |
in excess'of those elements required for
preservation, duplication, and reference

'

by 36 CFR 1228.184. |
i

Audio (Sound) Recordings
)

22. Recordings of meetings made exclusively Destroy immediately after use.
for notetaking or transcription,
EXCLUDING recordings of proceedings of
Presidential commissions and other
executive commissions.

[ NOTE: Recordings of Presidential and other executive commissions are not
covered by the GRS. Such records are usually appraised as permanent, and they
must be described on an SF 115 submitted- to NARA for final disposition approval.

23. Dictation belts or tapes. Destroy immediately after use.

24. Pre-mix sound elements created during Destroy immediately after use. -j
the course of a motion picture, '

television, or radio production.

3

I



Transmittal No. 6 General Records Schedule 21
May 17, 1993

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

25. Library sound recordings (e.g., effects, Destroy when no longer needed.
music).

26. Daily or spot news recordings available Destroy when 6 months old or
to local radio stations on a call-in when no longer needed,
basis.

27. Duplicate dubbings in excess of those Destroy when no longer needed.
elements required for preservation,
duplication, and reference by 36 CFR
1228.184.

Related Documentatio_D

28. Production files or similar files that Dispose of according to the
document origin, development, instructions covering the
acquisition, use, and ownership of related audiovisual records.
temporary audiovisual records.

29. Finding aids for identification, Dispose of according to the
retrieval, or use of temporary instructions covering the

.

audiovisual records. related audiovisual records.
'

!
1

0
-
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Transmittal No. 6 General Records Schedule 23
May 17, 1993

t

GENERAL RECORDS SCHEDULE 23

Records Common to Most Offices Within Agencies
'

This schedule pr'ovides for the disposal of certain records common to most offices ,

in Federal agencies. It covers administrative subject files; facilitative records
such as suspense files, tracking and control records, calendars, and indexes; and

,

transitory documents; as well as certain types of records created in electronic '

ferm on stand-alche or networked micro- and mini-computers. This schedule does
not apply to any materials that the agency has determined to be nonrecord or to
materials such as calendars or work schedules claimed as personal.

Office Administrative Files described under item 1 are records retained by an
originating office as its record of initiation of an action, request, or response
to requests for information. This item may be applied only to separate adminis-
trative files containing such records as copies of documents submitted to other
offices for action including budget feeder documents, purchase' orders, training |
requests. Item 1 may not be applied to files that also contain program records,
and it may not be applied by an office that receives and takes action on documents i

submitted by other offices.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Office Administrative Files.

Records accumulated by individual Destroy when 2 years old, or
offices that relate to the internal when no longer needed, which-
administration or housekeeping acti- ever is sooner.
vities of the office rather than the
functions for which the office exists.
In general, these records relate to the
office crganization, staffing, proce-
dures, and communications; the expend-
iture of funds, including budget
records; day-to-day administration of
office personnel including training and
travel; supplies and office services and
equipment requests and receipcs; and the
use of office space and utilitics. They
may also include copies of internal
activity and workload reports (including
work progress, statistical, and narra-
tive reports prepared in the office and
forwarded to higher levels) and other
materials that do not serve as unique
documentation of the programs of the
office.

[ NOTE: This schedule is not applicable to the record copies of organizational
charts, functional statements, and related records that document the essential
organization, staffing, and procedures of the office, which must be scheduled
prior to disposition by submitting an SF 115 to NARA.]

1

!
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Transmittal No. 6 General Records Schedule 23
May 17, 1993

I
1

ITEM
EQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

2. Word ProcessinP. Files.

Documents such as letters, messages,
memoranda, reports, handbooks, direc-
tives, and manuals recorded on clee-
tronic media such as hard disks or
floppy diskettes:

a. When used to produce hard copy which Delete when no longer needed
is maintained in organized files. to create a hard copy.

b. When maintained only in electronic Delete after the expiration of
form, and duplicate the information the retention period author-
in and take the place of records ized for the hard copy by the
that would otherwise be maintained GRS or a NARA-approved SF 115.
in hard copy providing that the hard
copy has been authorized for
destruction by the GRS or a NARA-
approved SF 115.

3. Administrative Databases.

Databases that support administrative or
housekeeping functions, containing in-
formation derived from hard copy records
authorized for destruction by the GRS or
a NARA-approved SF 115.

a. When hard copy records are retained Delete information in the
in order to meet recordkeeping re- database when no longer need-
quirements. ed.

b. When the database takes the place of Delete after the expiration of
hard copy records, the retention period autho-

rized for the hard copy file,
or when no longer needed,
whichever is later.

c. Hard copy printouts created for Destroy when no longer needed,
short-term administrative purposes.

O
2
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Transmittal No. 6 -General Records Schedule 23 I
May 17, 1993 |

I

/ ITEM |

5 EQ. DESCRIPTION OF RECORDS- AUTHORIZED DISPOSITION |

4. Electronic Spreadsheets.

Spreadsheets that are recorded on elec- I

tronic media such as hard disks or '

floppy diskettes:

a. When used to produce hard copy Which Delete when no longer needed .'
'is maintained in organized files. to update or produce hard

copy. ;

I
b. When maintained only in electronic Delete after the expiration of |

form, the retention period author-
ized for the hard copy by the
GRS or a NARA-approved SF 115.
If the electronic version re- i

places hard copy records with !

differing retention periods
and agency software does not
readily permit selective dele-
tion, delete after the longest
retention period has expired.

5. Schedules of Daily Activities.

Calendars, appointment books, schedules,
logs, diaries, and other records docu-
menting meetings, appointments, t si e-
phone calls, trips, visits, and otuer
activities by Federal employees.While
serving in an official capacity, created
and maintained in hard copy or electron-
ic form, EXCLUDING materials determined
to be personal,

a. Records containing substantive in- Destroy or delete when 2 years
formation relating to official acti- old.
vities, the substance of which has
not been incorporated into official
files, EXCLUDING records relating to
the official activities of high
government officials (see note).

[ NOTE: High level officials include the heads of departments and independent
agencies; their deputies and assistants; the heads of program offices and staff
offices including assistant secretaries, administrators,,and commissioners;
directors of offices, bureaus, or equivalent; principal regional officials; staff
assistants to those aforementioned officials, such as special assistants, confi-
dential assistants, and administrative assistants; and career Federal employees,
political appointees, and officers of the Armed Forces serving in equivalent or
comparable positions. -Unique substantive records relating to the activities of
these individuals must be scheduled by submission of an SF 115 to NARA.}

3 !
:
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Transmittal No. 6 General Records Schedule 23
May 17, 1993

ITEM
E2. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

b. Records documenting routine activi- Destroy or delete when no
ties contining no substantive infor- longer needed.
mation and records containing sub-
stantive information, the substance
of which has been incorporated into
organized files.

6. Suspense Files.

Documents arranged in chronological
order as a reminder that an action is
required on a given date or that a reply
to action is expected and, if not re-
ceived, should be traced on a given
date.

a. A note or other reminder to take Destroy after action is taken.
action,

b. The file copy or an extra copy of an Withdraw documents when reply
outgoing communication, filed by the is received. (1) If suspense
date on which a reply is expected. copy is an extra copy, destroy

immediately. (2) If suspense
copy is the file copy, incor-
porate it into the official
files.

7. Transitory Files.

Documents of short-term interest which Destroy when 3 months old, or
have no documentary or evidential value when no longer needed, which-
and normally need not be kept more than ever is sooner.
90 days. Examples of transitory corres-
pondence are shown below.

a. Routine requests for information or
publications and copies of replies
which require no administrative
action, no policy decision, and no
special compilation or research for
reply,

b. Originating office copies of let-
ters of transmittal that do not add
any information to that contained
in the transmitted material, and

receiving office copy if filed
separately from transmitted
material.

4
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/ ITEM
.

EQ. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

c. Quasi-official notices including
'memoranda and.other records that do
'

not serve as the basis of official
actions, such as notices of holi-

:
days or charity and welfare fund ,

'appeals, bond campaigns, and simi-
lar records. :

r

8. Tracking and Control Records.

Logs, registers, and other records in Destroy or delete when no
hard copy or electronic form used to longer needed.
control or document the status of corre- >

spondence, reports, or other records ;

that are authorized for' destruction by
the CRS or_a NARA-approved SF 115. !

9. Findine Aids (or Indexes). r

i
Indexes, lists, registers, and other Destroy or delete with'the.

'

finding aids in hard copy or electronic related records or sooner if '

form used only to provide access to no longer needed.
records authorized for destruction by
the GRS-or a NARA-approved SF 115, j
EXCLUDING: records containing abstracts
or other information that can be used as ,

an information source apart from the
,

related ecords.
|

|
|

)

|
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|

GENERAL RECORDS SCHEDULES ,

.|

SUBJECT INDEX
i

Schedule Item >

Accidents, General (see Investigative Files)

Accident, Motor Vehicle Report 10 5 i

Accountable Officers' Returns 6 1 ;

Accountability i

Classified documents 18 5
Forms, transportation requests 9 1,3
Keys, security and protective 18 16 !

Personal property, files 18 15 i
Transportation and travel 9 4. ;

<

Accounting *

Accountable officers' returns 6 1
Availability of funds 6 4 |
Collection of funds 6 4 !

Correspondence 6 5
'

Custody of funds 6 4
Deposit of funds 6 4
Exception, notices of GAO 6 2 -|
Settlement, certificates of 6 3 i
Support documents 6 7,8,9 ;
Surety, personnel bond 6 6 j

t

Accounts | j
Accounts, general 7 2 !
Allotment 7 3 ,

Posting and control media 7 4
!

Acquisition of Real Property, Title Papers 3 1
'

Administrative Files (Office) 23 1
Databases 23 3
Master data files 20 3 i

e

Administrative Management
Audits / reviews 16 11,14- .{Committees 16 '8 j
Feasibility studies 16 9 j
Forms 16 3
Notices and other issuance 16 1 t

Project control 16 5 .[Records management 16 2,4,7 i
Reports control 16 6

;
;

1 ;

,

I
... _ , , _
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Transmittal No. 6 General Records b . < .' .es Subject index

Schedule Item

Administrative Claims Files 6 10

Aerial Film 17 2

ADP (see Electronic Records)

Affirmative Action Plans 1 25

Allotment Ledgers 7 3

Analog Data (Uncalibrated) 20 2d

Applications
Employment 1 15
Grants 3 13
Housing 15 7

Apportionment and Reapportionment (see Budget)

Appropriation Warrants 6 4

Architecture i

Drawings 17 4,5,9

Models 17 7

Arrests 18 14

Audiovisual
Contracts 21 28
Finding aids 21 29
Graphic arts 21 5-8

Artwork
Flyers 21 6

Letterhead 21 6

Posters 21 6

Line copies, charts 6 graphs 21 8

Photo-mechanical reproduction 21 7

Viewgraphs 21 5

Motion pictures 21 9-13
Duplicates 21 13
Engineering 21 12
Entertainment 21 10
Scientific medical 21 12
Surveillance 21 11
Training 21 9

Production files 21 28
Scripts 21 28

9
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Transmittal No. 6 General Records Schedules Subject Index ,

May 17, 1993 j

i
Schedule Item ;

I'Audiovisual (continued)
Sound recordings 21 22-27 ,

Dictation 21 23 !

Dubbings 21 27 !

hffects 21 25 !

Meetings 21 22 i

Media production 21 24 ;
'News recordings 21 26

Pre-mix elements 21 24 i
Still photography 21 1-4 |

Ceremonial 21 1
{

Duplicates 21 4 |
Filmstrips (internal training) 21 3 !

Passports 21 2 ,

Personnel identification- 21 2
Slides (internal training) 21 3 !

Video' recordings 21 14-21 !
Awards presentation 21 -20 |

Dubbings 21 21 |
Engineering 21 19 |
Entertainment 21 15 |

Management instruction 21 17
Medical 21 19
Meetings 21 20
Practice tapes 21 16
Surveillance 21 18 |

kTraining 21 14,17

Audit Case Files 22 2' [

!
Automobile Permits 11 4

Awards (Personnel) 1 12,13 ;

Bid and Proposal Files 3 $ !

.'

Acceptable bidders 3 Sd
,

cancelled 3 Sc
Successful 3 Sa
Unsuccessful 3. Sb,13

Bills of Lading 9 1-

Binding 13 2

Bonds
Campaigns 23 7
Personnel surety 6 6
Savings 2 14

3
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Transmittal No. 6 General Records Schedules Subject Index
May 17, 1993

Schedule Item |

Apportionment 5 4
Correspondence files 5 1
Reports 5 3

Work papers 5 2

Building Space and Maintenance
Allocation 11 2
Correspondence 11 1,2b
Credentials 11 4a
Directory service 11 3
Plans 11 2a
Release 11 2
Reports 11 2b
Request for services 11 5
Utilization 11 2

Calendars 23 5

Carrier (see Transportation)

Cartographic
Aerial film 17 2
Color pulls 17 1

Color separation sheets 17 1
Composites 17 1
Maps

Correction 17 1

Case Files
Classification appeals 1 7d
Contract appeals 3 15

'

Emergency planning 18 27
Erroneous release 14 36
FOIA appeals 14 12
Informational services 14 4
Personnel

EE0 complaint 1 25
Incentive awards 1 12a,13
Labor management 1 28
Security 18 22

Privacy Act amendment 14 22
Procurement 3 3
Real Property 3 1

Surplus property 4 3

4
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' Transmittal No. 6 Ceneral Records Schedules Subject Index
~ May 17, 1993 '

i

Schedule Item ;

Certificates

Classified document destruction 18 3
Eligibles (employment) 1 5 '

Performance rating 1 23-
Settlement 6 3 ;

Tax exemption 3 12
Tax withholding 2 13a -7

Title 3 1
Transit 9 1 :

Charity appeals 23 7

rCharts (see Cartographic) '
,

,

Civilian Personnel (see Personnel) i

!.
Claims *

Administrative 6 10 i

Health benefits, former spouse 1 35 ,

Waiver of, administrative 6 11 |
Classified Documents

Access control 18 6 -

Accounting 18 5
Administrative correspondence 18 1

Container security 18 7
'

Inventory 18 4 +

Receipt 18 2,

i
,Classified Information and Control

Access control 18 6
Container security 18 7,

Correspondence 18 1
-

Destruction certificates 18 3 i

;

Classified Information Nondisclosure Agreement 18 25 :|
-|

Clearance (see Personnel, Security clearance)
.

i
i

Commendation Letters 1 12c |

Committee Management 16 8e ;

i
.

Committees 16 8
i

fCommunicati.'
Administrative 12 2
Correspondence 12 2
Equipment 12 2b,2d(2) !

l
5
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Transmittal No. 6 General Records Schedules Subject Index

Schedule h

Communications (continued)
Messages 12 3b
Operation 12 2,3a

Reports
Administrative 12 2b
Load 12 3a
Performance 12 3a
Statistical 12 2c

Vouchers 12 2d

Complaints, Discrimination 1 25
,

Construction 17 4-10

Contract Appeals Case Files 3 15

Contracts 3 3

Contractors' Employment Practices, EE0 1 25d(l)

Contractors' Payrolls 3 11

Contractor's Statement of Contingent or Other Fees 3 16

Control Files
Classified documents 18 5

FOIA 14 13
General 23 8

Mandatory Review 14 33
Printing 13 3

Privacy Act 14 24

Correspondence
Accounting 6 5

Building and space maintenance 11 1,2b
Communications 12 2

Cost accounting 8 1
Emergency planning 18 26
Expenditure accounting 7 1

Facilities, security 18 8
Grants 3 14
Housing 15 1 ;

Informational services 14 1,2,5
Motor vehicle 10 1,7
Pay 2 24
Personnel 1 3,4,17a,17c
Personnel securit'y 18 21
Plant accounting 8 1

6 |
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Transmittal No. 6 General Records Schedules Subject Index' !

'May 17, 1993
.

Schedule J_te:ge

Correspondence (continued)
Printing, Administrative 13 1
Procurement 3 2 >

Property disposal 4- 1
Security and protective service 18 8 ;
Space and maintenance 11 1

'

Stores accounting 8 1 .|
Surplus property 4 1
Transportation 9 4 i

Travel 9 4 j
Word processing 23 2

|
!Cost Accounting

Correspondence 8 1 !

Ledgers 8 7 I
'

Reports 8 6

Credentials 11 4
18 12,19a

Credit Card Purchases 6 1,7,8 :

!

Declassification (See Mandatory Review for j
Declassification) i

Deductions, Payroll 2 13a,15,16.

Direct. Deposit, Payroll Authorization 2 17.

Design and Construction 17 4-10.

Discrimination Complaints 1 25

Dispensary Control Files 1 20 I

Drawings 17 '3,4,5,8,9

Driver Tests 10 7

Drug Testing 1 36

Electronic Fund Transfer, Payroll 2 17

Electronic Records
Backup tapes 20 8
Calendars 23 5
Control files 23 B

Copied data. 20 12
Databases (administrative) 23 .3

7
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Schedule h

Electronic Records (continued)
Documentation 20 11
Downloaded data 20 12'
Extracted data 20 5
Federal procurement data system 3 3d
Finding aids 20 9

23 9
Input data (see Source data)
Intermediate data 20 lb
Master data files

Administrative (routine) 20 3
23 3

Reformatted 20 7
Summarized data 20 4

Mail or messages 23 2
Pay record, individual 2 1

Payroll files, noncurrent 2 2
Print files 20 6
Printouts 20 la, le

23 3
Programs, special purpose 20 10
Publications 20 6
Reports 20 6

Schedules of daily activities 23 5
Software 20 10
Source data 8 7

20 2
Specifications 20 11
Spreadsheets 23 4
System usage files 20 le
Test data 20 la
Test documentation 20 la
Tracking files (see Control files)
Update records 20 lb
valid transaction files 20 lb
Word processing files 23 2
Work files 20 lb

Emergency Planning
Case files 18 27
Correspondence 18 26
Operations tests 18 28

Employee Performance 1 23

Employee Records (See Personnel and also Payroll)

Employee Transfer and Detail 1 14

O
8
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May 17, 1993 i
;f ;

I Schedule Item

Engineering Drawings 17 8

Equal Employment Opportunity Complaints 1 25 !

|

' Erasable Media (see Electronic Records) ;

i

Erroneous Release 14 36 ;

i
Expenditure Accounting ,

Allotment 7 3 ;

Correspondence 7 1

Ledgers 7 2 -

Posting and control 7 4

Facilities, Security
,

Correspondence 18 8

Inspections and surveys 18 9,10 ;

Investigation 18 11

Feasibility Studies 16 9 J

Federal Register, Documents Published in 16 13

|

Films ,

Duplicates 21 13
Engineering 21 12
Entertainment 21 -10 |

Scientific and medical 21 12
'

Surveillance 21 11 i

Training 21 '9 |

Finding Aids |
Audiovisual 21 29 i
General (including electronic) 23 9

,

Information services 14 6 j
Mainframe computer 20 9 ;

i

Flexitime Records (see Payroll) i

i

Followup Files 23 6 j
|

Forms 16 3 |
|

Freedom of Information Act Files .

Administrative 14 15
Appeals 14 12 .,

Control 14 13
'

Erroneous release 14 36

9

|
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Transmittal No. 6 General Records Schedules Subjec.t Index
May 17, 1993

Schedule Item

Freedom of Information Act Files (continued)
Reports 14 14'

Requests 14 11

Freight 9 1,2

Freight and Passenger Transportation Files 9 1,3

Gasoline Sales Tickets 6 7

General Accounting Office
Notices of exception 6 2
Site audit 6 1

Support documentation 6 7,8,9

Government Losses in Shipment Act 9 2

Grants 3 13,14

Graphic Arts (also see Audiovisual) 21 5-8

Guard
Assignment 18 13
Facility checks 18 18
Service control 18 19
Logs and registers 18 20

11ealth Benefits Claims, Former Spouse 1 35 I

11ealth Programs , Cifilian
Dispensary logs 1 20
Employee medical folder 1 21
11ealth record card 1 19
Individual cases 1 21
Reports 1 22

liousehold Effects , Shipment of 9 1

liousing
Applications 15 7

Assignment 15 5
Correspondence 15 1
Furnishings inventory 15 6
Lease 15 4
Maintenance and repair 15 2
Reports 15 3
Requests (EEO) 1 25e
Tenant 15 Sa
Vacancy 15 5

10
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Transmittal No. 6 General Records Schedules Subject Index r

May 17. 1993 f
i

Schedul e Irese.,
:

Identification Credentials 11 4-
,

!
!Incentive Award Case Files 1 13

t

Indexes (see Finding Aids)
"

Information Collection Budget 16 12 |

!

Information Resources Management ;

Information collection budget 16 12 -j
Systems studies 16' 9 |
Triennial reviews 16 11 !

'

Informational Services
'

Acknowledgement files 14 2

Bibliographies 14 6

Correspondence 14 1,2,5 i

Freedom of information 14 11-15
,

Erroneous release 14 36 ;

Infqrmation retrieval system 20 10 ;

Press service files 14 3 !

Privacy Act files 14 21-25 j
Project case files 14 4 !

Publications indexes and bibliographies 14 6 {
Requests 14 .1 1

23 7a :

I

IInjury and Illness, occupational 1 31,35

Inspections |
Microform logs 16 10

,

'Safety and Security
Covernment-owned facilities 18 9 .|

'

Privately-owned facilities 18 10
i

Inspectors General 22 1-2 .|
:

Internal Control Review 16 14 ;

i

Interview 1- 8 'l
-|,

Inventory, equipment and supplies 3 9 |

Investiga'tive Files 18 11 .
i

|
22 1 i

Invitations ;

Bid 3 5 !
Committee meetings 16 - 8b(2) |

I,

11 j
l

i
y
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Transmittal No. 6 General Records Schedules Subject Index
May 17, 1993

Schedule Item

Invoices, Stores Accounting 8 2

Job Descriptions 1 7

Key Control, Security 18 16

Labor Management Relations 1 28

Leave 2 6-9
Donated 1 37

Ledgers i

Allotm6nt 7 3
Cost report 8 7
Electronic files to produce 20 6
General accounts 7 2
Plant accounting 8 5
Subsidiary 7 4

Levy and Carnishment 2 18

Losses in Shipment Act, Government 9 2

Mail '

Administration 12 Sg
Certified 12 Sa
Control 12 5
Delayed delivery report 12 Sc
Electronic 23 2
Express 12 Sa
Insured 12 Sa
Loss report 12 Sc,8
Messenger service 12 1,6h
Overnight 12 Sa
Penalty mail reports 12 7
Postal irregularities 12 8
Private mail companies 12 5
Receipt and routing 12 6a
Receipts 12 6a,6f
Registered mail 12 Sa,6b
Stamps 12 6c,6e
Statistical reports 12 6b,6d

Mailing List 13 4

Maintenance 11 1,5

Management (see Administrative Management)

12
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fTransmittal No. 6 General Records Schedules Subjec't Index
May 17, 1993 .

( Schedule Item |

Mandatory Review for Declassification f,

Administrative files 14 35
'

Appeals 14 32
Control 14 33
Reports 14 34
Requests 14 31 .

!
Maps (see Cartographic) i

Measurement Data, Electronic 20 2d

Medical Records 1 19-21
1

Merit Promotion Case Files 1 32

Messages (Electronic Mail) 23 2 .

.;

Messenger Service 12 1 ,

Microform Inspection 16 10 -1

Motion Picture (also see Audiovisual) 21 9-13

Motor Vehicle
'

Accidents 10 5
Correspondence 10 1,7
Cost and expense data 10 3
Maintenance 10 2b
Operation 10 2a
Operators 10 7
Releases 10 6
Reports 10 4

National Defense Executive Reserve Cases 18 29

Nondisclosure Agreements (Classified Information) 18 25

Notices 16 1

23 .7c

Notification of Personnel Action 1 14

Observational Data, Electronic 20 2d

Occupational Injury and Illness 1 31,34

Official Personnel Folders 1 1,10

0 -Overseas Employment 1 3

13



Transmittal No. 6 General Records Schedules Subject Index
May 17, 1993

Schedule Item
'

Perking Permits 11 4a

Passes 11 4a
18 12

Passports 9 5
Photographs 21 2

Pay and Payroll
Allotment authorizations 2 15,16
Bonds

Authorization 2 14
Purchase 2 14
Receipt and transmittal 2 14
Registration 2 14

Combined Federal Campaign 2 15a
Correction records 2 23
Correspondence 2 24
Direct deposit 2 17
Electronic fund transfer 2 17
Flexitime records 2 7
Individual employee pay record 2 1

Leave application 2 6
Leave record 2 9
Levy and garnishment 2 18
Payrolls (copy) 2 2
Reports

Error 2 22a
Fiscal 2 22c
Management or workload 2 22b
Tax 2 13c

Retirement 2 28
Saving 211o. ent authorizations 2 15b
Taxes 2 13
Thrift Savings Plan 2 16
Time and attendance reports 2 7,8
Union dues 2 15b
Wage survey 1 38

Performance Rating 1 23

Personal Injury 1 31

Personnel (Civilian)
Adverse action 1 30b
Affirmative Action Plans 1 25h

14

.
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Transmittal No. 6 General Records Schedules Subject Index
May 17; 1993

C Schedule 11eg

Personnel (Civilian) (continued)
Application record card 1 33d
Applications for employment 1 15,33h,33k
Appointments 1 4
Awards 1 12,13
Certificates of eligibles 1 5,33m
certification request control index 1 33n
Correspondence 1 3,4,17a,17:

Counseling 1 26
Delegated agreements 1 33
Discrimination cases 1 25
Displaced employee program 1 33o,p
Dispensary logs 1 20
Driver tests 10 7

Drug testing 1 36
Employee interviews 1 8

Employee medical folder 1 21
Employee record card 1 6

Equal Employment Opportanity 1 25
Evaluations 1 7c(2)
Examination announcemenc cases 1 33e
Examinations 1 33c,e,i
Financial disclosure reports 1 24
Grievance 1 30a
Health benefits claims, denied 1 35
Health record cases 1 21
Health records, individual- 1 19,21
Health unit control files 1 20
Incentive awards

Cases 1 12a-
Reports 1 13

Informational files 1 18
Injury and illness 1 31,34

Interviews 1 8

Labor-management relations 1 28
Leave 2 6,7,8,9

Letters of reference 1 10
Motor vehicle operation 10 7
Notification of Personnel Action 1 14
Official Personnel Folder 1 1,10

Performance ratings 1 23
Personnel security case files 18 22
Position classification

Appeals 1 7d
Standards 1 7a(1)
Survey 1 7c

Posi. tion descriptions 1 7b

15



Transmittal No. 6 Ceneral Records Schedules Subject Index
May 17, 1993

Schedule Jtem

Personnel (Civilian) (continued)
Position identification strips 1 11
Reduction-In-Force (RIF) records 1 17b(1),30b
Registers of eligibles 1 33f
Reports

Affirmative action 1 25h(4)
Audits of delegated examining operations 1 33q
Statistical 1 16,22,25f

Retention registers 1 17b
Retirement assistance 1 39
Retirement (payroll) 2 28
Security clearance 18 22,23
Security violation 18 24
Service record card 1 2
Standards of conduct 1 27
Temporary records 1 10
Test material stock control 1 33c
Time and attendance 2 6,7,8,9
Training 1 29
Vacancy announcements 1 32

Personnel Security
case 1.'les 18 22
Correspondence 18 21
Status 18 23
Violations 18 24

Photographs (also see Audiovisual) 21 1-4

Plant Accounting
Account cards 8 5
Correspondence 8 1
Ledgers 8 5

Police Records 18 14

Position Descriptions 1 7b

Postal Irregularities 12 8

Postal Records 12 5

Press Service 14 3

Printing
Correspondence 13 1
Mailing lists 13 4
Management 13 6

16
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Transmittal No. 6 General Records Schedules Subject Index |

May 17, 1993 |
.

Schedule item :

!
Printing (continued) '

Planning 13 2b !
Projects 13 2a !
Reports to Congress 13 5- 6

Registers 13 3'

Privacy Act
'

'

Adminis treive 14 26 i

Amendment cases 14 22
Control records 14 24 -

Disclosure 14 23
Erroneous release 14 36 |
Reports 14 25 !

Requests 14 21 i
!
'

Procurement
*Bids and proposals 3 5

Bond and. surety 3 3 !
Contract appeals 3 15 )
Contractors' payrolls 3 11

3

Contracts 3 3
Correspondence 3 2 j

Federal procurement data system 3 3d. |
Inventories 3 9
Purchase orders 3 3

Real property acquisition 3 1 )
Requisitions 3 3,6,7,8 |
Small and disadvantaged business -|

utilization 3 17
Supply management 3 -4 |
Survey, reports of 3 9c !
Tax exemption certificates 3 12
Telephone statements 3- 10

Production Files (Audiovisual) 21 28

Promotion, Merit 1 3,32

Proposals (see Bids and Proposals Files)

Property Disposal
Correspondence 4 1
Excess personal property reports 4 2
Real property disposal 4 4
Surplus property 4 3

Property Pass 18 12

17

i
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Transmittal No. 6 General Records Schedules Subject Index
May 17, 1993

Schedule lum

Publications, Electronic 20 6

Purchase Orders 3 3

Recordings
Sound (audio) 21 22-27
Video 21 14-21

Records Disposition Files 16 2

Records Holdings Files 16 4

Records Management Files 16 7

Reduction-In-Force (RIF) Records (see Personnel)

Reports
Accident, motor vehicle 10 5
Budget 5 3

Building space and maintenance 11 2b
Corrsunications 12 2b
Control Files 16 6
Cost accounting 8 6
Electronic files to produce 20 6
Freedom of Information 14 14
Health programs, civilian 1 22
Housing 15 3

Incentive award 1 13
Joint Committee on Printing 13 Sa
Losses in Shipment Act, Government 9 2

Mail 12 Sc,6b,6d,7,8
Motor vehicle 10 4
Pay and payroll 2 22,28
Personnel 1 13,16,22,25f

25h(4),33q
Privacy Act 14 25
Propertydisposal 4 2

i'ecurity (facility) 18 18
Space and maintenance 11 2
Statistical

Communications 12 2c
Cost accounting 8 7
Health 1 22
Mail 12 6b,6d
Payroll 2 22
Personnel 1 16

Surplus property 4 2

18
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Transmittal No. 6 General Records Schedules Subject Index
May 17, 1993

Schedule Item ;

Requisitions '

Bindings 13 2
Control registers 13 3 ;

Duplication 13 2 {Housing maintenance and repair 15 2b -i
Nonpersonal 3 7 -{
Printing 13 2a :

Procurement. 3 3,6.7,8 '!
Public Printer 3 6 .|
Stamps 12 6c +

Supplies and equipment .3 8
;

!
Retirement 2 28 !

Assistance 1 39 :

Safety and Security Inspections 18 9,10
i

Schedules of Daily Activities 23 5 ;

i
Scripts 21 28 ;

Security and Protective Services !

Correspondence 18 8 :

Guard assignment and strength 18 13 .;
Guard force facility checks 18 18 .!
Guard log and registers 18 20 .;
Guard service control 18 19 '

Investigations 18 11 ,

Key accountability 18 16
Lost or stolen property 18 15

,

Police files 18 14 ,

Property pass files 18 12 ;,

Survey and inspection 18 9,10 !

Visitor control files 18 17
*

Selective Placement 1 5
'

.

Shortage and Demurrage Reports 9 1 .;
,

Site Audit Records 6 1

2 1

9 1

Small and disadvantaged business utilization (see
Procurement)

$-

19.

.-- - . - - . .



,

Transmittal No. 6 General Records Schedules Subject Index
May 17, 1993

Schedule Item

Software 20 10

Sound Recordings (also see Audiovisual) 21 22-27

Space and Maintenance
Allocation and utilization 11 2
Building plans 11 2

Correspondence 11 1,2b
Credentials 11 4
Directory service listings 11 3

Maintenance 11 5
Reports 11 2b

Specifications, Real Property 4 4

Spreadsheets 23 4

Statement of Employment and Financial Interest 1 24b

Statistical Files
Extracted data 20 5
Summarized data 20 4

Still Pictures (also see Audiovisual) 21 1-4

Stores Accounting
Correspondence 8 1

Invoices 8 2

Returns and reports 8 3
Vork papers 8 4

Suggestions, Employee 1 12a(1)

Supply
Inventory 3 9
Requirements 3 4
Requisitions 3 8

Surety Bond Files 6 6

Surplus Property
Correspondence 4 1

Personal property 4 3
Real property 4 4
Reports 4 2 :

!

Suspense Files 23 6 |

20

!

. _ - _ _ _ _ _ - _ _ _ _ _ _ _ _ _ - _ _ _ _ _ _ _ _ _ _ -
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;w
i

Schedule luja v

Tax Exemption certificates 3 12

Tax Files 2 13
,

Telecommunications 12 2,3
,

c

Telegrams 6 9

Telephone Statements and Toll Slips 3 10
,

6 8
,

IThrift Savings Plan 2 16

Time and Attendance 2 6-9

Title Papers 3 1

Tracking Files (See Control Records)

.. Training Records 1 29

Transit Certificates 9 1

Transitory Files 23 7

Transportation
Accountabil.:y 9 4 +

Bills of Lac.ing 9 1
Correspondence 9 4
Freight records 9 1
Lost or damaged shipment 9 2

Travel

Accountability 9 4
Authorization 9 1
Correspondence 9 4
Orders 9 3
Passports 9 5
Reimbursement 9 3
Requests 9 1
Vouchers 9 1,3

U.S. Postal Service Records 12 5

U.S. Savings Bonds
Payroll savings 2 14
Receipt and transmittal 2 14
Registration 2 14

,

21



Transmittal No. 6 General Records Schedules Subject Index
May 17, 1993

Schedule Item

Vacancy Anouncements 1 32

Video Recordings (see also Audiovisual) 21 14-21

Viewgraphs 21 5

Visitors' Passes 11 4

Vouchers
Communications 12 2d
General 6 1
Passenger transportation 9 1

Wage Survey 1 38

Waiver of Claims 6 11

Word Processing Files 23 2

Work Papers
Budget 5 2
Stores accounting 8 4

0
22
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Transmittal No. 6 General Records Schedules Forms Index *

May 17, 1993,s s

k CENERAL RECORDS SCHEDULES |s

FORMS INDEX !
!

STANDARD FORMS INDEX

SF' NUMBER TITLE CRS CITATION
,

I1 Printing and Binding Requisition 3(6);13(2)

1A Binding Instructions 3(6);13(2)

1B List of Books to be Bound 3(6);13(2) 1

!

IC Printing and Binding Requisition for |
Specialty Items 3(6);13(2)

2 U.S. Covernment L ase for Real Property 3(3)

2B U.S. Covernment Lease for Real Property
(Short Form) 3(3)

7 Service Record 1(2)

O\
7A Service Record - Continuation 1(2)

7B Employee Record 1(6)

7D Position Identifi:ation c* rip 1(11).

14 Telegraphic Message 12(3)

15 Application for 10-Point Veteran Preference 1(1)

18 Request for Quotations 3(3,5)

24 Bid Bond 3(3)

25 Performance Bond 3(3)

25A Payment Bond 3(3)

25B Continuation Sheet (For Standard Forms 24, 25,

and 25A) 3(3)

26 Award / Contract 3(3,5)

28 ' Affidavit of Individual Surety 3(3)

30 Amendment of Solicitation / Modification of
Contract 3(3,5)

s

1
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Transmittal No. 6 General Records Schedules Forms Index
May 17, 1993 ,

SF NUMBER TITLE CRS CITATION

33 Solicitation, offer and Award 3(3,5)

34 Annual Bid Bond 3(3,5)

35 Annual Performance Bond 3(3,5)

39 Request for Referral of Eligibles 1(5,33)

39A Request and Justification for Selective
Factors and Quality Ranking Factors 1(5,33)

44 Purchase Order - Invoice - Voucher 3(3);6(1)

44a-d Purchase Order - Invoice - Voucher 3(3);6(1)

50 Notification of Personnel Action 1(1,14)

50B Notification of Personnel Action 1(1,14)

52, Request for Personnel Action 1(1)

59 Request for Approval of Non-Competitive Action 1(1,33)

61 Appointment Affidavits 1(1)

61B Declaration of Appointee 1(1)

62 Agency Request to Pass Over a Preference
Eligible or Object to an Eligible 1(5)

66 Official Personnel Folder 1(1)

71 Application for Leave 2(6)

81 Request for Space 11(2)

82 Agency Report of Motor Vehicle Data 10(4)

83 Request for OMB Review 16(6)

85 Questionnaire for Noncritical-Sensitive
Positions 18(22)

86 Questionnaire for Sensitive Positions 18(22)

91 Operator's Report of Motor Vehicle Accident 10(5)

O
2

1
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Transmittal No. 6 General Records Schedules Forms Index
May 17, 1993

SF NUMBER TITLE GRS CITATION

91A Investigation Report of Motor Vehicle Accident 10(5)

94 Statement of Witness 10(5)

97 The United States Government Certificate of
Release to Obtain Title to a Motor Vehicle 4(3);10(6)

98 Notice of Intention to Make a Service Contract
and Response to Notice 3(11)

98A Notice of Intention to Make a Service Contract
and Response to Notice (Attachment A) 3(11)

99 Notice of Award of Contract 3(3)

108 Statement of Receipts 7(4)

113A Monthly Report of Federal Civilian Employment 1(16)

114 Sale of Government Property - Bid and Award 4(3)

114A Sale of Government Property - Item Bid
''\ Page - Sealed Bid 4(3)j

114B Sale of Government Property - Item Bid
Page - Sealed Bid 4(3)

114C Sale of Government Property - General Sale Terms
and Conditions 4(3)

114C-1 Sale of Government Property - Special Scaled
Bid Conditions 4(3)

114C-2 Sale of Government Property - Special Scaled
Bid - Term Conditions 4(3)

114C-3 Sale of Government Property - Special Spot
Bid Conditions 4(3)

114C-4 Sale of Government Property - Special Auction
Conditions 4(3)

114D Sale of Government Property - Amendment of
Invitation for Bids / Modification of Contract 4(3)

114E Sale of Government Property - Negotiated
Sales Contract 4(3)

3



Transmittal No. 6 General Records Schedules Forms Index
May 17. I m

EF NUMBER TITLE GRS CITATION

114F Sale of Government Property - Item Bid
Page - Spot Bid or Auction 4(3)

115 Request for Records Disposition Authority 16(2)

115A Request for Records Disposition Authority -
Continuation 16(2)

119 Contractor's Statement of Contingent or Other
Fees 3(3,5,16)

120 Report of Excess Personal Property 4(2)

120A Continuation Sheet (Report of Excess Personal
Property) 4(2)

121 Annual Report of Utilization and Disposal of
Excess and Suro1*ts Personal Property 4(2)

122 Transfer Order - Excess Personal Property 4(2)

123 Transfer Order - Surplus Personal Property 4(2)

123A Transfer Order - Surplus Personal Property -
Continuation Sheet 4(2)

126 Report of Personal Property for Sale 4(2)

126A Report of Personal Property for Sale

(Continuation Sheet) 4(2)

127 Request for Official Personnel Folder
(Separated Employee) 1(17)

132 Apportionment and Reapportionment Schedule 5(4) ;

133 Report on Budget Execution 5(3)

135 Records Transmittal and Receipt 16(2)

135A Records Transmittal and Receipt

(Continuation) 16(2)

144 Statement of Prior Federal Civilian and i

Military Service 1(1) |
!

145 Telephone Service Request 3(3);12(2)

O|
4

1

I
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Transmittal No. 6 General Records Schedules Forms Index
eMay 17, 1993p- s

(s _,/ SF NUMBER TITLE CRS CITATION '

s

145B Agency Request for Telephone Service 3(3);12(2)

150 Deposit Bond - Individual Invitation, Sale of i
Government Personal Property 4(3) j

'

151 Deposit Bond - Annual Sale of Government Personal
'

Property 4(3)
i

1S2 Request for Clearance, or Cancellation of
Standard and Optional Forms or Exception 16(3) -i

171 Application for Federal Employment 1(1,15,32) :

|171A Continuation Sheet for Standard Form 171 1(1,15,32)

172 Amendment for Application for Federal !

Employment - SF 171 1(1,15,32)

.

177 Statement of Physical Ability for Light
Duty Work 1(1)

180 Request Pertaining to Military Records 14(21) ;
-

182 Request, Authorization, Agreement and
Certification of Training 1(1) !

203 Annual Audiovisual Report 16(4)

215 Deposit Ticket 6(1)

224 Statement of Transactions
(Classified According to Appropriation, ,

Fund and Receipt Account, and Related ,

Control Totals) 6(1)
,

225 Report on obligations 5(3)
,

252 Architect-Engineer Fixed-Price Contract 3(3)

254 Architect-Engineer and Related Services

Questionnaire 3(3)

255 Architect-Engineer and Related Services [

Questionnaire for Specific Project 3(3)

258 Request to Transfer - Approval and Receipt of
Records to National Archives of the
United States 16(2)

#

\ 5
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iTransmittal No. 6 General Records Schedules Forms Index
May 17, 1993

SF NUMBER TITLE GRS CITATION

269 Financial Status Report (Long Form) 3(3)

270 Request for Advance or Reimbursement 3(3)

271 Outlay Report and Request for Reimbursement
for Construction Programs 3(3)

272 Federal Cash Transactions Report 3(3)

272A Federal Cash Transactions Report (Continuation) 3(3)

273 Reinsurance Agreement for a Miller Act
Performance Bond 3(3)

274 Reinsurance Agreement for a Miller Act Payment
Bond 3(3)

275 Reinsurance Agreement in Favor of the United
States 3(3)

278 Executive Branch Personnel - Public Financial
Disclosure Report 1(24)

278A Assets and Income (Public Financial Disclosure
Report, Schedule A) 1(24)

279 Federal Procurement Data System (FPDS) -

Individual Contract Action Report
(over $10,000) 3(3)

308 Request for Determination and Response to
Request 3(3)

311 Agency Information Security Program Data 18(1)

312 Classified Information Nondisclosure Agreement 18(25)

344 Multiuse Standard Requisitioning / Issue System
Document 3(8)

360 Request to Approve an Interagency Reporting
Requirement 16(3)

361 Transportation Discrepancy Report 9(2)

362 U.S. Government Freight Loss / Damage Claim 9(2)

6
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'

N- ' SF NUMBER TITLE GRS CITATION-

|
364 Report of Discrepancy 9(2) *

701 Activity Security Checklist '18(7b) !

702 Security Container Check Sheet 18(7b)

1012 Travel voucher 6(1) j

1012A Travel Voucher (Memorandum) 9(1)

1013A Payroll for Personal Services 2(2)

1034 Public Voucher for Purchases and Services !

Other Than Personal 6(1) |
i

1034A Public Voucher for Purchases and Services
Other Than Personal (Memorandum) 6(1) i

1035 Public Voucher for Purchases and Services -!
Other Than Personal (Continuation Sheet) 6(1) |

|
i

1035A Public Voucher for Purchases and Services i

Other Than Personal (Memorandum)
(Continuation Sheet) 6(1) {

i

1038 Advance of Funds Application and Account 6(1); 9(3) ;
e

!1047 Public Voucher for Refunds 6(1)
'

1048 Memorandum - Public Voucher for Refunds 6(1)

1049 Public Voucher for Refunds 6(1) '

i

1050 Public Voucher for Refunds (Memorandum) 6(1)
i

1069 Voucher for Allowances at Foreign Posts of Duty 6(1)
|

1080 Voucher for Transfers Between Appropriations
and/or Funds 6(1) -

!

1081 Voucher and Schedule of Withdrawals and Credits 6(1) ;

1093 Schedule of Withholdings Under the Davis-Bacon )
Act (40 U.S.C. 276a) and/or The Contract Work
Hours and Safety Standards Act |
(40 U.S.C. 327-333) 3(3);3(11)

t. '

I
|

1094 U.S. Tax Exemption Certificate 3(12)

; 7

;
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Transmittal No. 6 General Records Schedules Forms Inden
May 17, 1993

FF NUMBEE IIILE CRS CITATION

1094A U.S. Tax Exemption Certificate (Accountability
Record) 3(12)

1096 Schedule of Voucher Deductions 6(1)

1098 Schedule of Canceled or Undelivered Checks 6(1)

1103A U.S. Government Bill of Lading - Memorandum copy 9(1)

1104 U.S. Government Bill of Lading - Shipping Order 9(1)

1109A U.S. Covernment Bill of Lading - Continuation
Sheet (Memorandum) 9(1)

1113 Public Voucher for Transportation Charges 6(1)

1113A Public Voucher for Transportation Charges
(Memorandum) 6(1);9(1)

1128 Payroll for Personal Services - Payroll
Certification and Summary 6(1)

1128A Payroll for Personal Service - Payroll
Certification and Summary - Memorandum 2(2)

1145 Voucher for Payment Under Federal Tort
Claims Act 6(1)

1145A Voucher for Payment Under Federal Tort
Claims Act - Memorandum 6(1)

1150 Record of Leave Data 2(9a)

1151 Nonexpenditure Transfer Authorization 6(1)

1152 Designation of Beneficiary - Unpaid Compen-
,

|
sation of Deceased Civilian Employee 1(1) '

1154 Public voucher for Unpaid Compensation Due a
Deceased Civilian Employee 6(1)

1156 Public Voucher for Fees and Mileage of Witnesses 6(1)

1156A Public Voucher for Fees and Mileage of
1

Witnesses - Memorandum 6(1);9(3)

|1157 Claim for Witness Attendance Fees, Travel,
and Miscellaneous Expenses 9(3)

O||
|1164 Claim for Reimbursement for Expendicures on

Official Business 6(1);9(3)

8
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. Transmittal No. 6 General Records Schedules Forms Index '

May 17, 1993
|

SF NUMBER TITLE GRS CITATION ~ [
t

1165 Receipt for Cash - Subvoucher 6(1) |

1166 Voucher and Schedule of Payments 6(1)
i

1166A Voucher and Schedule of Payments - Memorandum 6(1) (
,

1167 Voucher and Schedule of Payments (Continuation ,

'Sheet) 6(1)

1167A Voucher and Schedule of Payments (Continuation i

Sheet) - Memorandum 6(1) |
|

1169A U.S. Government Transportation Request - !
Memorandum 9(1) ,

>1170 Redemption of Unused Tickets 9(1)

1176 Public Voucher for Unpaid Pay and Allowances
Due a Deceased Member of the Armed Forces 6(1)

1176A Public Voucher for Unpaid Pay and Allowances |

Due a Deceased Member of the Armed Forces -
Memorandum 6(1)

1177 U.S. Savings Bond Issue File Action Request 2(14c)

1182 Subscriber List for Issuance of United States
Savings Bonds 2(14b)

1183 Subscriber List for Issuance of United States
Savings Bonds 2(14b)

1186 Transmittal for Transportation Schedules and
Related Basic Documents 9(1)

1187 Request for Payroll Deductions for Labor
Organization Dues 2(15b)

1188 Revocation of Voluntary Authorization for
Allotment of Compensation for Payment of-
Labor Organization Dues 2(15b)

1

1189 Request by Employee for Payment of Salaries or i
Vages by Credit to Account at a Financial !

Organization 2(17) ,j
. !

'

1198 Request by Employee for Allotment of Pay for |

~ O
Credit to Savings Accounts with a Financial i

organization 2(15b)

9
.

,
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Transmittal No. 6 Ceneral Records Schedules Forms Index l

May 17, 1993

SF RUMBER TITLE CRS CITATION

1203A U.S. Covernment Bill of Lading, Privately
owned Personal Property - Memorandum Copy 9(1)

1204 U.S. Covernment Bill of Lading, Privately
owned Personal Property - Shipping Order 9(1)

1205 U.S. Government Freight Waybill - Privately
Owned Personal Property - Original 9(1)

1218 Statement of Accountability (Foreign Service
Account 6(1)

1219 Statement of Accountability 6(1)

1220 Statement of Transactions According to
Appropriations, Funds, and Receipt Accounts 6(1,5)

1221 Statement of Transactions According to
Appropriations, Funds, and Receipt Accounts
(Foreign Service Account) 6(1,5)

1303 Request for Federal Cataloging / Supply Support
Action 3(2,4)

2800 Application for Death Benefits - Civil Service
Retirement System 1(1)

2801 Application for Immediate Retirement under the
Civil Service Retirement System 1(1)

2801-1 Certified Summary of Federal Service - Civil
Service Retirement System 1(1)

2802 Application for Refund of Retirement
Deductions - Civil Service Retirement System 1(1)

2803 Application to Make Deposit or Redeposit - Civil
Service Retirement System 1(1)

2804 Application to Make Voluntary Contribution -
Civil Service Retirement System 1(1)

2805 Request for Recovery of Debt Due the
United States 2(18)

2808 Designation of Beneficiary - Civil Service
Retirement System 1(1)

@
10
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Transmittal No-. 6 General Records Schedules Forms Index i

May 17, 1993 ;

i

SP NUMBER TITIE GRS CITATI'ON [

2809 Health Benefits Registration' Form - Federal
Employees Health Benefits Program 1(1)

:
2810 Federal Employees Health Benefits Program - '

Notice of Change in Health Benefits Enrollment 1(1)

2811 Transmittal and Summary Report to Carrier -'

;

Federal Employees Health Benefits Program 2(22b)- !

.- j
2812 Report of Withholdings and Contributions for !

Health Benefits,' Life Insurance, and 1
Retirement 2(22b) |

\

2812A Report of Withholdings and Contributions for j
Health Benefits by Enrollment Code 2(22b) {

i
2815 Employee Service Statement 1(1) |

2823 Designation of Beneficiary - Federal Employees'
Group Life Insurance Program 6(1)

!
5515 Debit Voucher 1(1)

't

1

'

$
!
l

:
,

i
i
t

I

!
:

!

!
t

i
!

|
i

i

!

11 !
!

.
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Transmittal No. 6 Ceneral Records Schedules Forms Index
May 17, 1993

OPTIONAL FORMS INDEX

OF NUMBER TITLE GRS CITATION

7 Property Pass 11(4)

8 Position Description 1(7)

12 Request for Door Title Cards and Holders 11(5)

16 Sales Slip (Sale of Government Personal
Property) 4(3)

26 Data Bearing Upon Scope of Employment of
Motor Vehicle Operator 10(5)

30 Motor Vehicle Service and Inspection
Work Orders 10(2)

49 Inquiry for United States Government Use only
(Reference and Employment Inquiry) 1(15)

50 Inquiry for United States Covernment Use Only
(Educational Inquiry) 1(15)

51 Inquiry for United States Government Use Only
(Law Enforcement Inquiry) 1(15)

55 U.S. Government Identification (Card) 11(4)

68 Record of Travel Expenses 9(3)

101 Summary Worksheet for Estimating Reporting
Costs 16(6)

108 Daily Vehicle Usage Report 10(2)

112 Classified Material Receipt 18(5)

116 Record of Top Secret Material 18(5)

117 Notice of Security Violation 18(24)

118 Record of Violation 18(18,24)

119 Record of Material Removed for Overnight Custody 18(4,5)

123 Top Secret Document Inventory Record 18(5)

131 Stock Control Card 3(9)

12
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. Transmittal No.- 6 General Records Schedules Forms Index i

[ May 17, 1993 :

OF NUMBER IIILE GRS CITATION

136 Application for Retirement - Foreign Service
Retirement and Disability System 1(1) |

137 Designation of Beneficiary 1(1)
!

138 Application for Refund of Retirement .|
Contributions (Foreign Service Retirement .

,

System) 1(1) ,

i

140 Election to Receive Extra Service Credit
Towards Retirement and Report of Residence of ;

Spouse (1) ';
'141 Application for Service Credit _ 1(1)

.i
144 Temporary Duty (TDY) Official Travel

Authorization 9(1) !

!

153 Outgoing Telegram 12(3) [
!

153A Outgoing Telegram (Continuation Sheet) 12(3) |

'i
158 Ceneral Receipt 6(1)

,

164 Meritorious Service Increase Certificate 1(12) ;

187 Telegram Repeat Request 12(3)

189 Travel Reimbursement Voucher 6(1) ;

i

189A Travel Reimbursement Voucher - Memorandum 6(1);9(1)

189B Travel Reimbursement Voucher (Continuation :

Sheet) 6(1) I

189C Travel Reimbursement Voucher (Continuation
Sheet) - Memorandum 6(1);9(1)

190 Foreign Service Emergency Locator Information 1(6)
T

191 Outgoing Telegram (OCR - Overseas) 12(3)
i

191A Outgoing Telegram - Continuation Form (OCR }
Overseas) 12(3) {

!
199 Notice of Shipment of Effects |

Residence-to-Residence Method 9(1) .i
[

\ 200 Monthly Record of Vehicle Operation Cost 10(2) i
i

13
f
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!
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Transmittal No. 6 General Records Schedules Forms Index
May 17, 1993

0F NUMBER TITLE CRS CITATION

202 Leave Record 2(7)

202A Leave Summary 2(7)

205 Statement of Operating Cash Advance and
Replenishment Voucher 6(1)

206 Purchase Orcer, Receiving Report and Voucher 3(3)

206A Purchase Order, Receiving Report and Voucher
(Continuation Sheet) 3(3)

,

208 Scatement of Collections - Foreign Service of
the United States of America 6(1)

1017G Journal Voucher 7(4)

1121 Bill of Lading Accountability Record 9(1)

1130 Time and Attendance Report 2(7)

1135 Time and Attendance Report 2(7)

1136 Time and Attendance Report 2(7)

1137 Leave Record 2(9)

9
14
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. Transmittal No. 6 General Records Schedules Conversion Table
May 17, 1993 |

r
CRS CONVERSION TABLE j

Current Former ;

jSeries Citation Citation Comments

Individual employee pay record 2/la None New item
Individual employee pay record 2/lb 2/1 ;

Noncurrent payroll files 2/2 2/13a
-

2/3-5 Reserved f
Leave application files 2/6a 2/8a ;

Leave application files 2/6b 2/8b |
Time and attendance source 2/7 2/3 ;

records
'

Time and attendance input records 2/8 2/3
Leave record 2/9a 2/9 and ;

10a |
Leave record 2/9b 2/9 and -

10a :

2/10-13 Reserved i

Tax ms 2/13a 2/18a )
Tax ' s 2/13b 2/18b |

|Tax : zs 2/13c 2/18e
Savi. t.re bond purchase files 2/14a 2/4a
Savings bond purchase files 2/14b 2/5
Savings bond purchase files 2/14c 2/6
CFC and other allotments 2/15a 2/4a
CFC and other allotments 2/15b 2/4b ,

Thrift savings plan election 2/16 None New item i

Direct deposit forms 2/17 None 'New item |

Levy and garnishment files 2/18 2/21
2/19-21 Reserved

Payroll system reports 2/22a' None New item
Payroll system reports 2/22b 2/17a
Payroll system reports 2/22c 2/17b
Payroll change files 2/23a None New item
Payroll change files 2/23b None New item
Payroll correspondence 2/24 2/2

2/25-27 Reserved
Retirement files 2/28 2/19
Wage survey files 1/38 2/22
Retirement assistance files 1/39 2/19a )
Bond purchase files None 2/7 Deleted - obsolete
Notification of personnel action None .2/11 Deleted - obsolete
Budget authorization reference None 2/12 Deleted - obsolete

files

copies of payroll files None 2/13b Deleted - obsolete
Payroll control files None 2/14 Deleted - obsolete
Payroll change files None 2/15 Deleted - obsolete
Fiscal schedules files None 2/16 Deleted -. obsolete
Insurance deduction files None 2/20 Deleted - obsolete

!

I and 2

'I

!

: _ . . . ._. , _ ._. . _ l
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