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TO: Heads of Federal agencies
1. What does this document do?

GRS Transmittal 28 announces changes to the General Records Schedules (GRS) made since
NARA published GRS Transmittal 27 in January 2017. The GRS provide mandatory disposition
instructions for records common to several or all Federal agencies. We are nearing to the end
of our five-year plan to completely rewrite the GRS. With Transmittal 28, 92% of old items are
now superseded.

Transmittal 28 includes only schedules newly issued or updated since the last transmittal, those
schedules’ associated new-to-old crosswalks and FAQs, an update to the FAQs for GRS 6.1 (but
not schedule 6.1 itself, which remains unchanged), and an update to the FAQs about Flexible
Dispositions. This means that many current GRS schedules are not included in this Transmittal.
You can find all schedules (in Word, PDF and CSV formats), crosswalks and FAQs for all
schedules, and FAQs about the whole GRS at http://www.archives.gov/records-mgmt/grs.html.
At the same location, you can also find the entire GRS (just schedules—no crosswalks or FAQs)
in a single document.

2. What changes does this transmittal make to the GRS?

GRS Transmittal 28 publishes nine new schedules:

GRS 2.1  Employee Acquisition Records DAA-GRS-2014-0002
GRS 2.2 Employee Management Records DAA-GRS-2017-0007
GRS 2.3  Employee Relations Records DAA-GRS-2015-0007
GRS 2.4 Employee Compensation and Benefits Records DAA-GRS-2016-0015
GRS 5.1  Common Office Records DAA-GRS-2016-0016
GRS 5.2  Transitory and Intermediary Records DAA-GRS-2017-0003
GRS 5.6  Security Records DAA-GRS-2017-0006
GRS 5.8 Administrative Help Desk Records DAA-GRS-2017-0001
GRS 6.5  Public Customer Service Records DAA-GRS-2017-0002

This transmittal also publishes a new item in one schedule: GRS 1.1, Financial Management and
Reporting Records (see question 3). In addition, it supersedes in its entirety GRS 4.3, Input
Records, Output Records, and Electronic Copies (see question 4).

The table of contents shows some alterations to previously published schedule titles. Research
led us to conclude that it is not possible at this time to write a GRS for legal records, so the
number assigned to that anticipated schedule--GRS 6.3—has been assigned instead to
Information Technology Records. A new schedule for rulemaking records is GRS 6.6. Both 6.3
and 6.6 should be published in Transmittal 29.

This transmittal publishes a revised Frequently Asked Questions (FAQs) for GRS 6.1. The
revisions include adding new GRS citations where appropriate; removing unnecessary
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references to some CFR citations in Q3; clarifying Q4 text; clarifying culling in Q22; and
clarifying how to report calendars, appointments, tasks, chat transcripts, and other
communications on NA-1005 in Q27. Finally, this transmittal publishes updated FAQs on
Flexible Dispositions, adding a new Q6 about batching records for disposal.

3. How has GRS 1.1 changed? How might these changes affect my agency?

We added one new item (080) to cover administrative claims made by or against the Federal
Government. We also added three new questions to the GRS 1.1 FAQs concerning travel
receipts scanned into e-systems (question 9), audit records (question 16) and use of item 080
(question 18).

4. Why did you delete GRS 4.3?

We deleted GRS 4.3, Input Records, Output Records, and Electronic Copies, because we have
superseded its seven items with two new items in GRS 5.1 and 5.2. We superseded GRS 4.3,
item 040, Non-recordkeeping copies of electronic records, with the closely parallel and
identically titled GRS 5.1, item 020. We moved it to 5.1 to place it in context with other
common office records. The new item is media-neutral. We superseded GRS 4.3, items 010,
011, 020, 030, 031, and 040 with GRS 5.2, item 020, Intermediary records. We found we could
gather records of various formats from various sources into a single unit by recognizing this
unifying trait: they are stopping points en route to a final record scheduled elsewhere.

7. What GRS items does GRS Transmittal 28 rescind?
Many old GRS items are superseded by new GRS items. A few old items, however, have

outlived their usefulness and cannot be crosswalked to new items. The table below lists old
items newly rescinded by GRS Transmittal 28.

GRS | Item | Title Reason
1 13 Official Personnel Folders: Was simply a filing/handling instruction and
Transferred employees never had an associated disposition authority.
1 2a Service Record Cards The Service Record Card (SF 7) became obsolete
2b in 1994.
The Employee Record Card (SF 7b) became
1 6 Employee Record Cards obsolete in 1993.
Position Classification Standards Non-record technical reference in all agencies but
1 7al . .
Files OPM, where they are mission records.
1 7a2b Position Classification Standards No longer exist in the electronic world. If on
Review Files paper, they are non-record duplicates.
1 7c¢1 | Classification survey reports . .
- - yrep - OPM believes these records no longer exist.
1 7c¢2 | Inspection, audit, and survey files
1 11 | Position Identification Strips These records no longer exist.
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Agencies are no longer required to complete
OPM Form 1465. Instead, OPM extracts data
. f the Ent ise H R
1 13 | Incentive Awards Program Reports rom ? . erp_rls_e vman nesources
Integration-Statistical Data Mart to report
Government-wide data on cash and time-off
awards.
1 25b | Copies of EEO Complaint Case Files | These are non-record duplicates.
1 25e | Employee Housing Requests Item does not appear to be in use.
1 33d | Test Material Stock Control Blank unused forms are not records.
1 33h Letters to Applicants Denying OPM Form 4896 is obsolete and the entire work
Transfer of Eligibility process no longer exists.
) . Replaced by GRS 2.4, item 110. Like the old item,
Health benefits denied, appealed eplace . y . tem - e the old ftem
) . the new item instructs about filing, not
to OPM for reconsideration: . . . .
1 35b1 . disposition. As a result, it cannot be entered into
Appeal successful - benefits .
ERA so cannot supersede the old. The old item
granted .
must therefore be rescinded.
Pay record for each employee as Iltem was not a disposition instruction but rather
2 la | maintained in an electronic data an instruction to make sure the current record is
base full and correct.
Item authorized periodic disposal of system data
) ) Noncurrent Payroll Files after long-term records vyere downloaded and
safeguarded. Such data is now covered under
5.1, item 020.
Paper savings bond purchase via payroll
1l4a . . . .
. . deduction was discontinued in 2010. Payroll
2 14b | Savings Bond Purchase Files . ;
14c deductions under the current TreasuryDirect e-
system are covered in GRS 2.4, item 010.
Electroni I i th
2 23b | Payroll Change Files: all other files ectronic payro prgcessmg means these
records no longer exist.
Internal agency committees Item is not a disposition instruction. It tells
26 1b related togan ayenc s mission agencies to submit a schedule for records. Now
sency handled via a note in GRS 5.1, item 030.

Rescinded items are shown in context of their schedules in the old-to-new crosswalk.

8. How do | cite new GRS items?

When you send records to an FRC for storage, you should cite the records’ legal authority—the
“DAA” number—in the “Disposition Authority” column of the table. For informational

purposes, please include schedule and item number. For example, “DAA-GRS-2017-0007-0008
(GRS 2.2, item 070).”

9. Do | have to take any action to implement these GRS changes?

NARA regulations (36 CFR 1226.12(a)) require agencies to disseminate GRS changes within six
months of receipt.
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Per 36 CFR 1227.12(a)(1), you must follow GRS dispositions that state they must be followed
without exception.

Per 36 CFR 1227.12(a)(3), if you have an existing schedule that differs from a new GRS item that
does not require being followed without exception, and you wish to continue using your
agency-specific authority rather than the GRS authority, you must notify NARA within 120 days
of the date of this transmittal.

If you do not have an already existing agency-specific authority but wish to apply a retention
period that differs from that specified in the GRS, you must submit a records schedule to NARA
for approval via the Electronic Records Archives.

10. How do | get copies of the new GRS?

You can download the complete current GRS, in PDF format, from NARA’s web site at
http://www.archives.gov/records-mgmt/grs.html.

11. Whom do | contact for further information?

Writing and maintaining the GRS is the responsibility of the GRS Team. You may contact the
team with general questions about the GRS at GRS_Team@nara.gov. This team is part of
Records Management Services in the National Records Management Program of the Office of
the Chief Records Officer at NARA.

Your agency's records officer may contact the NARA appraiser or records analyst with whom
your agency normally works for support in carrying out this transmittal. A list of the appraisal
and scheduling work group and regional contacts is on the NARA web site at
http://www.archives.gov/records-mgmt/appraisal/index.html.

=2 1 ——

DAVID S. FERRIERO
Archivist of the United States
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GENERAL RECORDS SCHEDULE 1.1: Financial Management and Reporting Records

This schedule covers records created by Federal agencies in carrying out the work of financial management: procuring goods and services, paying bills, collecting

debts, accounting for all financial transactions, and monitoring agencies’ net worth. It does not apply to copies of records forwarded to the Department of
Treasury or the Office of Management and Budget in fulfillment of reporting requirements. These forwarded copies serve unique business purposes at those
agencies and are therefore scheduled separately as records of OMB and Treasury.

This schedule covers financial management records of grants and cooperative agreements but does not cover administrative records of such grants and
agreements. These administrative records are covered in GRS 1.2.

This schedule covers financial transactions and reporting but not overall planning for finance. These records are covered under current GRS 5, anticipated to be
replaced by future GRS 1.3.

This schedule covers contract records maintained by Federal agencies but not records maintained by contractors, which are governed by 48 CFR 4, subpart 4.7.

This schedule covers financial transactions as an administrative function common to all agencies, but not administrative records documenting unique agency
missions, such as student loan collection or seeking reimbursement for Superfund cleanups.

Item | Records Description Disposition Disposition
Instruction Authority
001 | Financial management and reporting administrative records. Temporary. DAA-GRS-
Records related to managing financial activities and reporting. Records include: Destroy when 3 2016-0013-
e correspondence years old, but 0001
e subject files longer retention is
e feeder reports authorized if
o workload management and assignment records needed for
business use.
010 | Financial transaction records related to procuring goods and services, paying bills, collecting debts, Official Temporary. DAA-GRS-
and accounting. record Destroy 6 years 2013-0003-
Many records included in this item are maintained by accountable officers to account for the held in after final 0001
availability and status of public funds, and are retained to enable GAO, Office of Inspector General, | the office | payment or
or other authority audit. of cancellation, but
record. longer retention is
Financial transaction records include those created in the course of procuring goods and services, authorized if

8
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Item | Records Description Disposition Disposition
Instruction Authority
paying bills, collecting debts, and accounting for all finance activity, per the following definitions. required for
business use.
Procuring goods and services is the acquisition of physical goods, products, personal property,
capital assets, infrastructure services such as utilities, and contracted personnel services to be used
by the Federal Government. Paying bills means disbursements of federal funds for goods and
011 services, and fulfilling financial obligations to grant and cooperative agreement recipients. All other | Temporary. DAA-GRS-
Procurement and payment records include those such as: copies. Destroy when 2013-0003-
¢ contracts Copies business use 0002
e requisitions used for ceases.
e purchase orders admini-
. strative or
e interagency agreements reference
e Military Interdepartmental Purchase Requests (MIPRs) purposes

printing requisitions to the Government Printing Office

memoranda of agreement specifying a financial obligation

solicitations/requests for bids, quotations or proposals for contracts and competitive grants

proposals, quotations, bids (accepted, rejected, unopened) for contracts and competitive grants

contingent fee justifications

legal and financial instruments such as bond and surety records

FAIR Act (A-76) records linked directly to specific procurement actions

credit card/purchase card/charge card statements and supporting documentation

vendor tax exemption records

invoices

leases

recurring financial transactions such as utility and communications invoices

documentation of contractual administrative requirements submitted by contractors such as
status reports

correspondence and papers pertaining to award, administration, receipt, inspection of and
payment for goods and services in this list

records of financing employee relocations

Collecting debts includes the collection of income from all sources (excluding taxation). Collections
records document collection of monies from all sources excluding administrative claims, taxation

9




Transmittal No. 28 General Records Schedule 1.1
July 2017

Item | Records Description Disposition Disposition
Instruction Authority

(not covered under the GRS), and Congressional appropriation, such as:

e records documenting administration, receipt, and deposit of user fees for entry into and/or use
of public facilities; for recovering costs of providing government services; and receipt of
donations, bequests, and other collections from the public, including:

cash register transaction records

credit card and charge cards receipts

records documenting deposits

records documenting allocation of fees to funds/accounts

deposit lists and logs

customer orders

0 revolving fund records

fee and fine collection records

garnishments

sale of excess and surplus personal property

e fee or rate schedules and supporting documentation

e out-leases of Federal property

e debt collection files and cash receipts

o writeoffs

e copies of checks

e payment billing coupons

e |etters from lenders

e payment records

e money orders

e journal vouchers

e collection schedules

O O0OO0OO0OOo0OOo

Accounting is the recording, classifying and summarizing of financial transactions and events
related to assets, liabilities, revenue from all sources, and expenses to all payees to support
financial reporting, enable audit, and accumulate and generate management information to assist
in establishing an agency’s resource allocation priorities. Accounting records include those such as:
e accountable officers’ records concerned with the accounting for, availability, and status of public
funds and maintained for Government Accountability Office (GAO) or other authority site audit,

10
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Item | Records Description Disposition Disposition
Instruction Authority

but excluding payroll records, and accounts pertaining to American Indians. Includes:
0 statements of transactions
0 statements of accountability
0 collection schedules and vouchers
0 disbursement schedules and vouchers
e vouchers
o certificates of closed accounts
o certificates of periodic settlements
general funds files
general accounting ledgers
appropriation, apportionment, and allotment files
posting and control files
o bills of lading
e transportation and travel requests, authorizations, and vouchers
e commercial freight vouchers
e unused ticket redemption forms

Legal citation: 28 U.S. Code 2401(a)

Note 1: Procurement and other financial files that stand out because of high dollar value, media
attention, historical value, research value, or other extenuating circumstances may have permanent
value. Agencies that believe they hold such files should submit a records schedule to NARA.

Note 2: Accounts and supporting documents pertaining to American Indians are not authorized for
disposal by this schedule. Such records should be reviewed and scheduled appropriately by the
agency 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.

Note 3: The Comptroller General has the right to require an agency to retain any portion of these
records for a period of up to 10 years.

012 | Bids and proposals neither solicited nor accepted. Temporary. DAA-GRS-
Bids and proposals that are both unsolicited and the subject of no further agency action. Destroy whenno | 2016-0001-
longer required 0001

for business use.
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Item | Records Description Disposition Disposition
Instruction Authority
013 | Data submitted to the Federal Procurement Data System (FPDS). Temporary. DAA-GRS-
Electronic data file maintained by fiscal year, containing unclassified records of procurement information the Destroy or delete | 2016-0001-
agency transfers to the FPDS. when 6 years old, | 0002
but longer
Exclusion: This item does not cover data contained in the Federal Procurement Data System, which is retention is
scheduled by GSA. authorized if
required for
Not media-neutral. Applies to electronic records only. business use.
020 | Records supporting compilation of agency financial statements and related audit, and all records of all other Temporary. DAA-GRS-
reports. Destroy 2 years 2013-0003-
Includes records such as: after completion 0011
e schedules and reconciliations prepared to support financial statements of audit or closure
e documentation of decisions re accounting treatments and issue resolutions of financial
e audit reports, management letters, notifications of findings, and recommendations statement
e documentation of legal and management representations and negotiations /accounting treat-
e correspondence and work papers ment/issue, but
e interim, quarterly and other reports longer retention is
authorized if
required for
business use.
030 | Property, plant and equipment (PP&E) and other asset accounting. Temporary. DAA-GRS-
Records necessary for documenting the existence, acquisition, ownership, cost, valuation, depreciation, and Destroy 2 years 2013-0003-
classification of fixed assets such as real property, capitalized personal property, internal use software, after asset is 0004

equipment, and other assets and liabilities reported on an agency’s annual financial statements (agency net

worth or financial position), and non-capitalized but monitored PP&E, such as:
e purchase orders and contracts

® invoices

e appraisals

e costing and pricing data

transactional schedules

titles

transfer, acceptance and inspection records

disposed of
and/or removed
from agency’s
financial
statement, but
longer retention is
authorized if
required for
business use.
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Item | Records Description Disposition Disposition
Instruction Authority

e asset retirement, excess and disposal records
e plant account cards and ledgers pertaining to structures
e correspondence and work papers

Exclusion: Records concerning a historically significant structure or other stewardship assets (for instance, the
structure appears on the National Register of Historic Places), are not authorized for disposal. Agencies must
submit a records schedule to NARA to cover these records or apply an existing schedule.

040 | Cost accounting for stores, inventory, and materials. Temporary. DAA-GRS-
Records providing accountability for receipt and custody of materials and showing accumulated cost data, Destroy when 3 2013-0003-
including the direct and indirect costs of production, administration, and performance of program functions of years old, but 0012
the agency; such as: longer retention is
e invoices or equivalent papers used for inventory accounting purposes authorized if
e inventory accounting returns and reports required for
o working files used in accumulating inventory accounting data business use.

e plant account cards and ledgers, other than those pertaining to structures

cost accounting reports and data

depreciation lists/costs

e contractor cost reports re contractor-held-government-owned materials and parts
e receiving, inspection, and acceptance documentation

050 | Construction contractors’ payroll files. Temporary. DAA-GRS-
Agency copy of contractors’ payrolls for construction contracts submitted in accordance with Department of Destroy 3 years 2013-0003-
Labor regulations, with related certifications, anti-kickback and other affidavits, and other related papers. after completion 0003

of contract or
conclusion of
contract being
subject to an
enforcement
action, but longer
retention is
authorized if
required for
business use.
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Item | Records Description Disposition Disposition
Instruction Authority
060 | Contract appeals case files. Temporary. DAA-GRS-
Records of contract appeals arising under the Contracts Dispute Act. Includes: Destroy 1 year 2016-0001-
e notice of appeal after final 0003
e acknowledgment of notice resolution, but
e correspondence longer retention is
e copies of contracts, plans, specifications, exhibits, change orders, and amendments authorized if
e hearing transcripts required for

e documents received from concerned parties business use.

o final decisions
e other related papers

070 | Vendor and bidder information. Records of suspensions and debarments for violation of | Temporary. DAA-GRS-
Documentation of approved, suspended, and the Drug-Free Workplace Act. Destroy 5 years 2016-0001-
debarred vendors and bidders. after removal 0004

from approved
status, but longer
retention is
authorized if
required for
business use.

071 Records of all other suspensions and debarments and all | Temporary. DAA-GRS-
approved vendors and bidders. Destroy 3 years 2016-0001-
after removal 0005

from approved
status, but longer
retention is
authorized if
required for
business use.

080 | Administrative claims by or against the United States. Temporary. DAA-GRS-
Records of monetary or property claims by the United States subject to the Federal Claims Collection Standards, | Destroy 7 years 2017-0005-
completed or closed by: after final action, | 0001
e payment in full but longer

14
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Item | Records Description Disposition Disposition
Instruction Authority
e compromise agreement retention is
e termination of collection action authorized if
o determination that money or property is not owed to the United States required for

e approval or denial of claim waiver for erroneous payment of pay, travel, or relocation expenses to a civilian business use.
Federal employee or a member or former member of the uniformed services or the National Guard

e [lifting of court order

Also, records of monetary claims against the United States, completed or closed by:

e disallowance in full

e allowance in full or in part with final payment awarded

e settlement, compromise, or withdrawal

o lifting of court order

Legal Citations:
31 CFR 900-904
28 U.S.C. 2401
28 U.S.C. 2415(a)
31 U.S.C. 3716(c)
31 U.S.C. 3716(e)

15
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New GRS 1.1 Old GRS
(l;\l'zs I:\le: Retention Dispitﬁig:n;::;ﬁrity (l;\l'zs I:\le: Retention Disposition Authority
3 2 2 years NC1-64-77-5, item 3
6 5a 2 years NC1-64-77-11, item 5a
6 5b 3 years NC1-64-77-11, item 5b
1.1] 001 3 years DAA-GRS-2016-0013-0001 7 1 ) zears GRS 7, 1952, item 1
8 1 2 years GRS 8, 1952, item 1
9 4a 2 years N1-GRS-91-3, item 4a
3 3ala 6 years, 3 months N1-GRS-95-4 item 3ala
3 3alb 3 years N1-GRS-95-4 item 3alb
3 3a2a 6 years, 3 months N1-GRS-95-4 item 3a2a
3 3a2b 3 years N1-GRS-95-4 item 3a2b
3 S5a With related contract (see item 3) NC1-GRS-81-2 item 6a
3 5b1 1 year after award or payment NC1-GRS-81-2 item 6b1
3 5b2a When related contract is completed NC1-GRS-81-2 item 6b2a
3 5b2b With related contract (see item 3) NC1-GRS-81-2 item 6b2b
3 5cl 5 years NC1-GRS-81-2 item 6¢c1
3 5c2 Return to bidder NC1-GRS-81-2 item 6¢2
3 6a 3 years NC1-64-77-5 item 7a
3 6b 3 years NC1-64-77-5 item 7b
3 7 1year NC1-64-77-5 item 8
3 10 3 years NC1-64-77-5 item 11
3 12 3 years NC1-64-77-5 item 13
4 3a 6 years N1-GRS-87-11, item 6a
1.1] o010 6 years DAA-GRS-2013-0003-0001 4 3b 3 years N1-GRS-87-11, item 6b
6 la 6 years, 3 months N1-GRS-91-3
6 3a 2 years GRS 6, 1952, item 3a
6 3b Receipt of subsequent certificate GRS 6, 1952, item 3b
6 4 3 years NC174-105, item 5
6 7 3 years or GAO audit NC-64-77-11, item 7
6 8 3 years or GAO audit NC-64-77-11, item 8
7 2 6 years, 3 months NC1-GRS-83-5, item 1
7 3 6 years, 3 months NC1-GRS-83-5, item 2
7 4a 3 years NC-64-75-2, item 4a
7 4b 2 years NC-64-75-2, item 4b
9 1la 6 years N1-GRS-91-3, item 1a
9 1b 10 years N1-GRS-91-3, item 1b
9 1c 6 years N1-GRS-91-3, item 1c
9 1d When funds are obligated N1-GRS-91-3, item 1e
9 le 3 years N1-GRS-98-2, item 8
9 3a 6 years N1-GRS-91-3, item 3a
3 3c Upon termination NC1-64-77-5 item 4c
11| o1 When business use DAA-GRS-2013-0003-0002 6 1b 1year N1-GRS-86-3, item 1b
ceases 9 3b When funds are obligated N1-GRS-91-3, item 3b
12 2d1 1year NC1-64-77-9 item 2d1
1.1] 012 No longer required DAA-GRS-2016-0001-0001 New item
11 010 6 years DAA-GRS-2013-0003-0001,
bullet* bullet*
1.1 013 6 years DAA-GRS-2016-0001-0002 011 . DAA-GRS-2013-0003-0002,
1.1 When business use ceases
bullet* bullet*
3 3d 5 years N1-GRS-87-8 item 4d
1.1] 020 2 years DAA-GRS-2013-0003-0011 New item
1.1] 030 2 years DAA-GRS-2013-0003-0004 New item
8 2 3 years NC-64-75-2, item 3
8 3 3 years NC-64-75-2, item 4
8 4 2 years GRS 8, 1952, item 5
1.1 040 3 years DAA-GRS-2013-0003-0012 8 5 3years GRS 8, 1952, item 6
8 6a 3 years NC-64-75-2, item 7a
8 6b 3years NC-64-75-2, item 7b
8 7a 3 years NC-64-75-2, item 8a
1.1] 050 3 years DAA-GRS-2013-0003-0003 3 11 3 years NC1-64-77-5 item 12
1.1 ] 060 1year DAA-GRS-2016-0001-0003 3 15b 1year N1-GRS-87-9 item 19b
11] 070 > years DAA-GRS-2016-0001-0004 3 5d Superseded or obsolete NC1-GRS-81-2 item 6d
1.1] 071 3 years DAA-GRS-2016-0001-0005

* Only this bullet: "data submitted to the Federal Procurement Data System (FPDS)"
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New GRS 1.1 Old GRS
GRS| Item i ERA Number/ GRS | Item i i . i
No. | No. Retention Disposition Authority No. No. Retention Disposition Authority
6 10a 6 years, 3 months N1-GRS-87-13, item 1la
6 10b1 6 years, 3 months N1-GRS-87-13, item 1b1
6 10b2a 10 years, 3 months N1-GRS-87-13, item 1b2a
6 10b2b 3 months after right to collect ends N1-GRS-87-13, item 1b2b
6 10b3 6 years, 3 months N1-GRS-87-13, item 1b3
1.1 080 7 years DAA-GRS-2017-0005-0001 6 | 1oc 6 years, 3 months N1-GRS-87-13, item 1c
6 1la 6 years, 3 months N1-GRS-88-1, item 11a
6 years, 3 months --or --
6 11b 10 years, 3 months --or -- N1-GRS-88-1, item 11b
3 montbhs after right to litigate ends
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Frequently Asked Questions (FAQs) about
GRS 1.1, Financial Management and Reporting Records

Revised July 2017
INTRODUCTION
1. What is the purpose of GRS 1.1?

This schedule provides disposition authority for records created and received in the course of carrying
out an agency’s financial management and reporting responsibilities.

2. From whom may | request more information about this schedule?

You may contact NARA’s General Records Schedules Team at GRS _Team@nara.gov with questions
about this schedule.

CHANGES FROM THE OLD GRS
3. How does GRS 1.1 differ from the old GRS?

The biggest difference is the amalgamation of 34 items in old GRS 3, 4, 6, 7, and 9 into one item (010)
covering financial transaction records (see details in the GRS 1.1 Crosswalk). This change occurred as a
result of the new GRS aligning where feasible with the Federal Enterprise Architecture Lines-of-Business
model. Under this model, the GRS groups records by the business processes that create them. The
related business processes of paying bills and collecting debts—and accounting for both—are further
consolidated by the fact that all share a single audit. Uniting these records under a single schedule item
is also useful because most financial transactions are now conducted electronically and their
documentation is born digital. Many large e-systems contain records covered by most or even all of the
34 old items superseded by new item 010.

Two new items cover records not before scheduled by the GRS: Records supporting compilation of
agency financial statements and related audit, and all records of all other reports (item 020) and
property, plant, equipment and other asset accounting (item 030).

4. Why did you intermingle travel and transportation records with financial management records in
items 010 and 011 when they were in a separate schedule in the old GRS?

Several items in GRS 9, Travel and Transportation Records, covered records documenting movement of
people (travel) and movement of goods (transportation). While the logistics of arranging for travel and
transportation may be a distinct business process, at root many of these records document paying
money in exchange for services and agencies retain them primarily to enable financial audit. That is why
we have folded them into items 010 and 011, which cover a wide range of financial transaction records.

5. Why are you removing items that were in the old GRS?

The following old GRS items that most logically would have mapped to this schedule are rescinded:
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GRS item Series title Explanation
GRS 3/3b Routine Procurement— This copy of a multi-copy form was to keep an
Obligation copy obligation on the radar screen until funds were in
fact obligated. Hard copies no longer exist in the
e-system work-process pipeline.
GRS 3/15a | Contract Appeals Case Files No longer needed because all such records should
created prior to October 1979 | have been destroyed as of 1986.
GRS 3/16 Contractor’s Statement of SF 119 is no longer in the GSA forms library. The
Contingent or Other Fees Federal Acquisition Regulation (FAR) was amended
(see FAR case 93-009, published in the Federal
Register November 13, 1995) to state that these
statements are no longer required.
GRS 6/2 GAO Exceptions Files SF 1100 no longer exists.
GRS 6/6al | Federal Personnel Surety Bond According to 31 USC 9302, surety bonds posted by
GRS 6/6a2 Files the government concerning Federal personnel
GRS 6/6b were discontinued by Public Law 97-258 in 1982.
GRS 6/9 Telegrams filed to support These no longer exist.
telegraph bills
GRS 8/7b1 | Cost Report Data Files: Detail These three items are unchanged since GRS 8 was
cards first published in 1952. They refer to an ancient
GRS 8/7b2 | Cost Report Data Files: system of electronic tabulation via key-punch
Summary cards cards. The records are no longer created nor have
GRS 8/7b3 | Cost Report Data Files: they been for possibly three decades. No records
Tabulations are in FRCs.

QUESTIONS RELATED TO ITEM 010

6. Why is the retention of accountable officers’ records reduced from 6 years and 3 months to 6

years?

From the advent of the GRS in 1952 until 1977, general financial management records were retained for

6 years. The change in retention for some records to 6 years and 3 months was codified in 1977 by
schedule job number NC1-064-77-5, apparently in response to 28 USC 2415. This law set the
Government’s right to litigate on behalf of a recognized American Indian band or tribe to “six years and
ninety days” while for all other purposes the Government’s right to litigate ceases after 6 years (28 USC
2401). ltem 010 returns all financial transactions to 6-year retention except for those transactions
concerning recognized American Indian bands or tribes, which are excluded from the GRS. Serious
issues surround accounts concerning American Indian band/tribal finances. Litigation has put these
records into frozen status unlikely to be altered any time soon. They will likely be ultimately scheduled

for long-term temporary or even permanent retention. Their appraisal must be made on a case-by-case

basis, which is outside the scope of the GRS.

7. My agency, seeking to get away from the awkward 6-year-3-month retention period, already
scheduled accountable officers’ and similar financial records for 7-year retention. Which takes
precedence: my agency’s 7-year retention or the GRS 6-year retention?

19




Transmittal No. 28 General Records Schedule 1.1
July 2017

Your agency can choose whether to follow the GRS new 6-year retention or continue to retain records
for 7 years in keeping with its agency-specific schedule. Retaining the records for 7 years might be
necessary if your agency folded financial management records along with other administrative records
into a single bucket item with 7-year retention. In such a case, it may not be possible to extract the
financial management records from the bucket item without destroying the bucket.

8. If my agency chooses to continue using its own 7-year schedule item instead of the GRS, must it
notify NARA?

It depends. The GRS permits business-purpose retention beyond 6 years. If your agency updates its
manual to cite new GRS 1.1, item 010, as the authority for its 7-year retention, you do not need to notify
NARA. If your agency has a previously approved deviation-from-the-GRS authority (such as a big bucket
schedule item that merges financial management records with other series) and wishes to continue
using that authority to mandate agency-wide 7-year retention, it must notify NARA of this fact. In part,
this is because the agency will be retiring records to storage under its own authority citation rather than
the GRS authority citation. Federal Records Centers receiving these records need to know what agency
items are authoritative.

9. If I scan paper travel receipts into an e-system as voucher attachments, can | destroy the original
paper?

Yes, as long as you meet both of the following prerequisites. First, your agency must identify the e-
system as the repository for vouchers available for audit by the Government Accountability Office
(GAO). Your agency must retain the records in this e-system for 6 years, per GRS 1.1, item 010. Second,
the scanned image must contain everything available in the original paper. GAO states, “There shouldn't
be anything on the paper that isn't reflected in the electronic version.”? If these two conditions are met,
the original paper travel receipts may, after the scanned image is verified to contain all information in
the original, be destroyed per GRS 5.2, item 020.

QUESTION RELATED TO ITEM 011

10. Why is item 010 followed by an item (011) for “all other copies” but none of the other items have
a similar all-other-copies counterpart?

Records in item 010 are in many cases likely to have extra copies retained in other business units for a
separate business purpose. For instance, a purchase order may exist in multiple copies not only where it
is held for financial audit but also in accounts payable, shipping and receiving, and other offices. These
are not non-record copies held for convenience, but records retained for specific and unique business
purposes. Because the record copy is retained for audit, the other copies can be disposed of when their
business use ceases. Copies of records covered by other items in this schedule are more likely to be
held simply for convenience. They serve no unique business purpose, are therefore non-record by
definition, and do not need to be scheduled.

QUESTIONS RELATED TO ITEM 012

11. Does this item cover all unsolicited and all unaccepted bids?

1 This statement was made by a GAO representative to NARA’s GRS Team on January 24, 2017.
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No. This item covers only bids that are both unsolicited and unaccepted. These bids have a much
shorter retention period than bids that are unsolicited but accepted or solicited but unaccepted. (Iltem
010 of this schedule addresses both these latter types of bids.) Any accepted bids have obvious business
and legal value documenting a contract, and any solicited bids have further value if there are legal
challenges to the contract award. Bids that agencies neither solicit nor accept do not fulfill continuing
business purposes and agencies thus do not need to retain them for long.

12. Does this item’s disposition mesh with the Federal Acquisition Regulation (FAR)?

The FAR Implementation Team, which drafted the update to the FAR published in the Federal Register
on December 4, 2015, requested that we add this item. The FAR update contains directions to dispose
of these materials “in accordance with agency procedures” (80 FR 75913). That instruction is consistent
with this item’s disposition to destroy “when no longer required for business use.” So, yes, this item’s
disposition meshes with the FAR.

QUESTIONS RELATED TO ITEM 013

13. Why did you move data submitted to the Federal Procurement Data System (FPDS)—originally
part of big-bucket item 010—to granular item 013?

These records were a standalone item in the old GRS but we merged them with many other old GRS
items into the original publication of GRS 1.1, item 010. However, item 010 covers records relating to
individual financial transactions; the records now being moved to item 013 do not concern such
transactions. Instead, these records monitor equity and transparency in the Government procurement
process. Agencies retain both items 010 and 013 for 6 years, but calculate the retention period for item
013 from record creation (submission to FPDS), and calculate the retention period for item 010 from
record close (final action on a particular procurement or collection activity), potentially years after
creation. For these reasons, we are returning data submitted to FPDS to a standalone schedule item.

14. Why does this item cover only an agency’s copy of the data it submitted to FPDS, but not the
master data held in FPDS itself?

The GRS covers records common to multiple agencies. FPDS is a system owned by the General Services
Administration (GSA). Although multiple agencies own and submit the system’s source data, once
collected in FPDS the data is unique to GSA and GSA must schedule it. As a result, the GRS does not
cover the data within the FPDS. GSA’s FPDS master data is permanent under N1-137-96-1, item 1. For
this reason, agency-retained copies of their own submitted data are temporary.

QUESTION RELATED TO ITEM 020

15. Item 020 is for background materials used to prepare an annual agency financial statement. Why
isn’t there an item for the agency financial statements themselves?

Agency financial statements have been required from all agencies since 1997 per the Government
Management Reform Act (1994) section 405, now codified in 31 CFR 3515. Only a few agencies have
scheduled these records, with wide disparity in retention periods. They are also sometimes scheduled
as part of a larger series of reporting records that include more than financial reporting. We were
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unable to determine a universally applicable value to these records by the time of publication of this
schedule and did not wish to hold up the schedule while waiting to resolve the one issue. We may,
however, be able to revisit this at a future time.

16. Does this item cover records of all audits?

This item covers records of an agency’s audits of its annual financial statement—the assessment of its
assets’ market value. It does not cover records of other financial or non-financial audits.

QUESTION RELATED TO ITEM 030

17. Besides being included in item 030, purchase orders, contracts, and invoices also appear in item
010. How can | tell which item is the correct one for my records?

Purchase orders, contracts, and invoices appear in item 010 when they document financial transactions
subject to audit to ensure that government spends its resources appropriately and within the confines
of the law. Some of those purchase orders, contracts and invoices serve as a baseline to document
agency investment in “property, plant and equipment” (PP&E) assets, and these are the subject of item
030.

Determining the value of PP&E assets involves knowing the original purchase price and the rate of
amortization over the course of years. Many assets eventually wear out and are removed from
inventory, while others (such as real estate and structures) may have a usable life of many decades or
remain in government ownership to the end of the republic.

The same records may exist in both the financial management and the PP&E asset accounting offices.
They are scheduled differently based on the business purpose the records serve in each office. Their
retention is 6 years in item 010 to ensure their availability for financial audit. But their retention in item
030 may be for many decades. For this reason, it is advisable that duplicates of purchase orders,
contracts, and invoices concerning PP&E assets be supplied to that office for inclusion in the files
documenting those assets that are covered by item 030.

QUESTION RELATED TO ITEM 080

18. Does this item cover foreign claims received and adjudicated by the Department of State (DOS) or
the Foreign Claims Settlement Commission (FCSC)?

No. DOS or FCSC are the only Federal agencies that adjudicate foreign claims. Records of those claims
are mission records at those agencies and therefore not eligible for inclusion in the GRS, which
addresses administrative records common across many or all Federal agencies. Both DOS and FCSC have
scheduled these records themselves. Administrative claims may also occur at both DOS and FCSC.

When they do, the records of their adjudications are indeed covered by GRS 1.1, item 080.
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GENERAL RECORDS SCHEDULE 2.1: Employee Acquisition Records

This schedule covers records agencies create in the process of hiring employees for Federal civilian service, whether career service, senior executive service,
political appointment, excepted service appointment, or temporary/special appointment. It also covers records documenting job or position descriptions and
classification. The Office of Personnel Management (OPM) exercises oversight of many—but not all—Federal agencies’ employee selection processes. Its
procedural rules and best practices are spelled out in its “Delegated Examining Operations Handbook.” This schedule reflects OPM’s determinations on
appropriate records retention periods.

This schedule applies only to civilian employee hiring records, although in both civilian and military agencies. Military staff selection follows very different
processes and creates records that are unique to only a few agencies. Therefore these records are not covered in the GRS.

Item | Records Description Disposition Instruction Disposition
Authority

010 | Classification standards. Temporary. Destroy 2 years DAA-GRS-
Correspondence and other records relating to developing classification standards specific to a single | after standard is superseded, 2014-0002-
agency or all agencies, including notice of Office of Personnel Management (OPM) approval or canceled, or disapproved by 0001
disapproval. OPM (as appropriate) but

longer retention is authorized
Exclusion: OPM'’s case files on classification standards are not covered by this item. if required for business use.

020 | Position descriptions. Official record copy of position description. Temporary. Destroy 2 years DAA-GRS-
Records relating to Copy held at Human Resources office. after position is abolished or 2014-0002-
developing, editing, description is superseded, but | 0002
classifying, and evaluating longer retention is authorized
position descriptions, if required for business use.

021 'f‘c'”d'”g information gn Copies in employee Official Personnel File (OPF), Unofficial Personnel | Destroy in accordance with
title, series, grade, duties, . ., . . . .
and responsibilities. File (UPF) and supervisor’s personnel file. dlspo§al |nst_ruct|ons for

associated file. (See GRS 2.2
section on OPFs.)
022 All other related records. Temporary. Destroy when DAA-GRS-
Includes: position description is final, 2014-0002-
e case file at position’s program office but longer retention is 0003
e background material in Human Resources case file authorized if required for
e other copies of records in item 020 business use.
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Item | Records Description Disposition Instruction Disposition
Authority

030 | Position reviews and classification appeals. Temporary. Destroy 3 years DAA-GRS-
Records an agency creates and receives when reviewing a position’s classification in response to a after final decision, but longer | 2014-0002-
classification appeal to the agency Human Resources function or directly to OPM, including records | retention is authorized if 0004
of desk audits. required for business use.
Exclusion: OPM'’s corresponding case file is not covered by this item.

040 Certificates of classification. Temporary. Destroy 2 years DAA-GRS-
Certificates a Federal agency receives from OPM, stating final decision on a position classification after position is abolished or 2014-0002-
appeal. description is superseded, but | 0005

longer retention is authorized

Exclusion: OPM’s file is not covered by this item. if required for business use.

050 | Job vacancy case files. Records of one- Temporary. Destroy 2 years DAA-GRS-
Case files an agency creates when posting and filling competitive job time competitive after selection certificate is 2014-0002-
vacancies. Also known as case examining, competitive examination, or merit | and Senior closed or final settlement of 0006
case files. Includes: Executive Service any associated litigation;
e request for lists of eligible candidates announcements/ whichever is later.
e job announcement selections.
e examination announcement

051 e job analysis, assessment criteria, and crediting plan Records of Temporary. Destroy 2 years DAA-GRS-
e Dbasis for certification standing register after termination of register. | 2014-0002-
e applications, resumes, supplemental forms, other attachments competitive files 0007

list of eligible candidates or applicants screened, ranking or ratings
assigned, and basis for certification

certificates, registers or lists of eligible candidates issued to selecting
officials

job-related test records

annotated certificates of eligible candidates returned by selecting officials

job offers

records of job offer being accepted or declined

correspondence/documentation of announcement or recruiting operation

Legal citation: 5 CFR 335.103

for multiple
positions filled
over a period of
time.
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Item | Records Description Disposition Instruction Disposition
Authority

060 | Job application packages. Temporary. Destroy 1 year DAA-GRS-
Application packages for competitive positions, in USAJobs or its successors, and other systems, after date of submission. 2014-0002-
whether electronic or analog. Includes: 0011
e application
e resume
e supplemental forms
e other attachments
Note: This item is only for copies of materials submitted to and maintained in systems that receive
job applications. Copies of these records used to fill job vacancies are covered under job vacancy
case files (Items 050 and 051).

070 | Case files on lost or exposed job test materials. Temporary. Destroy 5 years DAA-GRS-
Files showing the circumstances of loss, nature of the recovery action, and corrective actions when after date of final report. 2014-0002-
Civil Service or job-specific test questions are erroneously made potentially available to candidates. 0012

080 | Requests for non-competitive personnel action. Temporary. Destroy 1 year DAA-GRS-
Agency copy of requests submitted to OPM for approval of non-competitive personnel action on after approval is granted or 2014-0002-
such matters as promotion, transfer, reinstatement, or change in status. denied. 0013

090 | Interview records. Temporary. Destroy 2 years DAA-GRS-
Case files related to filling job vacancies, held by hiring official and interview panel members. after case is closed by hire or 2014-0002-
Includes: non-selection, expiration of 0008
e copies of records in the job vacancy case file (item 050 and 051) right to appeal a non-
e notes of interviews with selected and non-selected candidates selection, or final settlement
e reference check documentation of any associated litigation,

whichever is later.

Legal citations:
5 CFR 335.103, 5 CFR 300.104. According to 5 CFR 300.104, the time frame in which an appeal must
be filed may be established by each agency at its own discretion.

100 | Political appointment (Schedule C) records. Records (except Temporary. Destroy after DAA-GRS-
Records regarding evaluation of individuals’ suitability for non-career ethics pledges and | separation. Retention up to 2014-0002-
positions by non-competitive appointment under Schedule C (as defined in 5 | waivers) related to | end of administration under 0014
CFR 213.3101, 3201, 3301 and 3401). Includes: appointees. which individual was hired is
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Item | Records Description Disposition Instruction Disposition
Authority
e applications for employment authorized if required for
® resumes business use.

101 e individuals’ background information Ethics pledges and | File in appointee’s Official
e ethics pledges and waivers waivers of Personnel File, per Executive
e security clearances appointees. Order 13490.

102 * correspondence . ) ) Records related to | Temporary. Destroy 1 year DAA-GRS-
e other d(?cumentatlon r_eilatlng to .the selection, clearance, and non-appointees. after consideration of the 2014-0002-

appointment of political appointees candidate ends. Retentionup | 0015
) . . . to end of administration
Exclgswns Recorc?s of Schedl..|le C Pre5|dent|§1I Appomtments (PA) and under which individual was
Presidential Appointments with Senate Confirmation (PAS) are not covered by idered is authorized if
this item and must be scheduled by the agency. cons! .
required for business use.
Legal authorities: 5 CFR 213.3101, 3102, 3201, 3202, 3301, 3302, 3401, 3402.

110 | Excepted service appointment records. Case files that Temporary. Destroy 5 years DAA-GRS-
Records created in filling permanent or temporary job vacancies by non- document after candidate enters on 2014-0002-
competitive appointment under Schedules A, B, or D (as defined in 5 CFR appointing duty, is no longer under 0018
213.3101, 3201, 3301 and 3401). Includes (as appropriate): individuals with consideration, or declines
e application, attachments, and supplemental forms intellectual offer.

e documentation of eligibility for excepted service appointment disabilities, severe

e proof of special qualifications physical

e resume or other proof of employment, education, or relevant experience disabilities, or

e proof of disability issued by a licensed medical professional psychiatric

e certification of job readiness disabilities as

¢ notice of appointment, terms, and acceptance defined in 5 CFR
213.3102(u).

111 Note: Any of the above records appropriate to include in the OPF may be Case files related Temporary. Destroy 2 years DAA-GRS-

moved to the OPF when the agency creates it. to all other after candidate enters on 2014-0002-
appointees. duty, is no longer under 0019
Legal authorities: 5 CFR 213.3101, 3102, 3201, 3202, 3301, 3302, 3401, 3402. consideration, or declines
offer.
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Item | Records Description Disposition Instruction Disposition
Authority

120 | Special hiring authority program records. Temporary. Destroy 2 years DAA-GRS-
Records an agency creates and receives that document its administration of special hiring authority | after hiring authority closes 2014-0002-
programs such as summer, student, intern, and other temporary hiring authorized by OPM. but longer retention is 0016

authorized if required for
business use.

130 | Records related to individual employees hired under special temporary authority. Temporary. Destroy 2 years DAA-GRS-
Includes participant agreement, records of mentoring, documentation that employee fulfilled after employee is converted 2014-0002-
educational and other requirements, and conversion to a permanent position. to a permanent position or 0017

leaves a program but longer
retention is authorized if
required for business use.

140 | Pre-appointment files. Records documenting background investigation or vetting | Forward to appropriate
Records created when vetting a of prospective employees to determine eligibility for security office after prospec-
prospective employee between the security clearance and sensitive positions. tive employee enters on duty,
time a job offer is accepted and the Included are forms in the SF-85 family, finger print declines appointment, or is no
time employee enters on duty. charts, and related correspondence. longer a candidate.

141 Records appropriate for Records concerning Forward to appropriate

inclusion in OPF. prospective employees human resources office to
Such as designation of who enter on duty. include in OPF after employee
beneficiary, life insurance enters on duty.
142 eIectiQn, a”‘?‘ hea!th Records concerning Temporary. Destroy 1 year DAA-GRS-
benefits registration. prospective employees after prospective employee is | 2014-0002-
who do not enter on duty. no longer a candidate. 0009
143 Copies of records included in Job vacancy case file (items Temporary. Destroy after DAA-GRS-
050 or 051). prospective employee enters 2014-0002-
on duty, declines 0010
appointment, or is no longer a
candidate.

150 | Records of delegation of authority for examination and certification. Temporary. Destroy 3 years DAA-GRS-
Agreements and related records created under the authority of 5 U.S.C. 1104 by which OPM after agreement terminates 2014-0002-
delegates to an agency the authority to examine and certify applicants for employment. but longer retention is 0021
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Item | Records Description Disposition Instruction Disposition
Authority
authorized if required for
Exclusion: OPM'’s records are not covered by this item. business use.
160 | Delegated authority audits. Temporary. Destroy when 3 DAA-GRS-
Reports of delegated examining operations audit delivered to the audited agency. years old but longer retention | 2014-0002-
is authorized if required for 0022

Exclusion: OPM'’s records are not covered by this item.

business use.
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New GRS 2.1 Old GRS
GRS | Item , ERA Number/ | oo . N .
Retention Disposition Item No. Retention Disposition Authority
No. | No. . No.
Authority
DAA-GRS-2014-
2.1 ] 010 2 years 1 7a2a 5 years NC1-64-77-10, item 7a2a
0002-0001
DAA-GRS-2014- .
2.1 1 020 2 years 0002-0002 1 7b 2 years N1-GRS-88-4, item 1
Per None. Useris
51| 021 mstructl'ons referred to New item
for associated another
file authority.
When
21 | 022 po§|t|.on . DAA-GRS-2014- New item
description is 0002-0003
final
DAA-GRS-2014- .
2.1 ] 030 3 years 0002-0004 1 7d1 3 years N1-GRS-90-1, item 7d1
DAA-GRS-2014- Immedlately after ‘
2.1 ] 040 2 years 1 7d2 position abolished or|N1-GRS-90-1, item 7d2
0002-0005
superseded
1 | 4a(in part) |When appt. effective|NC1-64-77-10, item 4a (in part)
1 5 (in part) 2 years NC1-64-77-10, item 5 (in part)
1 32 2 years N1-GRS-79-2, item 1
1 | 33b (in part) 1 year NC1-GRS-85-2, item 34a (in part)
1 | 33c(in part) 90 days N1-GRS-02-1, item 33c (in part)
DAA-GRS-2014- i -GRS-85-2, i i
21 | 050 2 years R 1 | 33e (in part) 90 days NC1-GRS-85-2, item 34c (in part)
1 | 33f(in part) 2 years N1-GRS-02-1, item 33f (in part)
1 | 33g (in part) 2 years N1-GRS-02-1, item 33g (in part)
1 | 33i(in part) 6 months NC1-GRS-85-2, item 34h (in part)
1 | 33p (in part) 2 years N1-GRS-02-1, item 33p (in part)
1 | 339 (in part) 2 years N1-GRS-02-1, item 33q (in part)
1 | 4a(in part) |When appt. effective|NC1-64-77-10, item 4a (in part)
1 5 (in part) 2 years NC1-64-77-10, item 5 (in part)
DAA-GRS-2014- 1 | 33b (in part) 1 year NC1-GRS-85-2, item 34a (in part)
2.1 ] 051 2 years 0002-0007
1 | 33c(in part) 90 days N1-GRS-02-1, item 33c (in part)
1 | 33e (in part) 90 days NC1-GRS-85-2, item 34c (in part)
1 | 33f(in part) 2 years N1-GRS-02-1, item 33f (in part)
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New GRS 2.1 Old GRS
GRS | Item , ERA Number/ | oo . N .
Retention Disposition Item No. Retention Disposition Authority
No. | No. . No.
Authority
1 | 33g (in part) 2 years N1-GRS-02-1, item 33g (in part)
21| st ) years DAA-GRS-2014- 1 | 33i(in part) 6 months NC1-GRS-85-2, item 34h (in part)
0002-0007 1 | 33p (in part) 2 years N1-GRS-02-1, item 33p (in part)
1 | 33q(in part) 2 years N1-GRS-02-1, item 33q (in part)
1 4b1 Return to OPM  |NC1-64-77-10, item 4b1
1 4b2 File with application [NC1-64-77-10, item 4b2
DAA-GRS-2014- 1 4b3 Destroy immediately NC1—64-77-10,. item 4b3
2.1 | 060 1vyear 1 33k 1vyear N1-GRS-02-1, item 33k
0002-0011 -
1 3311 90 days N1-GRS-02-1, item 33I1 [el-one]
1 331-2 1vyear N1-GRS-02-1, item 3312 [el-two]
1 33m 2 years N1-GRS-02-1, item 33m
1 33n 2 years N1-GRS-02-1, item 33n
DAA-GRS-2014-
2.1 1 070 5 years 1 33j 5 years NC1-GRS-85-2, item 34i
0002-0012
DAA-GRS-2014- .
2.1 1 080 1year 0002-0013 1 330 1year NC1-GRS-85-2, item 34k
DAA-GRS-2014-
2.1 | 090 2 years 1 8 6 months NC1-64-77-10, item 8
0002-0008
21 | 100 After. DAA-GRS-2014- New item
separation 0002-0014
DAA-GRS-2014- .
2.1 ] 102 1year New item
0002-0015
DAA-GRS-2014- .
2.1 ] 110 5 years 0002-0018 1 40 5 years N1-GRS-93-2, item 1
DAA-GRS-2014- .
211 111 2 years New item
0002-0019
DAA-GRS-2014-
. New item
2.1 120 2 years 0002-0016
DAA-GRS-2014- .
2.1 130 2 years New item
0002-0017
Forward to [None. This is just
2.1 | 140 | appropriate a filing New item
office instruction.
Forward to [None. This is just
2.1 | 141 | appropriate a filing New item
office instruction.
DAA-GRS-2014-
. New item
2.1 | 142 1vyear 0002-0009
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New GRS 2.1 Old GRS
GRS | Item , ERA Number/ | oo , . _
Retention Disposition Item No. Retention Disposition Authority
No. | No. . No.
Authority
After
employee
enters on DAA-GRS-2014- .
2.1 1 143 . New item
duty oris no 0002-0010
longer a
candidate
DAA-GRS-2014-
2111 -GRS-86-1, i
50 3 years 0002-0021 1 33a 3 years N1-GRS-86-1, item 34
DAA-GRS-2014-
2.1 ] 160 3 years 1 33t 3 years NC1-GRS-85-2, item 34p
0002-0022
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Frequently Asked Questions (FAQs) about
GRS 2.1, Employee Acquisition Records

July 2017
INTRODUCTION
1. What is the purpose of GRS 2.1?

This schedule provides disposition authority for records agencies create and receive in the course of
bringing employees into the Federal workforce.

2. Whom do | contact for further information about this schedule?

You may contact NARA’s General Records Schedules Team at GRS _Team@nara.gov with questions
about this schedule.

GENERAL QUESTIONS

3. Does GRS 2.1 supersede the disposition instructions in the “Delegated Examining Operations
Handbook: A Guide for Federal Agency Examining Offices (May 2007), Appendix C,” published by the
Office of Personnel Management (OPM)?

Yes. “Delegated Examining Operations Handbook: A Guide for Federal Agency Examining Offices” covers
in detail how agencies with authority to hire employees, as delegated from the Office of Personnel
Management, are to carry out this function. Appendix C is the schedule for records created in that
process. Appendix C derives from GRS 1, items 33a through 33t. All but two items in GRS 1 are
superseded (and the other two are rescinded) by new GRS 2.1. As these GRS 1 items are now
superseded by GRS 2.1, GRS 2.1 supersedes Appendix C. See crosswalk for details.

4. Why did you rescind old GRS 1, item 7al?

GRS 1, item 7al, Position Classification Standards Files, are maintained as records by one agency only:
the Office of Personnel Management (OPM). Records held by a single agency are not appropriately
included in the GRS. In every other agency, these standards are non-record technical reference material
and need no schedule to authorize disposition.

5. Why did you rescind old GRS 1, item 7a2b?

GRS 1, item 7a2b, “Review file” for position classification standards, no longer exists in the electronic
milieu. Even in a paper world, it is highly unlikely that anyone separates out a file of papers for “review”
that are not duplicates of the record copies in the case file.

6. Why did you rescind old GRS 1, items 7c1 and 7c2?

Agencies no longer create GRS 1, items 7c1 and 7c2, Position Classification Survey Files.
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7. Why did you rescind old GRS 1, item 11?

GRS 1, item 11, covered “position identification strip” forms, which no longer exist. The form was made
obsolete in 1994.

8. Why did you rescind old GRS 1, items 33d and 33h?

GRS 1, item 33d, Test Material Stock Control, covered material only at the Office of Personnel
Management (OPM). This item is therefore inappropriate for the GRS. GRS 1, item 33h, Letters to
Applicants Denying Transfer of Eligibility, covered OPM Form 4896, which is no longer in use. In fact, the
entire work process it concerned is defunct because the Government no longer transfers eligibility from
one register to another.

QUESTION RELATED TO ITEM 010
9. Why doesn’t this item cover OPM records?

OPM, as part of its mission, prepares the majority of classification standards applicable to positions in
individual agencies, multiple agencies, and the entire Federal Government. These case files are
permanent (NC1-146-84-1, item 1a). Item 010 covers the corresponding case file at an agency seeking
to create a new classification standard specific to itself, a few agencies, or in rare cases, the entire
Government. These are administrative files at all agencies other than OPM and it is therefore
appropriate to include them in the GRS. The corresponding OPM files are, however, unique to OPM’s
mission. OPM must therefore must schedule them on an agency-specific schedule.

QUESTION RELATED TO ITEM 021

10. Why doesn’t this item have a disposition authority?

This item is not an independent disposition authority because the records are filed in places already
covered by other disposition authorities, such as that covering the employee’s official personnel file.
Users must go to those other authorities to learn when to destroy records.

QUESTION RELATED TO ITEM 022

11. This item includes “other copies” of records described in item 020. Why is it necessary to include
such an item for “other copies”?

Various offices in an agency might develop case files for position descriptions (PDs), most notably the
program office where the position will exist. Once the PD is final, its official record resides with the
agency Human Resources function and is covered by item 020. Item 022 covers background material
created by any office in the course of building a PD, and also convenience copies of final PDs held by
offices to document their own positions.

QUESTIONS RELATED TO ITEM 030

12. What is a classification appeal?
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An employee who believes his or her position description is inappropriately graded or no longer reflects
its actual responsibilities may file a classification appeal seeking to alter the grade or description. Only
an employee can originate an appeal; an agency cannot appeal a classification to OPM. The appeal may
be made either to an agency’s HR function or directly to OPM. In either event, the agency creates a case
file to track the appeal’s progress and OPM’s final decision.

13. Why are OPM records not covered by this item?

Position classification, as discussed in the answer to question 9, is part of OPM’s mission. Therefore,
records of OPM’s involvement in appeal and review case files are also not appropriate for the GRS and
are instead scheduled on an OPM-specific records schedule.

QUESTIONS RELATED TO ITEM 040

14. Why is the classification certificate not combined with the classification appeal file (item 030) in a
single item?

A classification certificate is the document closing an appeal of a position classification. While it is
arguably the conclusion of the appeal file, it takes on new life as integral documentation of a position’s
classification. As such, it must be retained as long as the PD is active, which may be for many years. The
rest of the appeal file (item 030) is material documenting how the final decision was reached. These
background records do not need to be retained as long as the certificate itself.

15. Why are OPM records not covered by this item?

Position classification, as discussed in the answer to question 9, is part of OPM’s mission. Certificates
received by agencies regarding their own positions document classification activities that take place in
all agencies across Government; as such, it is appropriate to include them in the GRS. The certificates
retained by OPM are OPM-specific records documenting the agency carrying out its mission, and must
be covered by an OPM-specific schedule.

QUESTIONS RELATED TO ITEMS 050 AND 051
16. Why do these items supersede so many items in the previous GRS?

The previous GRS, particularly the 21 sub-items in GRS 1/33 (records created as part of posting Federal
jobs and hiring new staff), divided these records into very small units with relatively small differences in
retention periods. These small units of records were linked to a paper-based process which has largely
been replaced by electronic systems. It is more efficient for electronic systems to dispose of an entire
case file all at once, when possible, rather than piecemeal. This GRS revision reflects that and other
current business practice and efficiencies.

17. Why do these items not authorize longer retention if required for business use?
The regulation governing these records (5 CFR 335.103), requires agencies to retain them for 2 years or
until after formal program evaluation by OPM, whichever occurs first. We chose a blanket 2-year

retention—the outside limit required by the regulation—for ease of implementation. There is no
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express provision in the regulation for longer retention, and agencies may find that longer retention
opens them to liability.

QUESTIONS RELATED TO ITEM 060
18. Why does this item supersede so many items in the previous GRS?

The answer to question 16 for items 050 and 051 applies here as well. This item supersedes a number
of old GRS items ranging in retention from “destroy immediately” to 2 years. The fact that the process
of submitting an application for Federal employment has become entirely electronic necessitates a
unified item with a single retention period.

19. Why does this item not authorize longer retention if required for business use?

Item 060 does not authorize longer retention because the online site USAJobs enforces a strict policy of
applications self-destructing one year from the day of submission. Also, risk is increased if job vacancy
case files (items 050 and 051) are destroyed as required by law but duplicates of records are retained
longer by other offices under item 060.

QUESTION RELATED TO ITEM 090

20. How can | know when the clock starts ticking on destruction of these records? When does right to
appeal a non-selection expire?

According to 5 CFR 300.104, each agency can set its own time limit for filing appeals. Check with your
agency General Counsel. Itis important to retain these records until the time specified in the disposition
instruction to protect both the right of a non-selectee to appeal the decision and to protect your agency
in justifying its selection.

QUESTION RELATED TO ITEMS 100, 101, AND 102
21. Why do these items exclude Presidential appointment records?

Records documenting Presidential appointments are often high-profile and a subject of great interest to
the research community. Since we cannot state that these records are always temporary or always
permanent across the entire Government, we cannot include them in the GRS. Each agency must
schedule its records on Presidential appointments on an agency-specific records schedule.

QUESTION RELATED TO ITEMS 120 AND 130

22. What specific programs are covered under special hiring authority?

Exact names of special programs may vary from year to year. The current list is available at
https://www.opm.gov/policy-data-oversight/hiring-information/hiring-authorities/, the section at the

bottom of the page entitled “Special Employment Programs.” In general, these are temporary hiring
authorities and often seasonal. A good example is student summer-hire programs.

QUESTION RELATED TO ITEMS 140 AND 141
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23. Why don’t these items have a disposition authority?

The disposition instruction for both these items directs the user to forward the records elsewhere. The

user is not responsible for disposal. These records are ultimately incorporated into other records series
scheduled under other authorities.

QUESTION RELATED TO ITEMS 150 AND 160
24. Why don’t these items cover OPM’s records?

OPM has authority for hiring Federal employees. It may delegate this authority under 5 U.S.C. § 1104 to
heads of other agencies; this delegation makes it possible for other agencies to post job openings and
interview and hire employees. These activities are administrative at all agencies other than OPM. Since
hiring Federal employees is an OPM mission function, it must schedule its copies of these records
separately.
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GENERAL RECORDS SCHEDULE 2.2: Employee Management Records

This schedule covers records Federal agencies create while carrying out the work of employee management: supervising employees, processing personnel
actions, managing employee performance, and creating and maintaining personnel and volunteer service records.

Item | Records Description Disposition Instruction Disposition
Authority
010 | Employee management administrative records. Temporary. Destroy when 3 DAA-GRS-
Records on routine office program support, administration, and human resources operations. years old, but longer retention | 2017-0007-
Includes: is authorized if required for 0001
e reports, including annual reports to the Department of State concerning the number of official business use.

passports issued and related matters

e reports from subordinate units regarding statistics and other reporting measures

e general correspondence with internal agency offices and with OPM

e general correspondence with travelers regarding official passport application procedures and
documentation requirements

e statistics, including lists of official passport holders

Exclusion: Agency reports received by the Department of State document the Department's
mission and must be scheduled by the Department.

020 | Workforce and succession planning records. Temporary. Destroy 3 years DAA-GRS-
Records about workforce planning and analysis, including succession planning, developed in after issuing each new plan, 2017-0007-
support of executive-level and other agency planning initiatives. Includes: but longer retention is 0002
e planning and analysis models authorized if required for
e planning data business use.

e briefing materials
e studies and surveys
e lists of functions and staff at key locations

Exclusion: Records maintained by executives responsible for policy formulation or other high-level
actions. Schedule these on agency-specific schedules.
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Item | Records Description Disposition Instruction Disposition
Authority
030 | Employee incentive award records. Temporary. Destroy when 2 DAA-GRS-
Agency awards files, including recommendations, approved nominations, correspondence, and years old or 2 years after 2017-0007-
reports about agency-sponsored cash and noncash awards (such as lump-sum cash awards, award is approved or 0003
honorary awards, informal recognition awards, cost savings awards, and time off awards). Also, disapproved, whichever is
includes correspondence about awards from other Federal agencies or non-Federal organizations later, but longer retention is
and to former employees. authorized if required for
business use.
Exclusion: Records of Department-level awards require agency-specific schedules.
040 | Official Personnel Folder (OPF)/electronic OPF | Long-term records. Temporary. Destroy when DAA-GRS-
(eOPF). Records of separated employees saved to the survivor or retirement claims 2017-0007-
The Official Personnel Folder (Standard “permanent” folder in the eOPF or filed on the are adjudicated or when 0004
Form 66) or its approved electronic right side of the hardcopy OPF. records are 129 years old,
equivalent documents an individual’s whichever is sooner, but
employment history. Exclusion: OPFs for employees separated prior to | longer retention is authorized
December 31, 1973. It is the responsibility of if required for business use.
Exclusion: Agencies not subject to OPM OPM to schedule these records.
041 recordkeeping requirement§ under title 5, Short-term records. Temporary. Destroy when DAA-GRS-
us. dee, should apply their own agency- Records of separated employees saved to the superseded or obsolete, or 2017-0007-
specific schedule. “temporary” folder in the eOPF or filed on the left | upon separation or transfer of | 0005

Note 1: For transferred employees, see
Chapter 7 of The Guide to Personnel
Recordkeeping for instructions.

Note 2: Hardcopy original personnel folders
scanned into the Enterprise Human
Resource Integration (EHRI) eOPF Database
are covered by GRS 5.2, Transitory and
Intermediary Records, item 020.

side of the hardcopy OPF.

Exclusion: USCIS Form I-9 and performance-
related records. See item 060 of this schedule for
1-9 Forms and items 070, 071, 072, and 073 for
disposition of temporary performance-related
records.

employee, whichever is
earlier.
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Item | Records Description Disposition Instruction Disposition
Authority
050 | Notifications of personnel actions. Temporary. Destroy when DAA-GRS-
Copies of Standard Form 50, documenting all individual personnel actions such as hiring, business use ceases. 2017-0007-
promotions, transfers, and separation. Includes chronological files, fact sheets, general 0006
correspondence, and forms about pending personnel actions maintained by agency Human
Resources offices.
Exclusion: SF-50s filed in the OPF. Items 040 and 041 of this schedule cover these records.
060 | Employment eligibility verification records. Temporary. Destroy 3 years DAA-GRS-
Employment Eligibility Verification form I-9 and any supporting documentation. after employee separates 2017-0007-
from service or transfers to 0007
another agency.
070 | Employee performance Acceptable performance appraisals of non-senior executive service Temporary. Destroy no DAA-GRS-
file system records. employees. sooner than 4 years after date | 2017-0007-
Employee Performance records for employees as defined in 5 U.S.C. 4301(2)). of appraisal, but longer 0008
performance records retention is authorized if
are ratings of record, Exclusion: Performance records superseded through an administrative, | required for business use.
the performance plans judicial, or quasi-judicial procedure are covered by item 073 of this
on which ratings are schedule.
based, supporting
documentation for Legal citation: 5 CFR Part 293.404
071 those ratings, and any Unacceptable performance appraisals of non-senior executive service Temporary. Destroy after DAA-GRS-
other performance- employees. employee completes 1 year of | 2017-0007-
reIatfed material Appraisals of unacceptable performance for non-senior executive acceptable performance from | 0009
requwe'd by an service employees (as defined in 5 U.S.C. 4301(2)), where a notice of the date of written advance
age“CY s performance proposed demotion or removal is issued but not effected, and all notice of proposed removal or
appraisal system. related documents. reduction-in-grade notice.
. This disposition instruction is
Exclusion: Legal citations: 5 U.S.C. section 4303(d) and 5 CFR Part 293.404 mandatory; deviations are not
Performance records allowed.
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Item | Records Description Disposition Instruction Disposition
Authority
072 of Presidential Records of senior executive service employees. Temporary. Destroy no DAA-GRS-
appointees are not Performance records for employees as defined in 5 U.S.C. 3132a(2). sooner than 5 years after date | 2017-0007-
covered by the GRS. Includes records of performance ratings boards. of appraisal, but longer 0010
Such records must be retention is authorized if
scheduled by Exclusion: Performance records superseded through an administrative, | required for business use.
submitting an agency- judicial, or quasi-judicial procedure are covered by item 073 of this
specific schedule to schedule.
NARA.
Legal citation: 5 CFR Part 293.404
073 Performance records superseded through an administrative, judicial, or Temporary. Destroy when DAA-GRS-
quasi-judicial procedure. superseded. This disposition 2017-0007-
Superseded performance records of both non-senior executive service | instruction is mandatory; 0011
employees and senior executive service employees. deviations are not allowed.
Legal citation: 5 CFR Part 293.404
080 | Supervisors' personnel files. Temporary. Review annually DAA-GRS-
Records on positions, authorizations, pending actions, position descriptions, training records, and destroy superseded 2017-0007-
individual development plans, telework agreements, award recommendations, and records on documents. Destroy 0012

individual employees not duplicated in or not appropriate for the OPF. These records are sometimes
called supervisors’ working files, unofficial personnel files (UPFs), and employee work folders or
“drop” files.

Exclusion 1: Records that become part of a grievance file, an appeal or discrimination complaint file,
a performance-based reduction-in-grade or removal action, or an adverse action. These records are
covered under GRS 2.3, Employee Relations Records.

Exclusion 2: Employee medical documents, unless part of employee’s initial request for reasonable
accommodation. Following approval, the agency’s reasonable accommodation decision replaces
medical documentation and becomes the record. Reasonable accommodation employee case files
are covered under GRS 2.3, Employee Relations Records.

remaining documents 1 year
after employee separation or
transfer.
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Item | Records Description Disposition Instruction Disposition
Authority

090 | Records related to official passports. Application records. Temporary. Destroy when 3 DAA-GRS-
The Department of State issues official Records related to administering the application years old or upon employee 2017-0007-
passports to people traveling abroad to or renewal of official passports and visas, separation or transfer, 0013
carry out official duties on behalf of the U.S. including: whichever is sooner; but
Government. e copies of passport and visa applications longer retention is authorized

e passport and visa requests if required for business use.
Exclusion: Agency and dependent requests e special invitation letters
for passports maintained by the e visa authorization numbers
Department of State are covered under an e courier receipts
agency-specific schedule. e copies of travel authorizations
091 Official passport registers. Temporary. Destroy when DAA-GRS-
Registers and lists of agency personnel who have | superseded or obsolete. 2017-0007-
official passports. 0014
092 Official passports of transferred or separated agency | Transfer to new agency or None; filing
personnel. return to the Department of instruction
State upon expiration or upon | only.
separation of the employee.

100 | Volunteer service program administrative records. Temporary. Destroy when 3 DAA-GRS-
Records documenting routine administration, internal procedures, and general activities, including: | years old, but longer retention | 2017-0007-
e general correspondence is authorized if required for 0015
e annual reports on volunteer activities business use.

110 | Volunteer service case files. Case files on volunteers. Temporary. Destroy 4 years DAA-GRS-
Records documenting service performed without after volunteer departs 2017-0007-
compensation by people not under a Federal appointment. Exclusion: Records documenting service, but longer retention is | 0016
Includes both students as defined in 5 U.S.C. 3111 and non- service for volunteers (students) authorized if required for
students. Records include: who receive Federal appointments | business use.

e volunteer agreements documenting position title, office or for whom service is creditable
title, duty location, days/hours on duty for leave or any other employee
e parental approval forms benefits. Items 040 and 041 of
this schedule cover these records.
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Item | Records Description Disposition Instruction Disposition
Authority
111 e performance evaluations Case files on individuals whose Temporary. Destroy when 1 DAA-GRS-
e training information applications were rejected or year old. 2017-0007-
e certificates of appreciation withdrawn. 0017
e correspondence documenting inclusive dates of service
and total hours or days worked

120 | Skill set records. Temporary. Destroy when DAA-GRS-
Records detailing name, contact, and other information for people with specific skill sets, such as business use ceases. 2017-0007-
foreign languages, notaries, and sign language; used to assign work-related duties to employees and 0018
volunteers.

Exclusion: Associated testing records. Those related to non-mission functions are covered by GRS
2.6, Employee Training Records. Those related to agency mission functions must be scheduled by
the agency.
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New GRS 2.2 Old GRS
GRS | Item Retention . ER.A'Number/ . GRS No. | Item No. Retention Disposition Authority
No. | No. Disposition Authority
1 3 3 years N1-GRS-81-10, item 1
1 16 2 years NC1-64-77-10, item 16
1 17c 6 months NC1-64-77-10, item 17c
2.2 | 010 3 years DAA-GRS-2017-0007-0001 9 b 1year N1-GRS-91-L item 5b
9 Sc (in part) Superseded or obsolete N1-GRS-98-2, item 9 (in part)
2.2 | 020 3 years DAA-GRS-2017-0007-0002 New ltem
1 12al 2 years NC1-64-77-10, item 12al
1 12a2 2 years NC1-64-77-10, item 12a2
2.2 | 030 2 years DAA-GRS-2017-0007-0003 1 12b 1vyear NC1-64-77-10, item 12b
1 12c 2 years NC1-64-77-10, item 12c
1 12d Superseded or obsolete NC1-64-77-10, item 12d
2.2 | 040 129 years DAA-GRS-2017-0007-0004 1 1b 65 years N1-GRS-87-12, item 1b2
Superseded or obsolete, or )
2.2 | 041 X DAA-GRS-2017-0007-0005 1 10a Superseded or obsolete N1-GRS-97-4, item 10a
upon separation
1 14a 2 years NC1-64-77-10, item 14a
2.2 | 050 When business use ceases DAA-GRS-2017-0007-0006 1 14b 1year NC1-64-77-10, item 14b
1 17a When action is completed NC1-64-77-10, item 17a
2.2 | 060 3 years DAA-GRS-2017-0007-0007 1 10b 3 years N1-GRS-97-4, item 10b
1 23a3a Forward to gaining agency or 4 years N1-GRS-95-3, item 23a3a
1 23a3b 4 years N1-GRS-98-2, item 2
2.2 | 070 4 years DAA-GRS-2017-0007-0008 1 T304 Zyears N1.GRS-95-3. item 2334
1 23a5 4 years N1-GRS-98-2, item 3
2.2 071 1year DAA-GRS-2017-0007-0009 1 23al 1year N1-GRS-93-3, item 23al
1 9 1 year NC1-64-77-10, item 9
1 23b2a Forward to gaining agency or 5 years N1-GRS-88-3, item 23b2a
2.2 072 5 years DAA-GRS-2017-0007-0010 1 23b2b 5 years N1-GRS-98-2, item 4
1 23b3 5 years N1-GRS-82-2, item 23b3
1 23b4 5 years N1-GRS-98-2, item 5
1 23a2 Superseded N1-GRS-93-3, item 23a2
2.2 | 073 Superseded DAA-GRS-2017-0007-0011 -
1 23b1 Superseded N1-GRS-82-2, item 23b1
29 | 0s0 Superseded or obsolete or 1 DAA-GRS-2017-0007-0012 1 18a Superseded or obsolete or 1 year NC1-64-77-10, !tem 18a
year 1 18b 6 months NC1-64-77-10, item 18b
. 9 5a 3 years or upon separation N1-GRS-91-1, item 5a
2.2 | 090 3 years or upon separation DAA-GRS-2017-0007-0013 - - -
21 2 (in part) 5 years or when superseded N1-GRS-98-2, item 33 (in part)
2.2 | 091 Superseded or obsolete DAA-GRS-2017-0007-0014 9 5c (in part) Superseded or obsolete N1-GRS-98-2, item 9 (in part)
2.2 | 092 Transfer to new agency or N/A. Filing instruction. New item
return to Department of State
2.2 | 100 3years DAA-GRS-2017-0007-0015 New Item
2.2 110 4 years DAA-GRS-2017-0007-0016 New Item
22| 111 1vyear DAA-GRS-2017-0007-0017 New Item
2.2 [ 120 | When business use ceases DAA-GRS-2017-0007-0018 New Item
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1. What is the purpose of GRS 2.2?

This schedule provides disposition authority for records Federal agencies when managing
employees. Topics include personnel actions and files, employee performance records, and
supervisors’ records. This GRS addresses records of Federal civilian employment and volunteer
service.

2. Whom do | contact for further information about this schedule?

Please contact NARA’s General Records Schedules Team at GRS_Team@nara.gov with
guestions about this schedule.

CHANGES FROM THE OLD GRS

3. How does GRS 2.2 differ from the old GRS?

GRS 2.2 updates many existing authorities from GRS 1, as well as a few items located in GRS 9
and GRS 21.

We added 6 new items to this schedule:

Iltem 020, Workforce and succession planning records

Iltem 092, Records related to official passports- Passports
Item 100, Volunteer service program administrative records
Iltems 110 and 111, Volunteer service case files

Iltem 120, Skill set records

4. Which old GRS items did you rescind, and why?

We rescinded 5 items, all from GRS 1. Item 1a served as a filing/handling instruction and never
had an associated NARA disposition authority. Items 2a and 2b covered the Service Record
Card (SF 7) which became obsolete in 1994. Item 6 provided disposition authority for the
Employee Record Card (SF 7b) system which became obsolete in 1993. We rescinded item 13,
Incentive Awards Program Reports, because agencies are no longer required to complete OPM
Form 1465. OPM now uses awards data extracted from the Enterprise Human Resources
Integration-Statistical Data Mart to report Government-wide data on cash and time-off awards.

QUESTIONS RELATED TO ITEM 020

5. What is succession planning?
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OPM defines succession planning as the “process where organizations identify those positions
considered to be at the core of the organization—too critical to be left vacant or filled by any
but the best qualified persons—and then creating a strategic plan to fill them with experienced
and capable employees.” 5 U.S.C. 412. 201 requires the head of each agency, in consultation
with OPM, to establish a management succession program.

6. Why did you exclude records maintained by executives responsible for policy formulation
or other high-level actions from this item? How do | schedule these records?

Records documenting executive-level decisions and actions are often considered permanent
records. Therefore, agencies should submit agency-specific schedules for these records.

QUESTION RELATED TO ITEM 030
7. Why do records of Department-level awards require agency-specific schedules?

Department-level awards are often awarded for distinguished or meritorious service. As such,
such awards are high-profile and records documenting them are potentially of great interest to
the research community. Since we cannot state that these records are always temporary or
always permanent across the entire Federal Government, we cannot include them in the GRS.
Each agency must schedule its records for Department-level awards on an agency-specific
records schedule.

QUESTIONS RELATED TO ITEM 040

8. Why did you exclude Official Personnel Folders (OPFs) for employees who separated prior
to December 31, 1973, from this item? Who is responsible for scheduling these older OPFs?

GRS 2.2 does not provide disposition authority for pre-1973 Official Personnel Folders (OPFs)
because their value has not been decided. NARA has determined that it is the responsibility of
OPM to schedule these records, given that OPM is the owner of the records subject to OPM
recordkeeping requirements. Agencies may have physical possession (custody) of such records,
but they do not schedule them.

9. Why did you change the retention period for long-term records (item 040) to “when
survivor or retirement claims are adjudicated or when records are 129 years old, whichever is
sooner” from “65 years after separation from Federal service” (old GRS 1, item 1b)?

OPM relies on long-term Official Personnel Folders (OPFs) as a supplemental source of
documentation when making decisions about retirement benefits, death benefits, and survivor
benefits payable to annuitants and beneficiaries. The 129-year retention comes from 5 U.S.C.
8466, which allows an employee to seek benefits based on Federal service through 115 years
old, or a beneficiary to seek benefits up to 30 years from the event which entitled them to the
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benefits (death of the employee). If we assume a person could not be an employee at younger
than 16 years old, and may seek their benefits until they are 115 years old, then the person’s
OPF records could be up to 99 years old. It is possible for a beneficiary to seek benefits for an
additional 30 years under the statute. Thus, the 129-year disposition.

QUESTIONS RELATED TO ITEMS 040 AND 041

10. Why do items 040 and 041 still refer to hardcopy Official Personnel Folders (OPFs)?
Hasn’t the entire Government adopted the eOPF system as of 2014?

No, some agencies continue to maintain OPFs in hardcopy and have not migrated to eOPF. As a
result, we left the reference to hardcopies in these items.

11. Why do you exclude agencies not subject to OPM recordkeeping requirements under title
5, U.S. Code, from Items 040 and 041?

We excluded agencies not subject to OPM recordkeeping requirements from using this
schedule for three important reasons. First, this GRS conforms to OPM recordkeeping
requirements, and OPM has the authority to establish requirements only on those records
created under its oversight. Second, while it is tempting to assign the same legal minimum
retention period to all other personnel folders as well, this is best determined, when possible,
by each agency for itself. Agencies not subject to OPM recordkeeping requirements either
operate their own employment systems or participate in another agency’s employment system.
Employees under these different systems may be paid under a different pay plan, have
different rights to appeal and file grievances, or accrue time towards retirement differently
from employees under OPM’s employment system. Third, we established a legal minimum
retention period of 129 years for the OPFs covered under item 040. We would not want to
impose such a long retention on other agency personnel folders when we know their
retirement systems are different and they may not need the records as long.

QUESTION RELATED TO ITEM 050

12. What is Standard Form 50?

Notification of Personnel Action (Standard Form 50), scheduled by item 050, notifies the
employee and the payroll office of a change in status, such as reassignment or pay increase,
and records that action in the employee's Official Personnel Folder.

QUESTION RELATED TO ITEM 060

14. What is an Employment Eligibility Verification form 1-9? What is E-Verify and how does it
relate to the I-9?

Agency personnel offices use form I-9 to verify the identity and employment authorization of
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new hires and to re-verify the status of employees who transfer between agencies. E-Verify is a
web-based system managed by the U.S. Department of Homeland Security (DHS). Agencies use
the system to compare information from an employee's form I-9 to system data, which enables
the employer to confirm or “verify” employment eligibility.

QUESTION RELATED TO ITEM 070

15. Why does the GRS not cover performance records of Presidential appointees? How do |
schedule these records?

Presidential appointees are often high-profile and a subject of great interest to the research
community. Since we cannot state that records documenting their service are always
temporary or always permanent across the entire Federal Government, we cannot include
them in the GRS. Each agency must schedule its records on Presidential appointments on an
agency-specific records schedule.

QUESTIONS RELATED TO ITEMS 090, 091 and 092
16. What are official passports?

Official passports, also known as special issuance passport books, are issued to people who
travel outside the United States on Government business. A holder of an official passport may
also have a personal passport for use when traveling outside the United States for personal
business or pleasure; personal passports are not Federal records and are not scheduled by the
GRS.

17. Why do you exclude records held at the Department of State from these items?

The Department of State maintains agency and dependent requests for passports as part of its
mission-specific function. As a result, this GRS does not cover them. State covers its mission
records under an agency-specific schedule.

QUESTION RELATED TO ITEM 092

18. Why did you include a filing instruction for official passports of transferred or separated
agency personnel?

Some agencies have scheduled these records, so this instruction provides clarity about steps
any agency should take when the passports are no longer needed.

QUESTION RELATED TO ITEM 110

19. Why did you exclude service records for certain volunteers from this item? Does the GRS
cover these individuals?
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The volunteers whose records are excluded from this item ultimately have Official Personnel
Folders (OPFs). Once those OPFs are created, records that otherwise would be covered by item
110 are incorporated into the OPFs, which are scheduled by items 040 and 041.
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GENERAL RECORDS SCHEDULE 2.3: Employee Relations Records

This schedule covers records documenting activities related to managing relationships between the agency, its employees, and its unions and bargaining units.
The records are those maintained by agency offices that deal with employee relations functions, regardless of office placement in organizational structure.
Copies held by supervisors/management in program offices are not covered by this schedule (as such copies may be part of supervisory files covered under GRS
2.2, Employee Management Records). Activities include: negotiating and administering labor contracts and collective bargaining agreements, managing
grievances and other conflicts such as by providing alternative dispute resolution processes, Equal Employment Opportunity (EEQ) activities, managing
programs promoting work-life balance such as telework, providing employee reasonable accommodations and providing displaced employee programs. The
scope of this schedule does not extend to programs that are considered employee benefits such as providing health care and retirement pensions.

Item | Records Description Disposition Instruction Disposition
Authority
010 | Alternative Dispute ADR program files. Temporary. Destroy DAA-GRS-
Resolution (ADR) This item refers to the program management and routine activities of when 3 years old, but 2015-0007-
records. offices running ADR processes. Includes: longer retention is 0001
ADR is any dispute e program-related correspondence (excludes case-related authorized if required for
resolution process correspondence) business use.
conducted by a e copies of statutes, regulations
neutral third party, or e meeting minutes
third parties, which is e final reports provided to senior management, oversight agencies, and
used to resolve issues related records and data created, received, and maintained for
in controversy, purposes of tracking agency compliance with relevant Executive
including, but not Order(s), as amended
limited to, e copies of records of financial payments and authorizations to mediators
conciliation, and/or facilitators (excludes copies held by financial offices)
facilitation, e evaluation records of the ADR program
mediation, fact e other records relating to the agency’s overall administration of its ADR
finding, mini-trials, program
arbitration and use of
011 ombuds. The records | ADR case files - Informal process. Temporary. Destroy 3 DAA-GRS-
covered by this This item includes records that are not associated with another employee years after case is closed, 2015-0007-
schedule relate to dispute, complaint or grievance process. Includes: but longer disposition is 0002
e agreements to use ADR

49




Transmittal No. 28

General Records Schedule 2.3

July 2017
Item | Records Description Disposition Instruction Disposition
Authority

techniques and e documentation of the settlement or discontinuance of the ADR case authorized if required for
processes used in an e parties’ written evaluations of the process and/or the neutral third party | business use.
agency’s ADR mediator
program in resolving e correspondence related to intake, process, settlement, and
disputes with or evaluations (excluding evaluations of ADR program)

012 Ziggszeﬁs (());/vn ADR case files - Formal process. Temporary. Destroy 7 DAA-GRS-

’ This item includes originals and copies of records generated in response to | years after case is closed, 2015-0007-
between the agency . . . . L
and the union(s). a referr_al from a.nother dispute, grievance or complaint process (like EEO but Ion.ger r.etentlf)n is 0003
complaints or grievances). Includes: authorized if required for
e agreements to use ADR business use.
e documentation of the settlement or discontinuance of the ADR case
e parties’ written evaluations of the process and/or the neutral third party
mediator
e correspondence related to intake, process, settlement, and
evaluations (excluding evaluation records of ADR programs)

020 | Reasonable Reasonable accommodation program files. Temporary. Destroy 3 DAA-GRS-
accommodation Administrative records not linked to a case file. Includes: years after being 2015-0007-
records. e instructions superseded, but longer 0004

Includes e directives retention is authorized if
Information e notices required for business use.
created and e timetables and guidelines for requesting, processing and approving requests

maintained and for appealing decisions for reasonable accommodation

while e reports provided annually to oversight agencies such as the Equal Employment

receiving, Opportunity Commission (EEOQC), related records, and data created, received,

coordinating, and maintained for purposes of tracking agency compliance with relevant

reviewing, Executive Order(s), as amended, and EEOC guidance

proces§ing, e notification records to internal and external stakeholders such as the EEOC,

approving, and collective bargaining representative(s), and agency EEO offices
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Item | Records Description Disposition Instruction Disposition
Authority
021 reporting Reasonable accommodation employee case files. Temporary. Destroy 3 DAA-GRS-
requests for Individual employee files created, received, and maintained by EEO reasonable years after employee 2015-0007-
reasonable accommodation, diversity/disability programs, employee relations coordinators, separation from the 0005
accommodatio supervisors, administrators, or HR specialists containing records of requests for agency or all appeals are
n from federal reasonable accommodation and/or assistive technology devices and services that | concluded whichever is
employees have been requested for or by an employee. Includes: later, but longer retention
and applicants e request approvals and denials is authorized if required
under the e notice of procedures for informal dispute resolution or appeal processes, for business use.
Rehabilitation including ADR processes
Act of 1973 e forms
and Executive e correspondence
Order 13164. e emails
e policy guidance documents
e records of oral conversations
e medical records
e supporting notes and documentation
030 | Equal EEO program files. Temporary. Destroy DAA-GRS-
Employ- General program-related correspondence and copies of regulations with related records when 3 years old, but 2015-0007-
ment that pertain to the Civil Rights Act of 1964, the EEO Act of 1972, and any other pertinent longer retention is 0006
Oppor- legislation, and agency EEO Committee meeting records. authorized if required for
tunity business use.
031 | (EEO) EEO official discrimination complaint case files — Informal process. Temporary. Destroy 3 DAA-GRS-
records. Cases resolved within the agency that did not go to the formal process stage. Includes: years after resolution of 2015-0007-
e intake sheet case, but longer retention | 0007
e summary report is authorized if required
e notes for business use.
e supporting documentation
e correspondence
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Item | Records Description Disposition Instruction Disposition
Authority
Note: If a formal case is filed, all records in the prior informal case are covered by Item
032.
032 EEO official discrimination complaint case files — Formal process. Temporary. Destroy 7 DAA-GRS-
Originating agency's file containing complaints with related correspondence, reports, years after resolution of 2015-0007-
exhibits, withdrawal notices, copies of decisions, records of hearings and meetings, and case, but longer retention | 0008
other official complaint case file records. Includes cases resolved within the agency, by the | is authorized if required
Equal Employment Opportunity Commission, or by a U.S. Court. for business use.
Note: This item includes all records gathered in the informal process which become the
formal process case file once a formal complaint is filed.
033 EEO case files that did not result in an EEO complaint. Temporary. Destroy 2 DAA-GRS-
Includes cases that did not result in an official formal or informal EEO complaint. years after final resolution | 2015-0007-
of case, but longer 0009
retention is authorized if
required for business use.
034 EEO compliance review files. Temporary. Destroy DAA-GRS-
Reviews, background documents, and correspondence relating to contractor employment | when 7 years old, but 2015-0007-
practices. longer retention is 0010
authorized if required for
business use.
035 EEO reports and employment statistics files. Temporary. Destroy DAA-GRS-
Includes the annual report to the EEOC, the annual report to Congress on the No FEAR Act, | when 5 years old, but 2015-0007-
quarterly/monthly reports to senior leadership, and other related reports required by longer retention is 0011
EEOC’s MD 715 (such as the Analysis and Action Plans) or succeeding guidance as well as authorized if required for
employment statistics files which support reporting requirements to Congress, the EEOC business use.
and other oversight entities.
040 | Anti-harassment Anti-harassment program files. Temporary. Destroy 3 DAA-GRS-
records. Includes: years after being 2015-0007-
Records related to e program administration superseded or obsolete, 0012
harassment outside of e correspondence but longer retention is
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Item | Records Description Disposition Instruction Disposition
Authority
the EEO process based e program implementation records authorized if required for
on race, color, e reports and responses to oversight agencies and senior level business use.
religion, sex (including management
pregnancy and gender
identity), genetic Exclusion: This item does not apply to government-wide program oversight
information, sexual records created and received by OPM and EEOC.
041 or!e.ntatlon, national Anti-harassment complaint case files. Temporary. Destroy DAA-GRS-
origin, age (40 or Includes: when 7 years old, but 2015-0007-
older), disability . q o 0013
(mental or physical), corresponaence Ionger'retelrltlon IS.'
marital status, political ® notes authorlzed if required for
affiliation, status as a . reIevant. forms . business use.
parent, retaliation, or * supporting material
any other reason. e background information documentation documents relating to the
agency investigation
Note: Includes records e statements of withesses
focusing on reducing e documents relating to management’s determination as to whether
or eliminating sexual harassment occurred
harassment in the e documentation of preventive or corrective measures taken by the
workplace. agency
e documents of interim or intermediate measures taken by the agency
e otherrelated records
Exclusion: Anti-harassment records that relate to actions such as EEO
complaints, alternative dispute resolution processes, various grievance
processes (including union grievance procedures), and reporting to the
Office of Inspector General, are excluded from this series and should be
included instead with the related case file.
050 | Labor management relations agreement negotiation records. | Office(s) responsible for negotiations. | Temporary. Destroy 5 DAA-GRS-
Records relating to negotiations with labor unions. Includes: years after expiration of 2015-0007-
agreement, but longer 0014
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Item | Records Description Disposition Instruction Disposition
Authority
e negotiation agreements retention is authorized if
e requests to bargain required for business use.
051 * bargaining session records/notes All other offices. Temporary. Destroy DAA-GRS-
e correspondence when no longer needed 2015-0007-
¢ memoranda for business use. 0015
e reports .
052 Labor management relations Temporary. Destroy 5 DAA-GRS-
* forms ) ) arbitration records. years after final resolution | 2015-0007-
e other record§ reIa’Fmg to the negotiated agreements and Correspondence, forms, and related of case, but longer 0016
geheral relationship between management, employee records relating to labor arbitration retention is authorized if
unions and other groups cases. required for business use.
060 | Administrative Administrative grievance files. Temporary. Destroy no DAA-GRS-
grievance, disciplinary, Records relating to grievances raised by covered entities/individuals such as | sooner than 4 years but 2015-0007-
and adverse action non-bargaining agency employees. Includes formal and informal no less than 7 years after 0017
files. administrative grievance processes. Includes: case is closed.
e grievance documents (copy of original grievance submission and
Note: OPM has supporting documentation/evidence
determined that e statements of witnesses
agencies may decide e reports of interviews and hearings
how long, within the e examiner's findings and recommendations
range of 4 to7 years, e copy of the original decision
administrative e related correspondence and exhibits
grievance, adverse
action and Exclusion: Item excludes EEO complaints and negotiated grievances by
performance-based bargaining unit employees.
action records need —
061 to be retained. To Adversg action files. ‘ ' Temporary. Destroy no DAA-GRS-
implement this Case files and records related to effected adverse actions against sooner than 4 years but 2015-0007-
employees. Includes: no later than 7 years after | 0018

authority, each
agency must select
one fixed retention

e copy of the proposed adverse action
e supporting documents
e statements of witnesses

case is closed.
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Item | Records Description Disposition Instruction Disposition
Authority
period, between 4 e employee's reply
and 7 years. Agencies e hearing notices
are not authorized to e reports
use different e decisions
retention periods for e appeal records
individual cases. The e supporting documentation of letters of reprimand
agency should publish
the chosen retention Exclusion: Excludes letters of reprimand which are filed in the OPF.
in the agency’s —
062 records disposition Performance-based action files. Temporary. Destroy no DAA-GRS-
manual, and any Casse files and records related to effected performance based actions sooner than 4 years but 2015-0007-
other issuance against employees. Includes: no Ia'_cer than 7 years after | 0023
dealing with the e performance appraisal case is closed.
disposition of these e performance improvement plan
records. e supporting documents
e copy of the proposed performance-based action
e employee’s reply
e decision notices
e hearing notices
e appeal records
070 | Displaced employee Displaced employee program files. Temporary. Destroy 3 DAA-GRS-
program files. Includes: years after being 2015-0007-
e program related correspondence superseded, but longer 0019
Exclusion: These items e program implementation records disposition is authorized if
do not apply to the e reporting and tracking files sent to oversight agencies such as OPM, and | required for business use.
Department of to senior level management
Defense. e control files
e information collected about displaced employees
071 Displaced employee program application records. Temporary. Destroy DAA-GRS-
Includes: when employee is no 2015-0007-
e applications longer eligible for 0020
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Item | Records Description Disposition Instruction Disposition
Authority
e registrations displaced employee
e forms programs, but longer
e data retention is authorized if
e other related documentation required for business use.

080 | Telework | Telework/alternative worksite program files. Temporary. Destroy DAA-GRS-
/alternate Records generated by the designated Telework Managing Officer (TMO), agency when 3 years old, but 2015-0007-
worksite telework coordinators and other related staff. Includes: longer retention is 0021
records. e correspondence authorized if required for

e notes business use.
e policy implementation documents
o form development files
e planning records
e program evaluation documentation/data
e reports provided to senior management and oversight agencies such as OPM
e other related records generated by the agency or by participating employees
081 Forms, requests, or applications to participate in telework/alternate worksite programs. Temporary. Destroy 1 DAA-GRS-
Includes: year after end of 2015-0007-
e agreements between the agency and the employee employee's participation 0022
e records such as questionnaires relating to the safety of the worksite in the program, but longer
e forms, checklists and similar records regarding the installation and use of equipment, | retention is authorized if
hardware, and software required for business use.
e the use of secure, classified information or data subject to the Privacy Act, or
agencies’ Personally Identifiable Information policies
Note: “End of employee participation” in the disposition instruction refers to if
employee leaves telework entirely, is rejected, denied, or barred from telework, has
significant changes in telework or agency position such that a new agreement is signed,
or employee leaves Federal employment.
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New GRS 2.3 Old GRS
GRS| Item . ERA Number/ GRS | Item . . . .
Retention . . . Retention Disposition Authority
No.| No. Disposition Authority No. No.
2.3 ] 010 3 years DAA-GRS-2015-0007-0001 1 27a 3 years N1-GRS-03-2, item a
23| 011 | 3years DAA-GRS-2015-0007-0002 | 1 | 272 (M 3 years N1-GRS-03-2, item b (in
part) part)
23| 012 | 7years DAA-GRS-2015-0007-0003 | 1 | 272 (M 3 years N1-GRS-03-2, item b (in
part) part)
23| 020 3years DAA-GRS-2015-0007-0004 |———242 3 years N1-GR>-04-2 item la
1 24d 3 years N1-GRS-04-2, item 1d
23| 021 | 3years DAA-GRS-2015-0007-0005 |———24b 3 years N1-GRS04-2, item 1b
1 24c 3 years N1-GRS-04-2, item 1c
2.3 1 030 3 years DAA-GRS-2015-0007-0006 1 25g 3 years NC1-64-77-10, item 26g
23| 031 | 3years DAA-GRS-2015-0007-0007 | 1 |2°2(" 4 years NC1-GRS-80-9, item 1 (in
part) part)
23| 032 | 7years DAA-GRS-2015-0007-0008 | 1 | 2°2(" 4 years NC1-GRS-80-9, item 1 (in
part) part)
1 25c1 2 years N1-GRS-92-3, item 25c1
2.3 033 2 DAA-GRS-2015-0007-0009
years 1 | 2502 2 years N1-GRS-92-3, item 25c2
2.3 034 7 years DAA-GRS-2015-0007-0010 1 25d1 7 years NC1-64-77-10, item 26d1
1 25d2 3 years NC1-64-77-10, item 26d2
1 25f 5 years NC1-64-77-10, item 26f
1 25h1 5 years NC1-64-76-4, item 27a
2.3 035 5 years DAA-GRS-2015-0007-0011 1 25ho 5 years NC1-64-76-4, item 27b
1 25h3 5 years NC1-GRS-83-2, item 1
1 25h4 5 years NC1-GRS-83-4, item 26h4
2.3 | 040 3 years DAA-GRS-2015-0007-0012 New ltem
2.3 | 041 7 years DAA-GRS-2015-0007-0013 New Item
2.3 | 050 5 years DAA-GRS-2015-0007-0014 1 28al 5 years NC1-64-77-10, item 29al
No longer Superseded or .
2.3 051 DAA-GRS-2015-0007-0015 1 28a2 NC1-64-77-10, item 29a2
needed obsolete
2.3 | 052 5 years DAA-GRS-2015-0007-0016 1 28b 5 years NC1-64-77-10, item 29b
2.3 ]| 060 | 4to 7 years DAA-GRS-2015-0007-0017 1 30a 4to 7 years N1-GRS-92-1, item 30a
30b (i N1-GRS-92-1, it 30b (i
23| 061 | 4to7years | DAA-GRS-2015-0007-0018 | 1 (N 407 years , item 306 (in
part) part)
30b (i N1-GRS-92-1, it 30b (i
23| 062 | 4to7years | DAA-GRS-2015-0007-0023 | 1 (407 years item 30b (in
part) part)
2.3 1 070 3 years DAA-GRS-2015-0007-0019 1 33s 2 years NC1-GRS-85-2, item 340
23| 071 | TErMInation | GRS-2015-0007-0020 | 1 | 33 | TerMinationof |1 Grs 852, item 34n
of eligibility eligibility
42c (i N1-GRS-97-1, it 1c (i
23| 080 | 3years DAA-GRS-2015-0007-0021 | 1 ¢ (in 1year ,item 1 (in
part) part)
1 42a 1 year N1-GRS-97-1, item 1a
1 42b 1 year N1-GRS-97-1, item 1b
2.3 081 1year DAA-GRS-2015-0007-0022 42¢ (in N1-GRS-97-1, item 1c (in
1 1year
part) part)
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INTRODUCTION
1. What is the purpose of GRS 2.3?

The purpose of this schedule is to provide disposition authority for records that document managing
relationships between the agency, its employees, and its unions and bargaining units. The records are
those maintained by agency offices that deal with employee relations functions, regardless of office
placement in organizational structure.

2. Whom do | contact for further information about this schedule?

You may contact NARA’s General Records Schedules Team at GRS_Team@nara.gov with questions
about this schedule.

CHANGES FROM THE OLD GRS
3. How does GRS 2.3 differ from the old General Records Schedules (GRS)?

GRS 2.3 consolidates into fewer items several series of human resource records located in the very
granular old GRS 1. It also updates several of those items to reflect how Government human resource
offices currently handle those processes. For example, both Alternative Dispute Resolution (ADR) and
Equal Employment Opportunity (EEO) records now contain items for the informal and formal aspects of
those processes.

There are some new categories, and some refreshed categories. Anti-harassment records are new to the
GRS. Some categories of records have a new “'program records” item. These items are designed to capture
the everyday administrative records of running, maintaining, and implementing these programs. The
Displaced Employee Program records are not new but are now a distinct category.

Although they are related to GRS 2.3, this schedule does not cover Merit Systems Protection Board
(MSPB) records. We are considering series related to that process for future updates to the GRS. Other
records related to employee relations processes, such as written counseling documents, leave
warnings/restrictions, and direct orders, are not covered by GRS 2.3. However, we are considering them
for future updates to the GRS.

4. Why are some old GRS 1 items rescinded?
GRS 1, items 25b and 25e, have been rescinded. GRS 1, item 25b, Copies of Complaint Case Files, should
be treated as non-record reference copies or, if applicable, as attorney or other working files. GRS 1, item

25e, Employee Housing Requests, does not fit with the revised EEO items and appears to no longer be in
use.
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QUESTIONS RELATED TO ITEMS 011 AND 012

5. Why do these items make a distinction between informal and formal Alternative Dispute
Resolution (ADR) processes?

The ADR records were updated to separate formal and informal records to reflect current common ADR
workflows.

6. Is ADR used in other employee relations actions?

Yes, ADR is often used in other actions, such as EEO complaints.

QUESTION RELATED TO ITEMS 031 AND 032

7. Why do these items make a distinction between informal and formal EEO complaints?

The older GRS descriptions were created before the EEOC and Federal EEO offices developed informal
and formal EEO discrimination complaint processes. These are now common, shared practices across
the Federal Government and we revised the GRS to reflect that. Informal complaints are addressed first
by counseling or ADR options. Informal complaints may be resolved and never reach the formal stage. If
unresolved after counseling or ADR options, complaints may proceed into the formal process. Formal
complaints can be decided within the Federal agency or by hearing at the EEOC, or can be appealed to
the EEOC or to Federal courts.

QUESTION RELATED TO ITEMS 040 AND 041

8. Why did you create a category for anti-harassment records?

Items 040 and 041, anti-harassment records, are a new series created in response to programs being
rolled out across the Federal Government focusing on reducing or eliminating various types of
harassment in the Federal workplace when they do not fall into the areas covered by the EEO process or
when the employee does not file an EEO complaint. Similarly to ADR records, if these records flow into
another process, such as a grievance or an EEO complaint, then they become part of that other case file
and are covered by the relevant GRS (or agency-specific) records schedule.

QUESTION RELATED TO ITEMS 050, 051, AND 052

9. Why are other types of labor relations records not included in this schedule?

This series does not include negotiated grievances, arbitration appeals, negotiability appeals, unfair
labor practice filings, and impasse filings. We are still determining if these records are appropriate for
future updates to the GRS.

QUESTIONS RELATED TO ITEMS 060, 061, AND 062

10. How should agencies interpret the disposition instruction found in items 060, 061, and 062:
“Destroy no sooner than 4 years but no later than 7 years after case is closed”?
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The Office of Personnel Management (OPM) designated in old GRS 1, items 30a and 30b, that agencies
should select a period between 4 and 7 years as the disposition time frame for all instances of these
records, and note it in agency manuals or other official records management documents. OPM decided
to retain the 4-to-7-year disposition instructions in the new items. So, for example, Agency A’s records
officer, after consulting with agency stakeholders, determines that 5 years is appropriate for the
agency’s business needs. The records officer then applies that disposition to all of the agency’s
administrative grievance, adverse action, and performance-based action records, and updates the
agency manual and any other relevant agency records management policies. Please note that these
items do not allow for longer (or shorter) retention periods based on business need.

11. Why are other types of grievances not covered by this schedule?

Negotiated grievances are not included in this schedule. We are conducting more research on
negotiated grievances and other categories of conduct and disciplinary files to determine if they are
appropriate to be added to the GRS.

QUESTION RELATED TO ITEMS 070 AND 071
12. Why do you exclude the Department of Defense (DoD) from using items 070 and 071?

DoD has established a DoD-specific Priority Placement Program for reassigning displaced career, career-
conditional, and excepted service employees. DoD schedules those records on an agency-specific
schedule.

QUESTION RELATED TO ITEMS 080 AND 081

13. How are agencies to interpret the note in item 081, “Forms, requests, or applications to
participate in telework/alternate worksite programs”?

OPM subject matter experts wanted the disposition instructions to be clearer about the definition of
“end of employee participation in the program” as that directly impacts the timing of disposition. The
note explains that the end of employee participation includes “if employee leaves telework entirely, is
rejected, denied, or barred from telework, has significant changes in telework or agency position such
that a new agreement is signed, or employee leaves Federal employment.”

Agencies are free to select their cut-off point from within these options. For example, one agency
decides that leaving Federal employment as the cut-off works best with their business needs and
processes. Another agency may find that a reasonable cut-off point for their needs is when employees
experience significant enough change to warrant signing a new telework agreement. Whatever the
agency decides is appropriate, it needs to note that decision in records management directives, policies,
and appropriate manuals.
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GENERAL RECORDS SCHEDULE 2.4: Employee Compensation and Benefits Records

This schedule covers records Federal agencies create while conducting agency payroll functions (items 010-061) and while managing specific programs that offer
employees monetary or other tangible benefits (items 070 to 141). See GRS 2.3 (Employee Relations Records) and GRS 2.7 (Employee Health and Safety
Records) for other programs that provide intangible benefits, protections, or assistance to employees.

Most payroll is processed electronically. Agencies create payroll system input records both electronically and on paper (brought into the system by scanning).
This schedule covers only versions the agency determines to be official payroll system records. GRS 5.2, item 020 (Intermediary records) covers paper
documents for which the agency designates their equivalent electronic versions to be the record copies.

This schedule does not cover Office of Personnel Management files that reflect its own or other agencies’ personnel needs and problems. Agencies must offer
records they created prior to January 1, 1921, to the National Archives and Records Administration (NARA) before applying disposition instructions in this
schedule.

Item | Records Description Disposition Instruction Disposition
Authority
Payroll
010 | Records used to calculate payroll, arrange paycheck deposit, and change previously issued paychecks. | Temporary. Destroy 2 years DAA-GRS-
Includes: after employee separation or | 2016-0015-
e additions to paychecks retirement, but longer 0001
0 child care subsidies retention is authorized if
0 Internal Revenue Service form W-9 (Request for Taxpayer Identification Number) required for business use.

0 other additions
e deductions from paychecks
O insurance
O retirement accounts (e.g. Thrift Savings Plan, my Retirement Account, etc.)
flexible spending accounts, such as medical savings and dependent care assistance
union dues
Combined Federal Campaign
garnishments (IRS form 668A—Notice of Levy—and similar records)
Treasury bond purchases
0 other deductions
e authorizations for deposits into bank accounts
e changes or corrections to previous transactions either at paying agency or payroll processor

O OO O0Oo
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Item | Records Description Disposition Instruction Disposition
Authority

020 | Tax withholding and adjustment documents. Temporary. Destroy 4 years DAA-GRS-
Employee withholding allowance certificates such as Internal Revenue Service (IRS) W-4 series after superseded or obsolete, | 2016-0015-
forms and state equivalents, and records of fringe benefits and expense reimbursements provided but longer retention is 0002
to employees. authorized if required for

business use.

Legal citation: IRS Publication 15 (2015), (Circular E), Employer's Tax Guide, section on
Recordkeeping.

030 | Time and attendance records. Temporary. Destroy after DAA-GRS-
Sign-in/sign-out records, time cards, leave applications and approvals of all types (annual, sick, GAO audit or when 3 years 2016-0015-
family medical, military service, jury duty, leave donations, etc.); overtime, compensatory, and old, whichever is sooner. 0003
credit time requests and approvals; premium pay authorizations; and other records documenting
employees’ presence at or absence from work.
Legal citation: 29 U.S.C. 516.5a

040 | Agency payroll record for each pay period. Temporary. Destroy when 56 | DAA-GRS-
Aggregate records documenting payroll disbursed in each pay period: base pay, additions to and years old. 2016-0015-
deductions from pay, and leave balances of all civilian employees within an agency or employing 0004
entity.
Legal citation: 5 U.S.C. 8466

050 | Wage and tax statements. Temporary. Destroy when 4 DAA-GRS-
Agency copies of IRS form W-2 (Wage and Tax Statement, IRS form W-3 (Transmittal of Wage and years old, but longer retention | 2016-0015-
Tax Statements), IRS forms in the 1099 series, and state equivalents. is authorized if required for 0005

business use.
Legal citations:
Form W-3, Purpose of Form section states, “The IRS recommends retaining copies of these forms for
four years.” Agencies attach their copies of form W-2 to form W-3.
IRS Publication 15 (2014), (Circular E), Employer's Tax Guide, section on Recordkeeping (copies of
returns filed and confirmation numbers).
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Item | Records Description Disposition Instruction Disposition
Authority
060 | Payroll program Administrative correspondence between agency and payroll processor, Temporary. Destroy when 2 DAA-GRS-
administrative records. | and system reports used for agency workload and or personnel years old, but longer retention | 2016-0015-
Records produced in | management purposes. is authorized if required for 0006
administering and business use.
operating payroll
061 functions of a Payroll system reports providing fiscal information on agency payroll. Temporary. Destroy when 3 DAA-GRS-
general nature and years old or after GAO audit, 2016-0015-
not linked to an whichever comes sooner, but | 0007
individual longer retention is authorized
employee’s pay. if required for business use.
Compensation and Benefits Administrative Program Records
070 | Donated leave program administrative records. Temporary. Destroy when 3 DAA-GRS-
Records related to managing the program, including: years old, but longer retention | 2016-0015-
e records of leave bank management is authorized if required for 0008
e records of leave bank governing board award decisions business use.
e publicity and program announcements
e statistical and narrative reports
e similar records not linked to individual employee participation
071 | Donated leave program individual case files. Temporary. Destroy 1 year DAA-GRS-
Records documenting leave donation and receipt, including recipient applications; agency approvals | after the employee receiving 2016-0015-
or denials; medical or physician certifications; and records of leave donations, supervisor approvals, | leave is no longer 0009
leave transfers, payroll notifications, and terminations from the program. participating in the program,
but longer retention is
authorized if required for
business use.
080 | Wage survey files. Temporary. Destroy after DAA-GRS-
Records created while conducting periodic surveys of wages paid to non-Government workers in a completing second succeeding | 2016-0015-
specified wage area to support and modify the Federal Wage System. Includes survey data, survey in the specific wage 0010

background documents, correspondence and reports on area wages paid for each employee class;

background papers establishing need, authorization, direction, and analysis of wage surveys;

area (i.e., retain records of the
two most recently completed
surveys), but longer retention
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Item | Records Description Disposition Instruction Disposition
Authority
development and implementation of wage schedules; and request for an authorization of specific is authorized if required for
rates (excluding authorized wage schedules and wage survey recapitulation sheets). business use.

090 | Incentive package records. Temporary. Destroy 3 years DAA-GRS-
Records of recruitment, relocation, and retention incentives; federal student loan repayment; and after date of approval, 2016-0015-
supervisory differentials offered under the Federal Employees Pay Comparability Act. completion of service 0011

agreement, or termination of
incentive or differential
payment, whichever is later,
but longer retention is
authorized if required for
business use.

100 | Workers’ Compensation (personnel injury compensation) records. Records of agencies that Temporary. Destroy 3 years DAA-GRS-
Federal Employees’ Compensation Act case files on injuries Federal | forward case file material to | after compensation ceases or | 2016-0015-
employees sustain, while performing their duties that result in lost DOL for retention in DOL’s when deadline for filing a 0012
time or death, whether or not the employee filed a workers’ master OWCP records. claim has passed.
compensation claim. Includes:

e forms, reports, correspondence, claims

101 e medical and investigatory records Records of agencies that do Temporary. Destroy 15 years | DAA-GRS-
e administrative determinations or court rulings not forward case file after compensation ceases or | 2016-0015-
e payment records material to DOL for retention | when deadline for filing a 0013

in DOL’s master OWCP claim has passed.
Exclusion 1: Copies filed in the Employee Medical Folder. records.
Exclusion 2: Records created and maintained by the Department of
Labor’s Office of Workers’ Compensation.

110 | Requests for health benefits Successful applications, including those denied and successfully Transfer to appropriate

under spouse equity. appealed. retirement system after
Applications and related enrollment is cancelled or
papers. If applications are terminated, or annuity
denied, may include denial payment begins.
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Authority
111 letters, appeal letters, and | Denied applications. Temporary. Destroy 1 year DAA-GRS-
court orders. after original denial, denial of | 2016-0015-
appeal, or final court order, 0014
whichever is appropriate.
120 | Child care subsidy program administrative records. Temporary. Destroy when 3 DAA-GRS-
Records related to managing the program, including: years old, but longer retention | 2016-0015-
e determining amount of subsidy available to employees is authorized if required for 0015
e verifying child care centers’ accreditation business use.
e tracking funds disbursed to individual child care centers
e publicity and program announcements
e statistical and narrative reports
e similar records not linked to individual employee participation
121 | Child care subsidy program individual case files. Temporary. Destroy 2 years DAA-GRS-
Case files of individual employee participation in child care subsidy programs, such as: after employee participation 2016-0015-
e enrollment documentation concludes, but longer 0016
e applications and supporting documents retention is authorized if
o eligibility verification (employment, proof of income) required for business use.
e records of other subsidies the employee received
e agreements between agencies and employees
e notice of approval or denial of participation in program
e child care provider information
130 | Transportation subsidy program administrative records. Temporary. Destroy when 3 DAA-GRS-
Records related to managing the program, including: years old, but longer retention | 2016-0015-
e determining subsidy amount available to employees is authorized if required for 0017
e publicity and program announcements business use.
e records of program-wide benefit delivery and receipt
e statistical and narrative reports
e similar records not linked to individual employee participation
131 | Transportation subsidy program individual case files. Temporary. Destroy 2 years DAA-GRS-
Case files of individual employee participation in transportation subsidy programs, such as: after employee participation 2016-0015-
e applications and supporting documents concludes, but longer 0018
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Item | Records Description Disposition Instruction Disposition
Authority
o eligibility verification retention is authorized if
e notice of approval or denial of participation in program required for business use.

participant training documentation

periodic estimates of transit expenses

record of individual benefit delivery and receipt

e de-enrollment documents

e settlement of outstanding debts by employee or Government when employee leaves program

140 | Family Medical Leave Act program administrative records. Temporary. Destroy 3 years DAA-GRS-
Records related to managing the program, including copies of policies and guidance describing after superseded or obsolete, | 2016-0015-
employee benefits and employee use of paid and unpaid leave under the FMLA, statistics, reports, but longer retention is 0019
and other records not linked to individual employee participation. authorized if required for

business use.
Legal citation: 29 CFR 825.500

141 | Family Medical Leave Act program individual case files. Temporary. Destroy 3 years DAA-GRS-
Includes: after conclusion of leave being | 2016-0015-
o employee eligibility to participate in program taken, but longer retentionis | 0020
e eligibility notice given to employee authorized if required for

e notice of employee rights and responsibilities, questions from employees about those rights and | business use.
responsibilities, and responses to them

e medical certifications

e employee identification data

e records of pay basis, compensation terms, normal hours per pay period, additions to or
deductions from wages, total compensation normally paid

e |eave request, approval/non-approval

e |eave records

e records of premium payments of employee benefits

e records of disputes between employers and eligible employees regarding designation of leave as
FMLA leave

e periodic reports of employee status and intent to return to work

Legal citation: 29 CFR 825.500
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New GRS 2.4 Old GRS
GRS Item No. Retention . ER,A 'Number/ . GRS Item No. Retention Disposition Authority
No. Disposition Authority No.
2 15a 3 years N1-GRS-92-4, item 15a
2 15b 3 years N1-GRS-92-4, item 15b
24 010 2 years after DAA-GRS-2016-0015-0001 2 16 Superseded or employee separat?on N1-GRS-92-4, item 16
separation 2 17 Superseded or employee separation N1-GRS-92-4, item 17
2 18 3 years N1-GRS-92-4, item 18
2 23a 3 years N1-GRS-92-4, item 23a
2.4 020 4 years DAA-GRS-2016-0015-0002 2 13a 4 years N1-GRS-92-4, item 13a
2 6a At end of following pay period N1-GRS-92-4, item 6a
2 6b 3years N1-GRS-92-4, item 6b
24 030 3years DAA-GRS-2016-0015-0003 > 7 6 years NL.GRS.92.4, item 7
2 6 years N1-GRS-92-4, item 8
2.4 040 56 years DAA-GRS-2016-0015-0004 2 1b 56 years N1-GRS-92-4, item 1b
2 13b 4 years N1-GRS-92-4, item 13b
2.4 050 4 years DAA-GRS-2016-0015-0005 3 T3¢ Zyears N1-GRS-92-4, item 13¢
2 22a No longer needed; no more than 2 years N1-GRS-92-4, item 22a
24 060 2 years DAA-GRS-2016-0015-0006 2 22b 2 years N1-GRS-92-4, item 22b
2 24 2 years N1-GRS-92-4, item 24
2.4 061 3 years DAA-GRS-2016-0015-0007 2 22¢ 3 years N1-GRS-92-4, item 22c¢
2.4 070 3 years DAA-GRS-2016-0015-0008 New item
2.4 071 1 year DAA-GRS-2016-0015-0009 1 37 1year N1-GRS-92-5, item 1
2.4 080 2d succeeding survey DAA-GRS-2016-0015-0010 1 38 2d succeeding survey Authority not known
2.4 090 3 years DAA-GRS-2016-0015-0011 1 41 3 years N1-GRS-96-2
2.4 100 3 years DAA-GRS-2016-0015-0012 1 31 3 years N1-GRS-86-4, item 32
2.4 101 15 years DAA-GRS-2016-0015-0013 New item
2.4 110 Filing instruction None Rescinds N1-GRS-88-2 item 1b1
2.4 111 1year DAA-GRS-2016-0015-0014 L 3% 3years N1-GRS-88-2, item 1a
: 1 35b2 3 years N1-GRS-88-2, item 1b2
2.4 120 3 years DAA-GRS-2016-0015-0015 New item
2.4 121 2 years DAA-GRS-2016-0015-0016 New item
24 | 130 3years DAA-GRS-2016-0015-0017 9 7 3years Nl'GR(iSr;g;rzt)'tem 7
24 | 131 2 years DAA-GRS-2016-0015-0018 9 7 3years Nl'GR(iSr;g;rzt)'tem 7
2.4 140 3 years DAA-GRS-2016-0015-0019 New item
2.4 141 3 years DAA-GRS-2016-0015-0020 New item
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Frequently Asked Questions (FAQs) about
GRS 2.4, Employee Compensation and Benefits Records

July 2017

INTRODUCTION

1. What is the purpose of GRS 2.4?

This schedule provides disposition authority for records an agency creates and receives when processing
payroll and administering employee benefit programs that involve transferring funds or other tangible
benefits to individual employees.

2. Whom do | contact for further information about this schedule?

Please contact NARA’s General Records Schedules Team at GRS _Team@nara.gov with questions about
this schedule.

3. How does GRS 2.4 differ from the old GRS?

GRS 2.4 supersedes or rescinds nearly all of old GRS 2. It also supersedes items in old GRS 1 and 9.
Recognizing that payroll processing is now an almost entirely electronic process, this schedule merges
many old items to create new records management efficiencies. It rescinds items that refer to records
agencies no longer create. It combines in a single schedule all records about transferring money to
employees, whether in salary and wages, or benefits expressed in financial remuneration. (See also
question 5.) This schedule also adds new items not previously covered by the GRS. New items include
records of child care subsidy programs and Family Medical Leave Act programs.

4. Why did you rescind old GRS items?

We rescinded seven old GRS items for these reasons:

e GRS 1, item 35b1 (N1-GRS-88-2, item 1b1) is replaced by GRS 2.4, item 110. Because item 110
contains filing instructions rather than disposition instructions, it cannot become a schedule
item in ERA. Since we cannot technically supersede the old item, we must therefore rescind it.

e GRS 2, item 1a (N1-GRS-92-4, item 1a) was an instruction to make sure an employee’s pay record
always remains current. Since it did not state whether the records are permanent or
temporary—or even where to file them—it was inappropriate for inclusion in a records
schedule, so has been removed.

e GRS 2, item 2 (N1-GRS-92-4, item 2) gave system administrators the right to periodically dispose of
system data after long-term records were downloaded and safeguarded. However, GRS 5.1,
item 020, allows agencies to dispose of anything left in an electronic system, as a non-
recordkeeping copy, once long-term records are appropriately saved. Therefore, the old item is
no longer necessary.

e GRS 2, items 14a, 14b, and 14c (N1-GRS-92-4, items 14a, 14b, and 14c) describe records no longer
being created. Payroll deduction for purchasing paper savings bonds was discontinued in 2010.
New GRS 2.4, item 010, instead covers records of payroll e-deductions to purchase Treasury
bonds via the TreasuryDirect system.
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e GRS 2, item 23b (N1-GRS-92-4, item 23b) describes records that agencies should no longer have or
create. Now, the process of instituting a change in a previous payroll record is handled
electronically. The electronic system retains the record of the change in an individual’s profile.
The old item covered extra paper copies in the payroll processing office. If such records are ever
created now (and they should not be), they are disposable as input records under GRS 5.2, item
020, Intermediary records.

GENERAL QUESTION

5. How does this schedule relate to GRS 2.3 (Employee Relations Records) and GRS 2.7 (Employee
Health and Safety Records)?

Some series of records in GRS 2.3 (for instance, those created in alternative dispute resolution) and the
not-yet-issued GRS 2.7 (for example, those created under the Employee Assistance Program) bear
similarity to records in GRS 2.4. Two distinctions separate the 2.4 benefits from those in 2.3 and 2.7.
First, and most importantly, the programs covered in 2.4 were established primarily for the benefit of
employees, and sometimes as incentives to make Federal employment more attractive to a larger
recruitment base. Programs covered in 2.3 and 2.7 were designed primarily to save the Government
money, ensure an anti-discriminatory culture, or make it possible for employees to be more productive.
The very real employee benefits that derive from these programs are a side-effect of the programs’
primary goals. A second distinction is whether the benefit is calculated in dollars or some other tangible
distribution. Programs that provide cash payments or other cash-value benefit (such as a mass transit
card) are covered in GRS 2.4. Programs that provide other kinds of benefits to the employee (such as
dispute resolution and counseling) are covered in GRS 2.3 and 2.7.

QUESTION RELATED TO “PAYROLL” SECTION ITEMS 010 TO 050

6. Who holds the record copy of records described in items 010 through 050: the agency or the
payroll service provider?

The GRS is agnostic on ownership of and responsibility for the record copy. Responsibility for retention
of records for the length of time required for each of these five items should be negotiated and agreed
upon between an agency and its payroll services provider.

QUESTION RELATED TO ITEM 010

7. The records listed in this item look to me like system inputs. Why did you not cover them under
GRS 5.2, item 020 (Intermediary records)?

GRS 2.4, item 010 only concerns record copies of documents listed in the series description. These
record copies may be in electronic or paper form. If a payroll system receives paper, scans it, and enters
it into the system, and the scanned electronic version is considered the record copy, then the paper is
indeed system input covered by GRS 5.2, item 020.

QUESTION RELATED TO ITEM 030

8. Who is responsible for retaining time and attendance records for 3 years? The agency, or the
payroll provider (if different from the agency)?
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Every office involved in documenting employees’ time worked is responsible for retaining the records it
receives and creates for 3 years. Timekeepers in individual offices need to be able to document that the
time and attendance information they sent to the payroll system provider was accurate. Only total
hours of time worked and leave taken is forwarded to the payroll system provider. Backup
documentation justifying those totals is usually retained by the timekeeper.

QUESTION RELATED TO ITEM 040

9. Old GRS 2, item 1b, “Individual Pay Record,” has been recast as “Agency payroll for each pay
period.” Why does the item no longer refer to individuals?

GRS 2, item 1b, covered “Individual Pay Record, containing pay data on each employee within an
agency.” In the days that payroll was processed entirely on paper, an “individual earning and service
card” (Optional Form 1127) did indeed track an individual’s entire payroll history in a single spot. These
very useful cards became a casualty of automation. They were largely gone by 1992 when GRS 2, item
1b, was last updated, yet the series description continued to imply that each Federal employee had an
individual file associated with his or her name. The records produced by automation were instead pay-
period batches of an agency’s entire payroll for each of 26 pay periods per year, arranged within the
batch by personal identifiers (generally Social Security numbers). But re-creation of a person’s entire
pay history has therefore been a laborious and time-intensive task necessitating access to potentially
hundreds of record sets. In other words, while an “Individual Pay Record” attached to a single employee
can be created from these records, no such standalone record exists without the research just
described. New item 040 more correctly describes the content of each batch of records, linking them to
records of all employees of an agency for a single pay period.

QUESTION RELATED TO ITEMS 100 AND 101

10. Why are records created and maintained by the Department of Labor (DOL) Office of Workers’
Compensation not covered by these items?

Items 100 and 101 cover records agencies create about employee personnel injury compensation. At
these agencies, the records are administrative in nature. DOL’s Office of Workers’ Compensation
maintains personnel injury compensation records for employees across the Federal Government. As
such, these records document how DOL carries out that mission. Therefore, DOL schedules these
records on an agency-specific records schedule.

QUESTION RELATED TO ITEM 110

11. Why does this item have no disposition authority number?

Iltem 110 has no associated disposition authority number because it has no instruction either to destroy
the records or to save them permanently. The instruction instead merely directs the user to place the
records into the “appropriate retirement system.” Their ultimate disposition is governed by a

disposition authority connected to the retirement system records.

QUESTION RELATED TO ITEM 111
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12. Old GRS 1, items 35a (Health benefits denied, not appealed) and 35b2 (Appeal unsuccessful -

benefits denied) were retained for 3 years. The new retention period is only 1 year. Why the
decrease in retention period?

These two old GRS items relate to benefits requests on behalf of former spouses. The retention period
in the new GRS item reflects the instruction in OPM’s Federal Employees Health Benefits (FEHB)
Handbook regarding former spouses (http://www.opm.gov/healthcare-insurance/healthcare/reference-
materials/reference/former-spouses/), which states that agencies should retain these records for 1 year.
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General Records Schedule 4.3

GENERAL RECORDS SCHEDULE 4.3: Input Records, Output Records, and Electronic Copies

This schedule was entirely superseded by GRS 5.1, item 020, and GRS 5.2, item 020 in July 2017. See Disposition Authority column for details.

Item | Records Description

Disposition
Instruction

Disposition
Authority

BAA-GRS-
2013-0001-
0001
Superseded
by GRS 5.2,
item 020
(DAA-GRS-
2017-0003-
0002)

DAA-GRS-
2013-0001-
0002
Superseded
by GRS 5.2,
item 020
(DAA-GRS-
2017-0003-

72




Transmittal No. 28

General Records Schedule 4.3
July 2017

Item | Records Description Disposition Disposition

Instruction Authority
0002)

BAA-GRS-
2043-0004-
0003
Superseded
by GRS 5.2,
item 020
(DAA-GRS-
2017-0003-
0002)
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Item

Records Description

Disposition
Instruction

Disposition
Authority

BAA-GRS-
2013-0001-
0004
Superseded
by GRS 5.2,
item 020
(DAA-GRS-
2017-0003-
0002)

BAA-GRS-
2013-0001-
0005
Superseded
by GRS 5.2,
item 020
(DAA-GRS-
2017-0003-
0002)
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Item

Records Description

Disposition
Instruction

Disposition
Authority

BAA-GRS-
2613-0001-
0006
Superseded
by GRS 5.2,
item 020
(DAA-GRS-
2017-0003-
0002)
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Item

Records Description

Disposition
Instruction

Disposition
Authority

BAA-GRS-
2013-0001-
0007
Superseded
by GRS 5.1,
item 020
(DAA-GRS-
2016-0016-
0002)
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New GRS 4.3 Old GRS
GRS | Item ERA Number/ GRS |Item
Retenti Retenti Di ition Authorit
No. | No. etention Disposition Authority No. | No. etention 1sposition Authority
BAA-GRS-2013-0001-000%
4.3 | 010 When data verified in master file Superseded by DAA-GRS-2017-
0003-0002 (GRS 5.2, item 020)
43 | o011 60 days afte.rf_n Ott'_f'cat'c’" and Superseded by DAA-GRS-2017- | 20 | 2a4 When e-version is verified, etc. N1-GRS-07-4, item 2a4
verttication 0003-0002 (GRS 5.2, item 020)
. BAA-GRS-2013-0001-0003-
43| o012 Appror‘:‘cloc’rzzc::::Li;?:;::}tmn'c Superseded by DAA-GRS-2017-
0003-0002 (GRS 5.2, item 020)
20 1b After transfer to master file N1-GRS-87-5, item 1b
DAA-GRS-2013-0001-0004- 20 | 2b When data verified in master file N1-GRS-87-5, item 2b
4.3 | 020 When data verified in master file Superseded by DAA-GRS-2017- ] 20 | 2c When data verified in master file N1-GRS-87-5, item 2c
0003-0002 (GRS 5.2, item 020) | 20 2d When data is in master file N1-GRS-87-5, item 2d
20 | 12c No longer needed N1-GRS-95-2, item 12¢
BAA-GRS-2013-0001-0005- 20 | 12a No longer needed N1-GRS-95-2, item 12a
43 | 030 No longer needed Superseded by DAA-GRS-2017- ] 20 | 12b No longer needed N1-GRS-95-2, item 12b
0003-0002 (GRS 5.2, item 020) | 20 16 No longer needed N1-GRS-07-4, item 3.2
DAA-GRS-2013-0001-0006 20 4 No longer needed N1-GRS-95-2, item 4
43 | 031 No longer needed Superseded by DAA-GRS-2017- 20 ] 5 No longer needed N1-GRS-95-2, !tem 5
0003-0002 (GRS 5.2, item 020) 20 6 No longer needed N1-GRS-95-2, item 6
< 1te 20 7 No longer needed N1-GRS-95-2, item 7
20 13 No longer needed N1-GRS-95-2, item 13
BAA-GRS-2013-0001-0007
Aft ing t dkeepi t 20 14 After copying to recordkeeping system [N1-GRS-95-2, item 14
4.3 | ogp | TTETCOPYINE D TEEOTIHECD N SYSIEM |superseded by DAA-GRS-2016- pying ping sy !
p p y 0016-0002 (GRS 5.1, item 020) 20 | 15a No longer needed N1-GRS-95-2, item 15a
20 | 15b When hard copy retention expires N1-GRS-95-2 item 15b
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GENERAL RECORDS SCHEDULE 5.1: Common Office Records

This schedule covers certain records common to most offices in Federal agencies, whether those offices are involved in administrative or mission-related
activities. Most of these records are administrative housekeeping records. Agencies create and maintain administrative records when carrying out general, non-
mission-related activities that keep an office operating. In contrast, agencies create mission records when carrying out the unique activities for which the agency
was established. The only mission-related records this schedule covers are non-recordkeeping copies of electronic records (item 020) that are maintained for
decision-making purposes or taking action. Copies maintained solely for convenience of reference are considered non-record materials. This schedule may be
applied to records in offices that carry out mission-related activities, but only those records that are described here.

This schedule does not apply to transitory records, which are scheduled in GRS 5.2. The distinction between transitory and the records covered in this schedule is
that the records here generally have a longer period of business use than transitory records. This schedule also does not cover materials an agency determines
to be non-record or personal. Neither does this schedule cover common administrative records found in most offices that are scheduled elsewhere in the GRS,
such as timekeeping and procurement records.

Item | Records Description Disposition Disposition
Instruction Authority
010 | Administrative records maintained in any agency office. Temporary. DAA-GRS-
Records accumulated by individual offices that relate to routine day-to-day administration and management of | Destroy when 2016-0016-
the office rather than the mission-specific activities for which the office exists. Records include: business use 0001
o staff locators, unofficial organizational charts, and office seating charts (see Exclusion 1) ceases.

o office-level administrative policies and procedures and files related to their development (see Note 1)

e calendars or schedules of daily activities of non-high-level officials (high-level officials are defined in GRS 6.1;
this item covers those positions not defined as high-level)

¢ informal requests and tracking of personnel training, travel, supplies, and equipment, excluding
procurement and payment records and forms requesting training (e.g. SF-182)

¢ internal office activity and workload reports

e studies and analyses of office administrative functions and activities

e non-mission related management reviews and surveys

e minutes of meetings related to administrative activities

Exclusion 1: This item does not apply to recordkeeping copies of organizational charts, functional
statements, and related records that document the mission-related organization, staffing, and procedures of
the office. Agencies must schedule those records on an agency-specific schedule.
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Item | Records Description Disposition Disposition
Instruction Authority
Note 1: This item covers administrative policies and procedures at the office/unit level. GRS 5.7 covers
agency-level administrative issuances or directives.
020 Non-recordkeeping copies of electronic records. Temporary. DAA-GRS-
Non-recordkeeping copies of electronic records agencies maintain in email systems, computer hard drives or Destroy 2016-0016-
networks, web servers, or other locations after agencies copy the records to a recordkeeping system or immediately 0002
otherwise preserve the recordkeeping version. This includes: after copying to
e documents such as letters, memoranda, reports, handbooks, directives, manuals, briefings, or presentations | a recordkeeping
created on office applications, including those in Portable Document Format (PDF) or its equivalent system or
e senders’ and recipients’ versions of electronic mail messages that meet the definition of Federal records, otherwise
and any related attachments preserving, but
e electronic spreadsheets longer retention
e digital still pictures or posters is authorized if
e digital video or audio files required for
e digital maps or architectural drawings business use.
e copies of the above electronic records maintained on websites or web servers, but EXCLUDING web pages
themselves
Note 1: Non-recordkeeping copies may be Federal records. Often, copies are non-records and can be
immediately destroyed, but not always. Copies are non-record if they are kept only for convenience of
reference. If copies are used in the course of agency business to make decisions or take action, they are
Federal records. The copies described here are Federal records if they are still being used by the agency for
such business purposes, but are not recordkeeping copies of those records.
Note 2: For electronic mail records, the recordkeeping system must capture the names of sender and
recipients, date (transmission data for recordkeeping purposes), and any receipt data, along with the message
text. Sender/recipient information should be individual account information, not the name of a distribution list.
030 | Records of non-mission related internal agency committees. Temporary. DAA-GRS-
Records created and maintained by committees established by an agency for facilitative or operational Destroy when 2016-0016-
purposes unrelated to the agency’s mission, such as organizing events, selecting interior furnishings, business use 0003
overseeing volunteer activities, or employee recreational activities. Records include: ceases.
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Item | Records Description Disposition Disposition
Instruction Authority

e meeting minutes, summaries, agendas, and transcripts
e reports and studies

e membership records

e correspondence, mailing, and distribution records

Exclusion: These items do not cover records of Federal Advisory Committee Act or interagency committees.
GRS 6.2 covers Federal Advisory Committee Act committee records.

Note: Records of mission-related committees are potentially permanent and agencies must schedule them by
an agency-specific records schedule.
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New GRS 5.1 Old GRS
GRS | Ite ERA Numbe GRS | Ite
m Retention . . umber/ . m Retention Disposition Authority
No. | No. Disposition Authority No. | No.
. 23 1 2 years N1-GRS-98-2, item 43
business use -
5.1 | 010 ceases DAA-GRS-2016-0016-0001 23 | 5a 2 years N1-GRS-87-19, item 5a

23 | 5b | nolonger needed |[N1-GRS-87-19, item 5b

after copying to a after copying to a
5.1 | 020 | recordkeeping [DAA-GRS-2016-0016-0002 4.3 | 040 recordkeeping |DAA-GRS-2013-0001-0007

system system
—
5.1 030 USC'Z:::S”SG DAA-GRS-2016-0016-0003 | 26 | 1a | no longer needed |N1-GRS-04-1, item 1a
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Frequently Asked Questions (FAQs) about
GRS 5.1, Common Office Records

July 2017
INTRODUCTION
1. What is the purpose of GRS 5.1?

This schedule provides disposition authority for common, routine records found in most offices,
whether focused on administrative activities or mission-related activities. These records consist
primarily of administrative housekeeping records, but also include non-recordkeeping copies of
electronic records, whether in electronic form or printed out. It does not, however, cover non-
recordkeeping copies of records that did not originate in an electronic format (see also Question 8
below). This schedule also does not cover common office administrative records scheduled elsewhere in
the GRS, such as timekeeping and procurement records.

2. Whom do | contact for further information about this schedule?

Please contact NARA’s General Records Schedules Team at GRS Team@nara.gov with questions about
this schedule.

CHANGES FROM THE OLD GRS
3. How does GRS 5.1 differ from the old General Records Schedules?

This GRS combines routine administrative records from GRS 23 and GRS 26 along with non-
recordkeeping copies of electronic records (GRS 4.3) to provide coverage for routine records found in
most agency offices.

A significant change in this schedule is that we have superseded GRS 4.3, item 040, with item 020 and, in
doing so, made the item media-neutral. It can now be applied to non-recordkeeping hardcopy printouts
of electronic records as well as to electronic copies.

4. Why did you rescind GRS 26, item 1b?

We rescinded GRS 26, item 6b, because it was not actually a disposition authority, but rather an
instruction to submit a records schedule for the records. Agencies are still required to submit a records
schedule for mission-related committee records (see Note to item 030 in GRS 5.1).

5. Why did you rescind GRS 27, item 6?

We rescinded GRS 27, item 6, because Chief Information Officers (CIOs) are now considered high-level
officials under the Capstone email guidance. Therefore, we no longer think it appropriate to schedule

their subject and office files as temporary, since there could be records of permanent value
documenting high-level decisions.
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QUESTIONS RELATED TO ITEM 020
6. What are “non-recordkeeping copies” as covered by item 020?

Non-recordkeeping copies are any copy other than the “official record” kept by the agency for formal
recordkeeping purposes. Do not confuse the term with “non-record.” Non-recordkeeping copies may
be records. They are records if they are used to make decisions or take actions or agencies create them
in the course of conducting business. However, such records generally do not need to be kept for
documentation purposes for as long a time as the official record copy. For example, email created and
received within an individual’s email account in the course of agency business is a non-recordkeeping
copy that is a record. Those emails may be copied into an official recordkeeping system, such as a case
file or an email archiving system, for long-term preservation. The copy in the individual’s account is still a
record used to conduct business, but it is not the recordkeeping copy; it is a non-recordkeeping copy.

7. Item 020 states that it includes “copies of the above electronic records maintained in websites or
web servers, but EXCLUDING web pages themselves.” What is a “web page” in this context?

The term “web page” as it is used in this item refers to the electronic file(s) that make up the page as it
renders on the web, such as an HTML or XML file, style sheets, and any other associated files that may
make up the web page.

8. Why does item 020 not cover copies that originate in hardcopy or paper format?
The GRS doesn’t include copies that do not originate in an electronic format largely because almost all
records now originate in some sort of electronic format. Additionally, it is less likely that a record

originating in hardcopy (for example, handwritten notes) is copied in an electronic format elsewhere, so
the original record may be the recordkeeping version because it is the only one that exists.
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GENERAL RECORDS SCHEDULE 5.2: Transitory and Intermediary Records

This schedule covers records of a transitory or intermediary nature. Transitory records are routine records of short term value (generally less than 180 days).
Intermediary records are those involved in creating a subsequent record. These records do not document significant decisions or actions an agency takes.

Note that this schedule does not cover original hardcopy still pictures, graphic materials or posters, aerial film, maps, plans, charts, sound recordings, motion
picture film, or video recordings that are scheduled as permanent or unscheduled and that have been converted to an electronic format. Electronic versions of
special media records such as these often do not adequately replace the original and therefore the original records may not be destroyed as “input records.”

Item | Records Description Disposition Instruction Disposition
Authority
010 | Transitory records. Temporary. Destroy when DAA-GRS-
Records required only for a short time (generally less than 180 days) and that are not required to no longer needed for 2017-0003-
meet legal or fiscal obligations, or to initiate, sustain, evaluate, or provide evidence of decision- business use, or according 0001
making. Records include, but are not limited to: to agency predetermined
e messages coordinating schedules, appointments, and events time period or business rule.
e transmittal documents such as e-mail, letters, cover memos, and facsimile cover sheets that do
not provide evidence of approval, concurrence, or decision-making, or include substantive
comments
e received copies of circulated internal information such as agency instructions, notifications,
circulars, newsletters, and email blasts to employees
e messages received from agency distribution lists or listservs
e “to-do” or task lists and assignments
020 | Intermediary records. Temporary. Destroy upon DAA-GRS-
Records of an intermediary nature, meaning that they are created or used in the process of verification of successful 2017-0003-
creating a subsequent record. To qualify as an intermediary record, the record must also not be creation of the final 0002
required to meet legal or fiscal obligations, or to initiate, sustain, evaluate, or provide evidence of document or file, or when
decision-making. Records include: no longer needed for
e non-substantive working files: collected and created materials not coordinated or disseminated | business use, whichever is
outside the unit of origin that do not contain information documenting significant policy later.
development, action, or decision making. These working papers do not result directly in a final
product or an approved finished report. Included are such materials as rough notes and
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calculations and preliminary drafts produced solely for proof reading or internal discussion,
reference, or consultation, and associated transmittals, notes, reference, and background
materials.

e audio and video recordings of meetings that have been fully transcribed or that were created
explicitly for the purpose of creating detailed meeting minutes (once the minutes are created)

e dictation recordings

e input or source records, which agencies create in the routine process of creating, maintaining,
updating, or using electronic information systems and which have no value beyond the input or
output transaction:
0 hardcopy input source documents where all information on the document is incorporated in

an electronic system (See Exclusion 1 and Note 1)

0 electronic input source records such as transaction files or intermediate input/output files

e ad hocreports, including queries on electronic systems, whether used for one-time reference or
to create a subsequent report

e data files output from electronic systems, created for the purpose of information sharing or
reference (see Exclusion 2)

Exclusion 1: This item does not allow destruction of original hardcopy still pictures, graphic
materials or posters, aerial film, maps, plans, charts, sound recordings, motion picture film, or
video recordings once they are digitized. Agencies must follow agency-specific schedules for these
records. If the records are unscheduled, the agency must submit a schedule for them.

Exclusion 2: This item does not include the following data output files (agencies must follow

agency-specific schedules for these records, except for the final bullet, which the GRS covers in

another schedule):

o files created only for public access purposes

e summarized information from unscheduled electronic records or inaccessible permanent
records

e data extracts produced by a process that results in the content of the file being significantly
different from the source records. In other words, the process effectively creates a new
database file significantly different from the original

e data extracts containing Personally Identifiable Information (Pll). Such records require
additional tracking and fall under GRS 4.2, item 130 (DAA-GRS-2013-0007-0012)
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Note 1: An agency must submit a notification to NARA per 36 CFR 1225.24(a)(1) prior to destroying
hardcopy input records previously scheduled as permanent. An agency must schedule the
electronic version of unscheduled hardcopy input records prior to destroying the input record.

Legal citations: 36 CFR 1225.22 (h)(2); 36 CFR 1225.24 (a)(1)
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New GRS 5.2 Old GRS
GRS | Item . ERA Number/ GRS| Item . . . .
Retention . . . Retention Disposition Authority
No. | No. Disposition Authority No.| No.
23 6a | After action taken |N1-GRS-80-8, item 3a
Business use 23 6b Immediately  [N1-GRS-80-8, item 3b
520010 (" O | DAA-GRS-2017-0003-0001 . N1-GRS-04-5, item 1 -
Immediately or no . .
23 7 longer needed except first bullet is covered
& in GRS 4.2, item 010.
21 22 Immediately N1-GRS-81-9, item V-1
21 23 Immediately N1-GRS-81-9, item V-2
e . 4.3 1 010 Immediately DAA-GRS-2013-0001-0001
Verification £0d =
of successful 43| o11 ays Al 1 HAA-GRS-2013-0001-0002
creation of notification
5.2 | 020 final record DAA-GRS-2017-0003-0002 | 4.3 | 012 Immediately DAA-GRS-2013-0001-0003
. 4.3 | 020 Immediately DAA-GRS-2013-0001-0004
or business "
use ceases 43| 030 USINESS USE b A A-GRS-2013-0001-0005
ceases
Busi
43| 031 UsINESS USe | b AA-GRS-2013-0001-0006
ceases
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Frequently Asked Questions (FAQs) about
GRS 5.2, Transitory and Intermediary Records

July 2017

INTRODUCTION

1. What is the purpose of GRS 5.2?

GRS 5.2 provides disposition authority for records required only for a short time (transitory records) and
records created or used in the process of creating a subsequent record (intermediary records) that an
agency does not also need to meet legal or fiscal obligations, or to initiate, sustain, evaluate, or provide
evidence of decision-making.

2. Whom do | contact for further information about this schedule?

Please contact NARA’s General Records Schedules Team at GRS _Team@nara.gov with questions about
this schedule.

CHANGES FROM THE OLD GRS
3. How does GRS 5.2 differ from its superseded General Records Schedules?

The new item for Transitory Records (item 010) has not changed substantially from the items it
supersedes (Suspense Files, GRS 23, items 6a and 6b, and Transitory Files, GRS 23, item 7). The main
difference is in the list of examples, which has been updated to incorporate contemporary records.

Iltem 020, Intermediary Records, is a more substantial change. “Intermediary records” is a new concept
to the GRS that covers various previously scheduled records, all with the same function of being a record
used to create another record. The item incorporates a diverse range of records previously scheduled in
the GRS, including merging the input and output records items from GRS 4.3 into a single item. We have
also added coverage for unsubstantial working files.

QUESTION ABOUT ITEM 010 — TRANSITORY RECORDS

For more information on applying this item to electronic messages, see Frequently Asked Questions
(FAQs) about Transitory Records in Electronic Messages.

4. Why does this item include seemingly non-record materials such as “messages received from
agency distribution lists or listservs” and “received copies of circulated internal information such as
agency instructions, notifications, circulars, newsletters, and email blasts to employees”?

While the records in question may be deemed non-record material by some agencies, other agencies
are not as comfortable making this non-record determination. Just because a record is a copy does not
mean that it is non-record. If it is used for decision-making or taking action, it is a record. Only reference
copies are non-record documents. To assist agencies that do not want to declare these materials non-
record, we have included them in their own item within GRS 5.2 (item 010), to clearly distinguish and
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designate them as records of a transitory nature.
QUESTIONS ABOUT ITEM 020 — INTERMEDIARY RECORDS
5. What constitutes a meeting in the second bullet in item 020?

A meeting for the purposes of this schedule is the deliberations of a body such as a board, commission,
advisory group, committee, task force, or other collection of employees such as a staff meeting, in which
agency business is transacted or discussed. A meeting does not include activities such as interrogations,
interviews, or other instances where individuals are subject to questioning.

6. What are input or source records in the fourth bullet in item 020?

Input records are the sources of information agencies enter into an electronic system. They support
creating, updating, or modifying master files an agency keeps for recordkeeping purposes under a
NARA-approved records schedule. Input records may be electronic files or hardcopy (non-electronic)
documents. They may include records such as upload files staged for ingest into a system or hardcopy
forms scanned or otherwise entered into the system.

Not all input processes create separate records. This GRS applies only when a separate record is created.
Input processes that do not create a separate input record include:

e Structured data the user enters from online forms, and unstructured (textual) data that is born
digital (i.e., not scanned from paper).

e Data moved automatically from another system with no associated data file. Thus, the data is
copied from one system to the other without creating an intermediary data file. (For example,
data are pulled from one system to populate another, and fields from System X are used to
populate System Y.)

7. What does “verification of successful creation” mean in the disposition instruction for item 020?

“Verification of successful creation” means that the agency has taken steps to ensure that hardcopy or
analog records have been converted to electronic format in their entirety, that no information or pages
are missing, all information is readable, especially in cases where records are scanned, and that the
electronic version of the record is accessible (it can be opened). It is up to Federal agencies to define
their verification procedures. NARA does not have specific requirements for how agencies should verify
that they have successfully converted records to an electronic format.

8. Why does this item’s fourth bullet include hardcopy input source documents only if all information
on the document is incorporated into an electronic system?

This item covers input source records only if all information on the document is copied into the
electronic version because if it does not include all such information, the subsequent record does not
exactly duplicate the input record. The input record therefore contains unique information that may
change its value. For example, if a hardcopy source record contains an annotation not clearly included
in the scanned copy, the scan does not entirely duplicate the input record. Therefore, the input record
may have unique value and the agency should retain it.
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Another example is data entered from a form. If not all of the form’s data is entered into the system,
then the source record has not been copied in its entirety. One exception may be a form used to check
a record already in the system. If information on the form already matches what is in the system, there
is no need to update the information in the system. In that case, the source record is still being copied
in its entirety because the information on the input form and in the system is the same. Aslong as there
is a one-to-one relationship between the source record and the electronic version and they match, the
source record is being copied in its entirety.

9. What are “inaccessible permanent records” in Exclusion 2? Why does item 020 exclude
summarized information derived from such records?

Electronic records may have been scheduled as permanent but the record may be lost, corrupted, or in
some other way unable to be opened or read. In that case, a data file output containing summarized
information may be the only accessible version of the record, and NARA might want to take this output
record in place of the inaccessible/unavailable permanent master record. This exclusion should not be
interpreted to mean that outputs must be kept just in case the permanent record becomes inaccessible;
it only means that, if you have the output records and the master file is inaccessible, you should contact
NARA to see if you should transfer the output records instead.

10. Under what conditions are input records covered or not covered by item 020?

The following two tables explain the conditions under which input records are covered or not covered
by item 020. If the input records are in hardcopy format:

Input record Source Limitations Instruction
description already
scheduled?
Hardcopy records Yes; Schedule states These records are not covered by the GRS.
entered or scanned scheduled that records must Hardcopy records should be maintained and the
into the system where as be transferred in existing disposition authority for the hardcopy
the electronic version permanent | hardcopy. records applied.
captures all Electronic version These records are not covered by the GRS.
information on the does not meet Hardcopy records should be maintained and the
hardcopy, such as: NARA transfer existing disposition authority for the hardcopy
e Data entered into standards. records applied.
system from a paper Schedule does not | Use GRS 5.2, item 020. However, these records
form require hardcopy fall under Note 1 and may not be destroyed until
e Scanned images/ transfer or is silent | 90 days after submission of a notification to NARA
PDFs of hardcopy on format of per 36 CFR 1225.24(a)(1) and verification of
records records to be successful creation of the electronic version, but
transferred to longer retention is authorized if required for
NARA and business use.
electronic format
meets transfer
standards.
Yes; Use GRS 5.2, item 020. Destroy immediately after
scheduled verification of successful creation of the electronic
as version, but longer retention is authorized if
temporary required for business use.
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Input record Source Limitations Instruction
description already

scheduled?

No Use GRS 5.2, item 020. However, these records
fall under Note 1 and the electronic records must
be scheduled prior to destruction of any input or
source records and after verification of successful
conversion, but longer retention is authorized if
required for business use.

Hardcopy records Yes These records are not covered by the GRS.

converted to electronic
format but containing
information not

Hardcopy records should be maintained and the
existing disposition authority for the hardcopy
records applied.

captured in electronic No

version, such as:

e Records with
handwritten
annotations

e Records with layered
attached notes

e Color-dependent
documents captured
electronically only in
black-and-white

These records are not covered by the GRS. Input
record must be scheduled because it is unique.

Hardcopy records Yes
where the electronic
version does not
replace the source

These records are not covered by the GRS.
Hardcopy records should be maintained and the
existing disposition authority for the hardcopy
records applied.

record, such as: No

e A case tracking
system in which
users input
information from
source documents,
but the documents
themselves remain a
distinct entity
outside the system

These records are not covered by the GRS. Input
record must be scheduled because it is unique.

If the input records are in electronic format:

Description of input records

Limitations

Instruction

Electronic records used to create or
update a master file, such as:

e Work files

¢ Valid transaction files

¢ Intermediate input/output records

Use GRS 5.2, item 020. Destroy immediately
after data has been entered or otherwise
incorporated into the master file or database
and verified, but longer retention is authorized if
required for business use.

Required for legal or
audit purposes.

These records are not covered by the GRS. The
input records must be scheduled.
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Description of input records

Limitations

Instruction

Electronic records entered into

system during an update process,

such as:

e Copies of data files or records
from another system maintained
by the agency

Not required for legal
or audit purposes.

Use GRS 5.2, item 020. Destroy immediately
after data has been entered or otherwise
incorporated into the master file or database
and verified, but longer retention is authorized if
required for business use.

Electronic records received from
another agency and used as
input/source records, such as:

e Copies of data files or records

Produced under an
interagency
agreement or
created for specific

These records are not covered by the GRS. The
input records must be scheduled.

information needs of
receiving agency.

from a system in another agency

Use GRS 5.2, item 020. Destroy immediately
after data has been entered or otherwise
incorporated into the master file or database
and verified, but longer retention is authorized if
required for business use.

Neither produced
under an interagency
agreement nor
created for specific
information needs of
receiving agency.

Use GRS 5.2, item 020. Destroy immediately
after data has been entered or otherwise
incorporated into the master file or database
and verified, but longer retention is authorized if
required for business use.

Uncalibrated and unvalidated data

collected in observation or

measurement activities or research

and development programs, such as:

e Scientific observational data from
satellites

e Research experimental test data

These records are not scheduled in the GRS.
Apply source system’s existing authority or
schedule source system if unscheduled.

Electronic source records scheduled
elsewhere and the system does not
replace the source record, such as:
e A case tracking system in which
users input information from
electronic source records, but the
records themselves remain a
distinct entity outside the system

Note: If the input records are in electronic format, any electronic files created specifically from one
system as an input to another system must either be covered by GRS 5.2, item 020, or be separately
scheduled, even if the originating system is scheduled.

11. When is it not appropriate to destroy input records according to item 020 once they are converted
to an electronic format?

Agencies may find that in certain circumstances they have a business need for the source records even
after they have converted the records to an electronic format. In such cases, agencies may determine
that it is not appropriate to apply the GRS for converted input/source records. Agencies should assess
their business need for the source records and may establish a longer retention in their agency-specific
disposition manuals without additional NARA approval. In some cases, source records may be or
become part of another records series scheduled on an agency-specific schedule. In these cases, the
agency-specific schedule should be applied rather than item 020. For example, if the source record is
part of another record, such as a case file, but the electronic version of the record is not a copy of the
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entire case file or has a separate purpose from the case file, then an agency-specific case file disposition
authority, rather than item 020, may apply to the source record.
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Frequently Asked Questions (FAQs) about
Transitory Records in Electronic Messages

July 2017

INTRODUCTION

1. What is the purpose of this FAQ?

This FAQ provides additional information about applying GRS 5.2,
item 010, Transitory Records, to electronic messages. Electronic
messages can fall into one of four categories: permanent, long-
term temporary, short-term temporary, or transitory. This FAQ

specifically addresses the transitory category.

2. Whom do | contact for further information about this
schedule?

Please contact NARA’s General Records Schedules Team at
GRS Team@nara.gov with questions about this schedule.

3. What is a transitory record?

The GRS provides two criteria for identifying a transitory record:

e the records are required for only a short time (generally less
than 180 days), and

e the agency does not require the records to meet legal or fiscal
obligations, or to initiate, sustain, evaluate, or provide
evidence of decision-making.

General Records Schedule 5.2

Electronic

Messages

— Permanent

' Long-term '
Temporary

>3 years
Short-term |

| Temporary

<3 years

Transitory

<180 days

Both criteria must be met for the record to be transitory. If they are not both met, the record may still
be temporary, it is just not a transitory record. For examples of transitory records, see GRS 5.2, item

010.
4. What electronic messages are NOT transitory?

Electronic messages that are not transitory include those that:

e contain information that is necessary to adequately and properly document the activities and

functions of the agency

e provide documentation of agency decisions and commitments reached orally (person-to-person,

phone, video, or in conference)

e convey information of value on agency activities if the electronic mail message adds to a proper

understanding of agency operations and responsibilities

e document the formulation and execution of policies and decisions

e denote actions or decisions taken by agency Capstone officials (Capstone officials are defined in GRS

6.1)

e provide evidence related to fiscal or legal rights and obligations
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This list is not comprehensive. These messages may still be temporary (or even permanent), but not
transitory.

5. Can records identified as transitory be culled from electronic mail?

Yes. NARA expects that agencies will cull non-record, spam, personal, and transitory records from email
accounts, especially those appraised as permanent. This applies to email managed under an agency-
specific schedule or GRS 6.1 (also known as the Capstone Approach). For more information about culling
email see Frequently Asked Questions (FAQs) about GRS 6.1, Email Managed Under a Capstone
Approach, questions 30-32. Agencies may also apply other disposition authorities to dispose of email.
See Frequently Asked Questions (FAQs) about GRS 6.1, Email Managed Under a Capstone Approach,
question 22, for further information on applying other disposition authorities, including GRS 5.2, item
010, to email.
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GENERAL RECORDS SCHEDULE 5.6: Security Records

This schedule covers records about protecting an organization’s personnel, assets, and facilities. Activities include: security operations for protecting agency
facilities, staff, and property, managing personnel security, and insider threat protection.

Excluded from this schedule are records of offices with law enforcement as the primary function or where criminal investigations are carried out by Federal
criminal investigators (special agents) with law enforcement powers.

Related records are covered elsewhere in the GRS. Records about securing data and information systems are listed in GRS 3.2, Information Systems Security
Records. Records about protecting and accessing information are covered in GRS 4.2, Information Access and Protection Records.

Item | Records Description Disposition Instruction Disposition
Authority
010 | Security administrative records. Temporary. Destroy when 3 DAA-GRS-
Records about routine facility security, protective services, and personnel security program years old, but longer retentionis | 2017-0006-
administration. Includes: authorized if required for 0001
e status reports on cleared individuals and other reports business use.
o staffing level and work planning assessments, such as guard assignment records
e standard operating procedures manuals
020 | Key and card access accountability records. Areas requiring highest level security Temporary. Destroy 3 years DAA-GRS-
Records accounting for keys and electronic awareness. after return of key, but longer 2017-0006-
access cards. Includes areas designated by the retention is authorized if 0002
Interagency Security Committee as Facility required for business use.
Security Level V.
021 All other facility security areas. Temporary. Destroy 6 months DAA-GRS-
Includes areas designated by the after return of key, but longer 2017-0006-
Interagency Security Committee as Facility retention is authorized if 0003
Security Levels | through IV. required for business use.
030 | Uniform and equipment tracking records. Temporary. Destroy 3 months DAA-GRS-
Records tracking uniforms and equipment issued to security personnel, including: after return of equipment, but 2017-0006-
o firearms (type, serial number, manufacturer, caliber, firearm registration date, storage longer retention is authorized if 0004

location data, etc.)
e communication devices issued to security personnel such as mobile radios and walkie-talkies
e body armor such as bullet-proof vests

required for business use.
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Item | Records Description Disposition Instruction Disposition
Authority
e police baton and holder
¢ handcuffs and keys
040 | Property pass records. Temporary. Destroy 3 months DAA-GRS-
Records authorizing removal of Government and privately owned property or materials off after expiration or revocation, 2017-0006-
premises owned or leased by the Federal Government. Also includes hand receipts when used but longer retention is 0005
by staff to physically remove property. authorized if required for
business use.
050 | Records of credit card abuse and postal irregularities. Temporary. Destroy 3 years DAA-GRS-
Records about irregularities in handling mail and improper use or misuse of telephone calling after completion of investigation | 2017-0006-
cards and Government charge or purchase cards. Includes: or when 3 years old, whichever is | 0006
e postal irregularities reports, such as loss or shortage of postage stamps or money orders, or later, but longer retention is
loss or destruction of mail authorized if required for
e semi-annual reports on Government charge card violations business use.
Exclusion: Mail service records; covered under GRS 5.5, Mail, Printing, and Telecommunication
Service Management Records, item 020.
060 | Unclaimed personal property records. Records for property valued over Temporary. Destroy when 3 DAA-GRS-
Records accounting for non-Government, personally $500. years old or 3 years after the 2017-0006-
owned property lost, abandoned, unclaimed, or believed date title to the property vestsin | 0007
stolen on premises owned or leased by the Federal Legal Citation: 41 CFR 102- the Government, but longer
Government. Includes: 41.130 retention is authorized if
e |ost-and-found logs and release forms required for business use.
061 o loss §tatements Records for property valued at Temporary. Destroy 30 days DAA-GRS-
* receipts $500 or less. after the property is found, but 2017-0006-
® reports longer retention is authorized if 0008
Legal citation: 41 CFR 102-41.130 | required for business use.
Facility and physical security records.
070 | Interagency Security Committee member records. Temporary. Destroy when 10 DAA-GRS-
Records are agency copies of committee records documenting the administration, operation, and | years old, but longer retentionis | 2017-0006-
decisions of the committee. Includes: authorized if required for 0009
e agendas business use.
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Item | Records Description Disposition Instruction Disposition
Authority
e meeting minutes
e best practice and standards documents
e funding documents for security countermeasures
Exclusion: Records documenting the committee's establishment, organization, policy,
membership, meetings, findings, recommendations, and accomplishments maintained by the
Department of Homeland Security (DHS). DHS covers these records under an agency-specific
schedule.
080 | Facility security assessment records. Areas requiring highest level security Temporary. Destroy 5 years DAA-GRS-
Surveys and inspections of security and safety | awareness. after updating the security 2017-0006-
measures at Government or privately owned Includes areas designated by the assessment or terminating the 0010
facilities assigned a security awareness status Interagency Security Committee as Facility security awareness status,
by Government agencies. Includes: Security Level V. whichever is sooner, but longer
e facility notes retention is authorized if
e inspector notes and reports required for business use.
081 * vulnerability assessments All other facility security areas. Temporary. Destroy 3 years DAA-GRS-
Includes areas designated by the after updating the security 2017-0006-
Interagency Security Committee as Facility assessment or terminating the 0011
Security Levels | through IV. security awareness status,
whichever is sooner, but longer
retention is authorized if
required for business use.
090 | Records of routine security operations. Temporary. Destroy when 30 DAA-GRS-
Records about detecting potential security risks, threats, or prohibited items carried onto Federal | days old, but longer retention is 2017-0006-
property or impacting assets, including records documenting access control, screening, patrol authorized if required for 0012

and response, and control center operations. Includes:

e control center key or code records

e registers of patrol and alarm services

e service reports on interruptions and tests
e emergency alarm contact call lists

e temporary identification cards

e correspondence or lists of facility occupants authorized to enter with a prohibited or

business use.
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Item | Records Description Disposition Instruction Disposition
Authority
controlled item on an identified date
e round and perimeter check reports, including facility patrol tour data
e surveillance records
0 recordings of protective mobile radio transmissions
0 video surveillance recordings
0 closed circuit television (CCTV) records
e door slip summaries
Exclusion: Law enforcement officer-related records, which are covered by agency-specific
schedules.
Note: Records of accidents and incidents are covered under item 100 and records of visitor
processing are covered under items 110 and 111.
100 | Accident and incident records. Temporary. Destroy 3 years DAA-GRS-
Records documenting accidents and incidents occurring on, in, or at Government-owned or - after final investigation or 2017-0006-
leased facilities, vehicles (land, water, and air), and property used by Federal agencies. Includes: | reporting action or when 3 years | 0013

e statements of witnesses

e warning notices

e records about arrests, commitments, and traffic violations
e accident and incident reports

¢ law enforcement agency requests for information

Exclusion 1: Records of the Federal Aviation Administration (FAA) and the National
Transportation Safety Board (NTSB) relating to aircraft used by Federal agencies, including leased
aircraft used by Federal agencies. The FAA and NTSB cover these records under agency-specific
schedules.

Exclusion 2: Workers’ compensation (personnel injury compensation) records. GRS 2.4,
Employee Compensation and Benefits Records, items 100 and 101, covers these records.

Exclusion 3: Records that vehicle management offices maintain about vehicle and vessel
accidents—land, water, and air. GRS 5.4, Facility, Equipment, Vehicle, Property, and Supply
Records, item 140, covers these records.

old, whichever is later, but longer
retention is authorized for
business use.
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Item | Records Description Disposition Instruction Disposition
Authority
110 | Visitor processing records. Areas requiring highest level security | Temporary. Destroy when 5 DAA-GRS-
Registers or logs recording names of outside awareness. years old, but longer retentionis | 2017-0006-
contractors, service personnel, foreign national and Includes areas designated by the authorized if required for 0014
other visitors, employees admitted to areas, and Interagency Security Committee as | business use.
reports on vehicles and passengers. Facility Security Level V.
111 ) ] All other facility security areas. Temporary. Destroy when 2 DAA-GRS-
Note: GR_S 4.2, Information Access and Protect.lon. Includes areas designated by the years old, but longer retentionis | 2017-0006-
Rec‘ord's,‘ item 030, covers requests ar,“?' aut'horlzatlons Interagency Security Committee as | authorized if required for 0015
for individuals to have access to classified files. Facility Security Levels | through IV. | business use.
120 | Personal identification credentials and cards. Application and activation records. Temporary. Destroy mandatory | DAA-GRS-
Records about credential badges (such as Applications and supporting documentation, | and optional data elements 2017-0006-
smart cards) that are (1) based on the HSPD- such as chain-of-trust records, for housed in the agency identity 0016
12 standards for identification cards issued to identification credentials. Includes: management system and printed
Federal employees, contractors, and e application for identification card on the identification card 6 years
affiliates, and (2) used to verify the identity of e alog of activities that documents who after terminating an employee or
individuals seeking physical access to took the action, what action was taken, contractor’s employment, but
Federally controlled Government facilities, when and where the action took place, longer retention is authorized if
and logical access to Government information and what data was collected required for business use.
systems. Also referred to as Common Access e |ost or stolen credential documentation
Cards (CAC) cards, Personal Identity or police report
Verification (PIV) cards, and Homeland
Security Presidential Directive 12 (HSPD-12) Note: GRS 3.2, Information Systems Security
credentials. Records, covers applications for access to
information systems.
121 Exclusion: Records of certain classes of Cards. Temporary. Destroy after DAA-GRS-
Government employee identification cards, L. . .
o expiration, confiscation, or 2017-0006-
such as those covered under special-risk ceturn. 0017
security provisions or 44 U.S.C. Section 3542,
are covered by agency-specific schedules.
130 | Local facility identification and card access records. Temporary. Destroy upon DAA-GRS-
Temporary employee, contractor, and occasional visitor facility and network identification access | immediate collection once the 2017-0006-
card and identity management system records. Identification verification credentials issued by temporary credential or card is 0018
facility or building managers to provide local verification credentials and cards issued by facility returned for potential reissuance
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Item | Records Description Disposition Instruction Disposition
Authority
or building managers to provide local identification and access. Includes: due to nearing expiration or not
e temporary identification cards issued to temporary employees, contractors, and occasional to exceed 6 months from time of
visitors who do not meet the FIPS 201 Standard requirements for PIV issuance issuance or when individual no
e supplemental cards issued to access elevators longer requires access,
e personnel identification records stored in an identity management system for temporary card | whichever is sooner, but longer
issuance retention is authorized if
e parking permits required for business use.
140 | Sensitive Compartmented Information Facility (SCIF) accreditation records. Temporary. Destroy when SCIF DAA-GRS-
Physical security plans for SCIF construction, expansion, or modification. Includes: receives final accreditation, but 2017-0006-
e initial Fixed Facility Checklist longer retention is authorized if 0019
e pre-accreditation inspection report required for business use.
e Construction Security Plan (CSP)
e TEMPEST Checklist
150 | Sensitive Compartmented Information Facility (SCIF) inspection records. Temporary. Destroy when 5 DAA-GRS-
Inspection records required by Intelligence Community Directive (ICD) 705. Includes: years old or after SCIF has been 2017-0006-
e Fixed Facility Checklists de-accredited for at least one 0020
e accreditation authorization documents year, whichever occurs sooner,
e inspection reports, including Technical Surveillance Counter Measures (TCSM) reports, for the | but longer retention is
entire period of SCIF accreditation authorized if required for
e operating procedures business use.
e Special Security Officer/Contractor Special Security Officer (SSO/CSSO) appointment letters
e memoranda of agreements (MOAs)
e Emergency Action Plans
e copies of any waivers granted by the Cognizant Security Authority (CSA)
e co-utilization approvals
160 | Canine (K-9) service records. Temporary. Destroy when DAA-GRS-
Records documenting acquisition, training, activities, care, and retirement of canine partners. superseded or obsolete, or 3 2017-0006-
Includes: years after dog is released from 0021

acquisition records

breeder and lineage records

vaccination and medical history records
microchip number and identification records

service, whichever is sooner, but
longer retention is authorized if
required for business use.
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Item | Records Description Disposition Instruction Disposition
Authority
o deficiencies/remedies
e training courses taken and resulting grades and certifications
e initial report of positive detections and bite incidents
e end-of-service documentation (through retirement or death)
Personnel security records.
170 | Personnel security investigative reports. Personnel suitability and eligibility investigative | Temporary. Destroy in DAA-GRS-
Investigative reports and related documents | reports. accordance with the investigating | 2017-0006-
agencies create or use to support initial agency instruction. 0022
171 favorabile e!'g'b'l'ty dete.rm|.nat|ons, fitness Reports and records created by agencies Temporary. Destroy in DAA-GRS-
determinations, and periodic A N .

i e - conducting investigations under delegated accordance with delegated 2017-0006-
rem\{estlgatlons, or.to implement a investigative authority. authority agreement or 0023
continuous evaluation program. memorandum of understanding.

180 | Personnel security and access clearance records. Records of people not issued Temporary. Destroy 1 year after | DAA-GRS-
Records about security clearances, and other clearances for clearances. consideration of the candidate 2017-0006-
access to Government facilities or to sensitive data, created Includes case files of ends, but longer retention is 0024
to support initial favorable eligibility determinations, applicants not hired. authorized if required for
periodic reinvestigations, or to implement a continuous business use.
evaluation program. Includes: Exclusion: Copies of
e questionnaires investigative reports covered
e summaries of reports prepared by the investigating in items 170 and 171.
181 agency _ S _ Records of people issued Temporary. Destroy 5 years DAA-GRS-
e documentation of agency adjudication process and final | ¢learances. after employee or contractor 2017-0006-
determination relationship ends, but longer 0025
Exclusion: Copies of retention is authorized if
030 and 031, covers Information system access records. in items 170 and 171.
190 | Index to the personnel security case files. Temporary. Destroy when DAA-GRS-
Lists or reports showing the current security clearance status of individuals. superseded or obsolete. 2017-0006-
0026
200 | Information security violations records. Temporary. Destroy 5 years DAA-GRS-
Case files about investigating alleged violations of executive orders, laws, or agency regulations after close of case or final action, | 2017-0006-
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Item | Records Description Disposition Instruction Disposition
Authority
on safeguarding national security information. Includes allegations referred to the Department whichever occurs sooner, but 0027
of Justice or Department of Defense. Includes final reports and products. longer retention is authorized if
required for business use.
Exclusion 1: Documents placed in Official Personnel Folders. GRS 2.2, Employee Management
Records covers these records.
Exclusion 2: Records of any subsequent investigations are covered under agency-specific
schedules, such as Office of the Inspector General schedules.
Insider threat records.
210 | Insider threat administrative and operations records. Temporary. Destroy when 7 DAA-GRS-
Records about insider threat program and program activities. Includes: years old, but longer retentionis | 2017-0006-
e correspondence related to data gathering authorized if required for 0028
o briefing materials and presentations business use.
e status reports
e procedures, operational manuals, and related development records
e implementation guidance
e periodic inventory of all information, files, and systems owned
e plans or directives and supporting documentation, such as:
0 independent and self-assessments
O corrective action plans
O evaluative reports
Note: GRS 2.6, Employee Training Records, covers records on mandatory employee training
about insider threats.
220 | Insider threat inquiry records. Temporary. Destroy 25 years DAA-GRS-
Records about insider threat program inquiries initiated or triggered due to derogatory after close of inquiry, but longer | 2017-0006-
information or occurrence of an anomalous incident. Includes initiated and final reports, retention is authorized if 0029

referrals, and associated data sets.

Exclusion: Records of any subsequent investigations are covered under agency-specific
schedules, such as Office of the Inspector General schedules.

required for business use.
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Item | Records Description Disposition Instruction Disposition
Authority
230 | Insider threat information. Temporary. Destroy when 25 DAA-GRS-
Data collected and maintained by insider threat programs undertaking analytic and risk-based years old, but longer retentionis | 2017-0006-
data collection activities to implement insider threat directives and standards. Includes, but is authorized if required for 0030

not limited to:
e Counterintelligence and security information
personnel security files
polygraph examination reports
facility access records, including visitor records
security violation files
travel records
foreign contact reports
financial disclosure filings
referral records
intelligence records
¢ Information assurance information
personnel usernames and aliases
levels of network access
levels of physical access
enterprise audit data which is user attributable
unauthorized use of removable media
print logs
e Human resources information
personnel files
payroll and voucher files
outside work and activities requests
disciplinary files
personal contact records
0 medical records/data
e Investigatory and law enforcement information
0 statements of complainants, informants, suspects, and witnesses
O agency, bureau, or department data
e Public information
O court records

O O0OO0OO0O0OO0OO0O0

@]

@]

O 0O 0O0O0

O OO0 O0Oo

business use.
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Item | Records Description Disposition Instruction Disposition
Authority
O private industry data
0 personal biographical and identification data, including U.S. Government name check data
0 generic open source and social media data
Exclusion: Case files of any subsequent investigations are covered under agency-specific
schedules, such as Office of the Inspector General schedules.
240 | Insider threat user activity monitoring (UAM) data. Temporary. Destroy no sooner DAA-GRS-
User attributable data collected to monitor user activities on a network to enable insider threat than 5 years after inquiry has 2017-0006-
programs and activities to: been opened, but longer 0031

¢ identify and evaluate anomalous activity involving National Security Systems (NSS)
¢ identify and assess misuse (witting or unwitting), or exploitation of NSS by insiders
e support authorized inquiries and investigations

Exclusion: Records of any subsequent investigations are covered under agency-specific
schedules, such as Office of the Inspector General schedules.

Legal authority: CNSSD No. 504, 4 February 2014

retention is authorized if
required for business use.
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New GRS 5.6 Old GRS
(';“'ZS I:\le: Retention DispEong:i'::jzfl:{)rity (';“'ZS I:\le: Retention Disposition Authority
18 8 2 years GRS 18, 1960, item 9
56 | 010 3 years DAA-GRS-2017-0006-0001 |—=2 13a 3 years GRS 18, 1960, item 14a
18 13b 2 years GRS 18, 1960, item 14b
18 21 2 years NC1-GRS-80-1, item 22
5.6 020 3 years DAA-GRS-2017-0006-0002 18 16a 3 years GRS 18, 1960, item 17 (in part)
5.6 021 6 months DAA-GRS-2017-0006-0003 18 16b 6 months GRS 18, 1960, item 17 (in part)
5.6 030 3 months DAA-GRS-2017-0006-0004 18 19d 3 months GRS 18, 1960, item 20d
5.6 040 3 months DAA-GRS-2017-0006-0005 18 12 3 months GRS 18, 1960, item 13
5.6 050 3 years DAA-GRS-2017-0006-0006 12 8 (in part) 3 years NC1-64-77-9, item 8 (in part)
56 060 3 years DAA-GRS-2017-0006-0007 18 | 15a (i.n part) 3 years GRS 18, 1960, ?tem 16a (i.n part)
18 [ 15b (in part) 1 year GRS 18, 1960, item 16b (in part)
56 061 30 days DAA-GRS-2017-0006-0008 18 | 15a (i.n part) 3 years GRS 18, 1960, ?tem 16a (i.n part)
18 [ 15b (in part) 1 year GRS 18, 1960, item 16b (in part)
5.6 070 10 years DAA-GRS-2017-0006-0009 New item
5.6 080 5 years DAA-GRS-2017-0006-0010 18 9 (i.n part) 3 years GRS 18, 1960, ?tem 10(?n part)
18 10 (in part) 4 years GRS 18, 1960, item 11 (in part)
56 081 3 years DAA-GRS-2017-0006-0011 18 9 (i.n part) 3 years GRS 18, 1960, ?tem 10(.in part)
18 10 (in part) 4 years GRS 18, 1960, item 11(in part)
18 18a 1year GRS 18, 1960, item 19a
18 18b 1 month GRS 18, 1960, item 19b
18 19a Superseded or obsolete |GRS 18, 1960, item 20a
5.6 090 30 days DAA-GRS-2017-0006-0012 18 19b 1year GRS 18, 1960, item 20b
18 19c¢ 1 year GRS 18, 1960, item 20c
21 11 6 months N1-GRS-98-2, item 37
21 18 6 months N1-GRS-98-2, item 39
10 13 1year N1-GRS-04-6, item 5
18 11 2 years GRS 18, 1960, item 12
5.6 100 3 years DAA-GRS-2017-0006-0013 18 14a 3 years GRS 18, 1960, item 15a
18 14b 2 years GRS 18, 1960, item 15b
18 14c 1year GRS 18, 1960, item 15c¢
18 17a 5 years GRS 18, 1960, item 18 (in part)
5.6 110 5 years DAA-GRS-2017-0006-0014 18 [ 20a (in part) 2 years GRS 18, 1960, item 21a (in part)
18 [ 20b (in part) 1 year GRS 18, 1960, item 21b (in part)
18 17b 2 years GRS 18, 1960, item 18 (in part)
5.6 111 2 years DAA-GRS-2017-0006-0015 18 [ 20a (in part) 2 years GRS 18, 1960, item 21a in part)
18 [ 20b (in part) 1 year GRS 18, 1960, item 21b (in part)
11 4a (in part) 3 months GRS 11, 1952, item 4a (in part)
5.6 120 6 years DAA-GRS-2017-0006-0016 11 4b (in part) When accounted for GRS 11, 1952, item 4b (in part)
21 2 (in part) 5 years N1-GRS-98-2, item 33 (in part)
56 | 121 | EXpiration, confiscation, or | ) -ee 2017-0006-0017 New item
return
11 4a (in part) 3 months GRS 11, 1952, item 4a (in part)
5.6 130 6 months DAA-GRS-2017-0006-0018 11 4b (in part) When accounted for GRS 11, 1952, item 4b (in part)
21 2 (in part) 5 years N1-GRS-98-2, item 33 (in part)
5.6 140 When accredited DAA-GRS-2017-0006-0019 New item
5.6 150 5 years DAA-GRS-2017-0006-0020 New item
5.6 160 3 years DAA-GRS-2017-0006-0021 New item
5.6 170 Per agency instruction DAA-GRS-2017-0006-0022 18 22b | Per agency instruction |NC1-GRS-80-1, item 23b
5.6 171 Per agreement or MOU DAA-GRS-2017-0006-0023 New item
5.6 180 1 year DAA-GRS-2017-0006-0024 New item
5.6 181 5 years DAA-GRS-2017-0006-0025 18 22a Death or 5 years NC1-GRS-80-1, item 23a
56 | 190 | Superseded or obsolete | DAA-GRS-2017-0006-0026 |— 22¢ With related case fileINC1-GRS-801, item 23¢
18 23 Superseded or obsolete |NC1-GRS-80-1, item 24
56 | 200 5 years DAA-GRS-2017-0006-0027 |—= 24a > years NC1-GRS-81°8, item 1a
18 24b 2 years N1-GRS-98-2, item 31
5.6 210 7 years DAA-GRS-2017-0006-0028 New item
5.6 220 25 years DAA-GRS-2017-0006-0029 New item
5.6 230 25 years DAA-GRS-2017-0006-0030 New item
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New GRS 5.6 Old GRS
GRS Item X ERA Number/ GRS Item i i . i
No No Retention Disposition Authority No. No. Retention Disposition Authority
5.6 240 5 years DAA-GRS-2017-0006-0031 New item
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Frequently Asked Questions (FAQs) about
GRS 5.6, Security Records

July 2017
1. What is the purpose of GRS 5.6?

This schedule provides disposition authority for records about managing the protection of an
organization’s personnel, assets, and facilities.

2. Whom do | contact for further information about this schedule?

Please contact NARA’s General Records Schedules Team at GRS_Team@nara.gov with questions about
this schedule.

CHANGES FROM THE OLD GRS
3. How does GRS 5.6 differ from the old GRS?

GRS 5.6 adds 12 new items to the GRS and supersedes 46 items found throughout old GRS 10, 11, 12,
18, and 21. It aggregates a number of the law enforcement and other security functions in old GRS 18

into the items for routine security operations records (item 090) and accident and incident records (item
100).

Schedule items 210, 220, 230 and 240 are completely new to the GRS. These items cover records of
executive branch agencies responsible for implementing insider threat protection programs under
Executive Order 13587, Structural Reforms to Improve the Security of Classified Networks and the
Responsible Sharing and Safeguarding of Classified Information.

TERMS USED IN THIS SCHEDULE

4. What are Facility Security Levels?

Facility Security Levels (FSLs) are assigned by agencies to facilities and any property assigned a security
awareness status by Government agencies. The FSL determination is an estimation of the level of risk at

a facility. See The Risk Management Process for Federal Facilities: An Interagency Security Committee
Standard (August 2013, 1% Edition).

QUESTION RELATED TO ITEMS 060 and 061
5. What is the significance of the $500 over/under threshold amounts identified in the item titles?

Unclaimed personal property becomes the property of the Government 30 days after being found.
Documentation of personal property valued over $500 must be kept for an additional 3 years from the
date that title to the property vests in the Government to allow time for the former owner to file a
claim. While agencies may choose to keep records of all unclaimed personally owned property for 3
years, lost-and-found documentation for property valued at less than $500 may be disposed of 30 days
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after the property is found.

QUESTION RELATED TO ITEM 070

6. Why are the Interagency Security Committee member records retained for 10 years?

The Department of Homeland Security’s Interagency Security Committee recommends a minimum

retention period of 10 years for these records, as stated in Facility Security Committees: An Interagency
Security Committee Standard (January 1, 2012, 2nd Edition), page 22.

QUESTION RELATED TO ITEM 090
7. Why has the retention period for surveillance records been reduced from 6 months to 30 days?

Many agencies told us the 6-month minimum retention requirement expressed by old GRS 21, item 11
(Routine Surveillance Footage, N1-GRS-98-2, item 37) posed storage challenges because of the file size
and attendant storage requirements of such recordings. Agencies felt that a 30-day requirement met

both their business needs and storage capabilities. Since this item has the flexibility statement added
to the instruction, agencies wanting to continue with the 6-month retention may continue to do so.

QUESTION RELATED TO ITEM 140
8. What is a “TEMPEST Checklist”?

A TEMPEST Checklist is a form used to meet certain security requirements. TEMPEST refers to the
investigation, study and control of compromising emanations from telecommunications and automated
information system equipment.?!

QUESTION RELATED TO ITEMS 170 and 171

9. What is the difference between items 170 and 171? How do | know if my agency has “delegated
investigative authority”?

The difference is whether an agency relies on another agency to conduct investigations (item 170) or
conducts its own investigations under authority delegated from the Office of Personnel Management
(OPM) or similar organization (item 171). Your agency’s personnel security office can tell you your
agency’s delegated authority status and the agreed-upon retention period for the investigation reports.
Iltem 171 provides disposition authority for records created by those agencies holding delegated
authority. Item 170 should be used by all other agencies.

QUESTION RELATED TO ITEMS 210 THROUGH 240
10. What is an insider threat?

An insider threat is the potential that an employee, contractor, or other person with authorized access
to a Federal agency “will use his/her authorized access, wittingly or unwittingly, to do harm to the

1 DoDM 5105.21-V2, October 19, 2012, page 41
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security of the United States. This threat can include damage to the United States through violent acts,
espionage, terrorism, unauthorized disclosure of national security information, or through the loss,
denial or degradation of departmental resources or capabilities” (Defense Security Service Regulation,
Number 05-06, January 30, 2014, page 14).

QUESTIONS RELATED TO ITEM 230

11. My agency already follows the GRS for its personnel records and some of the documents included
under this item are personnel records but have shorter retention periods. Which takes precedence:
other GRS items with shorter retention periods or the GRS 5.6, 25-year retention period required in
item 230? Wouldn’t it be easier to keep all these records for a flat 25 years to meet the future needs
of the insider threat program in my agency?

Item 230 covers copies of certain Human Resources (HR) records collected by an insider threat program
for a unique business purpose. The original records held by the HR office remain scheduled under HR
schedules. Copies of the same record may be retained by different offices for different time

periods. Each copy documents a separate business function.

12. Twenty-five years is too long for my agency to keep insider threat information. How do we
request a shorter retention period?

Your agency is welcome to submit an agency-specific records schedule following its normal procedure.
The schedule should include a justification for deviating from the GRS. The GRS Team reviews all
proposed agency schedule items covered by the GRS and determines if the agency can properly use its
own authority as a GRS deviation. NARA may deny requests if the proposed agency retention period
differs from the GRS and the agency retention period will put the records or the agency at risk.

Since the GRS establishes a legal minimum retention period for similar records across the Government,
we request your agency’s general counsel sign off on any agency-specific schedule requesting to keep
records beneath the 25-year threshold. If we receive numerous requests to keep records shorter, we
may reduce the GRS retention period for records held under this item. Thus, it is important for your
agency to contact us at GRS Team@nara.gov regarding any GRS items that do not meet business needs.
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General Records Schedule 5.8

GENERAL RECORDS SCHEDULE 5.8: Administrative Help Desk Records

Help desk services are provided by service centers to respond to Government and contract employees' technical and administrative questions. This schedule
covers records on managing administrative, technical, and information technology (IT) help desks. It includes records on assistance provided both within the
agency and through inter-agency service agreements on functions such as IT help, security, parking, payroll, timekeeping, human resources, etc.

Item | Records Description Disposition Instruction Disposition
Authority
010 Technical and administrative help desk operational records. Temporary. Destroy 1 DAA-GRS-2017-
e records of incoming requests (and responses) made by phone, email, web portal, etc. year after resolved, or 0001-0001

e trouble tickets and tracking logs

e quick guides and “Frequently Asked Questions” (FAQs)

e evaluations and feedback about help desk services

e analysis and reports generated from customer management data

e customer/client feedback and satisfaction surveys, including survey instruments, data,
background materials, and reports

Exclusion: Public customer service records scheduled under GRS 6.5.

when no longer needed
for business use,
whichever is
appropriate.
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New GRS 5.8 old GRS
5.8 | 010 1 year DAA-GRS-2017-0001-0001 24 | 10a 1 year N1-GRS-03-1 !tem 10a
24 10b 1 year N1-GRS-03-1 item 10b
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Frequently Asked Questions (FAQs) About
GRS 5.8, Administrative Help Desk Records

July 2017
INTRODUCTION
1. What is the purpose of GRS 5.8?

This schedule provides disposition authority for administrative, technical, and information technology
(IT) help desk records.

2. Whom do | contact for further information about this schedule?

You may contact NARA’s General Records Schedules Team at GRS_Team@nara.gov with questions
about this schedule.

CHANGES FROM THE OLD GRS
3. How does GRS 5.8 differ from the old General Records Schedule?

The old GRS 24, items 10a and 10b, covered information technology help desk records and did not
specify whether they covered records of internal or agency-to-agency help desk records, or both. GRS
5.8 combines these two old items into one new item. The new item removes the information
technology focus in the old GRS, in recognition that many agencies use help desk services to assist staff
with a variety of administrative functions. Moreover, the new item covers both internal (intra-agency)
and agency-to-agency (interagency) help desk records.

GENERAL

4. Why are GRS 5.8 Administrative Help Desk Records and GRS 6.5 Public Customer Service Records
two separate schedules?

The two schedules reflect different functions. The GRS has separate schedules for administrative
support functions (the 5.0 series) and mission support functions (the 6.0 series). Administrative help
desk records document administrative support. Public customer service records document mission
support. That is why these schedules appear separately.
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Frequently Asked Questions (FAQs) about
GRS 6.1, Email Managed under a Capstone Approach

Updated May 2017

These FAQs provide additional information for agencies implementing GRS 6.1 (Capstone GRS).
Agencies adopting a Capstone approach should also consult other resources available from NARA
related to email management, and specifically the Capstone approach. These resources are available on
NARA’s Email Management page, and include:

e Links to related, over-arching email and transfer related guidance;

e Recorded training sessions related to Capstone implementation best practices, determining
Capstone officials, and incorporating a Capstone approach within agency policies and training
programs;

e Recorded briefings on the basics of Capstone, geared towards specific audiences (managers,
General Counsel, etc.);

e Checklists and recorded training sessions on the basics of Capstone; and

e Information on NARA’s own implementation of a Capstone approach.

Agencies should not implement GRS 6.1 of the Capstone approach in isolation. Agencies should also
supplement with agency-wide policies and training, and incorporate the schedule and its requirements
into agency records management implementation tools (such as manuals and file plans (see FAQ 29).

GENERAL
1. What is the purpose of GRS 6.1?

This schedule:

e Provides disposition authority for agencies who implement a Capstone approach as outlined in
NARA Bulletin 2013-02: Guidance on a New Approach to Managing Email Records [Capstone];
and

e Assists agencies to meet Goal 1.2 of the Managing Government Records Directive (M-12-18),
which requires agencies to manage both permanent and temporary email records in an
accessible electronic format by December 31, 2016.

2. From whom may | request more information about this schedule?

You may contact NARA’s General Records Schedules Team at GRS_Team@nara.gov with questions
about this schedule.

3. How does an agency document that it is using the Capstone GRS?

To ensure proper oversight and accountability, no agency may implement this GRS until the agency
submits a list of Capstone officials to NARA and we approve that list. This restriction applies when using
item 010, and acts as an exception list when using only items 011 and 012. To submit your agency’s list
of Capstone officials, fill out NARA form 1005 (NA-1005), Verification for Implementing GRS 6.1, and
email it to GRS Team@nara.gov. The form includes detailed instructions.
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4. Do all agencies have to follow this GRS?

If an agency chooses to use one or more items in this GRS, it may not deviate from this schedule’s
parameters and must submit form NA-1005 as described in Question 3. But an agency may request
authority to implement a Capstone approach that differs from this GRS by submitting an agency-specific
records schedule to NARA. Reasons agencies may wish to submit an agency-specific schedule can
include, but are not limited to:
e The agency believes, and can justify, that it is appropriate to exclude one or more of the officials
required for inclusion in item 010, Email of Capstone Officials;
e The agency needs, and can justify, a transfer date longer than the maximum in item 010; or
e The agency wants the authority to dispose of temporary email earlier than permitted by the
retention periods in items 011 and 012, and can justify the shorter retention.

We encourage agencies to discuss scheduling options with their NARA Appraisal Archivist.

5. What does this GRS mean when using the term “official”?

In context of this GRS, an official includes all Federal agency employees, regardless of their appointment
type (i.e., part-time employees, student employees, term employees, temporary employees, volunteers,
interns, and members of the military), who create Federal records.

Officials under this GRS also include contractors that create Federal records in the course of performing
their contract. Agencies determine whether contractor-created and -received records meet the
definition of a Federal record defined in the Federal Records Act. Agencies must capture and manage
contractor-created or -received Federal records appropriately, as with other Federal records. In
situations where contractor employees are embedded in the agency and assigned agency email
accounts (in contrast to situations where contractors fulfill the terms of a contract by providing a service
from outside of the agency), the agency should manage those accounts in accordance with the GRS.
Agencies should include records management requirements and provisions on retaining Federal records
in contract agreements (36 CFR 1222.32).

6. Who are the Capstone officials this GRS covers?

Your agency must document its Capstone officials and submit that information to NARA on form NA-
1005. This form includes detailed instructions to help you identify your agency’s officials.

Capstone (permanent) officials are senior officials (e.g., those high on the organization chart) generally
responsible for agency and program policy- and mission-related actions. Capstone officials vary agency
by agency depending on an agency’s organization and how it carries out agency roles. Some agencies
will have more Capstone officials than others.

Federal agencies utilize a variety of titles for senior officials. Agencies using item 010 of this schedule
must identify their equivalents for those positions described within each category provided in the item’s
description (when applicable).

Cabinet-level agencies implementing a Capstone approach that includes their components or operatives
must apply the definition of official to each component separately. For this purpose, the agency should
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treat each component or operative as though it were a separate agency.

A general rule of thumb for identifying officials is that every record group (RG) the agency includes in the
Capstone implementation should have its own group of Capstone officials.

If you need additional help to identify your agency’s Capstone officials, please contact your NARA
Appraisal Archivist.

QUESTIONS RELATED TO PERMANENT EMAIL RECORDS

7. What is meant by "Cut off in accordance with agency's business needs" within the disposition
instructions for item 010?

Agencies have varying business needs and Capstone implementation plans (including system
considerations) that affect when they cutoff email (consider it inactive). The ‘business needs’ language
allows agencies flexibility to develop their own cutoff instructions based on those needs. Agencies must
include their cutoff instructions in the "scope" section of form NA-1005, so NARA can document agency
plans and anticipate future email transfers.

This flexibility also allows agencies to block (or batch) email to reduce the number of transfers to NARA.
Agencies that do not wish to transfer annually may find blocking beneficial. For example, they could
transfer email in five-year blocks instead. If the first five-year block spans from 2015 through 2020, the
agency would transfer the email in 2035 (15 years after the cutoff date of the most recent records).
They would next transfer email in 2040, which would cover email from 2021 through 2025. And so on.

Acceptable cutoff instructions for an agency include, but are not limited to:
1) Cut off at the end of the calendar year;
2) Cut off at the end of tenure;
3) Cut off at the end of each presidential administration; or
4) Cut off in five-year blocks at the end of the calendar year of the most recent email (for example,
email from 2015 through 2020 would be cutoff in 2020 and transferred in 2035; email from 2021
through 2025 would be cutoff in 2025 and transferred in 2040).

As a reminder, all Federal agencies must manage permanent and temporary email records in an
electronic format with the capability to identify, retrieve, and use the records for as long as their
disposition requires.

8. What is meant by "Transfer to NARA 15-25 years after cutoff, or after declassification review (when
applicable), whichever is later" within the disposition instructions for item 010?

Agencies have varying business needs and missions that affect when they should transfer permanent
email to the legal custody of NARA. This language allows agencies flexibility to determine the
appropriate transfer time, within the range of 15 to 25 years, after cutoff or after declassification review
(if applicable). As with the cutoff instructions (see FAQ 7), agencies must include their transfer time in
the “scope” section of form NA-1005, so NARA can document agency plans and anticipate future email
transfers.

Agencies should carefully consider their transfer date. Agencies with a high level of deliberative or
sensitive email may consider a later transfer date (for example, 25 years), while others without these

116


http://www.archives.gov/records-mgmt/appraisal/work-group-all.html
http://www.archives.gov/records-mgmt/appraisal/work-group-all.html

Transmittal No. 28 General Records Schedule 6.1
July 2017

concerns should consider an earlier transfer date (for example, 15 years). As a reminder, all Federal
agencies must manage permanent and temporary email records in an electronic format with the
capability to identify, retrieve, and use the records for as long as their disposition requires. The later the
transfer date, the longer the agency maintains this responsibility.

The transfer date should be determined in conjunction with the cutoff instructions (see FAQ 7), as the
two complete the full transfer instructions. Examples of full instructions include, but are not limited to:

Cut off... Transfer... In this example...

At the end of the To NARA 15 years | Email from calendar year 2015 would be transferred in 2030

calendar year after cutoff

At the end of tenure | To NARA 25 years | Email from individuals whose tenure ended in 2015 would be
after cutoff transferred in 2040

At the end of each To NARA 20 years | Email from the 2017 to 2020 administration would be

Presidential after cutoff transferred in 2040

administration

At the end of To NARA in 15 Email from 2015 through 2020 would be transferred in 2035;

calendar year years in 5 year email from 2021 through 2025 would be transferred in 2040
blocks

At end of tenure To NARA in 5 year | Email from individuals whose tenure ended in 2015 through
blocks 15 years 2020 would be transferred in 2035; email from individuals
after cutoff whose tenure ended in 2021 through 2025 would be

transferred in 2040

Agencies with classified email have less flexibility with transfer time frames. As with any classified
permanent records, email must be reviewed prior to transfer to NARA. Classified email is typically
reviewed at 25 years based on standing Executive Orders.

9. What specific positions are included in category 7, Principal Regional Officials, under item 010?

This category may not apply to all agencies, even if they have offices outside of their headquarters. This
category is reserved for those positions that have complete oversight and responsibility spanning a
larger region (e.g., multiple states or specific geographic area) in carrying out mission-critical

activities. For example, an agency may have 10 regions, each with a Regional Administrator that is
responsible for mission-critical activities within that region’s jurisdictions; these 10 Regional
Administrators would fall into this category. Heads (regardless of title) of offices outside of
headquarters, but not under a regionalized structure, are not included in this category. For example, it
does not pertain to the heads of individual offices in the field, such as, but not limited to, customer
service centers, processing centers, or administrative offices that conduct routine activities (e.g.,
passport offices, or Social Security claims processing offices, IRS service centers, commissaries).

Agencies may discuss the scope of this category with their NARA Appraisal Archivist during review of
their form NA-1005.

10. Under category ten of item 010, how do agencies determine what additional roles and positions
they should include as Capstone officials?
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Category ten, “Additional roles and positions that predominately create permanent records related to
mission-critical functions or policy decisions and/or are of historical significance,” is a catch-all category
for those roles and positions whose email is appropriate for permanent retention, but not represented
in the other nine categories. This could include email of staff in lower level (non-senior) positions, email
related to functions in lower-level offices, or email in “service” accounts that agencies use to
disseminate policy. For example, an agency with mission-centric task forces should include the head of
each task force within this category if not captured in other categories. As with the other categories, the
agency must include these roles and positions on its form NA-1005 if it has them. It is possible that an
agency will have no roles and positions for this category.

11. Does the GRS apply if Capstone officials have more than one email account or if their email is
managed by other staff (such as special assistants, confidential assistants, military assistants, or
administrative assistants)?

Yes. Senior officials often have multiple email accounts, either based on their titles (e.g.,
ArchivistOfTheUnitedStates@nara.gov), or managed by other staff members on their behalf. Agencies
must designate all accounts affiliated with a Capstone official role or position as permanent. See
category four within item 010.

You can find additional information on designating Capstone officials and email accounts in NARA
Bulletin 2013-03, Guidance for agency employees on the management of Federal records, including
email accounts, and the protection of Federal records from unauthorized removal.

12. Must agencies maintain a list of Capstone officials and their associated email addresses?

Yes. Agencies should maintain an extended version of form NA-1005 that includes this additional
information. Doing so will support the requirements in 36 CFR 1235.48, which requires agencies to
include proper documentation when transferring permanent electronic records to NARA. The NA-1005
list will help agencies implement Capstone and export and transfer permanent email. Agencies should
consider managing and keeping up-to-date a list of Capstone officials and their associated email
addresses as part of agency policy (one of NARA’s recommended best practices). See also FAQ 36.

QUESTIONS RELATED TO TEMPORARY EMAIL RECORDS
13. What is the difference between items 011 and 012?

Iltem 011 covers all roles that do not fit into the descriptions of either 010 or 012. This item is therefore
appropriate for non-senior officials who have roles such as: overseeing and instructing workers on the
job; reviewing work in progress; observing and securing worker compliance with procedures and
methods; planning, revising, and coordinating programs; planning general work flow and methods;
budgeting and financial oversight; and completing other mission-related tasks. See also FAQs 14 and 15.
The majority of temporary email accounts should fall into this item.

Item 012 covers routine and/or administrative roles within an agency. Depending on an agency’s unique
organization, functions, and/or business needs, this item may be appropriate for only a limited number
of roles. Agencies having difficulty determining whether item 012 is appropriate should use item 011.

Your agency should conduct a risk analysis to determine which roles and positions, if any, it should
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include in item 012, and should be able to produce this analysis if needed.
14. Why are supervisory positions excluded from item 012?

Supervisory positions are those that plan, assign, and review work, and evaluate performance.
Because these positions tend to be involved in business and personnel decisions, we include them
in item 011, which specifies a minimum retention period of seven years. See also FAQs 13 and 15.

15. How does an agency determine if it should keep temporary email covered by items 011 and 012
longer than the prescribed minimum retention period?

An agency should involve multiple stakeholders, such as its senior agency official for records
management, general counsel, chief information officer, records officer, inspector general, etc., to
determine the appropriate retention period for the agency’s email. This should include determining if
the agency is subject to inspection, audit, legal, and other regulatory requirements that require a longer
agency email retention period to meet certain obligations. Ultimately, the agency will document and
disseminate the retention period via agency policy and implementation tools. See FAQ 29.

ltems 011 and 012 each prescribe a minimum retention period, and both authorize agencies to dispose
of covered records any time after the minimum retention period has ended. This allows an agency to
make internal decisions on whether or not it should keep temporary accounts contents longer based on
business and legal needs.

Agencies may determine that using only item 011 as one agency-wide retention period for all temporary
email may better meet its business and legal needs and may be easier to implement. For example, an
agency may decide that it should maintain all temporary accounts for seven years, regardless of the role
or position of the person whose account they’re in. Agencies choosing to use only item 011 for all
temporary email may also maintain accounts longer for business needs (e.g., 15 years) without
requesting additional authority from NARA. See also FAQs 11, 14, and 29.

16. Why is the minimum retention period for item 011 seven years?

NARA believes that seven years is a reasonable and appropriate baseline retention period for temporary
email records, not only to meet agency business needs, but also to ensure we adequately and properly
document the policies and transactions of the Federal Government. Preserving these records for this
period should also generally allow the Government to adequately defend itself in litigation or vindicate a
plaintiff’s rights in the event the Government has infringed on them. This retention period is also
consistent with most statutes of limitations on pursuing matters against the United States (usually six
years or less), with recordkeeping requirements set by Congress (such as the seven-year retention
period for audit-related records established in the financial reforms of Sarbanes-Oxley), and with the
IRS’s seven-year retention period for personal tax records (tied to the six-year statute of limitations for
criminal violations of the tax code). These, and similar examples, led NARA to conclude that seven years
is an appropriate baseline retention period for temporary email records. See FAQ 15 on when a longer-
than-seven-year retention period might be appropriate for certain agencies. Agencies that wish to seek
a shorter retention period must submit an agency-specific schedule.

This Capstone GRS allows agencies to elect a shorter retention period using item 012 (three years) for a
limited group of specific roles and positions. Please refer to FAQ 13 for additional information.
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QUESTIONS ABOUT IMPLEMENTATION
17. May an agency implement portions of this GRS?

Yes, an agency may use any or all of the items on this GRS. If applying this GRS in part (for example, only
using item 011), agencies must ensure that all other email records are covered by another NARA-
approved disposition authority. Agencies that are using only item 011 or 012 may not dispose of the
email of any official listed in item 010, Email of Capstone Officials, without authority from NARA in the
form of another GRS or an agency-specific schedule. An agency must still submit form NA-1005 for
approval in order to use either only the permanent item or only the temporary items of this GRS.

This flexibility supports those agencies that may want to implement Capstone in phases. Some agencies
may find it practical to initially limit their overall Capstone approach to permanent email (item 010) and
add management of temporary email within their overall Capstone approach later.

As indicated in the “GRS Scope” section of the Capstone GRS introduction, an agency may choose to
exclude several categories of email from its Capstone program. The agency must ensure that it covers
any email it excludes from the Capstone program under another NARA-approved schedule or authority
before it may dispose of the email. See also FAQ 29.

18. Does this GRS apply to classified email accounts?

Yes. This GRS applies to all email, regardless of classification level. Agencies must include accounts on
classified networks or systems within the relevant item on the GRS. For example, a Capstone official
(permanent) with both classified and unclassified accounts would have both included under item 010 of
this GRS.

The transfer instructions within item 010 allow agencies to transfer permanent classified email in
alignment with declassification review. Agencies often don’t review classified records until just prior to
the automatic declassification date, which occurs when they are 25 years old. If an agency completes its
review earlier than 25 years, but after 15 years, the agency should consult with NARA about when to
transfer the records.

19. How is legacy email defined for GRS 6.1?

Legacy email is email that still exists in an electronic format, whether part of a temporary or a
permanent account, at the time of Capstone implementation. It may be stored in an email archiving
application, a document management system, in individual files (such as *.PST files) on local computers
or drives, within current live email applications/systems, and/or stored in other ways.

20. Does the Capstone GRS apply to both retroactive (legacy/existing) and day-forward email?

We expect an agency using this GRS to apply the items the agency uses to all legacy (existing) email.
Agencies should summarize the extent of their legacy email on form NA-1005. For example, an agency
might state that no legacy email exists for the agency, as the agency used traditional records
management with a print-and-file policy prior to adopting Capstone, or that the agency has legacy email
back to a certain date. NARA acknowledges that legacy email may be incomplete, or that position titles
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may have changed over time. In cases of title changes, the agency may apply GRS items to equivalent
positions.

21. Does legacy email include backup or recovery tapes with email stored on them?

No. These tapes were not created for records management purposes, and are outside the scope of GRS
6.1. Backup/recovery tapes are covered under GRS 3.2, item 050, “Backup files identical to permanent
records scheduled for transfer to the National Archives,” or GRS 3.2, item 051, “Backup files identical to
temporary records authorized for destruction by a NARA-approved records schedule.”

22. Can other disposition authorities be used to dispose of email prior to using the authorities within
GRS 6.1?

Yes, with exceptions depending on the status of the email as described below, and for readable email
only (see FAQ 23). Generally speaking, for legacy email most agencies will find applying items from GRS
6.1 to entire bodies of email as less burdensome than applying other valid authorities on an email-by-
email basis. Agencies should address this in agency records management policy. See FAQs 3 and 29.

A. For all items on GRS 6.1, day-forward (start of Capstone implementation):

Yes. Agencies may apply other approved disposition authorities to temporary and permanent email
prior to applying the disposition authorities within GRS 6.1 for day-forward email (start of Capstone
implementation, generally the date approved on the agency’s first form NA-1005). This could either
be part of culling strategies used within an agency, and/or implementation of a Capstone approach
that still utilizes some level of traditional records management. For example, an agency may apply:
e GRS 5.1, item 020, which authorizes deletion of electronic records once filed in an official
recordkeeping system (such as with a related case file, or within another records
management application) prior to use of the appropriate item from GRS 6.1;
e GRS 5.2, item 010, which authorizes the deletion of transitory records; and/or
e Other NARA approved, media neutral, agency specific disposition authorities. See other
FAQ questions under ‘Culling’ section.

B. For temporary legacy email, items 011 and 012:

Yes. Agencies may apply other approved disposition authorities to legacy email (similar to section A
above) prior to applying the disposition authorities within GRS 6.1.

Agencies not able to do this, or unable to ascertain if other approved disposition authorities were
adequately applied to legacy email, must apply the authority from the appropriate item on GRS 6.1
at the account level for the minimum retention defined by either item 011 or item 012.

C. For permanent legacy email, item 010:

Yes, with limitations. Agencies may cull personal email (email not affiliated with official government
business), clearly transitory email records (GRS 5.2, item 010), and nonrecord material. Agencies
may also cull temporary records using any NARA approved media neutral disposition authority,
excluding GRS 5.1, item 020. GRS 5.1, item 020 authorizes deletion of electronic records once filed in
an official recordkeeping system (such as with a related case file, or within another records

121



Transmittal No. 28 General Records Schedule 6.1
July 2017

management application). However, if culling records using an agency specific authority, the
records must be kept according to the retention of that authority. NARA acknowledges that this may
result in duplicate permanent records being transferred. Since print-and-file and cross-filing policies
were not consistently followed, or compliance with these policies is often difficult to validate, this
ensures that permanently valuable emails are transferred to the National Archives.

23. What do we mean by ‘readable email’?

Readable email is email that is retrievable and usable for as long as needed to conduct agency business
and to transfer permanent email records into the National Archives (i.e., for their NARA-approved
retention period). This aligns with the requirements of 36 CFR 1236.12(b), related to records
management and preservation considerations that must be incorporated into the design, development,
and implementation of electronic information systems, as well as the Criteria for Managing Email
Records in Compliance with the Managing Government Records Directive (M-12-18). Email that is not
retrievable and usable is, therefore, not readable.

24. What do | do if | have legacy email that is not readable?

Currently NARA is requiring agencies to submit a schedule for legacy email that is not readable. Please
contact the GRS Team at GRS_Team@nara.gov to discuss your situation further.

25. What if the status of legacy email is unknown?

Agencies may still submit, and receive approval of, the form NA-1005. NARA understands that agencies
may not be able to fully articulate their legacy email scope, and how legacy email will be addressed, at
the time of form submission. This may be due to the complex nature of older technology, access issues,
or an agency needing time to inventory legacy email.

In these cases, agencies should notate as much information as possible on the form NA-1005. Examples
of responses may be “Agency is still determining the full scope of our legacy email. We believe it dates
back to approximately 2003. We will report our full finding to NARA within 6 months.” or “We have
determined the scope of our email, which extends back to 2000, but we are still determining our access
issues and will report our full findings to NARA in 6 months”.

26. Does use of Capstone and this GRS negate DOD 5015.2?

If your agency is part of the Department of Defense, and thus governed by DOD Directive 5015.2 and the
accompanying DOD 5015.2 Standard for Records Management Applications, you should work within
DOD to determine how Capstone may be implemented. Non DOD agencies are not governed by the
5015.2 directive or standard, and NARA does not require any agency to have 5015.2 compliant
applications.

27. Does this GRS include calendars, appointments, tasks, chat transcripts, and other
communications?

Although we designed the Capstone approach for managing email records, some agencies may not be
able to separate email records from other affiliated records, such as calendars, appointments, tasks, and
chats. In these cases, the agency can include the other records under the Capstone GRS. Inclusion of
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these records with email accounts should be noted on the NA-1005 in the scope field. However, when
the agency manages these other records separately from email, the agency must have a NARA-approved
disposition authority for Capstone officials (those whose email is permanent). GRS 5.1, item 010, covers
calendars of non-Capstone officials. Chats, however, must be scheduled for both Capstone and non-
Capstone officials.

28. How does this GRS affect NARA or agency requirements to file email records with other related
Federal records?

Capstone can reduce the burden on individual end-users by encouraging greater use of automated
methods for managing email accounts. Agencies must manage their records in accordance with NARA
regulations and fulfill the requirements of the Managing Government Records Directive. When using
the Capstone approach for capturing and managing email, agencies must:

Consider whether email records and attachments can or should be associated with related records
under agency guidance. As a supplement to the Capstone approach, an agency may want or need to
associate certain email records that relate to other records, such as case files or project files, with
the related records. This consideration depends on an agency’s needs and how it chooses to
implement its Capstone approach. This may be accomplished by (1) using electronic pointers (such
as metadata tags) to establish linkages, or (2) in select cases, filing with associated paper or
electronic case or project files. (NARA Bulletin 2013-02, Guidance on a New Approach to Managing
Email Records, item 5d.)

29. How can an agency incorporate this GRS into its implementation tools and policies?

Best practices include the use of internal implementation tools, such as manuals, handbooks, and/or file
plans, for records management execution. As with any GRS, the items should be incorporated into these
tools and expanded to include agency-specific information and policies. Agencies should also implement
policy around their Capstone approach, to incorporate additional agency specific email guidance that
does not require NARA approval. For example, this could include:

e Clearly defining the retention period for temporary email in policy and agency manuals, since
the GRS authorizes banding;

e Developing and implementing policy related to cross-filing requirements; for example, a policy
that may require that certain email be cross-filed within permanent case files;

e Developing and implementing policy related to instances where temporary email may need to
be retained for a longer period than prescribed by the GRS and supporting agency policy;

e Developing and Implementing policy on the use of Government accounts for personal purposes;

e Defining the Capstone (permanent) accounts/addresses for the agency with more specificity
than included in item 010, Email of Capstone Officials, (for example, those positions and officials
specific to your agency). NA-1005 is a tool for this;

e Providing additional policy on how to handle email of officials in an acting position;

e Providing policy on managing nonrecord email;

e Developing policy on when other disposition authorities related to email are appropriate for
use, such as the GRS item for transitory records;

e Developing policy related to culling and other opportunities to apply records management to
email (See section 861.5 of NARA’s sample Directive posted on our Email Management
webpage);

e Implementing procedures for initiating record freezes and litigation holds; and
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e |Implementing procedures for conducting document searches for purposes of FOIA,
Congressional, and other access requests.

QUESTIONS ABOUT CULLING
30. What is culling?

Culling, in the context of Capstone implementation, is the act of removing or deleting material prior to
disposition. This may include deleting non-record email (e.g., email blasts (such as agency-wide
communications), spam, and personal email (records belonging to an individual and not related to
agency business)), and transitory email records (records of short-term interest or that have minimal
documentary or evidentiary value). Please refer to GRS 5.2, item 010, and FAQs about Transitory
Records in Electronic Messages for additional information on what constitutes a transitory record.

31. Do you expect agencies and users to cull Capstone email accounts?

Yes, especially for permanent accounts, in order to minimize the amount of non-record and personal
emails agencies transfer to the National Archives. Since agencies are most familiar with the content of
their email records, we expect agencies to cull permanent accounts to the greatest extent possible.
Culling may be manual, automated, or a hybrid of both. We do not expect agencies to cull temporary
accounts, but you may do so in accordance with your agency’s policy as appropriate. For temporary
email, agencies may choose the amount of culling it will allow, based on agency business needs and
concerns (such as size of the email repository, cost of maintenance, and risk associated with the
possible destruction of records that may be needed for agency business, including litigation).

32. What if an agency can’t cull email?

An agency should review its policies and technology to determine and verify its culling capabilities.

Some technologies may not allow culling as described above. Agencies may still implement Capstone for
permanent accounts without culling, but this will result in the agency transferring to NARA emails that
do not meet the definition of a Federal record, which NARA might then permanently preserve. NARA
screens and, when warranted, withholds access to accessioned records in accordance with the general
restrictions set out in 36 CFR 1256.40-1256.62. NARA decides on the access permitted to accessioned
records containing personal privacy information as outlined in 36 CFR 1256.56 without consulting the
originating agency. As part of our mission to provide public access to Federal Government records, we
disclose records whenever legally permissible. As a result, we could release personal information in
non-records that an agency or user did not cull prior to transfer.

33. Will NARA cull Capstone email after it’s legally transferred?

Since agencies are most familiar with the content of their email records, we expect them to cull non-
record material to the extent possible before transferring. In accordance with 44 U.S.C. § 2108, the
Archivist of the United States assumes custody of these records when they are transferred. NARA
administers accessioned records in accordance with 44 U.S.C. Chapter 21, 36 CFR Part 1256, and other
rules we promulgate to dispose of non-record materials we find in any transfer. However, we cannot
guarantee that we will find or cull non-records.

QUESTIONS ABOUT TRANSFER

124


https://www.archives.gov/files/records-mgmt/grs/grs05-2-faqs-emsg.pdf
https://www.archives.gov/files/records-mgmt/grs/grs05-2-faqs-emsg.pdf
http:1256.40-1256.62

Transmittal No. 28 General Records Schedule 6.1
July 2017

34. How should agencies transfer email to NARA?

You should transfer email, like any other electronic records, in accordance with current NARA transfer
guidelines. You can find up-to-date guidelines on NARA’s accessioning website at
http://www.archives.gov/records-mgmt/accessioning/electronic.html.

35. Will NARA accept encrypted email?

No. As outlined in NARA Bulletin 2014-04, Revised Format Guidance for the Transfer of Permanent
Electronic Records, an agency must not transfer to NARA any encrypted permanent electronic records .
The Bulletin requires the transferring agency to “[d]eactivate passwords or other forms of file level
encryption including digital rights management (DRM) technologies commonly used with audio, video,
and some publications that impede access to record data.” Likewise, agencies must decrypt any
encrypted email attachments prior to transfer.

36. What documentation must an agency submit when it transfers Capstone email?

See NARA Bulletin 2014-04, Revised Format Guidance for the Transfer of Permanent Electronic Records,
for our requirements for transferring permanent electronic records. In addition, 36 CFR 1235.48 sets
out the documentation agencies must provide to transfer permanent electronic records. This
documentation should be an extension of the agency’s approved form NA-1005, which documents
approved permanent Capstone roles and positions. See FAQ 12.

Agencies must transfer to NARA the email of Capstone officials captured during their tenure as Capstone
officials. Therefore, agencies should treat email of a Capstone official created prior to when the agency
designated that person as a Capstone official (e.g., prior to their promotion/rotation into a Capstone
position) as temporary and should not transfer that previous email to NARA. The following is an
example of documentation, in the form of a list, of an agency’s Capstone officials and the time period
for capture of their email as permanent:

Position title Email Account/Address Begin Date of Capture | End Date of Capture
Secretary of [Department] | Senior.Official@agency.gov | January 22, 2013

Secretary of [Department] | Secretary@agency.gov January 22, 2013

Chief Operating Officer John.Doe@agency.gov January 22, 2013 June 1, 2013

Chief Operating Officer Jane.Public@agency.gov June 2, 2013

Documentation for legacy email should reflect the position title as it existed at the time the records
were created. In instances where the position title may not clearly correlate to those on the form NA-
1005 (due to title changes, or positions being eliminated), you should include information on the current
position title, or the category from item 010 to which it correlates, in the documentation.

For example, the current “Director of Congressional Affairs” (listed on form NA-1005 under category 6)
may have previously been the “Legislative Affairs Officer.” In this case, the documentation should link
to the approved NA-1005 form either by providing the current title or listing the proper category under
item 010 to which the position fits.
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General Records Schedule 6.5

GENERAL RECORDS SCHEDULE 6.5: Public Customer Service Records

This schedule covers records an agency creates or receives while providing customer service to the public. Federal agencies that provide direct services to the
public operate customer call centers or service centers to assist external customers. They may provide customer support through telephone discussions (toll-
free numbers), dialogue (via chat), and email.

Item | Records Description Disposition Instruction Disposition
Authority
010 | Public customer service operations records. Temporary. Destroy 1 DAA-GRS-
Records from operating a customer call center or service center providing services to the public. year after resolved, or 2017-0002-
Services may address a wide variety of topics such as understanding agency mission-specific functions or | when no longer needed 0001
how to resolve technical difficulties with external-facing systems or programs. Includes: for business use,
e incoming requests and responses whichever is appropriate.
e trouble tickets and tracking logs
e recordings of call center phone conversations with customers used for quality control and customer
service training
e system data, including customer ticket numbers and visit tracking
e evaluations and feedback about customer services
e information about customer services, such as “Frequently Asked Questions” (FAQs) and user guides
e reports generated from customer management data
e complaints and commendation records; customer feedback and satisfaction surveys, including survey
instruments, data, background materials, and reports.
Exclusion 1: Records of call or service centers the public uses to provide tips or allegations to
oversight and enforcement agencies/offices. Agencies must schedule these records on an agency-
specific schedule.
Exclusion 2: Reports that recommend changes or revisions to an agency’s customer service
operation; agencies must schedule these records on an agency-specific schedule.
020 | Customer/client records. Temporary. Delete when | DAA-GRS-
Distribution lists used by an agency to deliver specific goods or services. Records include: superseded, obsolete, or 2017-0002-
e contact information for customers or clients when customer requests 0002
e subscription databases for distributing information such as publications and data sets produced by the agency to remove the
the agency records.
o files and databases related to constituent and community outreach or relations
e sign-up, request, and opt-out forms
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13 | 4a r3ev.s|or:hor GRS 13, 1952, item 5a
6.5 | 020 | Superseded DAA-GRS-2017-0002-0002 months
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or revised
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Frequently Asked Questions (FAQs) About
GRS 6.5, Public Customer Service Records

July 2017
INTRODUCTION
1. What is the purpose of GRS 6.5?

This schedule provides disposition authority for records an agency creates or receives while providing
customer service to the public.

2. Whom do | contact for further information about this schedule?

You may contact NARA’s General Records Schedules Team at GRS_Team@nara.gov with questions
about this schedule.

CHANGES FROM THE OLD GRS
3. How does GRS 6.5 differ from the old General Records Schedule?

Public customer service was never explicitly covered by the old GRS, but is covered in the new GRS. In
addition, old items superseded by this schedule include customer or client records, such as mailing lists
(GRS 13, items 4a and 4b) and complaints and commendations (GRS 14, item 5, superseded in part).

GENERAL

4. Why are GRS 5.8 Administrative Help Desk Records and GRS 6.5 Public Customer Service Records
two separate schedules?

The two schedules reflect different functions. The GRS has separate schedules for administrative
support functions (the 5.0 series) and mission support functions (the 6.0 series). Administrative help
desk records document administrative support. Public customer service records document mission
support. That is why these schedules appear separately.

QUESTION RELATED TO ITEM 020

5. Item 020 covers records that likely include personally identifiable information (PIl). Why do you
not include instructions for how agencies should handle PII?

The GRS provides instructions for how long agencies must retain records, but does not prescribe how
agencies should otherwise manage their records. Agencies should include handling of Pll, a form of
Controlled Unclassified Information (CUI), in their policies and procedures, in accordance with
Government-wide CUl requirements.
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Frequently Asked Questions (FAQs) about Flexible Disposition Instructions in the
GRS

Updated July 2017
1. What are flexible disposition instructions?

Flexible disposition instructions are those that are in some way open-ended. Examples in the
GRS include those that set a minimum retention period, then state “longer retention is
authorized if required for business use.” Flexible disposition instructions can allow for either
longer or shorter retention periods than the minimum or maximum set by the disposition
instruction. For further information on flexible disposition instructions, see Section 3 (“Flexible
Retention Periods”) of the FAQs about Flexible Scheduling, at
http://www.archives.gov/records-mgmt/fags/flexible-scheduling.html.

2. Why do so many of the new General Records Schedule items have flexible disposition
instructions?

The GRS are not like agency-specific schedules. They must apply to all agencies throughout the
Federal Government. But we recognize that all agencies may not have identical retention
needs, even for records commonly created by multiple agencies. We have approached the GRS
instructions as guidelines for agencies in retaining their records. We establish basic retention
requirements—usually minimum retention periods—but otherwise, leave it to the agencies to
determine their business needs for the records. In other words, with flexible disposition
instructions, NARA does not need to review an agency’s disposition instructions for records
covered by the GRS as long as they meet the basic retention requirements.

The benefits of this approach are:

e GRS disposition instructions make clear the basic retention requirements and when
longer or shorter retention periods are permissible;

e Agencies don’t have to request deviations to the GRS as long as their retention periods
fall within the parameters of the GRS instruction;

e The flexible disposition instructions allow multiple GRS items to be bucketed to the
longest common retention period, as chosen by the agency; and

e We can potentially cover more temporary items in the GRS, even if agencies have
different retention needs.

3. How should flexible disposition instructions be implemented in traditional, non-bucket
schedules?

You should update the schedules for your agency to reflect new GRS items and, in doing so,
determine the appropriate retention period for your agency’s business needs. You may:
e Use only the minimum retention period. In that case, do not include “longer retention is
authorized if required for business use” in your disposition manual;
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e Set a specific retention or retention band within the parameters established by the GRS.
For example, if the GRS says “Destroy when 3 years old but longer retention is
authorized if required for business use,” then the agency disposition manual may say
“Destroy when 5 years old”; or

e Use the disposition instruction exactly as written, leaving specific retention up to offices
or individual users.

In some cases, you may not have to do anything other than update the GRS disposition
authority. As long as your agency’s retention period already falls into the parameters of the
GRS, you can cite the GRS without making any other change to your agency’s disposition
instructions.

4. How should flexible instructions be implemented in big bucket schedules?

If you wish to continue using an existing big bucket schedule when a new GRS is issued, you
need to notify NARA (per 36 CFR 1227.12) of your intent to use your own agency-specific big
bucket schedule rather than the GRS. See the “FAQs about GRS Notifications” above in this
document. However, as long as the retention periods fall within the parameters of the GRS,
there should be no problem with NARA approving use of your agency’s bucket schedule. Be
aware that, when determining whether an existing bucket item’s retention period falls within
the GRS retention period, you must take into consideration the individual cutoff instructions
(when the retention period begins), which may affect retention periods for different items
within the bucket.

Records should be bucketed to the longest retention period, but pay attention to cutoff
instructions! We often see cases where an agency has incorporated a GRS item with a 3-year
retention period into a bucket with 5-year retention. This seems well and good until we look at
the GRS item’s cutoff instructions. “Destroy when 5 years old” means the clock starts ticking at
document creation. “Destroy 3 years after superseded or obsolete” means the clock may not
begin ticking until the document is already several years old. Destruction of everythingin a
bucket at 5 years of age could wipe out records still in active use.

So how do you resolve this issue in big bucket schedules? The most common way we have seen
agencies do it while not completely dismantling buckets is to include non-specific cutoff
instructions in the bucket disposition and specific cutoff instructions in an accompanying
crosswalk. For example, the disposition instruction states “destroy 5 years after cutoff” and the
user refers to the crosswalk to identify the cutoff instruction for the GRS items covered by the
bucket. Then each GRS item can indicate unique cutoff requirements.

5. How can agencies using electronic records management applications (RMAs), which require

fixed cut-off statements and retention periods, implement the open-ended GRS disposition
authorities?
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The agency may continue to use fixed disposition instructions suited to RMAs as long as the
instructions fit within the parameters of GRS disposition instructions and the agency cites the
GRS authority. If the agency schedule’s fixed disposition instructions do not fit within the
parameters of the new GRS disposition instructions, the agency may ask to use its existing
schedules by notifying the GRS Team within 120 days of the new GRS issuance (if the GRS
permits). If the agency finds the new GRS authority covers records not previously scheduled by
the agency and its business needs require fixed disposition instructions outside the parameters
of the new GRS, the agency may request a deviation from the GRS by submitting a new
schedule.

6. Can agencies still dispose of records in monthly, quarterly, or annual batches?

Yes. Batching records for disposal is a time-honored custom. For most analog records it’s the
only really workable option. Batching frequency should reflect volume of records and local
storage capacity. Popular batches are records closed in a month, quarter, and year. Batches
should not cover more than a single fiscal or calendar year. For example, an agency may
choose to retire its closed financial management records on a quarterly basis (e.g. 4™ Quarter,
2015), but batch its closed employee hiring records as a single unit covering an entire year (e.g.
FY 2015). It is okay that some records from early in the year may be retained for almost an
entire additional year before ultimate destruction.
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THE OLD GRS: TABLE OF CONTENTS

Introduction to the General Records Schedules

Schedule 1 Civilian Personnel Records
Schedwle 22— PayroHling-and-Ray-Administration-Records Superseded in full
Schedule 3 Procurement, Supply, and Grant Records
Schedwle 44— Property-Disposal-Records Superseded in full
Schedule 5 Budget Preparation, Presentation, and Apportionment Records
Schedwle 6———Accountable Officers—AccountsRecords Superseded in full
Schedwle 7————Expenditure-Accounting-Records Superseded in full
Schedule-8———StoresPlantand-Cost-AccountingRecords Superseded in full
Schedule 99— Traveland Transportation-Records Superseded in full

hedule-10 MeoterVehicle- Maintenance-and-OperationsRecerds Superseded in full

Schedule 11— Space-and-MaintenanceRecords Superseded in full
Schedule 12— CommunicationsRecords Superseded in full

Schedule 13 Printing, Binding, Duplication, and Distribution Records
Schedule 14— Infermation-ServicesRecords Superseded in full

Schedule 15— Housing-Records Superseded in full

Schedule 16 Administrative Management Records

Supereded in full

Schedule 18— Securityand-Protective-ServicesRecoerds Superseded in full
Sehedwle19——Rescinded in 1986

Schedule 20——FlectronicRecords Superseded in full

Schedule 21— Audiovisual-Records Superseded in full
Sehedule 22— Rescinded in 1998

Schedule 23— Records-Common-to-Most Officeswithin-Agencies Superseded in full

hedule24 nformationTechnology-Operations-and-Managemen Records Superseded in full

Superseded in full

Schedule 27 Records of the Chief Information Officer

Indexes Standard Forms

Optional Forms
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INTRODUCTION TO THE GENERAL RECORDS SCHEDULES

General Records Schedules (GRS) are issued by the Archivist of the United States to provide disposition
authorization for records common to several or all agencies of the Federal Government. They include
records relating to civilian personnel, fiscal accounting, procurement, communications, printing, and
other common functions, and certain nontextual records. They also include records relating to
temporary commissions, boards, councils and committees. These records comprise an estimated
one-third of the total volume of records created by Federal agencies.

In 1978, use of the GRS was made legally mandatory. The disposal authorizations must be used by a
Federal agency to the greatest extent possible. Because these schedules are designed to cover records
common to several agencies, many of the records descriptions are general. Agency records officers may
either use the schedules as an appendix to an agency printed schedule or tailor the general schedules to
the agency's own particular needs and incorporate them into agency schedules.

The GRS covers only records that are common among several agencies. For complete coverage of the
disposition of all its records, each agency must independently develop schedules for the remaining
records. Agencies should exercise particular care in applying items in GRS 1-16 and 18 to subject or
correspondence files that may include a mix of administrative and program records. Usually,
administrative subject files have short retention periods, less than 3 years. Program subject files may be
needed by the agency for 10 years or more and may have archival value as well. Except when the
volume of administrative records is negligible, agencies should maintain administrative records
separately from program records in their agency recordkeeping systems. If administrative records are
mixed with program records in the recordkeeping system and cannot be economically segregated, the
entire file must be kept for the period of time approved for the program records. Similarly, if
documents described in the GRS are part of a subject or case file that documents activities different
from those covered by the schedules, they should be treated in the same manner as the files of which
they are a part.

For more information on scheduling records not covered by the GRS, including potentially permanent
records, see the Disposition of Federal Records Handbook. Also, the National Archives and Records
Administration (NARA) has prepared a series of instructional guides that provide information on
scheduling nontextual records that are not covered by the GRS. The handbook and separate guides on
electronic records, audiovisual records, and cartographic and architectural records are available from
the National Archives and Records Administration (NWCP), Room G-9, Washington, DC 20408.

GRS items cover only record copies. In some instances, more than one copy of 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 NARA Life Cycle Management Division (NWML) to determine the
record or nonrecord status of particular files.

The disposition instructions in the GRS are to be implemented without further approval from NARA,
with the exception that most records created before January 1, 1921, must first be offered to NARA for
appraisal. If NARA rejects these 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
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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 a Standard Form (SF) 115 providing justification for the deviation.

The GRS includes an index of commonly used Standard and Optional Forms. The forms index includes
only the forms most frequently used by the various Government agencies.

Items at the end of GRS 1-16, 18, 23, 24, 25 and 26 provide disposition instructions for electronic mail
and word processing copies, maintained apart from the recordkeeping copy, of the records described in
the other items in those schedules. The other items authorize the disposition of the recordkeeping
copy. The electronic mail and word processing records covered in each of those schedules are those
that remain in personal and shared directories after the recordkeeping copy has been produced, and
electronic copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

Questions of applicability of any GRS 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 to the Director, Life Cycle Management Division (NWML), NARA, from offices in the
Washington, DC area, or the NARA regional records services facility from offices outside the
Washington, DC area.

Some records series covered by the GRS are eligible for retirement to the Washington National Records
Center or to records center storage in a NARA regional records services facility. Records should be
retired from agency space to such storage only if transfer costs do not exceed the expense of retaining
them in agency space. Records sent to records center storage in a NARA facility should have a remaining
retention of at least 1 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 NARA facility director. Procedures for transfer of records to
records center storage in a NARA facility are found in NARA regulations (36 CFR 1228.152).
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GENERAL RECORDS SCHEDULE 1
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 Personnel Folders of civilian employees and
other records relating to civilian personnel, wherever located in the agency. Specifically excluded are
program records of the Office of Personnel Management (OPM), 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 (NARA) 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 Folders, are maintained according to The Guide to Personnel Recordkeeping, an OPM
manual that prescribes a system of recordkeeping for Federal personnel.

a—TFransferred-employees. Rescinded per GRS Transmittal 28

b——Separated-employees. Superseded by GRS 2.2, item 040 (DAA-GRS-2017-0007-
0004)
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thisschedule-andrecordsmaintained-atagency-staff planninglevels: Superseded by GRS
2.2, item 010 (DAA-GRS-2017-0007-0001)

a—Aecepted-offers: Superseded by GRS 2.1, item 050 (DAA-GRS-2014-0002-0006) and
GRS 2.1, item 051 (DAA-GRS-2014-0002-0007)

H——When-name-isreceived-from-certificate-of eligibles: Superseded by GRS
2.1, item 060 (DAA-GRS-2014-0002-0011)

{2 —TFempeorary-orexcepted-appointment: Superseded by GRS 2.1, item 060
(DAA-GRS-2014-0002-0011)

{3} ——Allethers: Superseded by GRS 2.1, item 060 (DAA-GRS-2014-0002-0011)

i igible: Superseded by GRS 2.1, item 050 (DAA-GRS-2014-0002-
0006) and GRS 2.1, item 051 (DAA-GRS-2014-0002-0007)

SE7B}- Rescinded per GRS Transmittal 28
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approval-ordisapprovak

{a}—Case-file- Superseded by GRS 2.1, item 010 (DAA-GRS-2014-0002-
0001)

{b}——ReviewFile: Rescinded per GRS Transmittal 28

) Cace fil Lot lassificati ls_excluding OPM classificati
certificate: Superseded by GRS 2.1, item 030 (DAA-GRS-2014-0002-0004)

{2} —~Certificates-ofclassification-issued-by-OPM- Superseded by GRS 2.1, item
040 (DAA-GRS-2014-0002-0005)

employees. Superseded by GRS 2.1, item 090 (DAA-GRS-2014-0002-0008)

performance-relatedrecords. Superseded by GRS 2.2, item 041 (DAA-GRS-2017-0007-
0005)
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b——lmmigrationand-Naturalization-Service-Form1-9: Superseded by GRS 2.2, item 060
(DAA-GRS-2017-0007-0007)

meritincreases,suggestions,and-outstanding performance. Superseded by
GRS 2.2, item 030 (DAA-GRS-2017-0007-0003)

A—aA\Aa Al “‘,‘.,‘,.
7 g

Federal-organizations: Superseded by GRS 2.2, item 030 (DAA-GRS-2017-
0007-0003)

and-ists-ofawardees: Superseded by GRS 2.2, item 030 (DAA-GRS-2017-0007-
0003)

| lictc oforind | nominations.

Lists-ef-reminees-and-winhers-and-indexes-ofnominations: Superseded by GRS 2.2,
item 030 (DAA-GRS-2017-0007-0003)

R onorts partainineto-the ope 3t} Ative-Awa grarm. Rescinded per GRS
Transmittal 28

14 Notificati £ p | Actions.
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b——Allethercopiesmaintained-inpersonneloffices. Superseded by GRS 2.2, item 050
(DAA-GRS-2017-0007-0006)

GRS 2.2, item 050 (DAA GRS- 2017 0007 0006)

) Reai olated I I ” uction-int ions.
Superseded by GRS 2.5, item 011 (DAA-GRS-2014-0004-0002)

Fela%ed—Feeer-ds Superseded by GRS 2. 5 item 010 (DAA GRS 2014 0004-
0001)

e——Allothercorrespondence-andforms. Superseded by GRS 2.2, item 010 (DAA-GRS-
2017-0007-0001)

by GRS 2. z item 080 (DAA GRS-2017-0007- 0012)
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19.

20.

21.

schedule. Superseded by GRS 2.2, item 080 (DAA-GRS-2017-0007-0012)

Individual Non-Occupational Health Record Files.

Forms, correspondence, and other records, including summary records, documenting an
individual employee's medical history, physical condition, and visits to Government health
facilities, for nonwork-related purposes, EXCLUDING records covered by item 21 of this
schedule.

Destroy 6 years after date of last entry. (NC1-64-77-10 item 19)

Health Unit Control Files.

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

a. If information is summarized on statistical report.

Destroy 3 months after last entry. (NC1-64-77-10 item 20a)
b. If information is not summarized.

Destroy 2 years after last entry. (NC1-64-77-10 item 20b)

Employee Medical Folder (EMF). [See note after item 21c.]

a. Long-term medical records as defined in 5 CFR Part 293, Subpart E.
(1) Transferred employees.
See 5 CFR Part 293, Subpart E for instructions.
(2) Separated employees.
Transfer to 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. (N1-GRS-86-4 item 21a2)
b. Temporary or short-term records as defined in the Federal Personnel Manual (FPM).

Destroy 1 year after separation or transfer of employee. (N1-GRS-86-4 item 21b)

C. Individual employee health case files created prior to establishment of the EMF system
that have been retired to a NARA records storage facility.

Destroy 60 years after retirement to the NARA records storage facility. (N1-GRS-86-4
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item 21c)
[NOTE: Electronic master files and databases created to supplement or replace the records
covered by item 21 are not authorized for disposal under the GRS. Such files must be

scheduled on an SF 115.]

22. Statistical Summaries. [See note after this item.]

Copies of statistical summaries and reports with related papers pertaining to employee
health, retained by the reporting unit.

Destroy 2 years after date of summary or report. (NC1-64-77-10 item 22)

[NOTE: Electronic master files and databases created to supplement or replace the records
covered by this item are not authorized for disposal under the GRS. Such files must be
scheduled on an SF 115.]

Superseded by GRS 2.2, item 071 (DAA-GRS-2017-0007-0009)

guasi-judicial-procedure. Superseded by GRS 2.2, item 073 (DAA-GRS-
2017-0007-0011)

{a)—Latestrating-of record-3-years-old-orlessperformance-planupen
which-tis-basedand-any-summaryrating. Superseded by GRS 2.2,
item 070 (DAA-GRS-2017-0007-0008)

{b}——Allotherperformanceplansandratings. Superseded by GRS 2.2,
item 070 (DAA-GRS-2017-0007-0008)

{5} ——Supporting-documents. Superseded by GRS 2.2, item 070 (DAA-GRS-2017-
0007-0008)
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guasi-judicialprocedure. Superseded by GRS 2.2, item 073 (DAA-GRS-
2017-0007-0011)

Q) Parf | I I . : SES . .
{a}—|Latestrating of record-thatislessthan 5-yearsoldperformance

plan upon which it is based, and any summary rating. Superseded
by GRS 2.2, item 072 (DAA-GRS-2017-0007-0010)

{b}——Aletherperformanceratingsandplans. Superseded by GRS 2.2,
item 072 (DAA-GRS-2017-0007-0010)

Gio! ions) hich 4] I | EXCLUDING. ! or SES
i i i i i . Superseded
by GRS 2.2, item 072 (DAA-GRS-2017-0007-0010)

{4)—Supporting-documents. Superseded by GRS 2.2, item 072 (DAA-GRS-2017-
0007-0010)

142



Transmittal No. 28 General Records Schedule 1
July 2017

accommodationprovidersforms,emails,notes: Superseded by GRS 2.3, item 021
(DAA-GRS-2015-0007-0005)

0004)
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Superseded by GRS 2.3, item 031 (DAA-GRS-2015-0007-0007)
032 (DAA-GRS-2015-0007-0008)

and GRS 2.3, item

Busli £ I - £y ined inOfficial
Diserimination-Complaint-CaseFiles: Rescinded per GRS Transmittal 28

Files: Superseded by GRS 2.3, item 033 (DAA-GRS-2015-0007-0009)

Discrimination-ComplaintCases: Superseded by GRS 2.3, item 033 (DAA-
GRS-2015-0007-0009)

GRS-2015-0007-0010)

{2} ——EEO-ComplianceReperts: Superseded by GRS 2.3, item 035 (DAA-GRS-
2015-0007-0011)

Rescinded per GRS Transmittal 28

1 Ernsl Statistics Files—{S crer this-iterm]

Employmentstatistiesrelating toraceand-sex: Superseded by GRS 2.3, item 035
(DAA-GRS-2015-0007-0011)
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Superseded by GRS 2.3, item 030 (DAA-GRS-2015-0007-0006)

H—Ageneycopy-ofconsolidated- AAP(s}. Superseded by GRS 2.3, item 035
(DAA-GRS-2015-0007-0011)

{2} ——Agency-feederplanto-consolidated-AAR{s): Superseded by GRS 2.3, item
035 (DAA-GRS-2015-0007-0011)

{3}—Reportofon-sitereviews-of- Affirmative-Action-Programs: Superseded by
GRS 2.3, item 035 (DAA-GRS-2015-0007-0011)

Acan OB\ O

Superseded by GRS

2.3, item 035 (DAA-GRS-2015-0007-0011)

26. Personnel Counseling Records.

a. Counseling Files.

Reports of interviews, analyses, and related records.

Destroy 3 years after termination of counseling. (NC1-64-77-10 item 27a)
b. Alcohol and Drug Abuse Program.

Records created in planning, coordinating, and directing an alcohol and drug abuse
program.

Destroy when 3 years old. (NC1-64-77-10 item 27b)
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h on a 10 O ha ADR n nd

recordsrelatingto-the-agency's-overall-ADR-program- Superseded by GRS 2.3, item 010
(DAA-GRS-2015-0007-0001)

- a . A 1 alallla
d P A/ vV-aHud

and-related-correspondence: Superseded by GRS 2.3, item 011 (DAA-GRS-2015-0007-
0002) and GRS 2.3, item 012 (DAA-GRS-2015-0007-0003)

{4)}—Officenegotiatingagreement: Superseded by GRS 2.3, item 050 (DAA-GRS-
2015-0007-0014)

{2}——Otheroffices: Superseded by GRS 2.3, item 051 (DAA-GRS-2015-0007-
0015)

item 010 (DAA-GRS-2016-0014-0001)

{2}——Background-and-werkingfiles. Superseded by GRS 2.6, item 010 (DAA-GRS-
2016-0014-0001)
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governmentagencies-ornon-Governmentinstitutions. Superseded by GRS 2.6,
item 010 (DAA-GRS-2016-0014-0001) and GRS 2.6, item 030 (DAA-GRS-2016-0014-
0003)

Superseded by GRS 2.3, item 060 (DAA-GRS-2015-0007-0017)

e ecord D aettars o d e

ed by GRS 2.3, item 061 (DAA-GRS-2015-0007-0018) and
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GRS 2.1, item 050 (DAA-GRS-2014-0002-0006)

ef—a-pphem%t—s—ﬁer—empleyment— Superseded by GRS 2.1, item 150 (DAA GRS- 2014-
0002-0021)

aelel-ress—e%*tar-labr-lﬂ-y— Superseded by GRS 2 1 item 050 (DAA GRS 2014- 0002-
0006) and GRS 2.1, item 051 (DAA-GRS-2014-0002-0007)

t—est—matenal—m—st—eek—(—N%GRS—S%—Z—r-tem%b-) Rescmded per GRS Transmlttal 28

A alent): Superseded by GRS 2.1,
item 050 (DAA GRS 2014 0002 0006) and GRS 2.1, item 051 (DAA-GRS-2014-0002-
0007)

eh«gr-bmt-y—ef—an—melwelea#fer—FederaJ—}ebs-)- Superseded by GRS 2. 1 item 050 (DAA-
GRS-2014-0002-0006) and GRS 2.1, item 051 (DAA-GRS-2014-0002-0007)

Rescinded per GRS Transmlttal 28
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A, an-ta N o haa or-both-eHaib aVs BT.V21 T HaT P ed-bv-dateo

processing: Superseded by GRS 2.1, |tem 050 (DAA- GRS 2014 0002-0006) and GRS
2.1, item 051 (DAA-GRS-2014-0002-0007)

0012)

at—taehment—s—umetheem—hard-eeweeeleetremc—fermat— Superseded by GRS 2 1
item 060 (DAA-GRS-2014-0002-0011)

{H)——On-activeregisterorinventory Superseded by GRS 2.1, item 060 (DAA-
GRS-2014-0002-0011)

{2}——On-inactiveregisterorinventery Superseded by GRS 2.1, item 060 (DAA-
GRS-2014-0002-0011)

at—taehmen%s—mmetheem#hard-eepy—eeelee#emc—fermat— Superseded by GRS 2.1,
item 060 (DAA-GRS-2014-0002-0011)

648—9#eq-u-r-va4ent—£er—m— Superseded by GRS 2.1, item 080 (DAA GRS 2014 0002-
0013)

Fet-em-ren— Superseded by GRS 2 1, item 050 (DAA GRS- 2014 0002 0006) and GRS
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2.1, item 051 (DAA-GRS-2014-0002-0007)

- Superseded
by GRS 2.1, item 050 (DAA-GRS-2014-0002-0006) and GRS 2.1, item 051 (DAA-GRS-
2014-0002-0007)

Superseded by GRS 2.3, item 071 (DAA-GRS-2015-0007-0020)

s———DEPcontrolcardsfmaintained- Superseded by GRS 2.3, item 070 (DAA-GRS-
2015-0007-0019)

t——Reportsofauditsof delegated-examining-operations: Superseded by GRS 2.1, item
160 (DAA-GRS-2014-0002-0022)

34, Occupational Injury and lliness Files.

Reports and logs (including Occupational Safety and Health Administration (OSHA) Forms
100, 101, 102, and 200, or equivalents) maintained as prescribed in 29 CFR 1960 and OSHA
pamphlet 2014 to document all recordable occupational injuries and illnesses for each
establishment.

Destroy when 5 years old. (N1-GRS-87-6 item 35)

a—Health-benefits-denied,notappealed. Superseded by GRS 2.4, item 111 (DAA-GRS-
2016-0015-0014)

4} —Appealsuccesstul—benefitsgranted: Rescinded per GRS Transmittal 28

{2} —Appealunsuccesstul-benefits-denied. Superseded by GRS 2.4, item 111
(DAA-GRS-2016-0015-0014)

36. Federal Workplace Drug Testing Program Files. [See notes after item 36e(2).]

Drug testing program records created under Executive Order 12564 and Public Law 100-71,
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Section 503 (101 Stat. 468), EXCLUDING consolidated statistical and narrative reports
concerning the operation of agency programs, including annual reports to Congress, as
required by Pub. L. 100-71, 503(f).

This authorization does not apply to oversight program records of the Department of Health
and Human Services, the Office of Personnel Management, the Office of Management and
Budget, the Office of National Drug Control Policy, and the Department of Justice.

a. Drug test plans and procedures, EXCLUDING documents that are filed in record sets
of formal issuances (directives, procedures handbooks, operating manuals, and the
like.)

Agency copies of plans and procedures, with related drafts, correspondence,
memoranda, and other records pertaining to the development of procedures for
drug testing programs, including the determination of testing incumbents in

designated positions.

Destroy when 3 years old or when superseded or obsolete. [See note (2) after item
36e(2).] (N1-GRS-98-2 item 6)

b. Employee acknowledgment of notice forms.
Forms completed by employees whose positions are designated sensitive for drug
testing purposes acknowledging that they have received notice that they may be

tested.

Destroy when employee separates from testing-designated position. [See note (2)
after item 36e(2).] (N1-GRS-90-2 item 36b)

C. Selection/scheduling records.
Records relating to the selection of specific employees/applicants for testing and
the scheduling of tests. Included are lists of selectees, notification letters, and
testing schedules.
Destroy when 3 years old. [See note (2) after item 36e(2).] (N1-GRS-90-2 item 36¢)
d. Records relating to the collection and handling of specimen:s.

(1) "Record Books."

Bound books containing identifying data on each specimen, recorded at
each collection site in the order in which the specimens were collected.

Destroy 3 years after date of last entry. [See note (2) after item 36e(2).] (N1-
GRS-90-2 item 36d1)

(2) Chain of custody records.
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Forms and other records used to maintain control and accountability of
specimens from the point of collection to the final disposition of the
specimen.

Destroy when 3 years old. [See note (2) after item 36e(2).] (N1-GRS-90-2
item 36d2)

e. Test results.
Records documenting individual test results, including reports of testing,
notifications of employees/applicants and employing offices, and documents
relating to follow-up testing.
(1) Positive results.

(a) Employees. (N1-GRS-98-1 item 36e2a)

Destroy when employee leaves the agency or when 3 years old,
whichever is later.

(b) Applicants not accepted for employment.

Destroy when 3 years old. [See note (2) after item 36e(2).] (N1-GRS-
98-1 item 36e2b)

(2) Negative results.
Destroy when 3 years old. (N1-GRS-98-1 item 36e1)

[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 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). (N1-GRS-98-1 Notes 1 and 2)]

- Superseded by GRS
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wage—sehed-ules—mﬂ—wage—suwey—reea-pﬁe#at—ren—sheet—s—)— Superseded by GRS 2 4, item 080
(DAA-GRS-2016-0015-0010)

aeeerdanee—m%h—FPM—ehap%er%%—%l—subehapteM—Z— Superseded by GRS 2 1, item 110
(DAA-GRS-2014-0002-0018)

Act. Superseded by GRS 2.3, item 081 (DAA-GRS-2015-0007-0022)

b———Unapprovedreguests: Superseded by GRS 2.3, item 081 (DAA-GRS-2015-0007-
0022)

evaJ-uat—mg—t—he—aJ-t—ema%e—werksrte—pregmm— Superseded by GRS 2 3, |tem 080 (DAA-
GRS-2015-0007-0021) and GRS 2.3, item 081 (DAA-GRS-2015-0007-0022)
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maehme—readable—ﬁer—m Rescmded per GRS Transmlttal 28

Hems3-through-5—Reserved:

a—Hemployee-initials timecard-oreguivalent. Superseded by GRS 2.4, item 030 (DAA-GRS-
2016-0015-0003)

b—H-empleyee-has-noetinitialed-time-card-oreguivalent. Superseded by GRS 2.4, item 030
(DAA-GRS-2016-0015-0003)

Rescinded per GRS Transmlttal 24 (see GRS 2. 5 item 040)

b—Creating-ageney-copy-when-maintained. Superseded by GRS 2.5, item 020 (DAA-GRS-2014-
0004-0003)
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kems10-through-12Reserved:

equivalents-maintained-by-agency-orpayrol-precessor. Superseded by GRS 2.4, item 050
(DAA-GRS-2016-0015-0005)

gn. Superseded by

GRS 2. 4 item 010 (DAA GRS 2016 0015-0001)

b——Otherauthorizations;such-as-union-dues-and-savings. Superseded by GRS 2.4, item 010
(DAA-GRS-2016-0015-0001)

Superseded by GRS 2. 4 item 010 (DAA-GRS- 2016 0015- 0001)

17— Direct DepositSign-up-Form{SE1199A} Superseded by GRS 2.4, item 010 (DAA-GRS-2016-0015-
0001)
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employees. Superseded by GRS 2.4, item 010 (DAA-GRS-2016-0015-0001)

Hems19-through-21—Reserved,
PAVROLL-ADMINISTRATION
22— Payrol SystemRepeorts:
a——FErrorreportsticklerssystem-operationreports: Superseded by GRS 2.4, item 060 (DAA-

GRS-2016-0015-0006)

Superseded by GRS 2.4, item 060 (DAA-GRS-2016-0015-0006)

e——Reporisproviding-fiscalinformation-on-ageneypayroll: Superseded by GRS 2.4, item 061
(DAA-GRS-2016-0015-0007)

a——Copiessubjectto-GAC-audit: Superseded by GRS 2.4, item 010 (DAA-GRS-2016-0015-0001)
b—AHl-eothercopies. Rescinded per GRS Transmittal 28

issues-that-de-notrelateto-individualpayments. Superseded by GRS 2.4, item 060 (DAA-GRS-
2016-0015-0006)

Hems25-through27—Reserved:

SF2807-orequivalent. Superseded by GRS 2.5, items 010 (DAA-GRS-2014-0004-0001) and 011
(DAA-GRS-2014-0004-0002)

Hems29-through-30—Reserved:
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GENERAL RECORDS SCHEDULE 3
Procurement, Supply, and Grant Records

Agency procurement and supply records document the acquisition of goods and non-personal services,
controlling the volume of stock on hand, reporting procurement needs, and related supply matters
which are part of daily procurement operations. The basic procurement files reflect a considerable
range of procedure, from simple, small purchases to complicated prime contractor and subcontractor
operations.

Any records created prior to 1895 must first be offered to the National Archives and Records
Administration (NARA) for appraisal before applying the disposal instructions. Frequently copies of pro-
curement papers become integral parts of the other files in the agency, such as project files of various
types or general subject files pertaining to program operations; such copies are not covered by this
schedule because they cannot be considered and evaluated separately from the files of which they are a
part.

The General Accounting Office (GAO) no longer requires agencies to maintain a separate file of contracts
for site audit. The agency contract files maintained in the contracting officer's office are accessible to
GAO auditors and have generally been used by them in the past.

When a claim is filed by or against the Government, records relating to the claim should be retained
without regard to the otherwise applicable records retention schedules which would have authorized
destruction of the records prior to the time when the claim is finally resolved unless the agency has
received written approval from the GAO (44 U.S.C. Section 3309 and 62 Comp. Gen. 42 (1982)). A claim
is finally resolved: (1) when it is disallowed and the time for appealing the denial or instituting suit on
the claim has expired; or (2) when it is allowed and paid or the amount offered in compromise is
accepted and paid; or (3) when the amount found due and owing proves uncollectible because time
limits for collecting the indebtedness through legal proceedings or by way of setoff have expired.

Records documenting procurement and supply in the agencies are largely standardized by various
regulations of the Comptroller General and the Administrator of General Services. The physical
arrangement of the transaction files themselves differs in the various agencies, however. In all agencies
the official contract files, for example, contain a minimum core of specified documents, but there are
also other documents that vary in accordance with what the individual agency deems to be best for its
own operating purposes.

The key procurement file is the transaction case file containing the formal contract or informal purchase
order or lease instruments and all related papers. The documents flowing into the transaction file differ
in detail, but they include, in addition to the purchase document, specifications, bids, schedules of
delivery, the initiating requisition, invoices, and correspondence. Other copies of these documents,
made for expediting and other administrative purposes, are scattered throughout the inspection,
shipping, expediting, and other units of the agency procurement organization.

Other files related to the procurement and supply function include reports used for supply management

purposes by the agency creating the records as well as the staff agency involved with Government-wide
programs. They also include local requisition and stock inventory files and other minor supply papers.
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Of a specialized character in the procurement field are the title papers documenting the acquisition of
real property (by purchase, condemnation, donation, exchange, or otherwise). These papers are
required by the Government as long as the property remains in Government hands or if it has been sold
or released -- conditionally or with recapture clauses. When properties are disposed of by quitclaim
deeds, this fact should be confirmed prior to the disposal of title papers, since the title evidence might
be needed by the Government to defend the title in the event the properties were disposed of by deeds
containing general or special warranties.

It should also be ascertained that the title evidence relates only to the properties which were sold by the
Government. In many instances, lands acquired by the Government are disposed of in different size
parcels, and if the Government retains the title to any portion the title evidence should be retained.

This schedule does not apply to Interior Department records relating to the public domain or to the title
opinion files of the Department of Justice.

This schedule includes some of the common agency records relating to grant programs. Since many
Federal agencies conduct grant programs which document projects contracted between the agency and
an outside party, these records are included as an adjunct to the procurement and supply records.

contracts-exceeding $2,000: Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-
0001)
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contracts-exceeding $2,000 Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-
0001)

$2,;000. Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)

b—Obligation-copy. Rescinded per GRS Transmittal 23

foradministrative purpeses. Superseded by GRS 1.1, item 011 (DAA-GRS-2013-0003-0002)

&—Pata-Submitted-to-the Federal-Procurement-Data-System+{FPBS}. Superseded by GRS 1.1, item
013 (DAA-GRS-2016-0001-0002)

5 Solicited-and Unsolicited.Bid p Files.

a—Successtul-bids-andpropesals: Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
b Solicited-and licited ol bid I .

R a mnaeto-sm N h e defined-inthe Fade Acay on-Rag

Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
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o Whenfiled-separately-from-contractcasefiles: Superseded by GRS 1.1, item 010 (DAA-
GRS-2013-0003-0001)

b} When-filedwith-contractecasefiles: Superseded by GRS 1.1, item 010 (DAA-GRS-2013-
0003-0001)

the-time-ofcancellationand-evidence-of thecancellation- Superseded by GRS 1.1, item
010 (DAA-GRS-2013-0003-0001)

2}—Ynepened-bids: Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)

d—Lists-orcard-files-of acceptable-bidders: Superseded by GRS 1.1, item 070 (DAA-GRS-2016-
0001-0004) and item 071 (DAA-GRS-2016-0001-0005)

Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)

b—Accountingcopy-ofreguisition. Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)

s | Recuisition File.

Recuisiti : " I . ¢ . .
a—Stockroom-copy- Superseded by GRS 5.4, item 010 (DAA-GRS-2016-0011-0001)
b—AH-ethercopies: Superseded by GRS 5.4, item 010 (DAA-GRS-2016-0011-0001)
a—Hventorylists. Superseded by GRS 5.4, item 010 (DAA-GRS-2016-0011-0001)

b—lnventory-cards. Superseded by GRS 5.4, item 010 (DAA-GRS-2016-0011-0001)
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nototherwisecoveredinthe-GRS. Superseded by GRS 5.4, item 010 (DAA-GRS-2016-0011-
0001)

10— TFelephoneRecords-

Telephonestatementsand-tollslips. Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)

Tax-exemptioncertificatesandrelatedpapers. Superseded by GRS 1.1, item 010 (DAA-GRS-2013-
0003-0001)

administration-of-the-grantprogram. Superseded by GRS 1.2, item 010 (DAA-GRS-2013-0008-
0007)

a—Recordscreatedpriorto-October1,-1979. Rescinded per GRS Transmittal 23

b—Records—created-afterSeptember30,1979: Superseded by GRS 1.1, item 060 (DAA-GRS-2016-
0001-0003)

Rescinded per GRS Transmittal 23
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17.

Small and Disadvantaged Business Utilization Files.

Correspondence, reports, studies, goal statements, and other records relating to the small and
disadvantaged business utilization program, as required by Pub.L. 95-507.

Destroy when 3 years old. (N1-GRS-87-14 item 1)

18. Federal Activities Inventory Reform (FAIR) Act Records (created under OMB Circular A-76,

Performance of Commercial Activities)

Records documenting implementation of OMB Circular No. A-76, Performance of Commercial
Activities. These records are created and maintained in paper and electronic formats and include
but are not limited to inventories, reviews, consultations, summary reports, commercial activity
codes, challenges, appeals, decisions, planning documents, public announcements, Federal Register
notices, standard and streamlined competition documents, accountability statements, cost
calculations, and performance measures.

[NOTE: Procurement files related to Circular No. A-76 solicitations are scheduled under GRS 3,
Item 3a, Routine Procurement Files.]

a. Circular No. A-76 case files/studies maintained by office having primary responsibility.

Cut off when action is completed, hold 3 years, and retire to records center. Destroy 6 to 10
years after cut off. (N1-GRS-05-2 item 18a)

[NOTE: To implement this authority, each agency must select one fixed retention period,
between 6 and 10 years, for the entire series of Circular No. A-76 case files or studies. Agencies
are not authorized to use different retention periods for individual case files or studies. The
agency should publish the chosen retention period in the agency’s disposition manual, by
directive, or any other issuance dealing with the disposition of these records.]

b. Circular No. A-76 records maintained by other offices, including information copies and
background material.

Cut off upon completion of study. Destroy 2 years after cut off. (N1-GRS-05-2 item 18b)
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a—TFransactions-of-more than-$25;000. Superseded by GRS 1.1, item 010 (DAA-GRS-2013-
0003-0001)

164



Transmittal No. 28

General Records Schedule 4
July 2017

b—Transactions-of $25;000-orless. Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-
0001)

0006)

3 istor Superseded
by GRS 5.4, item 020 (DAA-GRS 2016 0011 0002) and GRS 5. 4 item 051 (DAA GRS-2016-0011-
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GENERAL RECORDS SCHEDULE 5
Budget Preparation, Presentation, and Apportionment Records

Budget and apportionment records include the various files accumulated in an agency in the course of
formulating its budget for submission to the Office of Management and Budget (OMB) and to the
Congress; in defending its requests for funds before both bodies; and after enactment of an
appropriation bill, in ensuring that the funds are used in such a way as to suffice for the appropriate
period of time. The funds are made available to the agency by OMB, usually in quarterly portions, and
the agencies must indicate and justify regularly to OMB their proposed rate of expenditure. After the
funds have been made available to the agency, its own controls over the funds are in its expenditure
accounting records (Schedule 7), and detailed information relative to expenditures is contained in the
accountable officers' accounts (Schedule 6).

This schedule applies to certain records of budget preparation and apportionment in all agencies, but
does not apply to records of OMB and the Department of Treasury reflecting the Government-wide
budget responsibilities of those agencies. Records created prior to January 1, 1921, must be offered to
the National Archives and Records Administration (NARA) before applying the disposition instructions.

Agency budget records are normally created at all levels of agency organization. They show proposals
from all operating levels as well as the bureau-wide and agency-wide coordinating work done by
formally organized budget offices. Therefore the records consist of detailed work papers and budgetary
statements developed by single operating units, the more significant budget statements and related
papers representing consolidated submissions prepared at the bureau or equivalent level and forwarded
to the agency budget officer, and the records at the highest level pertaining to the budget submission
for the entire agency.

The nature of the budget presentation itself is standardized by OMB which prescribes format and
procedures for all Federal agencies. However, the internal reports and papers which support the budget
and are used in its preparation vary from agency to agency. The budget submission, a record copy of
which is usually designated by the agency, is a duplicate of the set of papers submitted to OMB. These
include summary statements of appropriations and expenditures, statements of contract authorizations,
and statements of receipts as well as narrative summary statements which highlight the principal
features of the agency requests and immediately related supporting documents. The narrative presents
the policies and the programs of the agency which the budgetary requests are to support. In addition to
the summaries, the submission includes schedules of obligations and statements pertaining to each type
of appropriation and fund under which the individual agency operates. Finally, OMB requires additional
supporting data pertaining to objects of expenditure, particular agency programs, and figures based on
the cost of various type of service operations, such as personnel and payrolling activities.
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1.

Budget Correspondence Files.

Correspondence files in formally organized budget offices pertaining to routine administration,
internal procedures, and other matters not covered elsewhere in this schedule, EXCLUDING files
relating to agency policy and procedure maintained in formally organized budget offices.

Destroy when 2 years old. (GRS 5, 1952, items 1 and 3)

Budget Background Records.

Cost statements, rough data and similar materials accumulated in the preparation of annual budget
estimates, including duplicates of budget estimates and justifications and related appropriation
language sheets, narrative statements, and related schedules; and originating offices' copies of
reports submitted to budget offices.

Destroy 1 year after the close of the fiscal year covered by the budget. (NC1-GRS-81-13 item 2)

Budget Reports Files.

Periodic reports on the status of appropriation accounts and apportionment.
a. Annual report (end of fiscal year).

Destroy when 5 years old. (GRS 5, 1952, item 5a)
b. All other reports.

Destroy 3 years after the end of the fiscal year. (NC-64-75-2 item 5b)

Budget Apportionment Files. [See note after this item.]

Apportionment and reapportionment schedules, proposing quarterly obligations under each
authorized appropriation.

Destroy 2 years after the close of the fiscal year. (GRS 5, 1952, item 6)

[NOTE: The following budget files are not covered by the GRS:

£

Budget office correspondence or subject files documenting budget policy and procedures and
reflecting policy decisions affecting expenditures for agency programs.

Budget estimates and justifications of formally organized budget offices at the bureau (or
equivalent) or higher organizational level. Depending on agency recordkeeping practices and
patterns of documentation, these records may have archival value and must be scheduled by
submitting a Standard Form 115 to NARA. (GRS 5, 1952, items 1 and 2)]
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1+—Accountable Officers'Files. Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
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balancesettlements: Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)

b—Certificates—covering-periodicsettlements. Superseded by GRS 1.1, item 010 (DAA-GRS-
2013-0003-0001)

Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)

- Superseded by GRS 1.1,

b——AHl-otherfiles: Superseded by GRS 1.1, item 001 (DAA-GRS-2016-0013-0001)
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. Oficial copiesof bond-and hed £ oty .
{1—Bonds-purchased-beforeJanuary-1,1956. Rescinded per GRS Transmittal 23
{2}—Bendspurchased-after December31,1955. Rescinded per GRS Transmittal 23

. Rescinded per

. Superseded by

. Rescinded per GRS

nd-fin navhento ha =Vatila ded DN

Superseded by GRS 1.1, item 080 (DAA-GRS-2017-0005-0001)

CFR-PRart103- Superseded by GRS 1.1, item 080 (DAA-GRS-2017-0005-0001)

1, item 080 (DAA-GRS-2017-

time-to-initiatelegalaction: Superseded by GRS 1.
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0005-0001)

Superseded by GRS 1.1, item 080 (DAA-GRS-2017-0005-0001)

0001)

b——Denied-waivers: Superseded by GRS 1.1, item 080 (DAA-GRS-2017-0005-0001)
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summary. Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)

appropriation. Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)

a—Originalrecords. Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)

b—Cepies. Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
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Superseded by GRS 1.1, item 001 (DAA-GRS-2016-0013-0001)

. Superseded by GRS 1.1, item
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Stores-accountingreturnsandreports. Superseded by GRS 1.1, item 040 (DAA-GRS-2013-0003-
0012)

Weorkingfiles-used-inaccumulatingstores-accounting-data. Superseded by GRS 1.1, item 040
(DAA-GRS-2013-0003-0012)

£ plapty i Files 1S fror this item.]

Plantaccountcardsandledgers,otherthanthose pertaining to-structures. Superseded by GRS
1.1, item 040 (DAA-GRS-2013-0003-0012)

a—Copies-inunitsreceivingreperts. Superseded by GRS 1.1, item 040 (DAA-GRS-2013-0003-
0012)

b—Copiesinreportingunits-andrelated-workpapers. Superseded by GRS 1.1, item 040 (DAA-
GRS-2013-0003-0012)

a—*kedgersand-forms. Superseded by GRS 1.1, item 040 (DAA-GRS-2013-0003-0012)

b—Automatedrecords:
{3)—Detail-cards. Rescinded per GRS Transmittal 23
2} —Summary-cards. Rescinded per GRS Transmittal 23

3}—TFabulations. Rescinded per GRS Transmittal 23
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. Superseded by GRS

travel—au-t—lm—zat—rens—and—suppertmg—d-eeu-ment—s Superseded by GRS 1.1, item 010 (DAA-
GRS-2013-0003-0001)

’

. Superseded by GRS 1.1,

|tem 010 (DAA GRS 2013 0003 0001)

e—Unused-ticketredemptionforms,such-as-SE1170. Superseded by GRS 1.1, item 010 (DAA-
GRS-2013-0003-0001)

adﬂmm#aﬂen—ef—the—eevemment—kesses—m—SMpmeM—Aet Superseded by GRS 5 5, item 040
(DAA-GRS-2016-0012-0004)

a—TFraveladministrative-officefiles. Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-
0001)

b—Obligationcopies. Superseded by GRS 1.1, item 011 (DAA-GRS-2013-0003-0002)

£uﬁet+ens—net—eevered—ewlsewhere—m—thrs—sehedu4e— Superseded by GRS 1 1, item 001 (DAA-
GRS-2016-0013-0001)

Superseded by GRS 5 5, item 020 (DAA GRS 2016 0012 0002)

tm%nm%eﬂers—reeemtsﬁ}nd—eepe&ef—tmel—a%heﬁm Superseded by GRS
item 090 (DAA-GRS-2017-0007-0013)
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related-matters. Superseded by GRS 2.2, item 010 (DAA-GRS-2017-0007-0001)

Registers-and-lists-of ageney-personnelwho-have-official passpoerts. Superseded by GRS 2.2,
item 010 (DAA-GRS-2017-0007-0001) and GRS 2.2, item 091 (DAA-GRS-2017-0007-0014)

decumentthe-disbursementofsubsidies. Superseded by GRS 2.4, item 130 (DAA-GRS-2016-
0015-0017) and GRS 2.4, item 131 (DAA-GRS-2016-0015-0018)
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scheduling. Superseded by GRS 5.4, item 090 (DAA-GRS-2016-0011-0011)
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NMaintananca records i di haoce

Aa 3 ordsincluding the air. Superseded by GRS 5.4,
item 090 (DAA-GRS-2016-0011-0011)

a. Superseded by GRS 5.4,

item 090 (DAA-GRS-2016-0011-0011)

States-GovernmentCertificate-to-ObtainTFitle-to-a-MeterVehicle. Superseded by GRS 5.4, item

by GRS 5.4, item 110 (DAA-GRS-2016-0011-0014)

7’

by GRS 5.4, item 120 (DAA-GRS-2016-0011-0015
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. Rescinded

b—All-otherrecords. Superseded by GRS 5.4, item 100 (DAA-GRS-2016-0011-0013) and GRS 5.4,
item 130 (DAA-GRS-2016-0011-0016)

5.4, item 100 (DAA-GRS-2016-0011-0013)
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aVa FaVaVara es-o he un Q
7

GRS-2016-0011-0001)

and-adjustment. Superseded by GRS 5.4, item 010 (DAA-GRS-2016-0011-0001)

related-documents. Superseded by GRS 5.4, item 010 (DAA-GRS-2016-0011-0001)

. Superseded by GRS
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and GRS 5.6, item 130 (DAA-GRS-2017-0006-0018)

b——Receipis;-ndexesistings;and-accountablerecords. Superseded by GRS 5.6, item 120
(DAA-GRS-2017-0006-0016) and GRS 5.6, item 130 (DAA-GRS-2017-0006-0018)

F by g3 A3 3 . Superseded
by GRS 5.4, item 071 (DAA-GRS-2016-0011-0009)
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schedules,andrelatedrecords. Superseded by GRS 5.5, item 020 (DAA-GRS-2016-0012-0002)

Superseded by GRS 5.5, item 010 (DAA-GRS-2016-0012-0001)

alacommun ons-agana e s dinc nlan e
O d 3t = d 5 HeHREPH >
7 7

. Superseded by GRS 5.5, item 010

(DAA-GRS-2016-0012-0001)

e——Telecommunicationsstatisticalreports-includingcostand-velume-data. Superseded by GRS
5.5, item 020 (DAA-GRS-2016-0012-0002)

{H—Referencecopies-ofvouchers, bills-invoices,and-related-records. Superseded by GRS
1.1, item 011 (DAA-GRS-2013-0003-0002)

Superseded by GRS 5.5, item 010 (DAA-GRS-2016-0012-0001)
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teleemqqmumeaﬂens—serwees Superseded by GRS 5.5, item 010 (DAA GRS 2016 0012-
0001)

0001)

Superseded by GRS 5. 5 ltem 020 (DAA GRS-2016- 0012 0002)

b—Application-forregistration-and-certification-of declared-valuemail. Superseded by GRS 5.5,
item 020 (DAA-GRS-2016-0012-0002)
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qu-ﬂqese—used—as-mde*es—te-eerrespendenee—ﬁhs- Superseded by GRS 5. 5 item 020 (DAA-
GRS-2016-0012-0002)

ad-nmmst—rat—ren—ef—nmreencu-eperat-rena- Superseded by GRS 5. 5 |tem 020 (DAA-GRS 2016-
0012-0002)

Superseded by GRS 5.5, item 020 (DAA-GRS-2016-0012-0002)

Officialmetered-mailreportsand-allrelatedpapers. Superseded by GRS 5.5, item 030 (DAA-GRS-
2016-0012-0003)

Superseded by GRS 5 5, item 020 (DAA- GRS 2016 0012 0002) and GRS 5 6, item 050 (DAA- GRS-
2017-0006-0006)
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GENERAL RECORDS SCHEDULE 13
Printing, Binding, Duplication, and Distribution Records

This schedule provides for the disposal of all copies, wherever located in the agency, of records relating
to printing, binding, duplication, and distribution, except as indicated. The principal records
documenting these functions are (a) records pertaining to requests for service, control, production, and
distribution of individual jobs or projects (this material normally consists of requisitions requesting
service and registers or similar media utilized to control the receipt of the requisitions and to record the
production, distribution, and cost analysis within the operating units); and (b) correspondence and
report files reflecting the activities of the unit responsible for handling, printing, binding, duplication,
and distribution matters within the agency. Any records created prior to January 1, 1921, must be
offered to the National Archives and Records Administration (NARA) before applying these disposition
instructions.

This schedule does not cover (a) the record copy of printed materials; (b) records retained by agencies
for onsite audit by the General Accounting Office, and agency memorandum copies which are part of
the accountable officers' accounts (Schedule 6); and (c) records that reflect agency programs (such as
those of the Government Printing Office and the Bureau of Engraving and Printing), rather than
administrative management functions.

Superseded by GRS 5.5, item

020 (DAA-GRS-2016-0012-0002)

b—Filespertaining-toplanningand-othertechnical-matters. Superseded by GRS 5.5, item 010
(DAA-GRS-2016-0012-0001)
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Controlregisterspertaining-torequisitions-and-work-orders. Superseded by GRS 5.5, item 020
(DAA-GRS-2016-0012-0002)

b—Cardists: Superseded by GRS 6.5, item 020 (DAA-GRS-2017-0002-0002)

5. Joint Committee on Printing (JCP) Reports Files.

Reports to Congress and related records.

a. Agency report to JCP regarding operation of Class A and B Plants and inventories of printing,
binding, and related equipment in Class A and B Plants or in storage.

Destroy when 3 years old. (GRS 13, 1952, item 6a)

b. Copies in subordinate reporting units and related work papers.

Destroy 1 year after date of report. (GRS 13, 1952, item 6b)

rit. Superseded by GRS 5.5, item
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; . Superseded by GRS 4.2, item 010 (DAA-GRS-2013-

Press-service-teletype-news-and-similarmaterials. Rescinded per GRS Transmittal 27
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Superseded by GRS 6.4, item 030 (DAA-GRS-2016-0005-0003)

3 3 s OFpora o-individualp - Superseded by GRS 6.4, item 020
(DAA-GRS-2016-0005-0002) and GRS 6.5, item 010 (DAA-GRS-2017-0002-0001)

relatingtorecord-setsscheduled-as-permanent. Superseded by GRS 6.4, item 030 (DAA-GRS-2016-
0005-0003)

aYe aVatla ha nad-iindaexe
oEaP 7 ;aha c

{1 Grantingaccessto-alttherequestedrecords. Superseded by GRS 4.2, item 020 (DAA-GRS-
2016-0002-0001)

{a}—Reguest-notappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-
0001)

{b}—Reguestappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)

{a}—Reguest-notappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-
0001)

+{b}—Reguestappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)

b—Officiat-filecopy-ofrequestedrecords. Rescinded per GRS Transmittal 24
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na DN a filo convo ha ord

appeatif-filed-herein}. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)

a—Registers-orlisting. Superseded by GRS 4.2, item 040 (DAA-GRS-2016-0002-0004)

b—Otherfiles. Superseded by GRS 4.2, item 040 (DAA-GRS-2016-0002-0004)

a o on-A DN ano o-the Con acc attha daen

oragenecytevel. Superseded by GRS 4.2, item 070 (DAA-GRS-2013-0007-0006)

0013-0003)

{)—Granting-access-to-all-therequested-records. Superseded by GRS 4.2, item 020 (DAA-
GRS-2016-0002-0001)
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{a}—Requests-hotappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-
0001)

+{b}—Requests-appealed—Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)

{a}—Requests-notappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-
0001)

-{b}—Reguests-appeated. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)

b—Official-file-copy-ofrequested-records. Rescinded per GRS Transmittal 24

seded by GRS 4.2, item

Privacy-Actforrefusal-by-any-agency-to-amendarecord. Superseded by GRS 4.2, item 090
(DAA-GRS-2013-0007-0007)

23— Privacy-Act-Accounting of Disclosure Files. Now GRS 4.2, item 050 (NC1-64-77-1 item 27)

a—Registers-orlistings. Superseded by GRS 4.2, item 040 (DAA-GRS-2016-0002-0004)
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b—Otherfiles. Superseded by GRS 4.2, item 040 (DAA-GRS-2016-0002-0004)

o nag to-the cane aanecy
7 7

(DAA-GRS-2016-0013-0003)

{H—Grantingaccessto-alttherequestedrecords. Superseded by GRS 4.2, item 020 (DAA-GRS-
2016-0002-0001)

{a}—Request-notappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-
0001)

{b}—Reguestappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)
+3}Penying-access-to-all-orpartoftherecordsrequested:

{a}—Reguest-notappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-
0001)

{b)—Request-appeated. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)

b—Officiat-filecopy-ofrequested-records. Rescinded per GRS Transmittal 23

e—Sanitizinginstructions. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)
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underappeatiffiled-herein}. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)

a—Registers-orlisting. Superseded by GRS 4.2, item 040 (DAA-GRS-2016-0002-0004)

b—Otherfiles. Superseded by GRS 4.2, item 040 (DAA-GRS-2016-0002-0004)

helnf ‘oS v O bt OFF
0002)

correspondenceandrelated-records. Superseded by GRS 4.2, item 030 (DAA-GRS-2016-0002-

a—Filesthatinclude-the-official-file-copy-of-thereleased-records. Superseded by GRS 4.2, item 060
(DAA-GRS-2015-0002-0001)

b—Filesthat do-netinclude-the official file copy-of the released-records. Superseded by GRS 4.2,
item 061 (DAA-GRS-2015-0002-0002)
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(DAA-GRS-2016-001

Superseded by GRS 5.4, item 010 1-0001)
) Housine Mai | Repair Files.
Mai I . le for individualunits.

a——Summary-card-orledgerrecord. Superseded by GRS 5.4, item 070 (DAA-GRS-2016-0011-
0008)

statistical-and-narrative-data. Superseded by GRS 5.4, item 010 (DAA-GRS-2016-0011-0001)
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. Superseded by GRS 5.4,

item 080 (DAA GRS 2016 0011 0010)

5 HousineAssi Ly card Files.

a—Individualtenanteards. Superseded by GRS 5.4, item 080 (DAA-GRS-2016-0011-0010)

b——Individual-housingunitcards. Superseded by GRS 5.4, item 080 (DAA-GRS-2016-0011-
0010)

Furnishing-inventory-files,pertaining to-items-included-infurnished-units. Superseded by GRS 5.4,
item 010 (DAA-GRS-2016-0011-0001)

2 ing-ApplicationFiles {othert s in fles).

a—Rejected-applicationfiles. Superseded by GRS 5.4, item 080 (DAA-GRS-2016-0011-0010)

b—Allethers. Superseded by GRS 5.4, item 080 (DAA-GRS-2016-0011-0010)
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GENERAL RECORDS SCHEDULE 16
Administrative Management Records

This schedule provides for the disposal of certain records relating to administrative management
activities in Federal agencies, excluding records of operating personnel, budget, accounting, and printing
functions, which are covered by other General Records Schedules. Included within the scope of the
schedule are disposable records created in the course of organizational planning, development, and
simplification of procedures; records management activities; and administration of management
improvement programs. General Records Schedule 1 (Items 12 and 13) provide for the disposition of
case files on individuals involved in incentive award and similar types of management improvement
programs. Any records created prior to January 1, 1939, must be offered to the National Archives and
Records Administration (NARA) before applying these disposition instructions.

The organizational locations and titles of administrative management units vary from agency to agency.
They may be scattered at numerous levels or locations, or may be centralized. For the purposes of this
schedule, the nomenclature standards set forth by the Senate Committee on Government Operations in
Senate Report No. 245, 80th Congress, 1st session, are followed: the first organizational level within an
agency is the bureau level; subordinate components are, successively, division, branch, section, and
unit.

This schedule is based on the presumption that management activities are carried on by a specialized
person or unit with, at least, division-wide and usually bureau-wide or agency-wide responsibilities or by
a group of such persons or units in an agency, although its provisions are applicable to exactly
comparable records of agencies without such formal assignments of responsibility. Many similar or
comparable records created at lower organizational levels or in field offices vary so greatly in content,
value, and arrangement that they are not covered by this schedule.

Because of the nature of the activities documented by administrative management records, a relatively
large proportion of them is of continuing value. Files with potential archival value are not covered by
the General Records Schedules. They must be scheduled individually by submission of a Standard Form
(SF) 115 to NARA. These records include organizational charts and reorganization studies, functional
statements, delegations of authority, and agency histories. However, related temporary or ephemeral
materials include working papers that do not have a direct bearing on the transaction, intermediate
drafts of documents and worksheets that do not represent significant basic steps in the preparation of
final drafts, letters or memoranda of transmittal and acknowledgment, routing slips, and extra copies of
documents.

1. Administrative Issuances. [See note after item 1b.]

a. Notices and other types of issuances related to routine administrative functions (e.g.,
payroll, procurement, personnel).

Destroy when superseded or obsolete. (NC1-GRS-81-5 item 3c¢)

b. Case files related to (a) above that document aspects of the development of the issuance.
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Destroy when issuance is destroyed. (NC1-GRS-81-5 item 3d)

[NOTE: Record sets of formal directives, procedural and operating manuals, publications, and
management improvement reports submitted to the Office of Management and Budget (OMB),
and the case files documenting their development are potentially permanent records and must be
scheduled by submission of an SF 115 to NARA. (NC1-64-77-8 items 1a & 2a)]

{4)}—SFE115sthat-have-beenapproved-by-NARA. Superseded by GRS 4.1, item 020 (DAA-

GRS-2013-0002-0007)

{2)—©Otherrecords. Superseded by GRS 4.1, item 020 (DAA-GRS-2013-0002-0007)

b—Routinecorrespondence-and-memoranda. Superseded by GRS 4.1, item 020 (DAA-GRS-

2013-0002-0007)

m. Superseded by GRS

Superseded by GRS 4.1, item 040 (DAA-GRS-2013-0002-0009)

per GRS Transmittal 24

b—Records-held-by-otheroffices. Rescinded per GRS Transmittal 24

5. Project Control Files.
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Memoranda, reports, and other records documenting assignments, progress, and completion of
projects.

Destroy 1 year after the year in which the project is closed. (NC1-64-77-8 item 7)

6. Reports Control Files.

Case files maintained for each agency report created or proposed, including public use reports.
Included are clearance forms, including OMB 83 (formerly SF 83); copies of pertinent forms or
descriptions of format; copies of authorizing directives; preparation instructions; and documents
relating to the evaluation, continuation, revision, and discontinuance of reporting requirements.

Destroy 2 years after the report is discontinued. (NC1-GRS-80-7 item 1)

elsewhere—m—ths—sehedunle Superseded by GRS 4 1, items 020 (DAA GRS 2013- 0002 0007) and
030 (DAA-GRS-2013-0002-0008)

8. Reserved.

e#eetweness—te—be—e*peeted—frem—t—he—prepe&ed—system Superseded by GRS 3.1, item 011 (DAA-
GRS-2013-0005-0007)

nmereferm—reeerds—as—reﬁﬁred—by%é-éFR—Part—]rZ%Q Superseded by GRS 4 1, item 020

GRS- 2013 0002-0007)

11. IRM Triennial Review Files.
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12.

13.

14,

Reports required by the GSA concerning reviews of information resources management (IRM)
practices. Included are associated correspondence, studies, directives, feeder reports, and
monitoring surveys and reports.

Destroy when 7 years old. (N1-GRS-87-15 item 1)

Information Collection Budget Files.

Reports required by the OMB 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.

Destroy when 7 years old. (N1-GRS-87-16 item 1)

Documents Published in the Federal Register. [See note after item 13b.]

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

Destroy when 1 year old. (N1-GRS-87-17 item 1a)
b. Files documenting the processing of semiannual regulatory agenda.

Destroy when 2 years old. (N1-GRS-87-17 item 1b)
[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. (N1-GRS-87-17 item 1 Note)]

Management Control Records.

Records created in accordance with procedures mandated by OMB Circular A-123, Management
Accountability and Control Systems, and Pub.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.

a. Policy, procedure, and guidance files.

Copies of internal directives maintained by the agency's internal control staff (but not those
copies maintained in the agency's official file of internal directives); external directives such
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as OMB Circular A-123; and correspondence outlining policy and procedure for performing
management reviews.

Destroy when superseded. (N1-GRS-91-5 item 1a)
b. Management control plans.

Comprehensive plans documenting the agency's efforts to ensure compliance with OMB
Circular A-123.

Destroy when superseded. (N1-GRS-91-5 item 1b)

C. Risk analyses.

Reports and supporting materials used to document review of program areas for
susceptibility to loss or unauthorized use of resources, errors in reports and information,
and illegal and unethical actions.

Cut off closed files annually. Destroy after next review cycle. (N1-GRS-91-5 item 1c)

d. Annual reports and assurance statements created by organizational components below the
agency (department or independent agency) level and compiled by the agency into a single
unified report for direct submission to the President or Congress. [See note after item 14d.]
Cut off closed files annually. Destroy after next reporting cycle. (N1-GRS-91-5 item 1d)
[NOTE: This item does not cover the consolidated final reports submitted directly to the
President or Congress. The final reports must be scheduled by submitting an SF 115 to
NARA. (N1-GRS-91-5 item 1d)]

e. Tracking files.

Files used to ensure the completion 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.

Destroy 1 year after report is completed. (N1-GRS-98-2 item 23)

f. Review files. [See note after item 14f(2).]

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 coordinating internal control functions.
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Cut off when no further corrective action is necessary. Destroy 5 years after cutoff.
(N1-GRS-91-5 item 1f1)

(2) Copies maintained by other offices as internal reviews.

Cut off when no further corrective action is necessary. Destroy 1 year after cutoff.
(N1-GRS-91-5 item 1f2)

[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 item
applies only to copies maintained as internal reviews.]
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lots;andcomfortstations. Superseded by GRS 5.4, item 051 (DAA-GRS-2016-0011-0006)

4— Drawingsof Electrical Plumbing Heating or Air Conditioning Systems. Superseded by GRS 5.4,
item 051 (DAA-GRS-2016-0011-0006)
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gs. Superseded by

GRS 5.4, ltem 050 (DAA GRS 2016 0011- 0005)

Outlinefloorplansindicatingoccupancy-ofa-building. Superseded by GRS 5.4, item 051 (DAA-
GRS-2016-0011-0006)

Superseded
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item 030 (DAA-GRS-2016-0002-0002)

3 s ion Cortifi Filas.

Certificatesrelating to-the-destruction-of classified-documents. Superseded by GRS 4.2, item 030
(DAA-GRS-2016-0002-0002)
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by GRS 4.2, item 030 (DAA-GRS-2016-0002-0002)

a. Superseded by GRS

Reguests-and-authorizationsforindividualsto-have-accessto-classified-files. Superseded by GRS
4.2, item 030 (DAA-GRS-2016-0002-0002)

O e d o= GHHA aHo+d
7

protective servicesprograms,notcovered-elsewhereinthisschedule. Superseded by GRS 5.6,
item 010 (DAA-GRS-2017-0006-0001)
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g < ; Superseded by
GRS 5. 6 item 080 (DAA GRS 2017 0006 0010) and GRS 5 6 item 081 (DAA-GRS-2017-0006-0011)

Geaernment—ageneres—and—relaféed—deemqenfes Superseded by GRS 5 6, item 080 (DAA GRS 2017-
0006-0010) and GRS 5.6, item 081 (DAA-GRS-2017-0006-0011)

et-he#ergam—zaf&enal—elemenfes Superseded by GRS 5.6, item 100 (DAA GRS 2017 0006- 0013)

Propertypassfilesauthorizingremovalof property-ormaterials. Superseded by GRS 5.6, item
040 (DAA-GRS-2017-0006-0005)

Files relati | ocei I .

a—Ledgerrecords. Superseded by GRS 5.6, item 010 (DAA-GRS-2017-0006-0001)

and—s%reng#v—requ#ements Superseded by GRS 5 6, item 010 (DAA GRS 2017 0006 0001)

Eiles relati ce of police functions.

a——ledgerrecords-ofarrest-cars-ticketedand-outsidepolicecontacts. Superseded by GRS 5.6,
item 100 (DAA-GRS-2017-0006-0013)

eemw%men%s—end—t—ra#ﬁew-el&t—rens Superseded by GRS 5. 6 item 100 (DAA GRS 2017-
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0006-0013)

. Superseded by GRS 5.6, item

Files relati bilin £ | I len.

a—ledgerfiles. Superseded by GRS 5.6, item 060 (DAA-GRS-2017-0006-0007) and GRS 5.6,
item 061 (DAA-GRS-2017-0006-0008)

Superseded by GRS 5.6, item 060 (DAA-GRS-2017-0006-0007) and GRS 5.6, item 061 (DAA-
GRS-2017-0006-0008)

Cilos relat bilitss for keys ,

a—Forareas-undermaximum-security. Superseded by GRS 5.6, item 020 (DAA-GRS-2017-
0006-0002)

b—Forotherareas. Superseded by GRS 5.6, item 021 (DAA-GRS-2017-0006-0003)

a—Forareas-undermaximum-security. Superseded by GRS 5.6, item 110 (DAA-GRS-2017-
0006-0014)

b—Foretherareas. Superseded by GRS 5.6, item 111 (DAA-GRS-2017-0006-0015)
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. Superseded by

GRS 5. 6 item 090 (DAA GRS 2017 0006 0012)

d——Arms-distribution-sheets;-chargerecords,-and-receipts. Superseded by GRS 5.6, item 030
(DAA-GRS-2017-0006-0004)

e | roi | olsewhere in this schedule.

a——Central-guard-officemasterlogs. Superseded by GRS 5.6, item 110 (DAA-GRS-2017-0006-
0014) and GRS 5.6, item 111 (DAA-GRS-2017-0006-0015)

2 gs. Superseded by GRS 5.6,
item 110 (DAA GRS- 2017 0006 0014) and GRS 5.6, item 111 (DAA GRS-2017-0006-0015)
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ergam%aﬂens#e&me—m—makmg—seeu#ty%suﬁabﬂ%de@eﬁ%ms Superseded by GRS 5.6,
item 170 (DAA-GRS-2017-0006-0022)

e——Indexto-the-PersonnelSecurity-CaseFiles. Superseded by GRS 5.6, item 190 (DAA-GRS-
2017-0006-0026)

Lists-orrostersshowing the current security clearancestatusof individuals. Superseded by GRS
5.6, item 190 (DAA-GRS-2017-0006-0026)

Fespenﬂble—ﬁepmakmg—sueh—deteﬁmahens Superseded by GRS 5 6 item 200 (DAA GRS-
2017-0006-0027)

aintained-separatelfrom-theindividua . Superseded by GRS
4.2, item 121 (DAA-GRS-2015-0002-0003)

b——I-maintained-ntheindividuals-official-personnelfolder. Rescinded per GRS Transmittal 24

pregram—net—eevered—e#sewhere—m—t-ms—sehed-uh Superseded by GRS 5.3, item 010 (DAA GRS-
2016-0004-0001)
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va. Rescinded per
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printoutsandrelated documentationforthe electronicfiles/records. Superseded by GRS 3.1,
items 010 (DAA-GRS-2013-0005-0006), 011 (DAA-GRS-2013-0005-0007), and 020 (DAA-GRS-
2013-0005-0004)

werk—ﬁﬂ%%ransaehm%s—and—m&ermeéat&mpu#eu%p%meerds Superseded by GRS
4.3, item 020 (DAA-GRS-2013-0001-0004)

permanem—eleetremc—reeepds—weﬁeepat—the—twre-ef—eerwer&en Rescmded per GRS

Transmittal 23

(3)

rvetrﬁeahewreqwred—by%@-@FR—L;ZS%&(bMﬁavhehevesza%er Superseded by GRS
4.3, items 010 (DAA-GRS-2013-0001-0001), 011 (DAA-GRS-2013-0001-0002), and 012

(DAA-GRS-2013-0001-0003)

preeess—and—net—re*u-red—fe#audﬂ—an#ega#purpeses Superseded by GRS 4 3 item 020 (DAA-
GRS-2013-0001-0004)

b i ord d entered-inte N .
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m#ermat—ren—needs—ef—t—he—peeem-ng—ageney Superseded by GRS 4, 3 item 020 (DAA GRS-2013-
0001-0004)

and—used—aa—rn-pet—fem—ég-takma&ter—ﬁh—e#d%aba&e Superseded by GRS 4, 3 item 020 (DAA-
GRS-2013-0001-0004)

(1)

(2)

(3)

videorecordings. Rescinded per GRS Transmittal 23

(4) Programrecord ovedforde iopinap 3 is media
neu#aLand—dees—net—e*p%rﬂy—e*eh&de—eleetFemeFeeerds Rescmded per GRS Transmlttal
23

(5)

8{-b-)(+)%(—b-)—(3-)—9+%(—b-)-(-4—)— Rescmded per GRS Transmlttal 23
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schedule. Rescinded per GRS Transmittal 23

al. Supers

technicalreformatfilesseeitems-6-andFofthis-schedulerespectively. Superseded by GRS 4.3,
item 031 (DAA-GRS-2013-0001-0006)

O
a Q- \azh N _m not-ba de ad-h
od IR cHy SASES > c—o

EXCLUDING filescreated-for-transferto-the National-Archives. Superseded by GRS 4.3, item 031

a—FiHe-identical- torecords-scheduledfortransfterto-the National-Archives. Superseded by GRS 3.2,
item 050 (DAA-GRS-2013-0006-0007)

o FindingAids {orindexes).
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5ehed-u+ed—£eﬁrans#er—te—t—he—N-at+enaJ—Areh+ves Superseded by GRS 3 1, item 012 (DAA GRS 2013-
0005-0008)

GRS—e#m—a—NARA—appreved—ageney—seheduJe Superseded by GRS 3. 1 item 051 (DAA-
GRS-2013-0005-0003)

(2) Da , : e rocard )

m—the—GRS—epm-a—NAR-A—a-ppre%d—ageﬂey—sehedwe Superseded by GRS 3 1, item 050
(DAA-GRS-2013-0005-0002)

b—Copies-of recordsrelating to-system-security. Superseded by GRS 3.2, item 010 (DAA-GRS-
2013-0006-0001)

tmnsaet—ren—preeessm-g—epe&at—rens Superseded by GRS 4. 3 item 020 (DAA GRS- 2013 0001-
0004)

217



Transmittal No. 28 General Records Schedule 20
July 2017

OFe bing-system—paper-orm . Superseded by GRS 4.3,
item 040 (DAA-GRS-2013-0001-0007)

item 040 (DAA-GRS-2013-0001-0007)

. Superseded by GRS 4.3,

b—When-maintained-only-inelectronicform. Superseded by GRS 4.3, item 040 (DAA-GRS-2013-
0001-0007)
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Mission-ofthe-Ageney. Superseded by GRS 6.4, item 050 (DAA-GRS-2016-0005-0006)

2—PersonneHdentification-orPasspoertPhotographs. Superseded by GRS 2.2, item 090 (DAA-GRS-
2017-0007-0013), GRS 5.6, item 120 (DAA-GRS-2017-0006-0016), and GRS 5.6, item 130 (DAA-

GRS-2017-0006-0018)
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4 — Reserved-:

GRARHIC-ARTS

5—Viewgraphs: Superseded by GRS 6.4, item 050 (DAA-GRS-2016-0005-0006)

P—hetemeehameaJ—RepFeduet@:} Superseded by GRS 6.4, item 030 (DAA GRS- 2016 0005 0003)

8—LineCopiesof Graphsand-Charts. Superseded by GRS 6.4, item 030 (DAA-GRS-2016-0005-0003)

GRS 2.6, item 010 (DAA GRS 2016 0014 0001)

agemen aining. Superseded by

10— Reserved:

11— Routine-Surveillance Footage. Superseded by GRS 5.6, item 090 (DAA-GRS-2017-0006-0012)

12— Routine-ScientificMedical-orEngineeringFootage: Rescinded per GRS Transmittal 26

reg. Superseded

by GRS 2.6, item 010 (DAA-GRS 2016 0014-0001)
15 Reserved-:

16— Rehearsal-orPractice Fapes. Superseded by GRS 6.4, item 030 (DAA-GRS-2016-0005-0003)

Superseded by GRS 2.6, item 010 (DAA GRS 2016 0014 0001)

18— Routine-SurveillanceRecordings. Superseded by GRS 5.6, item 090 (DAA-GRS-2017-0006-0012)

19— Routine-ScientificMedical-orEngineering Recordings: Rescinded per GRS Transmittal 26

. Superseded by GRS 6.4,

item 050 (DAA GRS-2016- 0005 0006)
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ftem-} Superseded by GRS 5.2, item 020 (DAA-GRS-2017-0003-0002)

a¥a Aaman eated-bD N hao a aWa NMotion-P a a

Production. Superseded by GRS 6.4, item 030 (DAA-GRS-2016-0005-0003)

not-Ne Rocordines-A hato |l o

GRS 6.4, item 040 (DAA-GRS-2016-0005-0004)

is. Superseded by

..' e ate Origin Davalaon Acaricitin a a¥a

Ownership-of Temporary-Audiovisual-Records. Superseded by GRS 6.4, item 050 (DAA-GRS-2016-
0005-0006)

ndinag Aid 2 dantifi on atria a aWa

by GRS 4.1, item 010 (DAA-GRS-2013-0002-0016)

. Superseded
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activities-of-high-Gevernment-officials—[See-noteafteritem-5a-} Superseded by GRS 5.1,
item 010 (DAA-GRS-2016-0016-0001)

a——A-note-orotherreminderto-takeaction. Superseded by GRS 5.2, item 010 (DAA-GRS-2017-
0003-0001)

t—Fansm-t-ted—ma%eFm Superseded by GRS 5.2, item 010 (DAA GRS- 2017 0003 0001)
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related-activities; Superseded by GRS 5.2, item 010 (DAA-GRS-2017-0003-0001)

415. Superseded by GRS 4.1, item 01

0 (DAA-GRS-2013-0002-0016)
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a. Performance-measurements-and-benchmarks. Superseded by GRS 3.1, item 040 (DAA-GRS-
2013-0005-0010)

> IT Facility.Site M and-Equi S Corvicos R o
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records. Superseded by GRS 3.1, item 020 (DAA-GRS-2013-0005-0004)

4)}—lneremental-backup-tapes. Superseded by GRS 3.2, item 040 (DAA-GRS-2013-0006-
0005)

{2} —Full-backup-tapes. Superseded by GRS 3.2, item 041 (DAA-GRS-2013-0006-0006)

7 d d 5

heoldings-and-controHogs. Superseded by GRS 4.1, item 010 (DAA-GRS-2013-0002-0016)

5 CilesRel Maintaining the Securitv.of.S | Data.
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a. System-Security-Plans-and DisasterRecovery-Plans. Superseded by GRS 3.2, item 010 (DAA-
GRS-2013-0006-0001)

Superseded by GRS 3.2, ltem 031 (DAA GRS 2013 0006-0004)

b.  Reutinesystemsi-e;-those-hotcovered-by-item-6a. Superseded by GRS 3.2, item 030
(DAA-GRS-2013-0006-0003)

. Superseded by GRS 3.2,

moniteringand-managementreports. Superseded by GRS 3.1, item 020 (DAA-GRS-2013-
0005-0004)

0004)

227



Transmittal No. 28 General Records Schedule 24
July 2017

j . Superseded by GRS 3.1, item 020 (DAA-GRS-2013-0005-0004)

a. Recordsforprojectsthatarenotimplemented. Superseded by GRS 3.1, item 010 (DAA-
GRS-2013-0005-0006)

b. Recordsforprojectsthatareimplemented. Superseded by GRS 3.1, item 010 (DAA-GRS-
2013-0005-0006)

c. {nstallation-and-testingrecords. Superseded by GRS 3.1, item 010 (DAA-GRS-2013-0005-
0006)

12— RESERVED-

_ PKL Ademini veR .
{H—FBCACAs. Now GRS 3.2, item 060
{2}—Other{non-FBCA-et—al}CAs. Now GRS 3.2, item 061

b—PKl-Transaction-specific Records. Now GRS 3.2, item 062
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Superseded by GRS 2.8, item 010 (DAA-GRS-2016-0006-0001)

b— Allotherrecords: Superseded by GRS 2.8, item 010 (DAA-GRS-2016-0006-0001)

tle”Etlalld'Q’t—SW' >~ .
Superseded by GRS 2.8, item 060 (DAA-GRS-2014-0005-0007)

{2} ——AletherSE278s. Superseded by GRS 2.8, item 061 (DAA-GRS-2014-0005-
0008)

Supersed

.8, item 070 (DAA-GRS-2014-0005-0011)

ed by GRS 2

{2} — All other OGE Form-450s-and-OGE Optional Form-450-As. Superseded by GRS
2.8, items 071 (DAA-GRS-2014-0005-0012) and 072 (DAA-GRS-2014-0005-0013)

Superseded by GRS 2.8, item 080 (DAA-GRS-2014-0005-0014)

{2} —Allotheralternative-oradditionalfinancial disclosure reports. Superseded by
GRS 2.8, item 081 (DAA-GRS-2014-0005-0015)
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208 {b)}{1)-and(b}3). Superseded by GRS 2.8, items 100 (DAA-GRS-2014-0005-0017) and
101 (DAA-GRS-2014-0005-0018)

d cHS; cHa £

as-declinations-of prosecution. Superseded by GRS 2.8, item 020 (DAA-GRS-2014-0005-0002)

duties. Superseded by GRS 2.8, item 030 (DAA-GRS-2014-0005-0003)

aman
' 7

Nen-FederallyFundedFravel. Superseded by GRS 2.8, item 031 (DAA-GRS-2014-0005-
0004)

a Nroo mM-raviaa e o
FGEprogra VHEWY o y

recordssentto-OGE-ontheresolution-of program-deficiencies. Superseded by GRS 2.8,
item 050 (DAA-GRS-2014-0005-0006)

background-materials. Superseded by GRS 2.8, item 050 (DAA-GRS-2014-0005-0006)
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eftrainingcompletion-and-otherrelatedrecords: Superseded by GRS 2.6, item 020
(DAA-GRS-2016-0014-0002)

be-l-let—ms—end—newsiet—te#s Superseded by GRS 2.6, item 020 (DAA GRS- 2016 0014-
0002)

irtereststatutes. Superseded by GRS 2.8, ltem 010 (DAA GRS- 2016 0006- 0001)
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Any-filescreated-and/ormaintained-by-the committee. Superseded by GRS 5.1, item 030 (DAA-
GRS-2016-0016-0003)
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. (Superseded by GRS 6.2,
items 010 (DAA-GRS-2015-0001-0001) and 020 (DAA-GRS-2015-0001-0002)

bedies-otherthanthesecretariat-orsponser. (Superseded by GRS 6.2, item 050 (DAA-GRS-

2015-0001-0005)

{1)—Electronicversion-of web-site{s}. (Superseded by GRS 6.2, items 010 (DAA-GRS-2015-0001-

0001) and 050 (DAA-GRS-2015-0001-0005)

{2)}Design,managementand-technical-operationrecords. Rescinded per GRS Transmittal 24
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(Superseded by GRS 6.2, item 050 (DAA-GRS-2015-0001-0005)

(Superseded by GRS 6.2, items 040 (DAA-GRS-2015-0001-0004), 050 (DAA-GRS-2015-0001-0005),
and 060 (DAA-GRS-2015-0001-0006)
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GENERAL RECORDS SCHEDULE 27
Records of the Chief Information Officer

This schedule provides disposal authorization for certain records created and maintained by Federal Chief
Information Officers (CIO) and their program offices. This schedule applies to the records of CIOs at agency
or departmental headquarters as well as those of deputy and subordinate CIOs at the bureau or field office
level. This schedule does not apply to officials with Government-wide responsibilities for information
resources management (IRM) and information technology (IT) governance.

In accordance with the Clinger-Cohen Act (originally the Information Technology Management Reform Act),
ClOs of 24 major departments and agencies have IRM as their primary duty. They are responsible for
advising and assisting the agency’s executive with IT acquisition and management; developing and
maintaining the agency’s IT architecture; promoting the efficient design and operation of the agency’s
major information resources management processes; monitoring the performance of IT programs of the
agency; and developing the knowledge and skill of IT staff. CIOs may also lead, coordinate, or participate in
programs to support the mandates of the Paperwork Reduction Act, Government Paperwork Elimination
Act, Federal Records Act, E-Government Act of 2002, Privacy Act, Government Performance and Results
Act, and other Federal laws and regulations relating to IRM.

This schedule does not cover all records relating to the work of CIOs. ClOs are often responsible for
programs and activities whose records are already covered by an approved GRS. Records not described in
this or any other GRS must be scheduled by submission to NARA of an SF 115, Request for Records
Disposition Authority. If records are part of a larger case file or recordkeeping system that contains records
not covered in this schedule, agencies must separately schedule those records or systems by submitting an
SF 115 to NARA. If records covered by more than one item in this schedule are maintained together in one
file or recordkeeping system, agencies must retain the records for the longest retention period authorized
for those items.

The disposition instructions apply to records regardless of physical form or characteristics. Records may be
maintained in any format on any medium.

i - This schedule supplements GRS 20 by providing disposal authority for records
relating to the administration of a ClO’s office, as opposed to the operation and use of specific systems.
This schedule does not apply to the data or information content of IT systems. Records relating to specific
systems that support or document the agency’s mission must be scheduled individually by submission of an
SF 115 to NARA. GRS 20 was entirely superseded by GRS Transmittal 24.

1. Information Technology (IT) Program Planning Records

Records relating to the development of agency IT programs. Included are records that document
agency-wide IT goals; specify milestones to be achieved; identify performance measures for the
agency’s IT portfolio; or summarize the underlying principles and approach by which the agency will
plan for and manage its IT resources. Records may include strategic and tactical plans documenting
the implementation and maintenance of IT systems in support of the agency mission and also may
include records supporting formally issued plans, such as records of concurrence, comments,
clearances, justifications, and other issuance records.
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Cut off annually. Destroy/delete when 7 years old or when no longer needed, whichever is later. (N1-
GRS-04-4 item 1)

[Note: This item does not apply to the data content or design of individual IT systems. Records
relating to specific mission-related systems must be scheduled individually by submission of an SF

115 to NARA. (N1-GRS-04-4 item 1 Note)]

2. Enterprise Architecture Records

Records identifying the IT systems and networks required to perform the agency’s mission and the
transitional processes required to implement comprehensive programs to support that mission.
Records may include technical reference models, diagrams, graphics, models, and narratives that
describe the agency’s baseline architecture, target architecture, and related sequencing plans.

Cut off when superseded by a new iteration of the enterprise architecture. Destroy/delete when 7
years old or when no longer needed, whichever is later. (N1-GRS-04-4 item 2)

3. IT Capital Investment Records

Records documenting the integration of IT investments with agency-wide strategic planning,
budgeting, procurement, and management. Records include routine and periodic reports on IT
capital investments; capital asset plans; business cases for major investments, systems, acquisitions,
or operational assets identified in the agency’s capital investment portfolio; and clearance and review
records.

Cut off annually. Destroy/delete when 7 years old or when no longer needed, whichever is later. (N1-
GRS-04-4 item 3)

[Note: Records needed to support contracts are scheduled under GRS 3. (N1-GRS-04-4 item 3 Note)]

5. CIO Committee Records

Records maintained by committees, boards, task forces, conferences, or other IT advisory, governing,
or policy bodies for which the CIO has designated sponsorship, leadership, or recordkeeping
responsibilities. Records include meeting minutes, summaries, agendas, and transcripts; reports,
studies, and publications; membership records; correspondence, mailing, and distribution records;
and other administrative committee records.

Cut off annually. Destroy/delete when 5 years old. (N1-GRS-04-4 item 5)
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[Note: Records of Government-wide committees sponsored by ClOs, such as the Federal Chief
Information Officers Council, are not covered by this item. (N1-GRS-04-4 item 5 Note)]

tional ‘o

DN 1 detarmined

i i . Rescinded per GRS Transmittal 2
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General Records Schedule 27

GRS 27, Records of the Chief Information Officer

Implementation Guide

ITEM TITLE

TYPES OF RECORDS

1. Information Technology (IT)
Program Planning Records

Cut off annually. Destroy/delete
when 7 years old or when no
longer needed, whichever is
later.

Strategic and tactical plans; reports and statistics documenting
guantitative and qualitative performance measures; reports on IT
portfolio management; and related clearance and review records.

[Note: This item does not apply to the data content or design of
individual IT systems. Records relating to specific mission-related
systems must be scheduled by submission of an SF 115 to the National
Archives.]

2. Enterprise Architecture
Records

Cut off when superseded by a
new iteration of the enterprise
architecture. Destroy/delete
when 7 years old or when no
longer needed, whichever is
later.

Technical reference models, diagrams, graphics, models, sequencing
plans, and narratives that describe the agency’s baseline or target
enterprise architecture (EA).

[Note: An “iteration” would typically be the version of the EA (or its
component) prepared and submitted to OMB as part of the budget
and capital planning cycle. Some agencies may produce and manage
EA outside the budget process, which could result in other formal
iterations of EA records.]

[Note: This item does not cover such records maintained by the Office
of Management and Budget as part of its government-wide IRM and IT
spending oversight responsibilities.

3. IT Capital Investment Records

Cut off annually. Destroy/delete
when 7 years old or when no
longer needed, whichever is
later.

Reports on IT capital investments; capital asset plans; OMB Exhibit 300
business cases for major investments, systems, acquisitions, or
operational assets identified in the agency’s capital investment
portfolio; and related clearance and review records.

[Note: Contract support records are covered more fully by GRS 3.
Offices outside the CIO are likely to maintain similar records to support
individual capital investments. GRS 24/9, “Financing of IT Resources
and Services,” covers many such records.]
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4-legaland-Regulatory Records of agency-wide compliance with Federal laws and
ComplianceRecords regulations governing information resources management.
Cut-off annually—Destroy/delete

when5yearsold:

5. CIO Committee Records

Cut off annually. Destroy/delete
when 5 years old.

Meeting minutes, summaries, agendas, and transcripts; reports,
studies, and publications; membership records; correspondence,
mailing, and distribution records; and other administrative
committee records.

[Note: Records of Government-wide committees sponsored by ClOs,
such as the Federal Chief Information Officers Council, are not
covered by this item.]

6-ClO-Subject-and-Office ; ; ; ;
Records correspondence-ofthe ClO-not directlyrelated tothe schedule-items
deseribed-above:

Cutoff annually—Destroy/delete

I ntainedwit P I I
7-Schedules-of Daily-Activities ; ; ; ;
Cut off TV del INote: This | " I e of o, ‘ fficel
Aot-more-than-S5-yearsold:
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Frequently Asked Questions about General Records Schedule 27,
Records of the Chief Information Officer

1. To whom does General Records Schedule 27 apply?

GRS 27 provides disposal authorization for certain records created and maintained by Federal Chief
Information Officers (CIO). This schedule applies to the records of CIOs at agency or departmental
headquarters as well as those of deputy and subordinate CIOs at the bureau or field office level.

2. Does this schedule describe all of the records of Federal ClOs?

Not necessarily. ClOs are often responsible for programs and activities whose records are covered by
another General Records Schedule or approved agency records schedule.

3. How does this schedule differ from GRS 20, Electronic Records, and GRS 24, Information Technology
(IT) Operations and Management Records?

GRS 20 and GRS 24 cover certain records associated with the day-to-day operation of individual
information systems and related support services. GRS 27 provides disposal authority for records
documenting the administration of the office of the CIO and its agency-wide information resources
management.

4. How does GRS 27/4, “Legal and Regulatory Compliance Records,” differ from GRS 24/1, “Oversight
and Compliance Files”?

GRS 27/4 covers CIO records that document an agency’s compliance with Federal laws and regulations

governing information resources management. GRS 24/1 covers records that document an office’s or a
system’s compliance with the IT policies, directives, and plans that are typically developed or issued by

the agency CIO.

5. Does this schedule cover records related to IT security?

Insofar as they document agency-wide efforts to comply with the laws and regulations that govern IT
security, such CIO records would be covered by 27/4, “Legal and Regulatory Compliance Records.”
However, records that document the security of individual IT systems — including vulnerability
assessments, audits, risk management analyses, and security plans — are covered by GRS 24/5, “Files
Related to Maintaining the Security of Systems and Data.” Records related to specific security breaches
or incidents are covered by GRS 24/7, “Computer Security Incident Handling, Reporting and Follow-up
Records.”

6. Does this schedule cover system data?
This schedule does not apply to the data or information content of IT systems. Records relating to
specific systems that support or document the agency’s mission must be scheduled individually by

submission of an SF 115 to the National Archives.

7. Do records have to be arranged in these categories?
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No. If records covered by more than one item in this schedule are maintained together in one file or
recordkeeping system, keep the records for the longest retention period authorized for those items.

8. Is this schedule only for paper records?

No. This schedule applies to records regardless of their physical form or characteristics. Records may be
maintained in any format on any medium.
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FORMS INDEX
STANDARD FORMS
SF NUMBER TITLE Schedule Iltem
1 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
1C Printing and Binding Requisition for 3 6
Specialty Items 13 2
2 U.S. Government Lease for Real Property 3 3
2B U.S. Government Lease for Real Property
Short Form 3 3
7 Service Record 1 2
(obsolete as of Dec. 31, 1994)
7A Service Record - Continuation 1 2
(obsolete as of Dec. 31, 1994)
7B Employee Record 1 6
(obsolete as of Dec. 31, 1994)
7D Position Identification Strip 1 11
(obsolete as of Dec. 31, 1994)
14 Telegraphic Message 12 3
15 Application for 10-Point Veteran Preference 1 1
18 Request for Quotation 3 3,5
24 Bid Bond 3 3
25 Performance Bond 3 3
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SF NUMBER
25A

25B

26
28

30

33
34
35
39

39A

44

443-d

50
50B
52
59
61
61B

62

TITLE
Payment Bond

Continuation Sheet
(For Standard Forms 24, 25, and 25A)

Award/Contract
Affidavit of Individual Surety

Amendment of Solicitation/Modification of
Contract

Solicitation, Offer and Award
Annual Bid Bond

Annual Performance Bond
Request for Referral of Eligibles

Request and Justification for Selective Factors
and Quality Ranking Factors

Purchase Order - Invoice - Voucher

Purchase Order - Invoice - Voucher

Notification of Personnel Action

Notification of Personnel Action

Request for Personnel Action

Request for Approval of Non-Competitive Action
Appointment Affidavits

Declaration of Appointee

Agency Request to Pass Over a Preference
Eligible or Object to an Eligible

245

Schedule Item
3 3
3 3
3 3,5
3 3
3 3,5
3 3,5
3 3,5
3 3,5
1 5,33
1 5,33
3 3
6 1
3 3
6 15
1 1,14
1 1,14
1 1,33
1 1
1 1
1 1
1 5
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SF NUMBER TITLE Schedule Item
66 Official Personnel Folder 1 1
71 Application for Leave 2 6
81 Request for Space 11 2
83 Request for OMB Review 16 6

(Replaced by OMB 83, Paperwork Reduction
Act Submission)

82 Agency Report of Motor Vehicle Data 10 4
85 Questionnaire for Non-Sensitive Positions 18 22
86 Questionnaire for National Security Positions 18 22
91 Motor Vehicle Accident Report 10 5
94 Statement of Witness 10 5
97 The United States Government Certificate to 4 3

Obtain Title to a Vehicle 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
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
114B Sale of Government Property - Item Bid Page

- Sealed Bid 4 3
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SF NUMBER TITLE Schedule ltem
114C Sale of Government Property - General Sale Terms

and Conditions 4 3
114C-1 Sale of Government Property - Special Sealed

Bid Conditions 4 3
114C-2 Sale of Government Property - Special Sealed 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
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 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 Surplus Personal Property 4 2
122 Transfer Order - Excess Personal Property 4 2
123 Transfer Order - Surplus Personal Property 4 2
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SF NUMBER

123A

126

126A

127

132
133
135

135A

144

145

150

151

152

180

182

203

215

TITLE

Transfer Order - Surplus Personal Property
(Continuation Sheet)

Report of Personal Property for Sale

Report of Personal Property for Sale
(Continuation Sheet)

Request for Official Personnel Folder
(Separated Employee)

Apportionment and Reapportionment Schedule
Report on Budget Execution
Records Transmittal and Receipt

Records Transmittal and Receipt
(Continuation)

Statement of Prior Federal Service
Telephone Service Request

Deposit Bond - Individual Invitation, Sale of
Government Personal Property

Deposit Bond - Annual Sale of Government
Personal Property

Request for Clearance or Cancellation of a
Standard or Optional Forms or Exception

Request Pertaining to Military Records

Request, Authorization, Agreement and
Certification of Training

Annual Audiovisual Report

Deposit Ticket

248

Schedule

16

16

12

16

14

16

17

21
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SF NUMBER

224

225
252

254

255

258

269
270

271

272
272A

273

274

275

278

278A

TITLE

Statement of Transactions (Classified According
to Appropriation, Fund and Receipt

Account, and Related Control Totals)

Report on Obligations

Architect-Engineer Fixed-Price Contract

Architect-Engineer and Related Services
Questionnaire

Architect-Engineer and Related Services
Questionnaire for Specific Project

Agreement to Transfer Records to National
Archives of the United States

Financial Status Report (Long Form)
Request for Advance or Reimbursement

Outlay Report and Request for Reimbursement
for Construction Programs

Federal Cash Transactions Report
Federal Cash Transactions Report - Continuation

Reinsurance Agreement for a Miller Act
Performance Bond

Reinsurance Agreement for a Miller Act
Payment Bond

Reinsurance Agreement in Favor of the
United States

Executive Branch Personnel - Public Financial
Disclosure Report

Assets and Income Public Financial Disclosure
Report

249

Schedule Item
6 1
5 3
3 3
3 3
3 3
16 2
3 3
3 3
3 3
3 3
3 3
3 3
3 3
3 3
1 24
1 24
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SF NUMBER

279

308

311
312

344

360

361
362
364
701
702
1012
1012A
1013A

1034

1034A

1035

TITLE

Federal Procurement Data System FPDS
Individual Contract Action Report

Request for Wage Determination and Response to
Request

Agency Information Security Program Data
Classified Information Nondisclosure Agreement

Multiuse Standard Requisitioning/Issue System
Document

Request to Approve an Interagency Reporting
Requirement

Transportation Discrepancy Report

U.S. Government Freight Loss/Damage Claim
Report of Discrepancy

Activity Security Checklist

Security Container Check Sheet

Travel Voucher

Travel Voucher (Memorandum)

Payroll for Personal Services

Public Voucher for Purchases and Services
Other Than Personal

Public Voucher for Purchases and Services
Other Than Personal (Memorandum)

Public Voucher for Purchases and Services
Other Than Personal (Continuation Sheet)

250

Schedule

18

18

16

18

18

UJ ‘

25

7b

7b
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SF NUMBER

1035A

1038

1047
1048
1049
1050

1069

1080

1081

1093

1094

1094A

1096
1098

1103A

1104

TITLE
Public Voucher for Purchases and Services
Other Than Personal (Memorandum)

(Continuation Sheet)

Advance of Funds Application and Account

Public Voucher for Refunds
Memorandum - Public Voucher for Refunds
Public Voucher for Refunds
Public Voucher for Refunds (Memorandum)

Voucher for Allowances at Foreign Posts of
Duty

Voucher for Transfers Between Appropriations
and/or Funds

Voucher and Schedule of Withdrawals and
Credits

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)

U.S. Tax Exemption Certificates

U.S. Tax Exemption Certificate Accountability
Record

Schedule of Voucher Deductions
Schedule of Canceled or Undelivered Checks

U.S. Government Bill of Lading - Memorandum
Copy

U.S. Government Bill of Lading - Shipping
Order

251

Schedule Item
6 1
6 1
9 3
6 1
6 1
6 1
6 1
6 1
6 1
6 1
3 3,11
3 12
3 12
6 1
6 1
9 1
9 1
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SF NUMBER TITLE Schedule Item

1109A U.S. Government Bill of Lading - Continuation 9 1
Sheet — Memorandum

1113 Public Voucher for Transportation Charges 6 1
1113A Public Voucher for Transportation Charges 6 1

(Memorandum) 9 1
1128 Payroll for Personal Services - Payroll

Certification and Summary 6 1
1128A Payroll for Personal Services - 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

Compensation 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

Witnesses - Memorandum 6 1

9 3

1157 Claims for Witness Attendance Fees, Travel, 9 3

and Miscellaneous Expenses

1164 Claim for Reimbursement for Expenditures on
Official Business 6 1
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SF NUMBER TITLE Schedule Iltem
1165 Receipt for Cash - Subvoucher 6 1
1166 Voucher and Schedule of Payments 6 1
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 Sheet) - Memorandum 6 1
1169A U.S. Government Transportation Request - 9 1

Memorandum Copy

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 1l4c
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 Cancellation of Payroll Deductions for Labor 2 15b

Organization Dues
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SF NUMBER TITLE Schedule ltem
1198 Request by Employee for Allotment of Pay for

Credit to Savings Accounts with a Financial

Organization 2 15b
1199a Direct Deposit Sign-up Form 2 17
1203A U.S. Government Bill of Lading, Privately Owned 9 1

Personal Property - Memorandum Copy

1204 U.S. Government Bill of Lading, Privately Owned 9 1
Personal Property - Shipping Order

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
6 5
1221 Statement of Transactions According to
Appropriations, Funds, and Receipt Accounts
(Foreign Service Account) 6 1
6 5
1303 Request for Federal Cataloging/Supply Support
Action 3 2
3 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
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SF NUMBER

2803

2804

2805

2808

2809

2810

2811

2812

2812A

2823

5515

TITLE Schedule Ite

3

Application to Make Deposit or Redeposit - Civil
Service Retirement System 1 1

Application to Make Voluntary Contributions - 1 1
Civil Service Retirement System

Request for Recovery of Debt Due the
United States 2 18

Designation of Beneficiary - Civil Service
Retirement System 1 1

Health Benefits Registration Form - Federal
Employees Health Benefits Program 1 1

Notice of Change in Health Benefits Enrollment 1 1

Transmittal and Summary Report to Carrier -
Federal Employees Health Benefits Program 2 22b

Report of Withholdings and Contributions for
Health Benefits, Life Insurance, and Retirement 2 22b

Report of Withholdings and Contributions for
Health Benefits by Enroliment Code 2 22b

Designation of Beneficiary - Federal

Employees' Group Life Insurance Program 6 1
Debit Voucher 1 1
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OPTIONAL FORMS

OF NUMBER TITLE Schedule Item
7 Property Pass 11 4
8 Position Description 1 7
16 Sales Slip - Sale of Government Personal 4 3

Property
30 Motor Vehicle Service and Inspection Work

Orders 10 2
55 U.S. Government ldentification (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 a 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
136 Application for Retirement - Foreign Service

Retirement and Disability System 1 1
137 Designation of Beneficiary 1 1
138 Application for Refund of Compulsory 1 1

Contributions - Foreign Service Retirement System
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OF NUMBER TITLE Schedule Item
140 Election to Receive Extra Service Credit Towards

Retirement and Report of Residence of Spouse 1 1
141 Application for Service Credit 1 1
144 Temporary Duty (TDY) Official Travel 9 1

Authorization

153 Telegram 12 3
153A Telegram (Continuation Sheet) 12 3
158 General Receipt 6 1
164 Meritorious Service Increase Certificate 1 12
187 Telegram Repeat Request 12 3
189 Travel Reimbursement Voucher 6 1
189A Travel Reimbursement Voucher - Memorandum 6 1

9 1
189B Travel Reimbursement Voucher (Continuation 6 1

Sheet)

Schedule of Expenses and Amounts Claimed

189C Travel Reimbursement Voucher (Continuation 6 1
Sheet) - Memorandum 9 1
Schedule of Expenses and Amounts Claimed

190 Foreign Service Emergency Locator Information 1 6
191 Outgoing Telegram 12 3
191A Outgoing Telegram - Continuation Sheet 12 3
199 Notice of Shipment of Effects - 9 1

Residence-to-Residence Method

200 Monthly Record of Vehicle Operation Costs 10 2
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OF NUMBER TITLE Schedule Item
202 Leave Record 2 7
202A Leave Summary 2 7
205 Statement of Operating Cash Advance and

Replenishment Voucher 6 1
206 Purchase Order, Receiving Report and Voucher 3 3
206A Purchase Order, Receiving Report and Voucher

(Continuation Sheet) 3 3
208 Statement of Collections - Foreign Service of

the United States of America 6 1
612 Optional Application for Federal Employment 1 1,15,

32

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
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Oid | oOld Ne Ne
Series Title Old Retention W W New Retention
GRS | Item GRS | Item
T ivi .
1 la |OPFs - Transferred Employees O receving Rescinded
agency
1 1b  |OPFs - Separated Employees 65 years 2.2 | 040 | 129 years
1 2a |Service Record Cards - 1947 and earlier 60 years Rescinded
1 2b  |Service Record Cards - 1948 and later 3 years Rescinded
1 3 Personnel Correspondence Files 3 years 2.2 | 010 3 years
When appoint 050
1 4a |Offers of Employment Files - Accepted . PP . 2.1 or 2 years
ment is effective
051
Off f Empl t Files - Declined t. of
1 | apy |Offersof Employment Files - Declined (cert. o Returnto OPM | 2.1 | 060 1year
eligibles)
1 b2 Offers of Employment Files - Declined (temp or FiIe' wit'h 51 | oso 1year
excepted) application
. . Destroy
1 4b3 |Offers of Employment Files - Declined (all others) . . 2.1 | 060 1 year
immediately
050
1 5 Certificate of eligibles Files 2 years 2.1 or 2 years
051
Separation of .
1 6 Employee record cards Rescinded
employee
S ded .
1 7al [Position Classification Files - Standards uperseded or Rescinded
obsolete
1 7a23 Position Classification Files - Standards development: 5 years 51 | o10 2 years
case
1 7a2b Pos.ition Classification Files - Standards development: 2 years Rescinded
review
1 7b  |Position Classification Files - PDs 2 years 2.1 | 020 | 2 years
Position Classification Files - Classification survey .
1 7cl 3 years Rescinded
reports
S ded .
1 7c2 |Position Classification Files - Inspections and audits uperseded or Rescinded
obsolete
1 7d1 [Position Classification Files - Classification appeals 3 years 2.1 | 030 3 years
Wh on |
1 7d2 |Position Classification Files - Cert. of classification en pf)SI on s 2.1 | 040 2 years
abolished
1 8 Interview Records 6 months 2.1 | 090 2 years
1 9 Performance Rating Board case files 1 year 2.2 | 072 5 years
1 10a Temporary individual employee records - Left side of Superseded or 59 | oa1 Superseded or
OPF obsolete obsolete
1 10b |Temporary individual employee records - INS form [-9 3 years 2.2 | 060 3 years
S ded .
1 11 [Position ID strips uperseded or Rescinded
obsolete
1 12al |Employee Awards Files - General within agency 2 years 2.2 | 030 2 years
1 12a2 |Employee Awards Files - General outside of agency 2 years 2.2 | 030 2 years
1 12b |Employee Awards Files - Length of service/sick leave 1vyear 2.2 | 030 2 years
1 12c |Employee Awards Files - Letters of commendation 2 years 2.2 | 030 2 years
1 12d Empl'oye'e Awards Files - Lists/indexes to award Superseded or 59 | o030 2 years
nominations obsolete
1 13 |Incentive awards 3 years Rescinded
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Oid | oOld Ne Ne
Series Title Old Retention W W New Retention
GRS | Item GRS | Item
Notifications of Personnel Actions (SF-50) - Chron file Business use
1 14a L . 2 years 2.2 050
copies in pers offices ceases
1 14b Not.ific:?\tions of P.ersonnel Actions (SF-50) - All other 1year 29 | os0 Business use
copies in pers offices ceases
1 15 |[Does not exist N/A
1 16 |Personnel Operations statistical reports 2 years 2.2 010 3 years
1 172 Cor'respondence and forms - Pending personnel Immediate 59 | oso Business use
actions ceases
1 17b1 Retent.ion .registers an.d related records used to effect 2 years 25 | on1 2 years
reduction-in-force actions
Retention registers and related records from which no
L . Superseded or .
1 17b2 |reduction-in-force actions have been taken and related 2.5 | 010 |No longerrequired
obsolete
records
1 17c |All other correspondence and forms 6 months 2.2 | 010 3 years
S ded/obs. S ded/obs.
1 18a |Supervisors' Personnel Files uperseded/obs 2.2 | 080 uperseded/obs
or 1year or 1year
Superseded/obs.
1 18b |Duplicates of OPF material 6 months 2.2 | 080 P /
or 1year
1 19 |Non-occupational health records 6 years No change
1 203 Health 'Ur'1it Control Files - Logs of visitors, summarized 3 months No change
on statistical reports
1 20b |Health Unit Control Files - Logs not summarized 2 years No change
1 21al Employee Medical Folder (EMF) - Longterm transferred|See 5 CFR Part 293 No change
employees Subpart E
1 2122 Employee Medical Folder (EMF) - Longterm separated 75 years or 60 No change
employees years or 30 years
1 21b |Employee Medical Folder (EMF) - Temp EMF records 1vyear No change
Employee Medical Folder (EMF) - Individual employee
1 21c P y. ( ) ploy 60 years No change
health file pre-EMF system
1 22 |Statistical summaries re health 2 years No change
Empl Perf File Syst R ds - Non-SES
1 93a1 mployee Performance File System Records - Non 1year 59 | o711 1year
Employees - Unacceptable performance
Employee Performance File System Records - Non-SES
1 23a2 |Employees - Records superseded thru admin or judicial Superseded 22 | 073 Superseded
procedure
Employee Performance File System Records - Non-SES .
. To gaining agency
1 | 23a3a [Employees - Performance Related Records Pertaining or 4 vears 2.2 | 070 4 years
to a Former Employee - Latest rating y
Employee Performance File System Records - Non-SES
Employees - Performance Related Records Pertainin
1 | 23a3b ploy ining 4 years 2.2 | 070 4 years
to a Former Employee - All other performance plans
and ratings
Employee Performance File System Records - Non-SES
1 23a4 ploy y . 4 years 2.2 070 4 years
Employees - All other performance appraisal records
Employee Performance File System Records - Non-SES
1 23a5 ploy . 1e 5y 4 years 2.2 070 4 years
Employees - Supporting documents
Employee Performance File System Records - SES
1 23b1 |appointees - SES records superseded thru admin or Superseded 22 | 073 Superseded
judicial procedure
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Oid | oOld Ne Ne
Series Title Old Retention W W New Retention
GRS | Item GRS | Item
Employee Performance File System Records - SES .
. . To gaining agency
1 | 23b2a |appointees - Performance-related records pertaining or 5 vears 2.2 | 072 5 years
to a former SES appointee - SES latest rating y
Employee Performance File System Records - SES
1 | 23b2b |appointees - Performance-related records pertaining 5 years 2.2 | 072 5 years
to a former SES appointee - SES all other plans/ratings
1 23b3 Employee Performance F|'Ie System Records - SES all 5 years 59 | o7 5 years
other performance appraisals
1 23ba Emplloyee Performance F.ile System Records - SES 5 years 29 | o7 5 years
appointees - SES supporting documents
1 243 Reasonable Accommodation Request Records - 3 years 53 | 020 3 years
General
1 2ab Reasonable Accc?mmodation Request Records - 3 years 23 | o1 3 years
Employee case files
1 24c Reasonable Acc'ommodatlon Request Records - 3 years 53 | o1 3 years
Supplemental files
1 2ad Reasc?nable Accommodation Request Records - 3 years 23 | 020 3 years
Tracking system
031 3 years
1 25a |EEO Records - Discrimination complaints 4 years 2.3 or or
032 7 years
1 25b |EEO Records - Duplicates of above 1 year Rescinded
1 25c1 |EEO Records - Prelim/bkgd files 2 years 2.3 | 033 2 years
1 55c2 EEQ 'Recc')rds' - !Skgc':l to complaints that don't become 2 years 53 | 033 2 years
official discrimination cases
1 2541 EEO Becords - Compliance reviews re contractor 7 years 23 034 7 years
practices
1 25d2 |EEO Records - Compliance reports 3 years 2.3 | 035 5 years
1 25e |EEO Records - Employee housing requests 1 year Rescinded
1 25f |EEO Records - Employment statitics re race/sex 5 years 2.3 | 035 5 years
1 25g |EEO Records - EEO general 3 years 2.3 | 030 3 years
EEO Records - Affirmative Action Plans: consolidated
1 25h1 5 years 23 | 035 5 years
for whole agency
1 25h2 |EEO Records - Feeder plans 5 years 2.3 | 035 5 years
1 25h3 |EEO Records - On-site review of AAP 5 years 2.3 | 035 5 years
1 25h4 |EEO Records - Agency copy of AAP annual rept 5 years 2.3 | 035 5 years
1 26a |Personnel Counseling Records - Counseling files 3 years No change
P IC ling R ds - Alcohol and d
1 26b ersonnel Counseling Records - Alcohol and drug 3 years No change
abuse program
1 27a |Alternative Dispute Resolution - General files 3 years 2.3 | 010 3 years
011 3 years
1 27b |Alternative Dispute Resolution - Case files 3 years 2.3 or or
012 7 years
1 5841 Labor'Manag'ement Relations Records - General and 5 years 53 | oso 5 years
case files, office of record
Labor Management Relations Records - All other Superseded or
1 28a2 ] & P 2.3 | 051 |No longerrequired
offices obsolete
1 58b Labor Management Relations Records - Arbitration 5 years 53 | o052 5 years
general and case
1 29a1 Trair.1ing Records - General, in-house, excluding 5 years )6 010 3 years
curriculum
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Series Title Old Retention W W New Retention
GRS | Item GRS | Item
1 29a2 |Training Records - Background 3 years 2.6 | 010 3 years
1 29b [Training Records - Training by outside opportunities 5 years 2.6 | 010 3 years
2.6 030 | 3yearsorlyear
1 308 Adr'ninis"crative Gri'evan'ce, Disciplinary, & Adverse 4to 7 years 53 | 060 4to 7 years
Action Files - Admin Grievance
- . . S 061
Administrative Grievance, Disciplinary, & Adverse
1 30b . . . 4 to 7 years 2.3 or 4 to 7 years
Action Files - Adverse & performance based actions 062
1 31 |Personal Injury Files 3 years 2.4 100 3 years
2 OPM
1 32 [Merit Promotion Case Files yea:”cj)irt 2.1 050 2 years
1 333 Examining and Certification Records - Delegated 3 years 51 150 3 years
agreements
Examining and Certification Records - General 050
1 33b & 1vyear 2.1 or 2 years
correspondence
051
- A 050
Examining and Certification Records - Change of
1 33c . 90 days 2.1 or 2 years
address/status notes from eligibles 051
1 334 Examining and Certification Records - Test material Superseded or Rescinded
stock control obsolete
Examining and Certification Records - Application 050
1 33 90d 2.1 2
€ record card (OPM 5000A) ays or years
051
Examining and Certification Records - Examination 050
1 33f g 2 years 2.1 or 2 years
announcements
051
. L . 050
1 33 Examining and Certification Records - Register of 5 vears 21 or 5 vears
& |eligibles (OPM 5001-C) y o y
1 33h E)fa'm!r'ung and Certification Records - Letters denying 1year Rescinded
eligibility (OPM 4896)
Examining and Certification Records - Test answer 050
1 33i & 6 months 2.1 or 2 years
sheets
051
1 33] Examining.and Certification Records - Lost/exposed 5 years 21 | o70 5 years
test material
1 33K anrn'ining anq Ce'rtification Records - Cancelled or 1year 51 | oso 1year
ineligible applications
1 3301 Exar’r.1ini.ng and Certification Rec9rds - I.-ZIigibIe 90 days 21 | 060 1year
applications (OF 612 etc) on active register
1 332 Exan'winir\g and Certification F'iecor'ds - Eligible 1year 51 | oso 1year
applications (OF 612 etc) on inactive register
1 33m Exar’r.1ini.ng and Certi.fi.catior.1 Records - Ineligible 2 years 21 | 060 1year
applications for positions filled by case
1 33n Exan'winir\g and Certi'fi'catior'1 Records - Eligible 2 years 51 | oso 1year
applications for positions filled by case
1 330 Examining and Certification Records - Request for prior 1year 51 | oso 1year
approval of pers actions (SF 59, OPM 648)
- o . 050
Examining and Certification Records - Certificates (SF
1 33p 2 years 2.1 or 2 years
39, SF 39A) 051
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. L I 050
Examining and Certification Records - Certification
1 33q . 2 years 2.1 or 2 years
request control index
051
1 33 Examining and Certification Records - Interagency Termination of 23 | o711 Termination of
Placement Program eligibility ' eligibility
1 335 Examining and Certification Records - DEP control 2 years 23 | o70 3 years
cards
1 33t |Examining and Certification Records - Audit reports 3 years 2.1 160 3 years
1 34 |Occupational injury/illness Files 5 years No change
1 354 Denied health benefits requests under spouse equity - 3 years 2a | 111 1year
Not appealed
1 35b1 Denied health benefits requests under spouse equity - | Create e'nroIIment Rescinded
Appealed--successful file
1 35b2 Denied health benefits requests under spouse equity - 3 years 2a | 111 1year
Appealed--unsuccessful
1 363 Federal Workplace Drug Testing Program Files - Test 3 years No change
plans/procedures
Federal Workplace Drug Testing Program Files -
. Employee
1 36b [Employee acknowledgement of notice that drug- sebaration No change
testing may be necessary in a position P
1 36¢ Feder:?ll WorkaaC(.e Drug Testing Program Files - 3 years No change
Selection/scheduling
1 36d1 Federa! Workpla'ce Drug Teéting Program Files - 3 years No change
Collection/handling of specimens record books
1 3642 Federa! Workpla'ce Drug Te?ting Progrjam Files - 3 years No change
Collection/handling of specimens chain of custody
. . 3 years or
Federal Workplace Drug Testing Program Files - Test
1 | 36ela . employee No change
results: positive: employees .
separation
Federal Workplace Drug Testing Program Files - Test
1 | 36elb . .p & g rrog 3 years No change
results: positive: not employees
1 3602 Federal Workplace Drug Testing Program Files - Test 3 years No change
results: negative
1 37 |Donated leave Program Case Files 1year 2.4 | 071 1year
Completion of two Second succeedin
1 38 |Wage survey files plet! W 2.4 | 080 " "ng
more surveys survey
1 39 |Retirement assistance files 1year 2.5 | 020 1year
1 40 |Handicapped Individuals Appointment Case Files 5 years 2.1 | 110 5 years
1 41 |Pay comparability records 3 years 2.4 | 090 3 years
1 42a |Alternative Worksite Records - Approved 1 year 2.3 | 081 1 year
1 42b |Alternative Worksite Records - Unapproved 1 year 2.3 | 081 1 year
080 3 years
1 42c |Alternative Worksite Records - Forms 1 year 2.3 or or
081 1 vyear
2 la [Individual Employee Pay Record - Database version Update regularly Rescinded
5 1b Individual Employee I.3ay Record - Individual Pay 56 years 24 | 040 56 years
Record, non-electronic
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2 2 Noncurrent Payroll Files 15 years Rescinded
2 3 |Does not exist N/A
2 4  [Does not exist N/A
2 5 |Does not exist N/A
End of followin
2 6a |Leave Application Files - If employee initials time card . Wing 2.4 | 030 3 years
pay period
5 6b L.eave Application Files - If employee has not initialed 3 years o.r GAO 24 | 030 3 years
time card audit
6 GAO
2 7 Time and Attendance Source Records yea;‘tsjgit; 2.4 | 030 3 years
6 GAO
2 8 Time and Attendance Input Records yea;;)i; 2.4 | 030 3 years
5 9a Leave record: Record of employee leave, such as SF File on right [sic] 55 | 040 File on left side of
1150, prepared upon transfer or separation side of OPF ' OPF
2 9b |Leave record: Creating agency copy, when maintained 3 years 2.5 | 020 1 year
2 10 |[Does not exist N/A
2 11 |[Does not exist N/A
2 12 |Does not exist N/A
2 13a |Tax Files - W-4s 4 years 2.4 020 4 years
2 13b |Tax Files - Agency copy of W-2s 4 years 2.4 | 050 4 years
2 13c |Tax Files - Agency copy of W-3s, etc. 4 years 2.4 050 4 years
Saving Bond Purchase Files - Authorization for Separation of .
2 14a Rescinded
purchase and Request for Change employee
2 14b [Saving Bond Purchase Files - Bond registration files 4 months Rescinded
5 14¢ Saving I'30nd'Purchase Files - Bond receipt and 4 months Rescinded
transmittal files
Combined Federal Campaign and Other Allotment 3 years or GAO 2 years after
2 15a o o . . 2.4 | 010 .
Authorizations - Authorization for individual allotment audit separation
5 156 Combined Federal Campaign and Other Allotment 3 years or GAO 24 | o10 2 years after
Authorizations - Other authorizations audit ) separation
Separation of 5 vears after
2 16 |Thrift Savings Plan Election Form employee or 2.4 | 010 y .
separation
superseded
Separation of 5 vears after
2 17 |Direct Deposit Sign-up Form employee or 2.4 010 Y .
separation
superseded
2 ft
2 18 [Levy and Garnishment Files 3 years 2.4 | 010 years a' er
separation
2 19 [Does not exist N/A
2 20 [Does not exist N/A
2 21 [Does not exist N/A
2 22a |Payroll System Reports - Error reports, etc. 2 years 2.4 060 2 years
5 29b Payroll System Reports - Reports and data used for 2 years 54 | 060 2 years
workload and personnel mgmt
3 years or GAO
2 22c |Payroll System Reports - Reports providing fiscal info y audit 2.4 | 061 3 years
3 years or GAO 2 years after
2 23a [Payroll Change Files - Copies subject to GAO audit y . 2.4 | 010 y .
audit separation
2 23b |Payroll Change Files - All other copies 1 month Rescinded
2 24 |Payroll Correspondence 2 years 2.4 | 060 | 2 years
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2 25 [Does not exist N/A
2 26 |Does not exist N/A
2 27 |Does not exist N/A
Delete upon OPM i
2 28 Retirement files acce F:cance 2.5 010 [No longer required
P 011 2 years
Real Property Files - R ds relating t t
' perty Files - Records relating to property Transfer to new
3 la |acquired after December 31, 1920, other than abstract | 10 years after sale| 5.4 020 owner
or certificate of title
. . . Transfer to Transfer to new
3 1b |Real Property Files - Abstract or certificate of title 5.4 | 020
purchaser owner
3 2 General Correspondence Files 2 years 1.1 | 001 3 years
Routine Procurement Files - Procurement or purchase
organization copy, and related papers - Transaction
3 3ala |dated on or after July 3, 1995 - Transactions exceeding | 6 years, 3 months | 1.1 | 010 6 years
simplified acquisition threshold and construction
contracts exceeding $2000
Routine Procurement Files - Procurement or purchase
organization copy, and related papers - Transaction
3 3alb |dated on or after July 3, 1995 - Transactions below 3 years 1.1 | 010 6 years
simplified acquisition threshold and constructions
contracts at or below $2000
Routine Procurement Files - Procurement or purchase
organization copy, and related papers - Transactions
3 3a2a |dated earlier than July 3, 1995 - Transactions that 6 years, 3 months | 1.1 | 010 6 years
utilize other than small purchase procedures and all
construction contracts exceeding $2,000.
Routine Procurement Files - Procurement or purchase
organization copy, and related papers - Transactions
3 3a2b |dated earlier than July 3, 1995 - Transactions that 3 years 1.1 | 010 6 years
utilize small purchase procedures and all construction
contracts under $2,000.
When funds are .
3 3b [Routine Procurement Files - Obligation copy 'u Rescinded
obligated
Business use
3 3c |Routine Procurement Files - Other copies Upon termination | 1.1 011 ceases
3 3d [Routine Procurement Files - Data submitted to FPDS 5 years 1.1 | 013 6 years
Supply Management Files - Copies received from other
3 4a Pp y g P 2 years 5.4 010 3 years
units
Supply Management Files - Copies in other reportin
3 4b upp y & I_ plest porting 1vyear 5.4 | 010 3 years
units an drelated working documents
With related
Solicited and Unsolicited Bids and Proposals Files - !
3 5a . contract 1.1 010 6 years
Successful bids and proposals .
(see item 3)
Solicited and Unsolicited Bids and Proposals Files - 1 year after award
3 | sp1 [P cited Bl P ! ¥ wardl 41 | o10 6 years
Unsuccessful - Relating to small purchases or payment
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Solicited and Unsolicited Bids and Proposals Files -
Solicited and unsolicited unsuccessful bids and When related
3 5b2a |proposals - Relating to transactions above the small contract is 1.1 | 010 6 years
purchase limitations in 48 CFR Part 13 - Files separated completed
from contract case files
Solicited and Unsolicited Bids and Proposals Files -
Solicited and unsolicited unsuccessful bids and With related
3 5b2b [proposals - Relating to transactions above the small contract 1.1 | 010 6 years
purchase limitations in 48 CFR Part 13 - When filed (see item 3)
with contract case files
Solicited and Unsolicited Bids and Proposals Files -
3 5c1 [Cancelled solicitations files - formal solicitations 5 years 1.1 | 010 6 years
canceled prior to award
3 5c2 |Unopened bids Return to bidder | 1.1 | 010 6 years
3 5 Solicited and Unsolicited Bids and Proposals Files - Lists| Superseded or 1.1 | 070 5 years
or card files of acceptable bidders obsolete 1.1 | 071 3 years
3 6a |Public Printer Files - Procurement unit copy 3 years 1.1 | 010 6 years
3 6b [Public Printer Files - Accounting copy 3 years 1.1 | 010 6 years
3 7 Nonpersonal Requisition File 1 year 1.1 | 010 6 years
3 8a |Inventory Requisition File - Stockroom copy 2 years 5.4 010 3 years
3 8b [Inventory Requisition File - all other copies 6 months 5.4 | 010 3 years
3 9a [Inventory Files - Inventory lists 2 years 5.4 010 3 years
3 9b [Inventory Files - Inventory cards 2 years 5.4 | 010 3 years
3 9c |Inventory Files - Report of survey files etc. 2 years 5.4 | 010 3 years
3 10 |Telephone Records 3 years 1.1 | 010 6 years
3 11 |Contractors' Payroll Files 3 years 1.1 | 050 3 years
3 12 |Tax Exemption Files 3 years 1.1 010 6 years
3 13 |Unsuccessful Grant Application Files 3 years 1.2 | 021 3 years
3 14 |Grant Administrative Files 2 years 1.2 | 010 3 years
3 15a |Contract Appeals Case Files - prior to Oct. 1, 1979 6 years, 3 mos Rescinded
3 15b |Contract Appeals Case Files - after Sep. 30, 1979 1 year 1.1 | 060 | 1 year
3 16 |[Contractor's Statement of Contingent or Other Fees Superseded or Rescinded
obsolete
3 17 |Small and Disadvantaged Business Utilization Files 3 years No change
Federal Activities Inventory Reform (FAIR) Act Records - 6 to 10years (as
3 18a o ) . . L selected by No change
maintained by office having primary responsibility
agency)
3 18b Fed'eral Activities Inver\tory Reform (FAIR) Act Records - 2 years No change
maintaed by other offices
4 1 Property Disposal Correspondence Files 2 years 5.4 | 040 3 years
4 2 Excess Personal Property Reports 3 years 5.4 040 3 years
4 3a |Surplus Property Case Files - more than $25,000 6 years 1.1 | 010 6 years
4 3b [Surplus Property Case Files - $25,000 or less 3 years 1.1 | 010 6 years
. Transfer to new 020 or| Transfer to new
4 4 Real Property Files 5.4
owner 051 owner
5 1 Budget Correspondence 2 years No change
5 2 Budget Background Records 1year No change
5 3a |Budget Reports Files - Annual report 5 years No change
5 3b |Budget Reports Files - All other reports 3 years No change
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5 4 Budget Apportionment Files 2 years No change
6 la |Accountable Officers' Files - Originals 6 years, 3 months | 1.1 | 010 6 years
6 1b Acc9untab|e Officers' Files - Memorandum or extra 1year 11 | o1 Business use
copies ceases
6 2 |GAO Exceptions Files 1 year Rescinded
6 3a Certificates Settlement Files - covering closed account 2 years 11 | o0 6 years
settlements, etc.
6 3b Certificates Settlement Files - covering periodic Receip.t .of new 11 | o010 6 years
settlements certificate
6 4 General Fund Files 3 years 1.1 | 010 6 years
6 5q Accounting Administrative Files - For workload and 2 years 11 | oo1 3 years
personnel management
6 5b |Accounting Administrative Files - All other files 3 years 1.1 | 001 3 years
Federal P | Surety Bond Files - Official ies - .
6 6al ederal Personnel Surety Bond Files icial copies 15 years Rescinded
before 1/1/1956
6 632 Federal Personnel Surety Bond Files - Official copies - 15 years Rescinded
after 12/31/1955
Bond becomes .
6 6b [Federal Personnel Surety Bond Files - Other . . Rescinded
inactive
3 GAO
6 7 Gasoline Sales Tickets years o'r 1.1 010 6 years
audit
3 GAO
6 8 Telephone Toll Tickets yea;z;:oi; 1.1 | 010 6 years
6 9 Telegrams 3 years o'r GAO Rescinded
audit
6 10a |Administrative Claims Files - Claims against the US 6 years, 3 months | 1.1 | 080 7 years
Administrative Claims Files - Claims by the US - Paid i
6 10b1 fu“mmls rative Liaims Files - Lialms by the aidin 6 years, 3 months | 1.1 | 080 7 years
Administrative Claims Files - Claims by the US -
6 | 10b2a |Collection action terminated - right to collect not 10 years, 3 months| 1.1 | 080 7 years
extended
Administrative Claims Files - Claims by the US -
. . . . . 3 months after
6 | 10b2b |Collection action terminated - entitled to additional o ) 1.1 | 080 7 years
] litigation period
time
Administrative Claims Files - Claims by US - not d
6 10b3 ministrative Liaims iies = Liaims by notowe 6 years, 3 months | 1.1 080 7 years
to US
6 10¢ Administrative Claims Files - affected by court order, 6 years, 3 .r’r.10nt.hs 11 080 7 years
etc. or end of litigation
6 1la |Waiver of Claims Files - Approved waivers 6 years, 3 months | 1.1 | 080 7 years
With claims i
6 11b |Waiver of Claims Files - Denied waivers tth ¢ a|ms. " 1.1 | 080 7 years
10b/10c options
7 1 ExpfznditL'Jres Accounting General Correspondence and 2 years 11 | oo1 3 years
Subject Files
7 2 General Accounting Ledgers 6 years, 3months | 1.1 | 010 6 years
7 3 Appropriation Allotment Files 6 years, 3 months | 1.1 | 010 6 years

267




Transmittal 28
July 2017 (UPDATED 09-14-17)

Old GRS to New GRS Crosswalk

Oid | oOld Ne Ne
Series Title Old Retention W W New Retention
GRS | Item GRS | Item
2 42 Ex;')e?ndlture Accounting Posting and Control Files - 3 years 11 | o0 6 years
Originals
7 ab Exp(.enditure Accounting Posting and Control Files - 2 years 11 | o010 6 years
Copies
8 1 Plant, Cost, and Stores General Correspondence Files 2 years 1.1 | o001 3 years
8 2 Stores Invoice Files 3 years 1.1 040 3 years
8 3 Stores Accounting Files 3 years 1.1 040 3 years
8 4 Stores Accounting Background Files 2 years 1.1 | 040 3 years
8 5 Plant Accounting Files 3 years 1.1 | 040 3 years
Cost A ting R ts - Copies i it ivi
8 6a ost Accounting Reports - Copies in units receiving 3 years 11 | 040 3 years
reports
8 6b Cost Accounting Reports - Copies in reporting units 3 years 11 040 3 years
and related work papers
8 7a |Cost Report Data Files - Ledgers and forms 3 years 1.1 | 040 3 years
8 7b1 Cost Report Data Files - Automated records - detail 6 months Rescinded
cards
3 7b2 Cost Report Data Files - Automated records - summary 6 months Rescinded
cards
8 7b3 |Cost Report Data Files - Tabulations 1 year Rescinded
C ial Freight and P T tation Fil
9 1a on'.mj\erua reight and Passenger Transportation Files 6 years 11 | o010 6 years
- Original vouchers
9 1b Commerjcial Freight and Passenger Transportation Files 10 years 11 | o0 6 years
- Exclusion to 1a
C ial Freight and P T tation Fil
9 1c omrperua. reig . and Passenger Transportation Files 6 years 11 | o010 6 years
- Issuing office copies
9 1d Comrr'merc'ial Freight and Passenger Transportation Files| When funds are 11 | o0 6 years
- Obligation copy obligated
9 le Commerciél Freight and 'Passenger Transportation Files 3 years 11 010 6 years
- Unused ticket redemption forms
9 2 Lost or Damaged Shipment Files 6 years 5.5 | 040 6 years
N ial, Reimb ble T | Files - T I
9 3a onc.:o.mme.raa .elm. ursable Travel Files - Trave 6 years 11 | o010 6 years
administrative office files
9 3b Noncommercial, Reimbursable Travel Files - Obligation | When funds are 11 | o1 Business use
copies obligated ' ceases
G IT land T tation Files - Admi
9 4a eneral Travel and Transportation Files min 2 years 11 | oot 3 years
records
9 ab General Trz';n'/el and Transportation Files - 1year sc | 020 1 year or super-
Accountability Records seded/obsolete
. - . . 3 years or
9 5a |Records Relating to Official Passports - Application files 3 years 2.2 | 090 .
separation
9 5b  |Records Relating to Official Passports - Annual reports 1vyear 2.2 | 010 3 years
9 5c Records Relating to Official Passports - Passport Superseded or 2.2 | 010 3 years
registers obsolete
&l 2.2 | 091 | Superseded/obs.
9 6 Does not exist N/A
9 7 Federal Employee Transportation Subsidy Records 3 years 2.4 130 3 years
2.4 131 2 years
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10 1 Motor Vehicle Correspondence Files 2 years 5.4 | 010 3 years

10 ’a Motor Yehlcle Operating and Maintenance Files - 3 months ca | 090 3 years
Operating records

10 2b Mo.tor Vehicle Operating and Maintenance Files - 1year sa | 090 3 years
Maintenance records

10 3 Motor Vehicle Cost Files 3 years 5.4 | 090 3 years

10 4 Motor Vehicle Report Files 3 years 5.4 | 010 3 years

10 5 Motor Vehicle Accident Files 6 years 5.4 | 140 3 years

10 6 Motor Vehicle Release Files 4 years 5.4 | 040 3 years

10 7 Motor Vehicle Operator Files 3 years 5.4 | 110 3 years

10 8 |Does not exist N/A

10 9 Routine Aircraft Operations 2 years 5.4 120 3 years

. . . 6 years or
10 10 [Logistical Support for Flight Operations 5.4 130 6 years
superseded

General Aircraft Maintenance and Modification

10 11a |Records - Recordkeeping copies of maintenance Permanent Rescinded
manuals for unique or customized aircraft

6

10 11b General Aircraft Maintenance and Modification “ griae::'lse?jror 4 100 or 6 vears

Records - All other records P ' 130 y
obsolete

10 12 Indiv.ic.iuaI.Aircraft Maintenance and Airframe 6 years sa | 100 6 years
Modification Records

10 13 |Records Required for Accident/Incident Reports 1 year 5.6 | 100 3 years

11 1 Space and Maintenance General Correspondence Files 2 years 5.4 | 010 3 years

11 2a |Agency Space Files - Building plan files, etc. 2 years 5.4 | 010 3 years

1 b1 Agency Space Files - Correspondence and reports - 2 years sa | o10 3 years
Reports to GSA

11 2b2 |Agency Space Files - Copies 1 year 5.4 | 010 3 years

11 3 Directory Service Files 2 months 5.4 | 010 3 years

11 4a |Credentials Files - Identification credentials 3 months 2.6 | 120 6 years

5.6 | 130 6 months
Aft thing i
11 4b Credentials Files - Receipts, indexes, listings, etc. ereverythingis| 5.6 120 6 years
accounted for 5.6 | 130 6 months
11 5 Building and Equipment Service Files 3 months 5.4 | 071 90 days
1 -
12 1 Messenger Service Files 2 months 5.5 | 020 year or super
seded/obsolete

12 ’a Com.munication G.eneral Files - Corres re: internal 2 years 55 | o10 3 years
admin and operation

12 b Commun'ication General Files - Telecommunications 3 years sc | 010 3 years
general files

12 2 Con'llm.unication General Files - Telecommunications 1year 55 020 1 year or super-
statistical reports seded/obsolete
Communication General Files - Telecommunica-tion Business use

12 2d1 . . 1vyear 1.1 011
voucher files - reference copies ceases

12 > d2 Communi.cation Ge.neral Eiles - Tellecommunica-tion 1 year after audit 55 | o10 3 years
voucher files - relating to installation, etc. or 3 years

12 2e |Communication General Files - Copies of agreements 2 years 5.5 010 3 years

12 33 TeI(.ecommunications Operational Files - Message 6 months 55 020 1 year or super-
registers, etc. seded/obsolete
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12 3b jl'eleco'mmunica’fions Operational Files - Copies of 5 months Rescinded
incoming/outgoing messages
12 4  |Telephone Use (Call Detail) Records 3 years 5.5 | 010 3 years
12 54 .Post Office and F.’rivate.lVlaiI Company Records - re: 1year ss | o020 1 year or super-
incoming/outgoing mail seded/obsolete
Post Office and Private Mail Company Records -
L . . D 1 year or super-
12 5b |Application for registration and certification of 1vyear 5.5 | 020
] seded/obsolete
declared value mail
12 5c Post Office and Private Mail Company Records - Report 1year sc | 020 1 year or super-
of loss, etc. seded/obsolete
12 6a IVIaiI.and DeIiverY Service Control Files - Records of 1year ss | 020 1 year or super-
receipt and routing seded/obsolete
12 6b Mail and Delivery Service Control Files - Statistical 6 months sc | o020 1 year or super-
reports of postage used seded/obsolete
12 6c Mail and Delivery Service Control Files - Requisition for 6 months ss | o020 1 year or super-
stamps seded/obsolete
12 6d Mail and Delivery Serv'ice Control Files - Statcisti—cal 1year sc | o020 1 year or super-
reports and data relating to handling of mail seded/obsolete
Mail and Delivery Service Control Files - Records
. . 1 year or super-
12 6e |[relating to checks or other valuables remitted to 1 year 5.5 | 020
: seded/obsolete
agency by mail
Mail and Delivery Service Control Files - Records of and
. . . 1 year or super-
12 6f |receipts for mail and packages received through 6 months 5.5 | 020
- ) : seded/obsolete
Official Mail and Messenger Service
1 year or super-
12 6g [Mail and Delivery Service Control Files - General files 1 year 5.5 | 020 y P
seded/obsolete
12 6h Mail anc'l De'Iivery Service Control Files - Locator cards, 5 months sc | o020 1 year or super-
directories, indexes, etc. seded/obsolete
12 7 Metered Mail Files 6 years 5.5 | 030 6 years
B . 55 020 1 year or super-
12 8 Postal Irregularities Files 3 years seded/obsolete
5.6 050 3 years
13 1 Administrative Correspondence Files 2 years 5.5 | 010 3 years
13 ’a Projec’f Files - Files pertaining to the accomplishment 1year sc | 020 1 year or super-
of the job seded/obsolete
13 2b Project Files - Files pertaining to planning and other 3 years 55 | o10 3 years
tech matters
. 1 year or super-
13 3 Control Files 1 year 5.5 | 020
¥ seded/obsolete
- . Superseded/
13 4a [Mailing Lists - Correspondence, etc. 3 months 6.5 | 020
obsolete
Wh led S ded
13 | 4b  |Mailing Lists - Card lists encanceledorl ¢ s | 020 uperseded/
revised obsolete
Joint Committee on Printing (JCP) Reports Files -
13 5a g (JCP) Rep 3 years No change
Agency report to JCP
13 5b Jomjc Co'mmlttee'on Pr|nt'|ng (JCP) Reports Files - 1year No change
Copies in subordinate units
13 6 Internal Management Files 2 years 5.5 | 010 3 years
14 1 Information Requests Files 3 months 42 | 010 90 days
14 2 Acknowledgment Files 3 months 42 | 010 90 days
14 3 Press Service Files 3 months Rescinded
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14 4 Information Project Files 1 year 6.4 | 030 |No longer needed
14 5 Commendation/Complaint Correspondence Files 3 months 6.4 | 020 20 days
6.5 010 1 year
S ded
14 6 Indexes and Check Lists uperseded or 6.4 | 030 [Nolonger needed
obsolete
14 | 7-10 [Do not exist N/A
14 | 1121 FOIA Requests Files - Correspondence, etc. - Granting 2 years 4 020 6 years
access
14 | 11a2a [FOIA Requests Files - Unable to be filled - not appealed 2 years 4.2 | 020 6 years
14 | 11a2b |FOIA Requests Files - Unable to be filled - appealed 6yearsor3years| 4.2 | 020 6 years
14 | 11a3a |FOIA Requests Files - Denied - not appealed 6 years 4.2 | 020 6 years
6 years or 3 years
14 | 11a3b [FOIA Requests Files - Denied - appealed or with related 42 | 020 6 years
records
14 11b FOIA Requests Files - Official file copy of requested D|?905|’c.|on for Rescinded
records official file copy
FOIA A Is Files - C d d ti
14 12a ppeals Fles - Lorrespondence and supporting 6 yearsor3years | 4.2 020 6 years
documents
14 12b FOIA Appeals Files - Official file copy of records under D|?905|’c.|on for Rescinded
appeal official file copy
14 13a |FOIA Control Files - Registers or listings 5 years 4.2 | 040 5 years
14 13b |FOIA Control Files - Other files 5 years 4.2 | 040 5 years
14 14 |FOIA Reports Files 2 years 4.2 070 2 years
14 15 |FOIA Administrative Files 2 years 4.2 | 001 3 years
14 | 16-20 [Do not exist N/A
1a | 21a1 Privac'y Act Requests Files - Correspondence, etc. - 2 years 42 | o020 6 years
Granting access
Pri ActR ts Files - Unable to be filled - not
14 | 21a2a rivacy Act Requests Fies - Unable to be Tilled -no 2 years 4.2 020 6 years
appealed
. . . 4 years or 3 years
P ActR ts Files - Unable to be filled -
14 | 21a2b rivacy Act Requests Fies - Unable to be Tiile or with related 4.2 | 020 6 years
appealed
records
14 | 21a3a |Privacy Act Requests Files - Denied - not appealed 5 years 4.2 | 020 6 years
4 years or 3 years
14 | 21a3b [Privacy Act Requests Files - Denied - appealed or with related 4.2 | 020 6 years
records
14 21b Privacy Act Requests Files - Official file copy of D|?905|’c.|on for Rescinded
requested records official file copy
. . 4 years or official
14 22a |Privacy Act Amendment Case Files - Agreed by agency . . 4.2 | 090 4 years
copy disposition
3 years, 4 years or
14 22b |Privacy Act Amendment Case Files - Refused by agency official copy 4.2 | 090 4 years
disposition
14 29¢ Privacy Act Amendment Case Files - Refused and 3 years.or of.fi.cial 42 | 090 4 years
appealed copy disposition
5 fficial 5 fficial
14 23 |Privacy Act Accounting of Disclosure Files years.or © . |.C|a 4.2 | 050 years.or © . l_ua
copy disposition copy disposition
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14 24a |Privacy Act Control Files - registers or listings 5 years 4.2 | 040 5 years
14 24b |Privacy Act Control Files - other files 5 years 4.2 | 040 5 years
14 25 |Privacy Act Reports Files 2 years 4.2 070 2 years
14 26 |Privacy Act General Administrative Files 2 years 4.2 | 001 3 years
14 | 27-30 [Do not exist N/A
1a | 31a1 Mandatory Review For Decla'ssmcatlon Requests Files - 2 years 42 | o020 6 years
Correspondence, etc. - Granting access
14 | 31224 Mandatory Reylew For Declassification Requests Files - 2 years 22 | 020 6 years
Unable to be filled - not appealed
14 | 3122p Mandatory Reyiew For Declassification Requests Files - | 4 years or with 42 | o020 6 years
Unable to be filled - appealed related records
14 | 31234 IVIaeratory Review For Declassification Requests Files - 5 years 22 | 02 6 years
Denied - not appealed
14 | 31a3b Man'datory Review For Declassification Requests Files -| 4 years or with 42 | o020 6 years
Denied - appealed related records
1 | 316 Ma.n(.:latc?ry Review For Declassification Requests Files - D|?905|’c.|on for Rescinded
Official file copy of requested records official file copy
When requested
14 31c Mar'u?la'tory Reviev'v For Declassification Requests Files - docs. allre 22 | 020 6 years
Sanitizing instructions declassified or
destroyed
14 323 Mandatory Review for Declas.sification Appeals Files - 4 years 42 | o020 6 years
Correspondence and supporting documents
1a | 39 Ma.n(.:latc?ry Review for Declassification Appeals Files - D|?905|’c.|on for Rescinded
Official file copy of records under appeal official file copy
Mandatory Review for Declassification Control Files -
14 33a L. 5 years 4.2 040 5 years
regular or listing
1a | 33 lVIanda.tory Review for Declassification Control Files: 5 years 42 | oa0 5 years
other files
14 34 |Mandatory Review for Declassification Reports Files 2 years 42 | 030 2 years
14 35 Mandatory Review for Declassification Administrative 2 years 22 | 030 2 years
Files
Disposition for
Erroneous Release Files that include the official file . .p . 6 years or with
14 36a official file copy or| 4.2 | 060
copy of the released records related records
6 years
14 36b Frroneous Release Files that do not include the official 6 years a2 | o061 6 years
file copy of the released records
15 1 Housing General Correspondence Files 2 years 5.4 | 010 3 years
15 ’a Housing Maintenance and Repair Files - Summary card 3 years sa | o70 3 years
or ledger record
15 b Htousing Maintenance and Repair Files - Work orders, 3 years sa | o070 3 years
etc.
15 3 Housing Management Files 2 years 5.4 010 3 years
15 4 Housing Lease Files 3 years 5.4 080 3 years
15 5q HOl.,IS.ing Assignment and Vacancy Card Files - When tenant sa | oso 3 years
Individual tenant cards vacates
Housing Assignment and Vacancy Card Files -
15 5b u _I g 's . . y ! 3 years 5.4 080 3 years
Individual housing unit cards
15 6 Housing Inventory Files 3 years 5.4 010 3 years
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15 7a |Housing Application Files - Rejected application files 1 year 5.4 | 080 3 years
15 7b  |Housing Application Files - All others 2 years 5.4 | 080 3 years
S ded
16 1la |Administrative Issuances - Notices, etc. upersededor No change
obsolete
. . . When issuance is
16 1b  |Administrative Issuances - Case files No change
destroyed
16 9a1 Records Disposition Files - Basic documentation - 2 years 21 | 020 6 years
approved SF115s
16 922 Records Disposition Files - Basic documentation - 6 years a1 | o020 6 years
Other records
16 2b Records Disposition Files - Routine correspondence 2 years 21 | 020 6 years
and memoranda
16 3a |Forms Files - One record copy of each form 5 years 4.1 | 040 3 years
S ded
16 3b |Forms Files - Background materials, etc. uperseded or 4.1 | 040 3 years
obsolete
16 42 Records Holdings File':s - records in offices that prepare 3 years Rescinded
reports on agency-wide records holdings
16 4b  |Records Holdings Files - records held by other offices 1 year Rescinded
16 5 Project Control Files 1 year No change
16 6 Reports Control Files 2 years No change
16 7 Records Management Files 6 years 4.1 020 6 years
030 3 years
16 8 Does not exist N/A
16 9 Feasibility Studies 5 years 3.1 | 011 5 years
16 10a |Microfilm Inspection Records - re: permanent records 1 year 41 | 020 6 years
16 10b [Microfilm Inspection Records - re: temporary records 2 years 41 | 020 6 years
16 11 |IRM Triennial Review Files 7 years No change
16 12 |Information Collection Budget Files 7 years No change
Documents Published in the Federal Register -
16 13a |Processing notices announcing matters not codified in 1year No change
CFR
D ts Published in the Federal Register -
16 13b ocum(?n s Pu |s. ed in the Federal Register 2 years No change
Processing of semiannual regulatory agenda
Management Control Records - Policy, procedure, and Superseded or
16 14a . . No change
guidance files obsolete
16 14b Management Control Records - Management control Superseded or No change
plans obsolete
After next revie
16 14c |Management Control Records - Risk analyses cy)c(:le View No change
16 14d Management Control Records - Annual reports and Afte.r next No change
eassurance statements reporting cycle
16 14e |Management Control Records - Tracking files 1 year No change
Management Control Records - Review Files -
16 14f1 . . 5 years No change
Responsible office
Management Control Records - Review Files - Other
16 | 14f2 ) & 1 year No change
offices
Cartographic Records Prepared During Intermediate
17 1 graph L P unng ! No longer needed | 6.4 | 030 |No longer needed
Stages of Publication
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17 2 |Does not exist N/A
Architectural Drawings of Temporary Structure and Superseded, ob-
. o . . Superseded or
17 3 Buildings or of Buildings Not Critical to the Mission of obsolete 5.4 | 051 [solete, or trans-fer
the Agency to new owner
Superseded, ob-
17 4 Draw.in.gs .of Electrical, Plumbing, Heating, or Air Superseded or sa | 051 soIeF:e, or trans-fer
Conditioning Systems obsolete
to new owner
S ded by as- S ded
17 5 Contract Negotiation Drawings upe.rse N . yas 5.4 050 uperseded or
built drawings obsolete
Superseded, ob-
Superseded or
17 6 Space Assignment Plans P 5.4 | 051 [solete, or trans-fer
obsolete
to new owner
17 7 |Does not exist N/A
Superseded, ob-
. . . . . Superseded or
17 8 Engineering Drawings of Routine Minor Parts obsolete 5.4 051 |[solete, or trans-fer
to new owner
Superseded, ob-
. . . L. Superseded or
17 9 Drawings Reflecting Minor Modifications obsolete 5.4 | 051 |solete, or trans-fer
to new owner
Superseded or Superseded, ob-
17 10 |Paint Plans and Samples P 5.4 | 051 |solete, or trans-fer
obsolete
to new owner
18 1 ::I'Ilassified Documents Administrative Correspondence 2 years 42 | oo1 3 years
iles
18 2 Document Receipt Files 2 years 4.2 030 2 years
18 3 Destruction Certificates Files 2 years 42 | 030 2 years
18 4 Classified Document Inventory Files 2 years 42 | 030 2 years
18 5q Top Secret./.-\ccounting and Control Files - 5 years 42 | oa0 5 years
accountability over Top Secret documents
Related doc.
18 5b Top Secret Accounting and Control Files - handling and downgraded, 42 | 040 5 years
control documents transferred, or
destroyed
18 6 Access Request Files 2 years 4.2 030 2 years
Classified Document Container Security Files - safe and
o R ] Superseded or Superseded by
18 7a |padlock combinations, names of individuals knowing 4.2 | 031
L obsolete new form
combinations
Classified Document Container Security Files - records
18 7b  |of opening, closing, and routine checking of the 3 months 4.2 | 032 90 days
security of containers
18 3 Security and Prote.ctive Services Administrative 2 years 56 010 3 years
Correspondence Files
Survey and Inspection Files - government-owned 5.6 80 5 years
18 9 facilities 3 years
5.6 81 3 years
18 10 [Survey and Inspection Files - privately owned facilities 4 years >-6 80 > years
5.6 81 3 years
18 11 |Investigative Files 2 years 5.6 100 3 years
18 12 |Property Pass Files 3 months 5.6 | 040 3 months
18 13a |Guard Assignment Files - ledger records 3 years 5.6 | 010 3 years
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18 13b Guard Assignment Files - requests, analyses, reports, 2 years c6 | o010 3 years
change notices, etc.
18 14a |Police Functions Files - ledger records 3 years 5.6 100 3 years
18 14b Pc?lice Functions. Files - .reports, statements of 2 years 56 100 3 years
witnesses, warning notices, etc.
Police Functions Files - reports on contact of outside
18 14c . . o 1year 5.6 100 3 years
police with building occupants
18 15a |Personal Property Accountability Files - ledger files 3 years >-6 60 3 years
5.6 61 30 days
Personal Property Accountability Files - reports, loss .
18 15b statements :)eceiy ts etlé o i 1year > o S vears
» FECeIpts, etc. 56 | 61 30 days
18 163 Key A.ccountability Files - areas under maximum 3 years 56 | 020 3 years
security
18 16b |Key Accountability Files - other areas 6 months 5.6 | 021 6 months
18 17a |Visitor Control Files - areas under maximum security 5 years 5.6 110 5 years
18 17b |Visitor Control Files - other areas 2 years 5.6 111 2 years
Facilities Checks Files - Data sheets, door slip
18 18a |summaries, check sheets, and guard reports on 1vyear 5.6 090 30 days
security violations
Facilities Checks Files - Reports of routine after hours
18 | 18b : P 1 month 5.6 | 090 30 days
security checks
Guard Service Control Files - Control center key or
. Superseded or
18 19a |code records, emergency call cards, and building 5.6 | 090 30 days
. L obsolete
record and employee identification cards
Guard Service Control Files - Round reports, service
18 19b |reports on interruptions and tests, and punch clock 1 year 5.6 | 090 30 days
dial sheets
Guard Service Control Files - Automatic machine patrol
18 | 19¢ [ vice ! fies - Al ' nep 1year 5.6 | 090 30 days
charts and registers of patrol and alarm services
18 194 Guard Service Control Filfes - Arms distribution sheets, 3 months 56 030 3 months
charge records, and receipts
18 20a |Logs and Registers - central master logs 2 years >-6 | 110 > years
5.6 111 2 years
18 20b [Logs and Registers - individual posts 1 year 2.6 | 110 > years
5.6 111 2 years
18 21 |[Security Clearance Administrative Subject Files 2 years 5.6 | 010 3 years
Personnel Security Clearance Files - investigation done
18 22a urty ! investigat! 5 years 5.6 181 5 years
by government
. . . L Per investigating
Personnel Security Clearance Files - investigation Per agency
18 22b . L agency 5.6 170 . .
provided by other organizations . ] instruction
instructions
With related case Superseded or
18 22c |Personnel Security Clearance Files - index . 5.6 | 190 P
file obsolete
Superseded or Superseded or
18 23 |Personnel Security Clearance Status Files up 5.6 190 up
obsolete obsolete
18 24a |Security Violations Files - referred to DOJ or DOD 5 years 5.6 | 200 5 years
18 24b |Security Violations Files - all other files 2 years 5.6 | 200 5 years
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Classified Information Nondisclosure Agreements -
18 25a . I I_ ! ! Y g 70 years 4.2 121 50 years
maintained separately from OPF
18 25h C|a.SSIfI(.=_‘d Imformatlon Nondisclosure Agreements - .See OPF Rescinded
maintained in OPF disposition
18 26 E;nergency Planning Administrative Correspondence 2 years =3 | o10 3 years
iles
18 27 |Emergency Planning Case Files 3 years 5.3 | 010 3 years
18 28 |Emergency Operations Tests Files 3 years 5.3 010 3 years
National Defense Executive Reserve (NDER) Case Files - .
18 29a . ( ) 5 years Rescinded
reservists
18 »9b Natlt?na! Defen'se Executlv'e Reserve (NDER) Case Files - 5 years Rescinded
applications rejected or withdrawn
Files/Records Relating to the Creation, Use, and 010 5 years
20 la Maintenance of Computer Systems, Applications, or | No longer needed | 3.1 | 011 5 years
Electronic Records - Electronic files for testing system 020 3 years
Files/Records Relating to the Creation, Use, and
Maintenance of Computer Systems, Applications, or After transfer to When verified in
20 1b . e . 5.2 | 020 .
Electronic Records - Electronic files/records to master file new final record
create/update master file
Files/Records Relating to the Creation, Use, and
Maintenance of Computer Systems, Applications, or Business use
20 1c . P y PP . No longer needed | 3.2 | 030
Electronic Records - Records created to monitor ceases
system usage
20 9a1 Input/Source Records - Hard-copy - Previously Permanent Rescinded
scheduled; must be transferred in hard-copy
20 922 Input/Source Records - Hard-copy - Previously Permanent Rescinded
scheduled; e-recs don't meet transfer standards
20 9a3 Input/Sou'rce Record's - Haltd—copy - Contain info not Apply previously Rescinded
captured in electronic version approved schedule
20 9ad Input/Source Records - Hard-copy - Records not When.e.-version is 52 | o020 When. verified in
covered by 2al-3. verified, etc. new final record
Input/Source Records - Electronc records (except When verified in When verified in
20 2b o . . 5.2 | 020 .
notied in 2c¢) entered during update proces master file new final record
Input/Source Records - Electronic records received When verified in When verified in
20 2c ) 5.2 | 020 )
from another agency master file new final record
Input/Source Records - Uncalibrated or unvalidated When verified in When verified in
20 2d ) . 5.2 | 020 .
observational data master file new final record
20 33 EIectroan Versions of Records Scheduled for Disposal - When'hard cc?py Rescinded
Scanned images retention expires
20 3b1 Electronic Versions of Records Sch'e?IuIed'for Disposal - When'hard cc?py Rescinded
Other than scanned images - Administrative records retention expires
Electronic Versions of Records Scheduled for Disposal -
20 3b2 Other than scanned images - Records covered by GRS Submit SE-115 Rescinded
1, Item 21; GRS 1, Item 22; GRS 1, Item 25f; GRS 12,
Iltem 3; and GRS 18, Item 5.
Electronic Versions of Records Scheduled for Disposal -
. . L When hard copy .
20 3b3 [Other than scanned images - Digital still pictures, Rescinded
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GRS | Item GRS | Item
Electronic Versions of Records Scheduled for Disposal - Abolv brevious|
20 | 3b4 |Other than scanned images - Media neutral program PPIYP ¥ Rescinded
approved schedule
records
Electronic Versions of Records Scheduled for Disposal -
20 3b5 Other t'han s'canned imagés - Program records Submit SE-115 Rescinded
maintained in an electronic format that are not
covered by Items 3(a), 3(b)1, 3(b)(3), or 3(b)(4).
20 31 Electronic Records that Replace Permanent Hard Copy Permanent Rescinded
Records
Wh ified i
20 4 Data Files Consisting of Summarized Information No longer needed | 5.2 | 020 en. veriiedin
new final record
Wh ified i
20 5 Records Consisting of Extracted Information No longer needed | 5.2 | 020 en' veritiedin
new final record
Wh ified i
20 6 Print File No longer needed | 5.2 | 020 en. veriiedin
new final record
Wh ified i
20 7 Technical Reformat File No longer needed | 5.2 020 en' verimedn
new final record
When backed up After capture or
20 8a |Backups of Files - Identical to permanent records or transferredto | 3.2 | 050 P
transfer request
NARA
S ded After identical
20 8b [Backups of Files - Identical to temporary records uperseded or 3.2 | 051 eriaentica
obsolete records deleted
20 9 Finding Aids (or Indexes) No longer needed | 4.1 | 010 | No longer needed
When related When master file
20 10 |Special Purpose Programs master file is 3.1 | 012 .
is deleted
deleted
When related
20 | 11al [Documentation - Related to temporary systems master file is 3.1 051 5 years
deleted
20 | 11a2 |Documentation - Related to permanent systems Permanent 3.1 050 Permanent
20 11b Documentation - Copies of records relating to system See GRS 24, item 5| 3.2 | 010 1year
security
20 123 Downloaded and Copied Data - Derived data for ad- No longer needed | 5.2 | 020 When. verified in
hoc reports new final record
20 12b Downloaded and Copied Data - Derived data in lieu of No longer needed | 5.2 | 020 When' verified in
hard copy reports new final record
20 12¢ Downloaded and Copied Data - Metadata or reference No longer needed | 5.2 | 020 When. verified in
data new final record
After copying to
20 13 |Word Processing Files No longer needed | 5.1 | 020 recordkeeping
system
After copying to After copying to
20 14 |Electronic Mail Records recordkeeping 5.1 | 020 recordkeeping
system system
. After copying to
Elect S dsheets - Used t d hard
20 15a ec .ron|c. pr.ea s.ee > .se ? produce hard copy No longer needed | 5.1 | 020 recordkeeping
that is maintained in organized files
system
After copying to
20 156 Electronic Spreadsheets - Maintained in electronic When.hard cc.)py 51 | 020 recordkpeyepigng
form retention expires
system
20 16 Hard Copy Printouts Created to Meet Ad Hoc Business No longer needed | 5.2 | 020 When' verified in
Needs new final record
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Photographs of Routine Award Ceremonies, Social
21 1 Events, and Activities not Related to the Mission of the 1vyear 6.4 | 050 2 years
Agency (Still Photography)
3 years or
Personnel Identification or Passport Photographs (Still Superseded or 22| 030 sezaration
21 2 obsolete or 5
Photography) years 5.6 | 120 6 years
5.6 130 6 months
Internal Personnel and Administrative Training
21 3 Filmstrips and Slides of Programs that do not reflect 1 year 2.6 | 010 3 years
the Mission of the Agency (Still Photog.)
21 4 Does not exist N/A
21 5 Viewgraphs 1 year 6.4 050 2 years
21 6 E;);Z:hee:\;’fv:z;ké;::rag::labpllrl]?;sFlyers, Posters, No longer needed | 6.4 | 030 |No longer needed
Line and Halftone Negatives, Screened Paper Prints
21 7 and Offset Lithographic Plates Used for No longer needed | 6.4 | 030 |No longer needed
Photomechanical Reproduction
21 8 Line Copies of Graphs and Charts No longer needed | 6.4 | 030 |No longer needed
71 9 Films Acquired fr('m'm Outside': Sou'rces for Personnel and 1year 56 | o10 3 years
Management Training (Motion Pictures)
21 10 |Does not exist N/A
21 11 |Routine Surveillance Footage (Motion Pictures) 6 months 5.6 | 090 | 30 days
21 12 Routi.ne Sc.jientific, Medical, or Engineering Footage 2 years Rescinded
(Motion Pictures)
21 13 |Does not exist N/A
21 14 Programs Acquired frc.)nl'l Outs.ide Sources.for Personnel 1year 26 | o10 3 years
and Management Training (Video Recordings)
21 15 |[Does not exist N/A
21 16 |Rehearsal or Practice Tapes (Video Recordings) Immediate 6.4 | 030 | Nolonger needed
Internal Personnel and Administrative Training
21 17 [Programs that do not Reflect the Mission of the 1vyear 2.6 | 010 3 years
Agency (Video Recordings)
21 18 |Routine Surveillance Recordings (Video Recordings) 6 months 5.6 | 090 30 days
21 19 RCfutine Scient.ific, Medical, or Engineering Recordings 2 years Rescinded
(Video Recordings)
71 20 Recordings that I'Documc'ent Routine 'Meetlngs and 2 years 6.4 | oso 2 years
Award Presentations (Video Recordings)
21 21 |Does not exist N/A
Recordings of Meetings Made Exclusively for Note . Creation of final
21 22 . o . . Immediate 5.2 | 020 | record or end of
Taking or Transcription (Audio/Sound Recordings) .
business use
Creation of final
21 23 |Dictation Belts or Tapes (Audio/Sound Recordings) Immediate 5.2 | 020 | record or end of
business use
Premix Sound Elements Created During the Course of a
21 24 |Motion Picture, Television, or Radio Production Immediate 6.4 030 | No longer needed
(Audio/Sound Recordings)
21 25 |Does not exist N/A
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Dail Spot N R dings Available to Local Radi
21 26 al y or>po ew.s eCCfI’ |ngs. variable to oca. adio 6 months 6.4 | 040 | Nolonger needed
Stations on a Call-in Basis (Audio/Sound Recordings)
21 27 |Does not exist N/A
Production Files or Similar Files that Document Origin, .
- . With related
21 28 |Development, Acquisition, Use and Ownership of records 6.4 | 050 2 years
Temporary Audiovisual Records
- . . With related
21 29 |Finding Aids for Temporary Audiovisual Records records 4.1 | 010 | No longer needed
Busi
23| 1 |office Administration Files 2 years 5.1 | o10 usiness use
ceases
23 | 2-4 |Do not exist N/A
Buei
23 5a |Schedules of Daily Activities - substantive information 2 years 5.1 | 010 us;z:sszsuse
Business use
23 S5b  |Schedules of Daily Activities - routine activities No longer needed | 5.1 | 010 ceases
Busi
23 6a [Suspense Files - A note or reminder Immediate 5.2 | 010 usiness use
ceases
Business use
23 6b [Suspense Files - Copy of outgoing communication Immediate 5.2 | 010 ceases
T itory Files (first bullet only) - Routi ts f
23 2 'ran5| or'y iles (first bullet only) - Routine requests for No longer needed | 4.2 010 90 days
information
Business use
23 7 Transitory Files (all other bullets) No longer needed | 5.2 | 010 ceases
23 8 Tracking and Control Records 2 years 4.1 | 010 | Nolonger needed
With related
23 9 Finding Aids (or Indexes) ! 4.1 | 010 [ Nolonger needed
records
(0] ightand C li Files - Perfi
24 la versight and Lompliance riies - Fertormance S5yearsorlyear | 3.1 040 5years
measurements and benchmarks
24 1b Oversight and Compliance Files - All other oversite and 3yearsor 1year | 3.1 | 040 5 years
compliance records
22 ) IT Fa.cility, Site Management, and Equipment Support 3 years or 31 020 3 years
Services Records superseded
24 3a IT Asset z'md Configuration Management Files - 1year 31 | 020 3 years
Inventories
IT Asset and Configuration Management Files -
24 | 3bl [Management Records - system implementations, 1 year 3.1 | 030 5 years
applications, modifications
IT Asset and Configuration Management Files -
24 3b2 g . & . 3yearsorlyear | 3.1 020 3 years
Management Records - routine IT maintenance
24 4al System Backups and Tape Library Records - Backup Superseded or 32 | 040 Superseded
tapes - Incremental backup tapes obsolete
. After second When second
System Backups and Tape Library Records - Backup
24 | 4a2 taes - Full backup tapes subsequent 32 | 041 subsequent
P ptap backup backup verified
24 ab S.ystem Backups and Tape Library Records - Tape Superseded or 41 | 010 |No longer needed
library records obsolete
Files Related to Maintaining the Security of Systems
24 5a |and Data - System Security Plans and Disaster 1vyear 3.2 | 010 1vyear
Recovery Plans

279




Transmittal 28
July 2017 (UPDATED 09-14-17)

Old GRS to New GRS Crosswalk

Oid | oOld Ne Ne
Series Title Old Retention W W New Retention
GRS | Item GRS | Item
24 sh Files Related t9 Maintaining the Security of Systems 1year 32 | o10 1year
and Data - IT risks, etc.
User Identification, Profiles, Authorizations, and
24 6a |Password Files - Systems requiring special 6 years 3.2 | 031 6 years
accountability
24 6b User Identification, Profiles, Authorizations, and See GRS 20, item 3.2 030 Business use
Password Files - Routine systems 1c ceases
24 7 Computer Security Incident Handling, Reporting, and 3 years 32 | 020 3 years
Follow-up Records
24 8a |IT Operations Records - Workload schedules, etc. 1 year 3.1 | 020 3 years
24 8b |IT Operations Records - Problem reports, etc. 1 year 3.1 | 020 3 years
24 8c |IT Operations Records - Operations reports, etc. 3 years 3.1 020 3 years
24 9a |Financing of IT Resources and Services - Agreements 3 years 3.1 020 3 years
24 9b Financi.ng of .IT Resources ?nd Services - Files related to 3 years 31 | o020 3 years
managing third-party services
24 9c Financing of IT Resources and Services - allocate 3 years 31 | 020 3 years
charges, track payments
24 10a |IT Customer Service Files - Help desk information 1 year 5.8 | 010 1year
24 10b |[IT Customer Service Files - Logs, reports, etc. 1 year 5.8 010 1 year
24 112 !T Infrastructure Design and Implementation Files - Not 1year 31 | o10 5 years
implemented
24 11b IT Infrastructure Design and Implementation Files - 5 years 31 | o10 5 years
Implemented
24 11c IT Infrasicructure Des.ign and Implementation Files - 3 years 31 | o10 5 years
Installation and testing
24 12 |Does not exist N/A
7 years, 6 months; 7 years, 6 months;
10 6 10 6
24 | 13al |PKI Records - PKI Administrative Records - FBCA Cas years, 3.2 [ 060 years,
months; or 20 months; or 20
years, 6 months years, 6 months
7 years, 6 months 7 years, 6 months
24 | 13a2 |PKI Records - PKI Administrative Records - Other Cas to 20 years, 6 3.2 | 061 to 20 years, 6
months months
7 years, 6 months 7 years, 6 months
24 13b |PKI Records - Transaction specific records to 20 years, 6 3.2 | 062 to 20 years, 6
months months
Ethics Program Implementation, Interpretation,
25 la [Counseling, and Development Files - [see records list in 3 years 2.8 | 010 6 years
schedule]
Ethics Program Implementation, Interpretation,
25 1b . g P . P 6 years 2.8 | 010 6 years
Counseling, and Development Files - all other records
25 9a1 .Fin?rrcial Disclosure Reporting File.s - public reports - 1year 28 | 060 1year
individuals not subsequently confirmed or elected
55 922 Financial Disclosure Reporting Files - public reports - all 6 years 58 | 061 6 years
other reports
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Financial Disclosure Reporting Files - confidential
25 2b1l [reports - individuals not subsequently confirmed or 1vyear 2.8 | 070 1vyear
elected
25 b2 Financial Disclosure Reporting Files - confidential 6 years )8 071 6 years
reports - all other reports 072 6 years
Financial Disclosure Reporting Files - alternative or
25 2cl |additional - individuals not subsequently confirmed or 1 year 2.8 | 080 1 year
elected
Financial Disclosure Reporting Files - alternative or
25 2¢c2 . P & 6 years 2.8 081 6 years
additional - all other reports
100 6 years
25 3 Ethics Agreement Records 6 years 2.8 101 Destruction of last
disclosure report
Referrals and Notifications of Violations of Criminal
25 4 Conflict of Interest Statutes and Other Potential 6 years 2.8 | 020 6 years
Violations Files
25 5q Non-Federally Funded Travel Files - Semiannual 3 years 28 | 030 3 years
Expense Reports
55 sh Non-F'ederaII'y Funded Travel Files - records used to 1year 58 | 031 1year
compile Semiannual Expense Reports
25 6a Ethics Program Review Files - OGE program review 6 years )8 050 6 years
reports, etc.
25 6b [Ethics Program Review Files - all other records 1 year 2.8 | 050 6 years
Annual Agency Ethics Program Questionnaire Files -
25 7 questi.onnaire.comple.ted by ethics officials irT . 3 years 28 | 040 3 years
compliance with Section 402(e)(1) of the Ethics in
Government Act of 1978
25 b Annual Agency Ethics Program Questionnaire Files - all 1year 28 | 040 3 years
other records
55 8a Ethic's 'Progr'am Employee Training and Education Files - 6 years 56 | 020 6 years
administration
25 8b Eth.ic.s Progran’T Employee Training and Education Files - 6 years 26 | 020 6 years
training materials
25 9 Ethics Program Procedures Files 6 years 2.8 | 010 6 years
Business use
26 la [Internal Agency Committees - unrelated to mission No longer needed | 5.1 | 030 ! cleasesu
26 1b [Internal Agency Committees - related to mission Must be scheduled Rescinded
26 2a FACA Committees - establishment, policy, etc. Permanent 6.2 010 Permanent
020 Permanent
Superseded, no
longer needed or
26 2b  |FACA Committees - day-to-day activities 3 years 6.2 | 050 & )
committee
termination
010 Permanent
At termination or Superseded, no
26 2cl FACA Committees - websites - electronic version 6.2 longer needed or
no longer needed 050 .
committee
termination
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At termination or .
26 2c2 |FACA Committees - websites - design and management inatt Rescinded
no longer needed
Superseded, no
FACA Committees - websites - electronic version of At termination or longer needed or
26 2c3 . 6.2 | 050 )
records duplicated elsewhere no longer needed committee
termination
26 3 Records not maintained by sponsor or secretariat 3 years Rescinded
040 6 years
Superseded, no
longer needed or
26 4 Committee management records 6 years 6.2 050 & .
committee
termination
060 3 years
27 1 Information Technology Program Planning Records 7 years No change
27 2 Enterprise Architecture Records 7 years No change
27 3 Information Technology Capital Investment Records 7 years No change
27 4 Legal and Regulatory Compliance Records 5 years 4.2 | 080 5 years
27 5 ClIO Committee Records 5 years No change
27 6 ClO Subject and Office Records 5 years Rescinded
27 7 Schedules of Daily Activities 2 years Rescinded
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	3.  Personnel Correspondence Files.
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	4.  Offers of Employment Files.
	Correspondence, including letters and telegrams, offering appointments to potential employees.
	a.  Accepted offers.  Superseded by GRS 2.1, item 050 (DAA-GRS-2014-0002-0006) and GRS 2.1, item 051 (DAA-GRS-2014-0002-0007)
	b.  Declined offers:
	(1)  When name is received from certificate of eligibles.  Superseded by GRS 2.1, item 060 (DAA-GRS-2014-0002-0011)
	(2) Temporary or excepted appointment.  Superseded by GRS 2.1, item 060 (DAA-GRS-2014-0002-0011)
	(3) All others.  Superseded by GRS 2.1, item 060 (DAA-GRS-2014-0002-0011)


	5.  Certificate of Eligibles Files.
	Copies obtained from OPM of certificates of eligibles with related requests, forms, correspondence, and statement of reasons for passing over a preference eligible and selecting a nonpreference eligible.  Superseded by GRS 2.1, item 050 (DAA-GRS-2014-...
	6.  Employee Record Cards. [See note after this item.]
	Employee record cards used for informational purposes outside personnel offices (such as SF 7B).   Rescinded per GRS Transmittal 28
	7.  Position Classification Files.
	(a) Case file.  Superseded by GRS 2.1, item 010 (DAA-GRS-2014-0002-0001)
	(b)  Review File.  Rescinded per GRS Transmittal 28

	GENERAL RECORDS SCHEDULE 2
	Payrolling and Pay Administration Records
	Items 3 through 5.  Reserved.
	Time and Attendance
	Items 10 through 12.  Reserved.
	Deductions, Allotments, and Electronic Funds Transfers
	13. Tax Files.
	14. Savings Bond Purchase Files.
	15. Combined Federal Campaign and Other Allotment Authorizations.
	16. Thrift Savings Plan Election Form.
	Form TSP-1 authorizing deduction of employee contribution to the Thrift Savings Plan.  Superseded by GRS 2.4, item 010 (DAA-GRS-2016-0015-0001)
	17. Direct Deposit Sign-up Form (SF 1199A).  Superseded by GRS 2.4, item 010 (DAA-GRS-2016-0015-0001)
	18. Levy and Garnishment Files.
	Items 19 through 21.  Reserved.
	Payroll Administration
	22. Payroll System Reports.
	23. Payroll Change Files.
	24. Payroll Correspondence.
	Items 25 through 27.  Reserved.
	Retirement
	GENERAL RECORDS SCHEDULE 3
	Procurement, Supply, and Grant Records
	1. Real Property Files.  [See note after item 1b.]
	2. General Correspondence Files.
	3. Routine Procurement Files
	d. Data Submitted to the Federal Procurement Data System (FPDS).  Superseded by GRS 1.1, item 013 (DAA-GRS-2016-0001-0002)
	4. Supply Management Files.
	5. Solicited and Unsolicited Bids and Proposals Files.
	6. Public Printer Files.
	Records relating to requisitions on the Printer, and all supporting papers.
	7. Non-personnel Requisition File.
	8. Inventory Requisition File.
	Requisitions for supplies and equipment for current inventory.
	9. Inventory Files.
	10. Telephone Records.
	Telephone statements and toll slips.  Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
	11. Contractors' Payroll Files.
	12. Tax Exemption Files.
	Tax exemption certificates and related papers.  Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
	13. Unsuccessful Grant Application Files.
	14. Grant Administrative Files. [See note after this item.]
	15. Contract Appeals Case Files.
	16. Contractor's Statement of Contingent or Other Fees.
	17. Small and Disadvantaged Business Utilization Files.
	Destroy when 3 years old. (N1-GRS-87-14 item 1)
	GENERAL RECORDS SCHEDULE 4
	Property Disposal Records
	1. Property Disposal Correspondence Files.
	2. Excess Personal Property Reports.  Superseded by GRS 5.4, item 040 (DAA-GRS-2016-0011-0004)
	3. Surplus Property Case Files.
	4. Real Property Files. [See note after this item.]
	GENERAL RECORDS SCHEDULE 5
	Budget Preparation, Presentation, and Apportionment Records
	1. Budget Correspondence Files.
	Destroy when 2 years old. (GRS 5, 1952, items 1 and 3)
	2. Budget Background Records.
	Destroy 1 year after the close of the fiscal year covered by the budget. (NC1-GRS-81-13 item 2)
	3. Budget Reports Files.
	Periodic reports on the status of appropriation accounts and apportionment.
	Destroy when 5 years old. (GRS 5, 1952, item 5a)
	Destroy 3 years after the end of the fiscal year. (NC-64-75-2 item 5b)
	4. Budget Apportionment Files.  [See note after this item.]
	GENERAL RECORDS SCHEDULE 6
	Accountable Officers’ Accounts Records
	1. Accountable Officers' Files.  Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
	Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
	2. GAO Exceptions Files.
	3. Certificates Settlement Files.
	4. General Fund Files.
	5. Accounting Administrative Files.
	6. Federal Personnel Surety Bond Files.
	7. Gasoline Sales Tickets.
	8. Telephone Toll Tickets.
	Originals and copies of toll tickets filed in support of telephone toll call payments.  Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
	9. Telegrams.
	Originals and copies of telegrams filed in support of telegraph bills.  Rescinded per GRS Transmittal 23
	10. Administrative Claims Files.
	11. Waiver of Claims Files.
	GENERAL RECORDS SCHEDULE 7
	Expenditure Accounting Records
	1. Expenditure Accounting General Correspondence and Subject Files.
	2. General Accounting Ledgers.
	3. Appropriation Allotment Files.
	Allotment records showing status of obligations and allotments under each authorized appropriation.  Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
	4. Expenditure Accounting Posting and Control Files.
	GENERAL RECORDS SCHEDULE 8
	Stores, Plant, and Cost Accounting Records
	1. Plant, Cost, and Stores General Correspondence Files.
	Correspondence files of units responsible for plant, cost, and stores accounting operations.  Superseded by GRS 1.1, item 001 (DAA-GRS-2016-0013-0001)
	2. Stores Invoice Files.
	Invoices or equivalent papers used for stores accounting purposes.   Superseded by GRS 1.1, item 040 (DAA-GRS-2013-0003-0012)
	3. Stores Accounting Files.
	Stores accounting returns and reports.  Superseded by GRS 1.1, item 040 (DAA-GRS-2013-0003-0012)
	4. Stores Accounting Background Files.
	Working files used in accumulating stores accounting data.  Superseded by GRS 1.1, item 040 (DAA-GRS-2013-0003-0012)
	5. Plant Accounting Files. [See note after this item.]
	Plant account cards and ledgers, other than those pertaining to structures.   Superseded by GRS 1.1, item 040 (DAA-GRS-2013-0003-0012)
	6. Cost Accounting Reports.
	a. Copies in units receiving reports.   Superseded by GRS 1.1, item 040 (DAA-GRS-2013-0003-0012)
	b. Copies in reporting units and related work papers.   Superseded by GRS 1.1, item 040 (DAA-GRS-2013-0003-0012)
	7. Cost Report Data Files.
	Ledgers, forms, and electronic records used to accumulate data for use in cost reports.
	a. Ledgers and forms.  Superseded by GRS 1.1, item 040 (DAA-GRS-2013-0003-0012)
	(1) Detail cards.  Rescinded per GRS Transmittal 23
	(2) Summary cards.  Rescinded per GRS Transmittal 23
	(3) Tabulations.  Rescinded per GRS Transmittal 23
	GENERAL RECORDS SCHEDULE 9

	Travel and Transportation 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 do...
	a. Movement of goods. 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 m...
	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 admini...
	1. Commercial Freight and Passenger Transportation Files.
	a. Original vouchers and support documents covering commercial freight and passenger transportation charges of settled fiscal accounts, including registers and other control documents, but EXCLUDING those covered by item 1b of this schedule.  Supersed...
	b. Records covering payment for commercial freight and passenger transportation 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 actio...
	c. Issuing office copies of Government or commercial bills of lading, commercial passenger transportation vouchers (Standard Form (SF) 1113A) and transportation requests (SF 1169), travel authorizations, and supporting documents.  Superseded by GRS 1....
	d. Obligation copy of commercial passenger transportation vouchers.  Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
	e. Unused ticket redemption forms, such as SF 1170.  Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
	2.  Lost or Damaged Shipments Files.
	Schedules of valuables shipped, correspondence, reports, and other records relating to the administration of the Government Losses in Shipment Act.  Superseded by GRS 5.5, item 040 (DAA-GRS-2016-0012-0004)
	3.  Noncommercial, Reimbursable Travel Files.
	Copies of records relating to reimbursing individuals, such as travel orders, per diem vouchers, and all other supporting documents relating to official travel by officers, employees, dependents, or others authorized by law to travel.
	a. Travel administrative office files.  Superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
	b. Obligation copies.  Superseded by GRS 1.1, item 011 (DAA-GRS-2013-0003-0002)
	4. General Travel and Transportation Files.
	a. Routine administrative records including correspondence, forms, and related records pertaining to commercial and noncommercial agency travel and transportation and freight functions not covered elsewhere in this schedule.  Superseded by GRS 1.1, it...
	b. Accountability records documenting the issue or receipt of accountable documents.  Superseded by GRS 5.5, item 020 (DAA-GRS-2016-0012-0002)
	5. Records Relating to Official Passports. [See notes after item 5c.]
	a. Application files.
	Documents relating to the issuance of official passports, including requests for passports, transmittal letters, receipts, and copies of travel authorizations.  Superseded by GRS 2.2, item 090 (DAA-GRS-2017-0007-0013)
	b. Annual reports concerning official passports.
	Reports to the Department of State concerning the number of official passports issued and related matters.  Superseded by GRS 2.2, item 010 (DAA-GRS-2017-0007-0001)
	c. Passport registers.
	Registers and lists of agency personnel who have official passports. Superseded by GRS 2.2, item 010 (DAA-GRS-2017-0007-0001) and GRS 2.2, item 091 (DAA-GRS-2017-0007-0014)
	[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. (N1-GRS-91-1, item 5 N...
	6. RESERVED
	7. Federal Employee Transportation Subsidy Records.
	Documents in either paper or electronic form relating to the disbursement of transportation subsidies to employees, including applications of employees no longer in the program, superseded applications, certification logs, vouchers, spreadsheets, and ...
	GENERAL RECORDS SCHEDULE 10
	Motor Vehicle and Aircraft Maintenance and Operation Records
	These records pertain to the management, maintenance, and operation of motor vehicles and aircraft used by agencies.
	1. Motor Vehicle Correspondence Files.
	2. Motor Vehicle Operating and Maintenance Files.
	3. Motor Vehicle Cost Files.
	Motor vehicle ledger and worksheets providing cost and expense data.  Superseded by GRS 5.4, item 090 (DAA-GRS-2016-0011-0011)
	4. Motor Vehicle Report Files.
	5. Motor Vehicle Accident Files.
	6. Motor Vehicle Release Files.
	7. Motor Vehicle Operator Files.
	9. Routine Aircraft Operations.
	Records that pertain to the day-to-day operation of aircraft operated by Federal agencies. Included are records documenting departures, takeoffs, and destinations, passengers on board, requests for flights, flight orders, aircraft flight logs, flight ...
	10. Logistical Support for Flight Operations.
	Records that document logistical support relating to flying activities, such as furnishing supplies, equipment, administrative assistance, and other needed logistics services.  Also included are comments on regulations, directives or other publication...
	11. General Aircraft Maintenance and Modifications Records.
	Records relating to fleet-wide general maintenance activities, modifications, or improvements designed to meet programmed requirements (as opposed to maintenance activities performed on a specific aircraft; see item 12 for records relating to maintena...
	a. Recordkeeping copies of maintenance manuals for unique or customized aircraft.  Rescinded per GRS Transmittal 27
	b. All other records.  Superseded by GRS 5.4, item 100 (DAA-GRS-2016-0011-0013) and GRS 5.4, item 130 (DAA-GRS-2016-0011-0016)
	12. Individual Aircraft Maintenance and Airframe Modifications Records.
	Records relating to maintenance activities performed on specific aircraft.  Included are aircraft logbooks, aircraft engine records, inspection and maintenance records, preventive maintenance inspections, diagnostic checkouts, spot check inspections, ...
	13.   Records Required for Accident/Incident Reports.
	Records requested by authorities conducting the investigation of accidents/incidents involving aircraft used by Federal agencies, including leased aircraft used by Federal agencies.  Superseded by GRS 5.6, item 100 (DAA-GRS-2017-0006-0013)
	GENERAL RECORDS SCHEDULE 11
	Space and Maintenance Records
	1. Space and Maintenance General Correspondence Files.
	2.  Agency Space Files.
	3. Directory Service Files.
	4. Credentials Files.
	Identification credentials and related papers.
	b. Receipts, indexes, listings, and accountable records.  Superseded by GRS 5.6, item 120 (DAA-GRS-2017-0006-0016) and GRS 5.6, item 130 (DAA-GRS-2017-0006-0018)
	5. Building and Equipment Service Files.
	Requests for building and equipment maintenance services, excluding fiscal copies.  Superseded by GRS 5.4, item 071 (DAA-GRS-2016-0011-0009)
	GENERAL RECORDS SCHEDULE 12
	Communications Records
	1. Messenger Service Files.
	2. Communication General Files.
	3. Telecommunications Operational Files.  [See note after item 3b.]
	4. Telephone Use (Call Detail) Records.
	5. Post Office and Private Mail Company Records.
	6. Mail and Delivery Service Control Files.
	7. Metered Mail Files.
	8. Postal Irregularities File.
	GENERAL RECORDS SCHEDULE 13
	Printing, Binding, Duplication, and Distribution Records
	1. Administrative Correspondence Files.
	2. Project Files.  [See note after item 2b.]
	3. Control Files.
	Control registers pertaining to requisitions and work orders.  Superseded by GRS 5.5, item 020 (DAA-GRS-2016-0012-0002)
	4. Mailing Lists.
	5. Joint Committee on Printing (JCP) Reports Files.
	Reports to Congress and related records.
	Destroy when 3 years old. (GRS 13, 1952, item 6a)
	Destroy 1 year after date of report. (GRS 13, 1952, item 6b)
	6. Internal Management Files.
	Records relating to internal management and operation of the unit.  Superseded by GRS 5.5, item 010 (DAA-GRS-2016-0012-0001)
	GENERAL RECORDS SCHEDULE 14
	Information Services Records
	1. Information Requests Files.
	2. Acknowledgment Files.
	3. Press Service Files.
	Press service teletype news and similar materials.  Rescinded per GRS Transmittal 27
	4. Information Project Files.
	Information service project case files maintained in formally designated information offices. Superseded by GRS 6.4, item 030 (DAA-GRS-2016-0005-0003)
	5. Commendation/Complaint Correspondence Files.
	6. Indexes and Check Lists.
	Items 7 through 10. Reserved.
	11. FOIA Requests Files.
	12. FOIA Appeals Files.
	13. FOIA Control Files.
	14. FOIA Reports Files.
	15. FOIA Administrative Files.
	21. Privacy Act Requests Files.
	22. Privacy Act Amendment Case Files.
	23. Privacy Act Accounting of Disclosure Files.  Now GRS 4.2, item 050 (NC1-64-77-1 item 27)
	24. Privacy Act Control Files.
	25. Privacy Act Reports Files.
	26. Privacy Act General Administrative Files.
	31. Mandatory Review For Declassification Requests Files.
	32. Mandatory Review for Declassification Appeals Files.
	33. Mandatory Review for Declassification Control Files.
	34. Mandatory Review for Declassification Reports Files.
	35. Mandatory Review for Declassification Administrative Files.
	36. Erroneous Release Files.
	GENERAL RECORDS SCHEDULE 15
	Housing Records
	1. Housing General Correspondence Files.
	Correspondence files pertaining to the maintenance and management of housing projects.  Superseded by GRS 5.4, item 010 (DAA-GRS-2016-0011-0001)
	2. Housing Maintenance and Repair Files.
	Maintenance and repair records for individual units.
	b. Work orders, requisitions, and related papers involved in repair and maintenance work.  Superseded by GRS 5.4, item 070 (DAA-GRS-2016-0011-0008)
	3. Housing Management Files.
	4. Housing Lease Files.
	Copies of leases, renewals, termination notices, and related documents.  Superseded by GRS 5.4, item 080 (DAA-GRS-2016-0011-0010)
	5. Housing Assignment and Vacancy Card Files.
	a. Individual tenant cards.  Superseded by GRS 5.4, item 080 (DAA-GRS-2016-0011-0010)
	6. Housing Inventory Files.
	Furnishing inventory files, pertaining to items included in furnished units.  Superseded by GRS 5.4, item 010 (DAA-GRS-2016-0011-0001)
	7. Housing Application Files (other than copies in lease files).
	b. All others.  Superseded by GRS 5.4, item 080 (DAA-GRS-2016-0011-0010)
	GENERAL RECORDS SCHEDULE 16
	Administrative Management Records
	1. Administrative Issuances.  [See note after item 1b.]
	Destroy when superseded or obsolete. (NC1-GRS-81-5 item 3c)
	Destroy when issuance is destroyed. (NC1-GRS-81-5 item 3d)
	2. Records Disposition Files.
	Descriptive inventories, disposal authorizations, schedules, and reports.
	3. Forms Files.
	4. Records Holdings Files.
	5. Project Control Files.
	6. Reports Control Files.
	Destroy 2 years after the report is discontinued. (NC1-GRS-80-7 item 1)
	7. Records Management Files.
	8. Reserved.
	9. Feasibility Studies.
	10. Microform Inspection Records.
	11. IRM Triennial Review Files.
	Destroy when 7 years old. (N1-GRS-87-15 item 1)
	12. Information Collection Budget Files.
	Destroy when 7 years old. (N1-GRS-87-16 item 1)
	13. Documents Published in the Federal Register.  [See note after item 13b.]
	Destroy when 1 year old. (N1-GRS-87-17 item 1a)
	Destroy when 2 years old. (N1-GRS-87-17 item 1b)
	14. Management Control Records.
	Destroy when superseded. (N1-GRS-91-5 item 1a)
	Destroy when superseded. (N1-GRS-91-5 item 1b)
	Cut off closed files annually.  Destroy after next review cycle. (N1-GRS-91-5 item 1c)
	Cut off closed files annually.  Destroy after next reporting cycle. (N1-GRS-91-5 item 1d)
	Destroy 1 year after report is completed. (N1-GRS-98-2 item 23)
	GENERAL RECORDS SCHEDULE 17
	Cartographic, Aerial Photographic, Architectural, and Engineering Records
	1.  Cartographic Records Prepared During Intermediate Stages of Publication.
	Outline floor plans indicating occupancy of a building.  Superseded by GRS 5.4, item 051 (DAA-GRS-2016-0011-0006)
	GENERAL RECORDS SCHEDULE 18
	Security and Protective Services Records
	Classified Information Accounting and Control Records
	1. Classified Documents Administrative Correspondence Files.  [See note after this item.]
	2. Document Receipt Files.
	Records documenting the receipt and issuance of classified documents.  Superseded by GRS 4.2, item 030 (DAA-GRS-2016-0002-0002)
	3. Destruction Certificates Files.
	Certificates relating to the destruction of classified documents.  Superseded by GRS 4.2, item 030 (DAA-GRS-2016-0002-0002)
	4.   Classified Document Inventory Files.
	5.    Top Secret Accounting and Control Files.
	6. Access Request Files.
	Requests and authorizations for individuals to have access to classified files.   Superseded by GRS 4.2, item 030 (DAA-GRS-2016-0002-0002)
	7. Classified Document Container Security Files.  [See note after item 7b.]
	Facilities Security and Protective Services Records
	8. Security and Protective Services Administrative Correspondence Files.  [See note after this item.]
	9. Survey and Inspection Files.  (Government-owned facilities)
	10. Survey and Inspection Files. (Privately owned facilities)
	11. Investigative Files.
	12. Property Pass Files.
	Property pass files, authorizing removal of property or materials.  Superseded by GRS 5.6, item 040 (DAA-GRS-2017-0006-0005)
	13. Guard Assignment Files.
	Files relating to guard assignments and strength.
	14. Police Functions Files.
	Files relating to exercise of police functions.
	15. Personal Property Accountability Files.
	Files relating to accountability for personal property lost or stolen.
	16. Key Accountability Files.
	Files relating to accountability for keys issued.
	17. Visitor Control Files.
	18. Facilities Checks Files.
	Files relating to periodic guard force facility checks.
	19. Guard Service Control Files.
	20. Logs and Registers.
	Guard logs and registers not covered elsewhere in this schedule.
	Personnel Security Clearance Records
	21. Security Clearance Administrative Subject Files.
	22. Personnel Security Clearance Files.
	23. Personnel Security Clearance Status Files.
	Lists or rosters showing the current security clearance status of individuals.  Superseded by GRS 5.6, item 190 (DAA-GRS-2017-0006-0026)
	24. Security Violations Files.
	25. Classified Information Nondisclosure Agreements.
	Emergency Planning Records
	26. Emergency Planning Administrative Correspondence Files.  [See note after this item.]
	27.  Emergency Planning Case Files.  [See notes after this item.]
	28. Emergency Operations Tests Files.
	29. National Defense Executive Reserve (NDER) Case Files.
	GENERAL RECORDS SCHEDULE 20
	Electronic Records

	This schedule provides disposal authorization for certain electronic records and for specified paper, microform, or other hard copy records that are integrally related to the electronic records.
	This schedule applies to electronic records created or received by Federal agencies including those managed for agencies by contractors.  It covers records created by computer operators, programmers, analysts, systems administrators, and all personnel...
	GRS 20 does not cover all electronic records.  Disposition may not be carried out for electronic records not covered by GRS 20 unless authorized by a Standard Form (SF) 115, Request for Records Disposition Authority, that has been approved by the Nati...
	Items 1a (in part), 2a, and 16 of this schedule apply to hard copy records used in conjunction 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 applied t...
	This schedule has been revised to expand the authority agencies have to apply previously approved schedules to electronic records; grant broader authority to agencies to dispose of hard copy records that have been converted to an electronic format; an...
	Electronic versions of most records authorized for disposal elsewhere in the GRS may be deleted under the provisions of item 3 of GRS 20.  See also 36 CFR Part 1234 for NARA regulations on electronic records management.
	1. Files/Records Relating to the Creation, Use, and Maintenance of Computer Systems,  Applications, or Electronic Records.
	a. Electronic files or records created solely to test system performance, as well as hard copy printouts and related documentation for the electronic files/records.  Superseded by GRS 3.1, items 010 (DAA-GRS-2013-0005-0006), 011 (DAA-GRS-2013-0005-000...
	b. Electronic files or records used to create or update a master file, including, but not limited to, work files, valid transaction files, and intermediate input/output records.  Superseded by GRS 4.3, item 020 (DAA-GRS-2013-0001-0004)
	c. Electronic files and hard copy printouts created to monitor system usage, including, but not limited to, log-in files, password files, audit trail files, system usage files, and cost-back files used to assess charges for system use.  Superseded by ...
	b. Electronic records, except as noted in item 2c, entered into the system during an update process, and not required for audit and legal purposes.  Superseded by GRS 4.3, item 020 (DAA-GRS-2013-0001-0004)
	c. Electronic records received from another agency and used as input/ source records by the receiving agency, EXCLUDING records produced by another agency under the terms of an interagency agreement, or records created by another agency in response to...
	d. Computer files or records containing uncalibrated and unvalidated digital or analog data collected during observation or measurement activities or research and development programs and used as input for a digital master file or database.  Supersede...
	4. Data Files Consisting of Summarized Information.
	Records that contain summarized or aggregated information created by combining data elements or individual observations from a single master file or data base that is disposable  under a GRS item or is authorized for deletion by a disposition job appr...
	5. Records Consisting of Extracted Information.
	Electronic files consisting solely of records extracted from a single master file or data  base that is disposable under GRS 20 or approved for deletion by a NARA-approved disposition schedule, EXCLUDING extracts that are produced as disclosure-free f...
	6. Print File.
	Electronic file extracted from a master file or data base without changing it and used solely to produce hard-copy publications and/or printouts of tabulations, ledgers, registers, and statistical reports.  Superseded by GRS 4.3, item 031 (DAA-GRS-201...
	7. Technical Reformat File.
	Electronic file consisting of data copied from a complete or partial master file or data base made for the specific purpose of information interchange and written with varying technical specifications, EXCLUDING files created for transfer to the Natio...
	8. Backups of Files.
	Electronic copy, considered by the agency to be a Federal record, of the master copy of an electronic record or file and retained in case the master file or database is damaged or inadvertently erased.
	a. File identical to records scheduled for transfer to the National Archives.  Superseded by GRS 3.2, item 050 (DAA-GRS-2013-0006-0007)
	b. File identical to records authorized for disposal in a NARA-approved records schedule.  Superseded by GRS 3.2, item 051 (DAA-GRS-2013-0006-0008)
	9. Finding Aids (or Indexes).
	Electronic indexes, lists, registers, and other finding aids used only to provide access to records authorized for destruction by the GRS or a NARA-approved SF 115, EXCLUDING records containing abstracts or other information that can be used as an inf...
	10. Special Purpose Programs.
	Application software necessary solely to use or maintain a master file or database authorized for disposal in a GRS item or a NARA-approved records schedule, EXCLUDING special  purpose software necessary to use or maintain any unscheduled master file ...
	11. Documentation.
	a. Data systems specifications, file specifications, codebooks, record layouts, user guides, output specifications, and final reports (regardless of medium) relating to a master file, database or other electronic records.
	(1) Documentation relating to electronic records that are scheduled for destruction in the GRS or in a NARA-approved agency schedule.  Superseded by GRS 3.1, item 051 (DAA-GRS-2013-0005-0003)
	(2) Documentation relating to electronic records that are scheduled for permanent retention in the GRS or in a NARA-approved agency schedule.   Superseded by GRS 3.1, item 050 (DAA-GRS-2013-0005-0002)
	b. Copies of records relating to system security.  Superseded by GRS 3.2, item 010 (DAA-GRS-2013-0006-0001)
	12. Downloaded and Copied Data.
	Derived data and data files that are copied, extracted, merged, and/or calculated from other data generated within the agency, when the original data is retained.
	b. Derived data that provide user access in lieu of hard copy reports that are authorized for disposal.   Superseded by GRS 4.3, item 030 (DAA-GRS-2013-0001-0005)
	c. Metadata or reference data, such as format, range, or domain specifications which is  transferred from a host computer or server to another computer for input, updating, or transaction processing operations.  Superseded by GRS 4.3, item 020 (DAA-GR...
	13. Word Processing Files.
	Documents such as letters, memoranda, reports, handbooks, directives, and manuals recorded on electronic media such as hard disks or floppy diskettes after they have been copied to an electronic recordkeeping system, paper, or microform for recordkeep...
	14. Electronic Mail Records.
	Senders’ and recipients’ versions of electronic mail messages that meet the definition of Federal records, and any attachments to the record messages after they have been copied to an electronic recordkeeping system, paper, or microform for recordkeep...
	15. Electronic Spreadsheets.
	Electronic spreadsheets generated to support administrative functions or generated by an individual as background materials or feeder reports.
	a. When used to produce hard copy that is maintained in organized files.  Superseded by GRS 4.3, item 040 (DAA-GRS-2013-0001-0007)
	b. When maintained only in electronic form.  Superseded by GRS 4.3, item 040 (DAA-GRS-2013-0001-0007)
	16. Hard copy printouts created to meet ad hoc business needs.
	Printouts derived from electronic records created on an ad hoc basis for reference purposes or to meet day-to-day business needs.  Excluded are printouts created to satisfy established reporting requirements (e.g., a statistical report produced quarte...
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	Audiovisual Records
	Still Photography
	4. Reserved.
	Graphic Arts
	Motion Pictures
	Video Recordings
	Audio (Sound) Recordings
	Related Documentation
	GENERAL RECORDS SCHEDULE 23
	Records Common to Most Offices within Agencies
	6. Suspense Files.
	7.  Transitory Files.
	1. Ethics Program Implementation, Interpretation, Counseling, and Development Files.
	a. Agency copies of Semiannual Expense Reports for Non-Federally Funded Travel submitted by all Executive branch agencies to the Office of Government Ethics in accordance with guidance given at 31 U.S.C. ' 1353, as implemented by 41 C.F.R. chapter 304...
	b. Statements, forms, and other records used to compile Semiannual Expense Reports for Non-Federally Funded Travel.  Superseded by GRS 2.8, item 031 (DAA-GRS-2014-0005-0004)

	a. OGE program review reports, agency 60-day response letters, and other follow-up records sent to OGE on the resolution of program deficiencies.  Superseded by GRS 2.8, item 050 (DAA-GRS-2014-0005-0006)
	b. All other records produced during OGE program reviews, including notes and background materials.  Superseded by GRS 2.8, item 050 (DAA-GRS-2014-0005-0006)
	a. Questionnaire completed by ethics officials on an annual basis in compliance with Section 402(e)(1) of the Ethics in Government Act of 1978, as amended, and associated records.  Superseded by GRS 2.8, item 040 (DAA-GRS-2014-0005-0005)
	b. All other records related to responses to annual agency ethics program questionnaires.  Superseded by GRS 2.8, item 040 (DAA-GRS-2014-0005-0005)
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