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Collections, Payments, and Claims Records

Assistant Commussioner, Federal Finance
Assistant Commissioner, Payment Management

The Financial Management Service (FMS), a bureau of the United States Department of
the Treasury, provides central payment services to federal program agencies (FPAs) and
operates the federal government's collections and deposit systems FMS is the primary
disburser of payments to individuals and businesses on behalf of federal agencies The
bureau administers the world's largest government funds collections system through a
network of financial and fiscal agents. FMS supports the financial improvement efforts of
federal agencies through training and conferences FMS interacts with virtually every
Executive Branch agency, with financial institutions designated by the Secretary of the
Treasury as depositaries and financial agents of the United States, and with Federal
Reserve Banks 1n their capacity as fiscal agents and depositories as directed by the
Secretary of the Treasury This records schedule covers the recordkeeping copy of
information used by FMS to support the Collections, Payments, and Claims business
lines This includes transaction processing and cash accounting information 1n the
Central Fiscal Operations segment of FMS’s enterprise information technology
architecture The information comes from a number of sources, including federal
agencies, financial institutions, Federal Reserve Banks, grant recipients, and members of
the public

This schedule excludes records concerning either Individual Indian Moneys (IIM) or
Indian Tribal Trust Funds Under current Department of the Treasury policy, all
documents, data, and tangible things containing information that relates to IIM and Tribal
Trust Funds and assets are to be preserved until further notice, in compliance with the
preservation obligations set forth in the Federal Rules of C1vil Procedure and various
court orders pertaining to the retention of such documents, data, and tangible things This
schedule also excludes records related to the management of certain special programs
such as the Judgment Fund, Treasury Managed Accounts, International Assistance
Programs and Accounts and Surety Bond Programs These special programs are
addressed individually 1n a separate schedule

This records schedule 1s designed to cover information from past and present programs
and systems, and to be flexible enough to cover information 1n any successor programs
and systems implemented by FMS to maintain such types of information This schedule
authorizes the disposition of the record copy 1n any media (media neutral), to enable FMS
to manage records based on information content, not format

Policy records set forth the rules and procedures governing collections, payments and
claims activities, and provide guidance to agencies and the public. These records are
covered on this schedule by 1item 1, Policy Records



Federal program agency operations records include the input recerved by FMS from
federal agencies, the output reported to those agencies, and the transaction processing
data maintained by FMS at the individual case or agency level of detail (as opposed to
being consolidated at the federal level.) The information 1s submitted to FMS on a
routine basis in accordance with requirements set forth in the Treasury Financial Manual
(TFM), TFM supplements, related publications, and financial and fiscal agency
agreements Typically, the submitting federal agency’s copy of the information 1s
covered by General Records Schedule 6, Accountable Officers’ Accounts Records The
FMS copy of this information 1s covered on this schedule by item 2, Federal Program
Agency Operations Records Information collected on behalf of other federal agencies,
but not otherwise required by FMS to perform its Collections, Payments, and Claims
business line functions, such as tax information collected on behalf of the Internal
Revenue Service, is covered by the other agencies’ records schedules Examples of
federal program agency operations records include, but are not limited to, the types of
information shown below

Information used to authorize and make payments to grant recipients and reimburse
tinancial agents for services to federal agencies, in the Automated Standard
Application for Payments (ASAP) system

Information on federal agency deposits and balances in the CASHLINK II cash
management and cash concentration system

Digital check images in the Digital Check Imaging (DCI) Replacement system

Information used to collect taxes from individuals and businesses, and collect payroll
taxes from federal agencies, in the Electronic Federal Tax Payment System (EFTPS),
FEDTAXII, the Federal Reserve Electronic Tax Application (FR-ETA), the Paper
Tax System (PATAX), the Treasury Tax and Loan Plus (TT&L Plus) system, and the
Treasury Investment Program (TIP) system

Information to authorize and make payments overseas 1n foreign currencies, in the
International Treasury Services (ITS) gov system

Electronic invoicing and payment information for federal agencies and vendors,
including purchase order, invoice, and Treasury payment data, automated routing and
approval, automated purchase order and invoice matching, and e-mail notifications, 1in
the Internet Payment Platform (IPP )

Information used to convert to Automated Clearing House debit entry or truncate
paper checks received by federal agencies or lockbox banks, 1n the Paper Check
Conversion-Over the Counter (PCC-OTC) program, and the Electronic Check
Processing (ECP) system



Information used to make payments, such as SSA retirement and disability benefit,
OPM federal retirement, IRS tax refund, federal salary, and vendor and miscellaneous
payments, 1n the Regional Operations (RO) Payment Systems, and the Payment
Automation Manager (PAM) system.

Information used to support payment aftermath processing (e g , claims) in the

Regional Operations (RO) Payment Systems, and the Payment Automation Manager
(PAM) system

Digital images of negotiated checks in the Payments, Claims and Enhanced
Reconciliation On-Line (PACER On-Line) system, and PACER data on the status of
EFT and check payments and claims, claims of non-receipt, and undeliverable EFT
and checks

Collections and financial reporting information in Pay gov, a Government wide
transaction portal

Payment schedule preparation and certification information in the Secure Payment
System (SPS)

Information 1n the Stored Value Card System on financial transactions at military
bases, ships at sea, and other closed Government locations where Stored Value Cards
replace cash, script, vouchers, meal tickets, money orders, traveler's checks, and other
paper payment mechanisms.

Federal agency collection data in the Transaction Reporting System (TRS) data
warehouse Federal agencies use TRS for transaction reporting and research.

Digital images of negotiated Treasury checks in the Treasury Check Information
System (TCIS), and TCIS data on the 1ssuance and payment of U S Treasury checks
and ACH payments, cancellations, stop requests, forgery claims, and the return of
funds to federal agencies for un-cashed and non-entitlement checks

Federal agency deposit reporting and confirmation data in the Treasury General
Account Deposit Reporting Network (TGAnet.) TGAnet replaces paper SF 215
credit vouchers and captures accounting data at the time of deposit to replace end-of-
month SF 224 reporting

Treasury check claims debt recovery and accounting information in the Treasury
Receivable Accounting and Collection System (TRACS )

Treasury program operations records include the input, output and transaction processing
data maintained by FMS for FMS or Treasury accounts to support the Collections,
Payments, and Claims business lines These records are covered on this schedule by item
3, Treasury Program Operations Records Examples of Treasury program operations
records include, but are not limited to, the types of information shown below



CASHLINK II deposit, adjustment, and balance information on the U S Treasury's
account at the Federal Reserve Bank of New York and Treasury accounts managed
by FMS

Cash Management Improvement Act System (CMIAS) information on Treasury-State
cash management agreements and claims for and the exchange of interest under the
Cash Management Improvement Act

Information 1n the GoDirect system used for program management.

Deposit, adjustment, and balance information on Treasury investment accounts, bid
mnformation on investment bonds, and information on collateral used to secure public
moneys, in the Paper Tax (PATAX), Treasury Investment Program (TIP), the Term
Investment Option (TIO), and the Treasury Tax and Loan Plus (TT&L Plus) systems

Other 1tems on this schedule cover reports produced by the Collections, Payments, and
Claims business lines, and the records used to manage and operate these business lines
and systems These records are covered on this schedule by item 5, Program or Project
Management Records

1 Policy Records

a The recordkeeping copy of all policy directives Includes policies, procedures,
instructions, and forms for federal agencies, the public, and other participants in the
Collections, Payment, and Claims business lines, transmuittal letters and supporting
materials on the development of policies and procedures,, major studies or reports,
information on key agency decisions, and records that contain information of
historical value that 1s not available elsewhere Policy directives include, but are not
limited to the Treasury Financial Manual (TFM), TFM supplements, and the Field
Operations Manual (FOM)

PERMANENT. Cut off when revised, superseded or canceled. Transfer to the
National Archives 20 years after cutoff NOTE Original records on special media
such as videotapes or compact disks (CDs) should be transferred to the National
Archives at the end of each fiscal year

b Worksheets, announcements, and guidance materials for federal agencies, the
public, and other participants 1n the Collections, Payment and Claims business lines
Includes announcements of a routine nature, such as dates for reporting requirements,
fact sheets, and Frequently Asked Questions (FAQs) or similar lists of anticipated
questions and answers such as those published on FMS Internet sites

TEMPORARY Cut off when revised, superseded or canceled Delete/destroy 20
years after cutoff, or when no longer needed to explain the business context or add to
the meaning or value of other records, whichever 1s later



2 Federal Program Agency Operations Records

Information submitted to FMS by or about other federal agencies, or maintained by
FMS at the individual case or agency level of detail, for collection, payment or claims
processing and servicing operations performed for Federal program agencies
Includes input received from, and output reported to, federal agencies

TEMPORARY Cut off at the end of the fiscal year in which action on a collection,
payment or claim or other item 1s completed Delete/destroy 7 years after cutoff

3 Treasury Program Operations Records

Treasury program operations records include the input, output and transaction
processing data maintained by FMS for FMS or Treasury accounts to support the
Collections, Payments, and Claims business lines

TEMPORARY Cut off at the end of the fiscal year in which action on a collection,
payment, claim or other item 1s completed Delete/destroy 7 years after cutoff.

4 (Reserved)
S Program or Project Management Records

Correspondence, reports and other records accumulated 1n managing and carrying out
assigned functions These records document program or project management
functions, internal procedures, initiatives, planning, management controls,
performance measurement, and other program or project-related 1ssues

a Program or project management records that are used throughout the duration of a
program or project, or until superseded by a new version Includes records used to
document performance criteria for services, management controls, roles and
responsibilities, the allocation of charges and payments, and integrity guarantees, or
to monitor and evaluate a program or project These records may include, but are not
limited to memorandums of understanding, interagency agreements, service level
agreements, fiscal agency agreements, financial agency agreements, non-disclosure
agreements, and the business owner’s copy of contracts

TEMPORARY Cut off at the end of the program or project, or when superseded by
a new version Delete/destroy 7 years after cutoff, or when no longer needed to
explain the business context or add to the meaning or value of other records,
whichever 1s later

b Subject files pertaining to a specific aspect ot the program or project, for example,
a specific 1ssue, a specific program participant, or activities during a specific time
period



These records may include, but are not limited to, analyses of specific 1ssues,
correspondence with federal agencies or other program participants, interim reports,
or the business owner’s copy of audit reports

TEMPORARY Cut off files after action on the subject 1s completed, for example,
when the 1ssue 1s resolved, the participant leaves the program, or the time period
ends Delete/destroy 7 years after cutoff

¢ Records that relate to the internal administration or housekeeping activities of a
program or project This may include internal activity and workload reports, routine
notifications of meetings, letters of transmittal that do not add any information to that
contained 1n the transmitted material, suspense and tickler files, and similar materials
that do not serve as the basis of official action or unique documentation the functions
tor which the program or project exists

TEMPORARY Cut off at the end of the fiscal year Delete/destroy 3 years after
cutoff Longer retention 1s authorized 1f records are still needed for business
purposes



PM FF XWALK 04232012

Payment Management X-Walk

RECORDS ITEM |ORGANIZA-TION RECORD DESCRIPTION CURRENT Policy Policy Federal Treasury | Consolidated| Programor | Programor | Program or General Comments
SCHEDULE SERIES DISPOSITION Records, Records, Program Program | Reports, item Project Progect Project Records
Per porary, | Agency Op 4 M M 9
item1a item1b (FPA) Records, Records, item|Records, item| Records, item
Operations item 3 5a 5b Sc
Records,
Ham 2
Payment Management X-Walk

Current 256 PM CRD CCB Closed and outstanding check claims cases Destroy when 7 years X
Schedule old
N1-425-91-1
Current 260 PM CRD CCB Paid and reconciled U S Government Checks, Destroy when 6 years X
Schedule pertaining to closed claims cases and 7 months old
N1-425-91-1
Current 261 PM CRD CCB Depositary Checks to the Dept of Justice Destroy when 6 years X
Schedule pursuaint to subpoena and 7 months old
N1-425-91-1
Current 262 PM CRD CCB Treasurer's These cases involve uncollectible cases paidin |Destroy 3 years after X
Schedule Relief Cases due course and without negligence by or on end of year in which
N1-425-91-1 behalf of the Treasurer of the Unded States ™ case is settled via

The Govemment 1s attempting to collect on the  |refund of

cases and litigation presently precludes their overpayment

being charged off the accounts of the US

Treasurer Cases include double payments

holder-in-due-course altered checks

administrative errors, and miscellaneous other

types
Current 263 PM CRDCCB Daily credit report Destroy when 6 X
Schedule months old
N1-425-91-1
Current 264 PM CRD CCB Debit voucher report Destroy after audr by X
Schedule GAO or when 3 years
N1-425-91-1 old whicheveris

sooner

Current 276 PMCRD CRB Funding Authonzations for Checking Accounts Destroy when 4 years X
Schedule old
N1-425-91-1
Current 277 PM CRD CRB Recapitulation of Block Control Level - Totals of |Destroy when 4 years X
Schedule Check Issued SF-1179 old
N1-425-91-1
Current 278 |PMCRDCRB Collection and check 1ssue reports Destroy when 3 years X
|Schedule old
N1-425-91-1
Current 280 PM CRD CRB OF-1017G Joumal Voucher Destroy when 7 years X
Schedule old
N1-425-91-1
Current 282 PM CRD CRB Plate signature authonzations Destroy when revoked X
Schedule or related account
N1-425-91-1 closed
Current 283 PM CRD CRB Acknowiedgment of designation of deputy Destroy when 2 years X
Schedule disbursing officers old

N1-425.91-1
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Current 284 PM CRD CRB Notices of emergency designation of deputy Destroy when 2 years
Schedule old
N1-425-91-1
Current 285 PM CRD CRB Signature cards and Signature mutilation reports |Destroy when 2 years
Schedule old
N1-425-91-1
Current 286 PM CRD CRB Specimen signature sheets Destroy when
Schedule superseded or no
N1-425-91-1 longer needed
Current 287 PM CRD CRB Files periaining to assignment of card check Destroy 7 years after
Schedule symbols account closed
N1-425-91-1
Current 288 PM CRD CRB Correspondence acknowledging receipt of Destroy when 10 years.
Schedule designation of deputy to sign checks oid
N1-425-91-1
Current 289 PM CRD CRB Correspondence acknowtedging recognition of Destroy when 10 years
Schedule appointment of deputy disbursing officer in oid
N1-425-91-1 advance of submussion of formal instruments of

designation
Current 290 PM CRD CRB Correspondence acknowledging receipt of Destroy when 10 years
Schedule specimen of facsimile signature plales and old
N1-425-91-1 informing addressee of approval
Current 291 PM CRD CRB Cormespondence requesting or fumishing Destroy 10 years after
Schedule information pertaining to the estabhshment of account closed
N1-425-91-1 accounts and authonty for persons to sign
Current 292 PM CRDCRSB Records of designation and appointment of Destroy 10 years after
Schedule deputies to disbursing officers related account is
N1-425-91-1 closed
Current 293 PMCRDCRB Reproductions of requisitions for the pnnting of | Destroy when 7 years
Schedule disbursing officer's checks old
N1-425-91-1
Current 294 PM CRD CRB Specimen of facsimile signature plates Destroy 10 years after
Schedule related accounts are
N1-425-91-1 closed
Current 295 PM CRD CRB [o! P ce from or |Destroy when 1 year
Schedule fumishing information to disbursing officers and  |old
N1-425-91-1 Federal Reserve Banks
Current 298a [PM CRD CRB Correspondence | Pertaining to Procedures matters Destroy when 3 years
Schedule with Federal old
N1-425-91-1 Reserve Banks
Current 298b |PMCRDCRB Corresp All other cor Destroy when 18
Schedule with Federal months old
N1-425-91-1 Reserve Banks
Current 299 PM CRD CRB SF-1179 Month End Check !ssue Summary Destroy when 7 years
Schedule old
N1-425-91-1
Current 300 PM CRD CRB Purchase order for pnnting of disbursing officer's |Destroy when 7 years
Schedule checks old
N1-425-91-1
Current 302 PM CRD CRB CRCFR 020 Small Difference Account Activity  |Destroy when 2 years
Schedule old
N1-425-91-1
Current 303 PM CRD CRB CRCFR 022 Invalid ACC Data from Destroy when 2 years
Schedule Accepted/Rejected baiches old
N1-425-91-1
Current 304 PM CRD CRB CRCFR 023 Notfication of payments over Destroy 6 years and 3
Schedule available check cancellatons months after penod
N1-425-91-1 covered by account
Current 305 PM CRD CRB CRCFR 024, Notification of payments over Destroy 6 years and 3
Schedute lable check cal S months after penod
N1-425-91-1 covered by account
Current 306 PM CRD CRB CRCFR 040 Transcnpt of the General Account of| Destroy when 7 years
Schedute the US Treasury old
N1-425-81-1
Current 307 PM CRD CRB CRCFR 042 UCC Disbursing Credit Destroy 6 years and 3
Schedule months after penod

N1-425-91-1

covered by account
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Current 308 PM CRD CRB CRCFR 043, Notification of credits for Destroy 6 years and 3
Schedule outstanding checks cancelled by non-courtesy months after penod
N1-425-81-1 disbursing UCC covered by account
Current 309 PM CRDCRB CRCFR 044 Unavailable check cancellation non- | Destroy 6 years and 3
Schedule courtesy disbursements credit months after penod
N1-425-91-1 covered by account
Current 310 PM CRD CRB CRICR 013 Notffication Report Destroy 6 years and 3
Schedule months after penod
N1-425-91-1 covered by account
Current 311 PM CRD CRB CRICR 014 Rejected transmittal notice Destroy when 2 years
Schedule old

N1-425-91-1

Current 312a |PM CRDCRB CRICR 015 Notification of duphicate issues - No {Destroy at month end
Schedule detail information

N1-425-91-1

Current 312b |PMCRDCRB CRICR 015 Notfication of duphcate 1ssues - Destroy when 7 years
Schedule Detail information old

N1-425-91-1

Current 313 PM CRD CRB CRRER 101 Technician exception report Destroy when 2 years
Schedule old

N1-425-91-1

Current 314 PM CRD CRB CRRER 251 Advice of check issue discrepancy |Destroy 6 years and 3
Schedule (TFS-5206) months after penod
N1-425-91-1 covered by account
Current 315 |[PMCRDCRB CRRER 253 Adjustment of check payment data |Destroy 6 years and 3
Schedule (TFS-5209) months after penod
N1-425-91-1 covered by account
Current 316 PM CRD CRB CRRER 111 Unassigned transmittal report Destroy when 2 years
Schedute old

N1-426-91-1

Current 317 PM CRD CRB CRRER 25¢ Imputed cost of delinquent check [ Destroy when 2 years
Schedule Issue data old

N1-425-91-1

Currem 318 PM CRD CRB CRRER 305 Cohen - four months to one year Destroy when 2 years
Schedule old

N1-425-91-1

Current 319 PM CRD CRB CRRER 306 Cohen recap Destroy when 2 years
Schedule old

N1-425-91-1

Current 320 {PMCRDCRB CRRER 307 Check payment data - Destroy when 1 month
Schedule discrepancies-subsidiary old

N1-425-91-1

Current 321 PM CRD CRB CRRER 308 Check payment data edit errors - |Destroy when 1 month
Schedule subsidiary old

N1-425-91-1

Current 322 PM CRD CRB CRRER 309, Unreconciled transmittal Destroy when 2 years
Schedule old

N1-425-91-1

Current 323 |PMCRDCRB CRRER 311 Federal Reserve Bank check Destroy when 2 years
Schedule processing status old

N1-425-91-1

Current 324 PM CRD CRB CRRER 312 Cash impact of reconcihation Destroy when 2 years
Schedule adjustment operations old

N1-425-91-1

Current 325 PM CRD CRB CRRER 411 Actions taken summary Deslroy when 2 years
Schedule old

N1-425-91-1

Current 326 PM CRD CRB CRRER 412 Techmician workload summary Destroy when 2 years
Schedule old

N1-425-91-1

Current 327 PM CRD CRB CRRER 255 Adjustment of check payment data- | Destroy 6 years and 3
Schedule letter imtiated (TFS-5209) months after penod
N1-425-91-1 covered by account
Current 328 |PM CRD CRB CRRER 256 Available check cancellation reject jDestroy 6 years and 3
Schedule debnt voucher (SF-5515) months after penod
N1-426-91-1 covered by account
Current 328 |PMCRDCRB CRRER 257, Available Check Cancellations Destroy & years and 3
Schedule reconcihation credits months afler penod
N1-425-91-1 covered by account
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Current 330 PM CRDCRB CRRER 258 Intemal notification for Destroy when 2 years
Schedule reclassification action old

N1-425-81-1

Current 331 PM CRD CRB CRRER 259 Transferred case Destroy when 2 years
Schedule old

N1-425-91-1

Current 332 PM CRD CRB CRARR 151 Deferred payment transaction Destroy when 2 years
Schedule subsidiary ofd

N1-425-91-1

Current 333 PM CRD CRB CRRER 513, Duplicate 1ssue debit voucher (SF- |Destroy 6 years and 3
Schedule 5515) months after penod
N1-425-91-1 covered by account
Current 334 PM CRD CRB CRRER 301, Transmittal aging Destroy when 2 years
Schedule old

N1-4256-91-1

Current 335 PM CRD CR8 CRRER 302, Transmittal aging summary Destroy when 2 years
Schedule old

N1-425-91-1

Current 336 PM CRD CRB CRRER 303 Techmcian Pnonty Destroy when 2 years
Schedule old

N1-425-91-1

Current 337 |PMCRDCRB CRRER 304 Technician pnonty summary Destroy when 2 years
Schedule old

N1-425-91-1

Current 338 |PMCRDCRB CRICR 024 Rejected transmuttal conirol Destroy when 2 years
Schedule old

N1-425-91-1

Curreni 339 PM CRD CRB CRRER 25A items eligible for reclassification Destroy when 2 years
Schedule old

N1-425-91-1

Current 340 PM CRD CRB CRRER 258 Classtfied transaction audit trail Destroy when 2 years
Schedule old

N1-425-91-1

Current 341 PM CRD CRB CRCCR 200, Reconciliation monthly physical Destroy when 2 years
Schedule check request status report (advance) old

N1-425-91-1

Current 342 PM CRD CRB CRCFR 027, Monthly summary of smail Destroy when 2 years
Schedule difference account activity - DO sort old

N1-42591-1

Current 343 PM CRD CRB CRCFR 028, Monthly summary of smail Destroy when 2 years
Schedule difference account activity - FRB sort old

N1-425-91-1

Current 344 |PMCRDCRB CRICR 02B Disbursing office submission report |Destroy 6 years and 3
Schedule months after penod
N1-425-91-1 covered by account
Current 345 |PMCRDCRB CRICR 02C Federal Reserve Bank Submission |Destroy 6 years and 3
Schedule report months after penod
N1-425-91-1 covered by account
Current 346 PM CRD CRB CRCCR 120, Request for physical checks Destroy 6 years and 3
Schedule months after penod
N1-425-91-1 covered by account
Current 347 PM CRD CRB CRCFR 02A Dehnquent check (ssue data Destroy 6 years and 3
Schedule months after penod
N1-42591-1 covered by account
Currenl 266 PMCRD QDB Copies of formal reports that were submitted to | Destroy in action office
Schedule the requesung agencies after reference needs
N1-425-91-1 have ended

Current 267 {PMCRD QDB Subject files g of Destroy in action office
Schedule training matenals research papers professional }after reference needs
N1-425-91-1 papers technical papers etc have ended
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Current PM CRD QDB Closed Courl Case files maintained by the Questions Cut off when case 1s
Schedule Files (Question |Documents Branch that perlain to cases closed Retire to the
N1-425.02-2 Documents developed into courl actions requinng tesimony  |Federal Records
Branch) and/or the prepanng of exhibits The records Center when two
supporl the government s claim of check forgery |years old Destroy
or afteration Files are arranged alphabetically by [when 5 years old (N1
name and date 1936 to present 425-91-1 item 268 -
Revised)
Current 1 PM CRD RB Reclamation These consist of records that relate to the Cutoff files at end of
Schedule Branch Program {ongoing management of programs and routine each fiscal year
N1-425-07-2 Fres projects wathin programs including but not Destroy 7 years after
fimited to correspondence with financial cutoff
jinstitutions, memorandums and reporis relating to
generat policy and program matters research
and other similar matenals The records may be
in hard copy and/or electronic format
Current 1 PMCRDRB Reclamation These consist of records that relate to the Cutoff files at end of
Scheduls N14 Branch Program {ongoing management of programs and routine | each fiscal year
425-07-2 Files projects within programs  including, but not Destroy 7 years after
fimited to correspondence with financial cutoff
institutions memorandums and reports relating to:
general policy and program matters, research
and other similar matenals The records may be
in hard copy and/or electronic format
N1-425-05-3 1 PM EFTSD Payment The Debt Collection Improvement Act of 1996 Cut off files at the
Products and {DCIA) required that most Federal payments conclusion of the
Services except tax refunds be made by electronic funds  [marketing campaign
Marketing transfer (EFT) after January 1 1999 "EFT 99 or specific marketing
Project Files was the Financial Management Service’s effor to which they
mitiative to converl most of its nearty 1 billion relate Transfer to the
annual payments from paper checks to electronic |Washington Natonal
payments This intiative 1s supporied by Records Center
conducting market research and a pilot marketing | (WNRC) | year after
campaign - Go Direct The Division develops fact |cutoff Destroy 6 years
sheets brochures take-one cards teni cards after cutoff
posters, public service announcements
videotapes compact disks and other types of
marketing matenals to be used in the promotion
of direct deposit and the ETA for Federa! benefit
paymenis The Division also promotes direct
deposit for tax refunds and vendor payments and
develops similar promotional matenals for these
types of payments
Current 2a1 PM EFTSD Payment Brochures pamphiets, flyers, binders posiers Permanent Transfer
Schedule N1 Products and inserls charls videotapes public service to the National
425-05-3 Services announcements and similar records developed | Archives of the
Marketing and used to market Financial Management United States when
Records Service payment services to Federal agencies one cubic foot
financial instriutions and the pubhic The records  |aecumulates

date from 1998 to the present Publications
Record set of publications (one copy) of each
brochure pamphiet etc )
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Current 201 PM EFTSD Payment Brochures pamphlets flyers binders posters Permanent Transfer X
Schedule N14 Products and inserts charts videotapes public service to the National -
425-05-3 Services announcements and similar records developed Archives of the
Marketing and used to market Financial Management United States at the
Records Service payment services to Federal agencies end of each fiscal
financial Institutions and the public The records year
date from 1998 to the present Posters Record
set of posters (2 copies of each poster)
Current 2cla |PMEFTSD Audio visual Videotapes or compact disks (CDs) created for {Permanent Transfer X
Schedule N1 records marketing training, or market research purposes |to the National -
425-05-3 including The ongtnal tape or CD (or the earliest generation] Archives of the
videotapes and [if the onginal 1s not avarlable} and a dubbing or United States at the
public service copy end of each fiscal
announcements year
Current 2c2a  |PMEFTSD Audio visual Public Service Announcements (PSAs) The Permanent Transfer X
Schedule N1 records onginal tape or compact disk {CD) (or earliest f  [to the Nationai -
425-05-3 including the onginal 1s nol available} and a dubbing or Archives of the
videotapes and |copy United States at the
public service end of each fiscal
announcements year.
Current 348 PMRFC Subject files pertaining to routine Operations Destroy when 2 years
Schedule exclusive of poicy files old
N1-425-91-1
Current 349 PM RFC Files pertaining to disbursements and related Transfer to FRC when
Schedule functions other than policy files 7 years old Destroy
N1-425-91-1 when 22 years oid
Current 350 PM RFC Accounts current and summary notdfications to Destroy when 4 years
Schedule agencies of fiscal transactions (copies) old
N1-425-91-1
Current 351 PM RFC Certificates of settlement of accounts Destroy when 4 years
Schedule old (if cleared)
N1-425-91 1
Current 358 PM RFC Check withd) cards and q Destroy 6 months from
Schedule date of 1ssue
N1-425-91-1
Current 359 PM RFC Blank check requistions and related papers Destroy when 2 years
Schedule old
N1-425-91-1
Current 360 PMRFC Overpayment Closed cases Destroy 3 years after
Schedule and end of fiscal year of
N1-425-91-1 underpayment case
case files
Current 361 PM RFC Authonzation to remail returned checks and Destroy when 3 years
Schedule bonds and request for issuance of replacement  |old
N1-425-91-1 check (SF-1147)
Current 362 PM RFC Activity Summary Report for TFCS Destroy in action office
Schedule when reference needs
N1-425-91-1 have ended
Current 363 PM RFC TFCS Payment Trace Requests Destroy when 6 years
Schedule and 7 months otd
N1-425-91-1
Current 364 PM RFC TFCS Reclamation Actions Standard Form 1184 | Destroy when 6 years
Schedule or its equivalent and 7 months old
N1-425-91-1
Current 365 PM RFC Records of stoppages of payment on checks Destroy 3 years after
Schedute date of document
N1-425-91-1
Current 366 PM RFC Receipts from foreign consular officers Destroy 1 full fiscal
Schedule acknowledging the receipt of checks year after year of
N1-425-91-1 check 1ssue
Current 367 PM RFC Listings of foreign checks mailed Destroy 1 full fiscal
Schedule year after year of

N1-426-91-1

check 1ssue
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Current 368 PM RFC Request for payment and issuance of drafts in Destroy 3 years after

Schedule foreign currency end of fiscal year

N1-425-91-1

Current 369 PM RFC SF-1014, General Ledger Destroy when 4 years

Schedule old

N1-425-91-1

Current 370 PM RFC All forms on which subsidiary detailed accounts  {Destroy when 4 years

Schedule have been kept (Vanous forms are used by old

N1-425-91-1 Regrenal Finance Centers)

Current 3 PM RFC Statement conceming inscnbed or uninscnbed | Transfer to Federal

Schedule U S Savings Bonds - Lost Stolen or Destroyed |Records Center when

N1-425-91-1 pnior to Receipt by Owner Co-Owner or 3years old Destroy

Beneficiary copy P D 3062 (formerty P D 1901 {when 6 years and 3
and 1902) months old

Current 373 PM RFC Schedule of cancelled checks - SF 1098 (copies) jDestroy 4 years after

Schedule end of fiscal year

N1-425-91-1

Current 374 PM RFC Recapitulation of Block Level Totals of Checks Destroy when 4 years

Schedule issued and supporting tabulated listings (SF 1179 jold

N1-425-91-1 - copies)

Current a7s PM RFC Voucher Schedules and comparable forms (SF | Site Audit - See NI1-425;

Schedule 1166) - Onginals and second eonginals 91-1, item 7

N1-425-91-1

Current 376 PM RFC Inventory Reports Checks Bonds and Related | Destroy when 2 years

Schedule Cormrespondence old

N1-425-91-1

Current 377 PM RFC inventory of checks from Assistant Disbursing Destroy when 2 years

Schedute Officers and related correspondence old

N1-425-91-1

Curmrent 378 PM RFC Statement of Transaction (SF 1220 and 1221) Site Audit - See NI-425

Schedule 91-1 tem 7

N1-425-91-1

Current 379 PM RFC Statement of Accountability (SF 1218 and SF |Site Audit - See NI-425

Schedule 1219) 91-1 ltem 7

N1-425-91-1

Current 380 PM RFC Statement of Transactions - SF 224 {Copy) Destroy when 4 years

Schedule old

N1-425-91-1

Current 381 PM RFC Production and/or Cost Report Destroy when 3 years

Schedule and 1 month otd

N1-425-91-1

Current 382 PM RFC Disbursing Officer Ledgers (Form RO-1650) Destroy when 3 years

Schedule old or when audited by

N1-425-91-1 GAO whichever is
sooner

Current 383 PMRFC Request for Reissue and/or Cancel U S Sawvings |Destroy when 3 years

Schedule Bonds old

N1-425-91-1

Current 384 PM RFC Routine correspondence in Regional Finance Destroy when 2 years

Schedule Centers perlaining 1o authonzation or revocation |old

N1-425-91-1 of certifying officers

Current 385 PM RFC SF-210 Active Authonzed Cerlifying Officers Destroy when advice

Schedule Signature Cards of revocation is

N1-425-91-1 received on
appropnate written
notice signed by the
head of the agency, or
when 3 years old or
when audited by GAO
whichever s later

Current 386 PMRFC SF-210 Revoked Cerlifying Officers Signature Destroy when 3 years

Schedule Cards old or when audited by

N1-425-91-1 GAO whicheveris
sooner

Current 387 PM RFC Agent cashier designations Revoked Destroy when 3 years

Schedule Designations old or when audited by

N1-425-91-1 GAO whichever 1s

sooner
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Current 388a |PMRFC SF-1129 Active Cashier Site Audit - See NI-425]

Schedule Reimbursement 91-1 tem?7

N1-425-91.1 Voucher

Current 388b |PMRFC SF-1129 Revoked Cashier Retain as site audit

Scheduie Reimbursement documents or destroy

N1-425-91-1 Voucher after account of RDO
has been settled by
GAOQ through the
month of revocation
whichever 1s later

Current 389 PM RFC Record of Checks Cashed by the Cashier Destroy 2 years after

Schedule end of fiscal year

N1-425-91-1

Current 391 PM RFC Notices of Exception from GAC Destroy 1 year after

Schedule account of

N1-425-91-1 accountable officer I1s
settled

Current 392 PM RFC Savings Bonds Sales Reports and Supporting Destroy when 3 years

Schedule Documents old or when audited by

N1-425-91-1 GAO whichever s
sooner

Current 383 PM RFC Foreign Currency Reports - Collections, Balances|Destroy 3 years after

Schedule held by Disbursing Officers currencies end of fiscal year

N1-425-91-1 purchased with dollars and estirate of currency

requirements

Current 396 PM RFC Reports of Check issue Discrepancies, Destroy 3 years after

Schedufe Overpayment Shorlages Overdrafts Losses end of fiscal year

N1-425-91-1 (Does not include individual case files)

Current 397 PM RFC Shortage in Disbursing Officers Accounts and Destroy 7 years after

Schedule Cashiers Fund - closed case close of case

N1-425-91-1

Curvent 440a |PMRFC Reserve Fund Office Files - Active Retan until closed

Schedule

N1-425-91-1

Current 440b |PM RFC Reserve Fund Office Files- Closed Destroy on site after

Schedule account of Chief

N1-425-81-1 Disbursing Officer has
been seftied by GAC
through the month
closed or after 3
years, or when audited
by GAC whichever s
later

Current 4412 |PMRFC Disbursing Officer Designations - Active Retan unti! closed

Schedule

N1-425-91-1

Current 441b |PMRFC Disbursing Officer Designations - Closed Destroy on site after

Schedule account of Chief

N1-425-91-1 Disbursing Officer has
been seftled by GAC
through the month
closed or after 3
years or when audited
by GAC whicheveris
later

Current 442 PM RFC Listing of U S Dollar checks converted to foreign | Destroy when 3 years

Schedule currency (excess currency countnes) and 1 month oid

N1-425-91-1

Current 443 PM RFC Nonreceipt cases for payees living in excess Destroy when 2 years

Schedule currency countnes {paid checks} old

N1-425-91-1

Current 444 PM RFC Uncollectible check case file (closed) Destroy 3 years after

Schedule end of fiscal year

N1-426-91-1

Current ib PM RFC Payment History {Contains payment history records developed Cutoff at the end of

Schedute N1 PODSARS - from inputs Stored on microfitm and optical each fiscal year

425-01-3 Master File disks Destroy 20 years after

cutoff
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Current 1c{Na PM RFC Payment History { Available check cancellation file Claims Cutoff at the end of
Schedule N1 PODSARS - disposition files, Deposit ticketdebit voucher each fiscal year
425-01-3 Outputs Paper |Daily district office 4 10 transactions for GOALS |Destroy 7 years after
SF 12 19/SF 1220 Statemen! of Accountabiity cutoff
Current Ic{1ib PM RFC Payment History { Reclamation forms Reclamation cases
Schedule N1 PODSARS - resolved via ACH/EFT
425-01-3 Outputs Paper retumn(s) are destroyed
subsequent to
venfication Cases
involving remittance(s)
and/or
correspondence or
which may remamn in
an outstanding siatus
(unresolved) destroy
7 years after cutoff
Current 1c(2) PM RFC Payment History {Avadable check cancellation file Claims Transmit output to
Schedule N1 PODSARS - disposttion files Deposit icket/debit voucher other FMS sytems
425-01-3 Outputs Daily distnct office 4 10 transactions for GOALS |{e g, STAR CP&R
Electronic Dishonored ACH (EFT) retum file, Batch agency |and TRACS) Outputs
cancellation files Digital check imaging request {are scheduled under
file program offices
receiving data
Current 2c(1) PM RFC PACER On-Line |Available check cancellation file Claims Cutoff at the end of
Schedule N1 Outputs - Paper |disposition files Deposit ticket/debit voucher each fiscal year
425-01-3 Daily distnct office 4 10 transactions for GOALS |Destroy 7 years after
SF 12 19ISF 1220 Statement of Accountability cutoff
Current 3 PM RFC Month-End Refers to a physical form that delineates the Cutoff at the end of
Schedule N1 Check Issue check i1ssue range(s) for each check symbol used |each fiscal year
425-01-3 Summary (SF  |by a Regional Financial Center (RFC) for the Destroy when 7 years
1179) 1ssuance of check payments dunng the old
accounting month Medium Paper
Current a PM RFC Validated Refers to a paper/microfiche record histing Destroy paper when 6
Schedute N1 Posting Tape summary Federal Program Agency (FPA) months old Destroy
425-01-3 Report payment issuance data by agency location code |microfiche when 7
(ALC) and payment schedule Medwum Paper years old
and Microfiche
Current SA PM RFC Certification Refers to the payment history folder which Destroy 7 years after
Schedule N1 System Files contains payment request detail and supporting [payment date
425-01-3 certification progress sheels TCS payment
match offset report debt match offset report and
any other supporting documentation Record
Copy
Current 58 PM RFC Certification Refers to the payment history folder which Destroy 7 years after
Schedule N1 System Flles coniains payment request detall and supporting  |payment date
425-01-3 certification progress sheets TCS payment
match offset report debt match offset report and
any other supporting documentation Microfilm of
progress sheets and cards
Current ] PM RFC Cancelled Checks that have been retumed to FMS that have| Destroy 90 days after
Schedule N1 Chechks not been negotiated (e g undeliverables confirmed deposit
425-01-3 deceased payees, and checks that have been showing funds have
held at the request of the agency and not mailed ]been credited back to
etc) the onginating agency
Current 1A PM RFC Chronological These are paper files that pertain to actions Destroy when 7 years
Schedute N1 Program R d and tr relating to old
425-01-3 Paper Files disbursing activities The paper files serve as

both documentation and a written audtt trail fo
prove that FMS's disbursement activities further
the processing of relevant central data into the
PACER On-ine system Further if exists as
written of FMS inresp to
its responsibilities under varnous preces of

leqisiation Record Copy
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Current
Schedule N1
425-01-4

1B(2)

PM

Check Payment
& Reconcihation
System Master
File

Includes the check symbol and senal number
1ssue date dollar amount and ALC of authonzing
agency for ali check payments reported by
Disbursing Offices In addition these records
may contain information related to the negotiation
of the checks [payment transmitta! number and
date payment amount document identfication
number (DM) amount adjustments] or any claims
filed aganst the checks (payee name and
address payee ID reason for claim case actions
taken) Records in the system date to 1991
Updates are done nightly Non-lIM (All Other)
Records

Delete from data base
and index when 7
years old

{CP&R
Decommussio
ned in 2006,
data migrated
to TCIS)

Current
Schedule N1
425-01-4

1e(3

PM

Check Payment
& Reconcihiation
System
Outputs

include electronic files to internal FMS systems
fe g claims disposttion files to RFCs transaction
files to the Treasury Receivable Accounting and
Collection System daily update files to the
Payments Claims and Enhanced Reconciiation
(PACER} system ] and to external systems (e g
claims disposition files to NTDOS) Outputs also
include electromc and paper versions of reports
(e g daily and monthly activity and statistical
reports} that are used to process exception tems
entified by CP&R and that provide short-term

on work volt and
system activities A complete list of outputs is
available i the system documentation Paper
versions of output reports

Destroy when no
longer needed for
agency busimness

(CP&R
Decommussio
ned in 2006,
data migrated
to TCIS)

Current
Schedule N14
425-01-4

PM

Digital Check
Image (DCl)
System
Qutputs

Include an electronic file to FRB Boston and
pnnted digital check images

Check image request
to FRB Delete 30
days after output

Current
Schedule N1
425-01-4

6c(1)

PM

Cashlink
Qutputs

include electronic finds transfer (EFT) instructions
to financiat institutions (ACH debits Fedwire
requests) electronic file transfers of deposit
details Fedwire messages and ACH records to
extenal Federal Program Agency systems,
electronic data transmission of CashLink voucher
details to internal FMS systems STAR and RISC
6000 Outputs also include electronic and paper
versions of reports (daily and monthly reports)
produced for ntemal FMS CashLink users and
external CashLink users These reports provide
such infol as b funds
transfer information compensation information
and secunty maintenance EFT instruction
records

Delete after 7 years

Current
Schedule N1
425-01-4

6c(2)

PM

Cashlink
Outputs

Include electronic funds transfer (EFT)
instructions to financial institutions (ACH debits
Fedwre requests) electronic file transfers of
deposit details Fedwire messages and ACH
records to external Federal Program Agency
systems, electronic data transmission of
CashLink voucher details to intemal FMS
systems STAR and RISC 6000, Outputs aiso
include electronic and paper versions of reports
(daily and monthly reports} produced for intemal
FMS CashLink users and extemal CashLink
users These reports provide such information as
collection volumes, funds transfer information
compensation information and securtty

r ce E! file and data

Delete after S days
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Current PM Chronological These are paper files that pertain to actions Destroy when 7 years
Schedule N1 Program Related|adjustments and transactions refating to the old

425-01-4 Paper Files accounting activity that is reported by Federal
Program Agencies financial institutions
disbursing offices Regronal Financial Centers
and/or Federal Reserve Banks (FRBs) The
paper files serve both as documentation and a
written audit trail to prove that FMS s payments
reconcihation and collection activiies further the
processing of relevant central data into either the
Check Payment and Reconciliation System and
Treasury R ble A g and C

System Further, it exists as wntten evidence of
FMS s activities in response 1o its responsibilities
under vanous pieces of legislation including both
the Budget and Accounting Procedures Act of
1950 and the Government Management Reform
Act of 1994 among others Record Copy

-
I
>

Current 12(1) PMCRDAB  |Ac A d are created or received  |Cutoff at the end of
Schedule N1 Records to document the flow of funds into and oul of each fiscal year
425-01-4 TRACS or other systems including GOALS and |Destroy 7 years after
STAR These documents include but are not cutoff

hmited to documents used by Federal Reserve
Banks to process credits to FMS documents
used by FMS to process debits 1o Federa!
Program Agencies and documents in support of
accounting transactions Microfiche of these
transactions 1s created by STAR or GOALS
Paper documents

Current 12(2) PMCRDAB  |Accounting Accounting documents are created or recerved | Culoff at the end of
Schedule N1 Records to document the flow of funds into and out of each fiscal year
425-01-4 TRACS or other systems including GOALS and |Destroy 20 years afler
STAR These documents include but are not cutoft
krmited to documents used by Federal Reserve
Banks to process credits to FMS documents
used by FMS to process debils to Federal
Program Agencies and documents in support of
9 of these
transactions 1s created by STAR or GOALS
Microfiche

Current PM CRD CCB |Check Clams |Trace actions, to inthate a claim are received Destroy after case has
Schedule N1 Records from agencies in hard copy form Once received |been microfiched and
425-01-4 the information 1s captured in electromic form for  |venfied

processing into the CP&R system Case folders
are crealed to maintain control of all paper
documents associated with the processing of an
active claim on a U S Govemment check Once
the final actions have been taken the paper in the|
case folders 1s captured on microfiche for
retention and future reference if needed The
paper claim form is retained for a short penod of
time pnor to destruction Paper case file

-
oy
[
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Current
Schedule N1
425-01-4

=
by
(9]

PM CRD CCB

Check Claims
Records

Trace actions to inihiate a claim are received
from agencies in hard copy form Once received
the information is captured in electronic form for
processing into the CP&R system Case folders
are created to maintain control of all paper

with the pr  of an
active clam on a U S Govemment check Once
the final actions have been taken the paper in the
case folders is capiured on microfiche for
retention and future reference if needed The
paper claim form 1s retained for a short penod of
time pnor to destruction Claim form associated
with paper case file

Cutoff at the end of
each month Destroy
6 months after cutoff

Current
Schedule N1
425-01-4

-
Y
(=]

PM CRD CCB

Check Clams
Records

Trace actions to iihate a claim are received
from agencies in hard copy form Once received
the infarmation 1s captured in electronic form for
processing into the CP&R system Case folders
are created to maintain control of all paper
documents associated with the processing of an
active clam on a U § Govemment check Once
the final actions have been taken the paper in the
case folders s captured on microfiche for
retention and future reference if needed The
paper claim form 1s retained for a shon penod of
time prior to destruction Microfiche of closed
claims cases

Destroy 7 years after
closure

Current
Schedule N1
425-01-4

PM CRDCRB

Paid and
ReconciledU S
Govemment
Checks

Physical U S Government checks that have been
processed through banking channels and the
Federal Reserve System (FRS) After the checks
have been negotiated they eventually end up at
one of the FRS processing sites There the
accounting information 1s collected and forwarded
1o FMS for processing At the same tme the
Federal Reserve Bank (FRB) captures digital
images of the physical checks The physical
checks are shipped to the Federal Records
Center (FRC) designated to receive checks from
each FRB The checks are stored at the FRC until
they are retneved by FMS for check aftermath

pr or are per disp 1
schedules Retneved checks are matntained by
date of receipt from FRC Checks sent by FRB8s
to Federal Records Centers (undifferentiated
records)

Cutoff at end of month
from date of payment
Destroy 7 years after
cutoff

Current
Schedule N1
425-01-4

PMCRDCRB

Paid and
Reconciled US
Govemment
Checks

Physical U S Government checks that have been
processed through banking channels and the
Federal Reserve System (FRS) After the checks
have been negotiated they eventually end up at
one of the FRS processing sites There the
accounting information is coliected and forwarded]
to FMS for processing At the same time the
Federal Reserve Bank (FRB) captures digital
images of the physical checks The physical
checks are shipped to the Federal Records
Center (FRC) designated to receive checks from
each FRB The checks are stored at the FRC until
they are retneved by FMS for check aftermath

pr J or are yed per disp

schedules Retneved checks are maintained by
date of receipt from FRC Checks retneved from
Federal Records Centers

Cutoff at end of month
from date of receipt
Store retneved checks
at FMS only Destroy 7
years after cutoff
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images of Paid

and Reconciled

us
Govemnment
Checks

Images of physical U S Govemment checks that
have been processed through banking channels
and the Federal Reserve Banks (FRBs)
Begminning in 1977 the FRBs created microfilm of
negotiated U S Govemment checks In Apni
1997 the Federal Reserve System began a
phased replacement of microfilm images of
negotiated U S Govemment checks with digrtal
images The roll-out of the imaging in all FRBs
was completed in August 1998 The images are
stored on electronic media in the National Image
Archive which 1s located at the FRB in Boston,
MA When images are needed for check
aftermath processing they are requested and
retained lemporanly at FMS in Hyattsville MD
Mucrofilm images of all negotiated U S

Go 1t check (undiff records)

Cutoff daily by Juhan
date Destroy when 7
years old

Images of Pad

and Reconciled

us
Government
Checks

images of physical U S Government checks that
have been processed through banking channels
and the Federal Reserve Banks (FRBs)
Beginning in 1977 the FRBs created rmicrofilm of
negotiated US Govemment checks in Apni
1997 the Federal Reserve System began a
Iphased replacement of microfilm images of
negotiated U S Govemment checks with digital
images The roll-out of the imaging in alt FRBs
was completed i August 1998 The images are
stored on electronic media in the National Image
Archive which 1s located at the FRB in Boston
MA When images are needed for check
aftermath processing they are requested and
retaned temporanly at FMS in Hyattsville MD
Digrtal images of all negotiated U S Govemment
checks

Cutoff daily by Juhan
date Destroy when 7
years old

Disbursing
Office Records

Records in Check Reconciiation Branch including|
cor d on the or closure
of a disbursing symbol orders for addrtional
check stock (etters pertaining to procedural
matters and adjustment requests a manual log of|
ali symbol gned and lable for
assignment and documentation related to the
closure of a Disbursing Office Disbursing Office
Folder

Cutoff when
disbursing office
symbol is closed out
Destroy when 20 years
old or when no longer
needed for agency
business whichever s
later

=
D

Disbursing
Office R

Records in Check Recor Branch includ
cor on the or closure

of a disbursing symbol, orders for additional
check stock letters pertaining to procedural
matters and adjusiment requests, a manual log of
all symbol numbers assigned and available for
assignmeni and documentation related to the
closure of a Disbursing Office  Symbol
Assignment Log

Update as needed
Destroy when 20 years
old or when no longer
needed for agency
business, whichever 1s
later
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Current a0c PM CRDCRB  |Disbursing Records in Check Reconciliation Branch including| Cutoff ai the end of
Schedule N14 Office Records |comresp: e on the 1t or closure |each Fiscal Year
425-014 of a disbursing symbol orders for addiional Destroy two years

check stock letters pertaining 1o procedural after cutoff

matters and adjustment requests a manual log of

ali symbol gned and lable for

assignment, and documentation related to the

closure of a Disbursing Office  Comrespondence
Current 10D PM CRD CRB  |Disbursing Records in Check Reconciiation Branch including| Cutoff file at close out
Schedule N1 Office Records |cormespond on the 1t or closure |of disbursing office
425-01-4 of a disbursing symbol orders for additional symbol Destroy when

check stqck letters pertaining to procedural 20 years old or when

matters and adjustment requests a manual log of [no longer needed for

all symbol numbers assigned and available for  |agency busmess

g and ) related {o the whichever is later

closure of a Disbursing Office PNI Closed DO

Symbol Files
Current 10E PM CRD CRB  [Disbursing Records in Check Reconciliation Branch including| Cutoff after date
Schedule N1 Office Records | correspondence on the establishment or closure |submitted Destroy six
425-01-4 of a disbursing symbol orders for additional months after cutoff

check stock letters perlaining to procedural

matters and adjustment requests a manual log of|

all symbol numbers assigned and avatlable for

assignment and documentation related to the

closure of a Disbursing Office Records of

Outstanding Liabilities Ledgers and forms

submitted by Disbursing Officers requesting a

dollar amount 1o be credited to the Outstanding

Liabilihies account representing Treasury checks

that were outstanding and unpaid for more than

one full fiscal year
Current 13A PMCRD QDB (Q d The Questioned D ts Branch uses PC- Cut off at the end of
Schedule N14 Document based to of each calendar year
425-01-4 Records information on the results of examinations of Delete records 7 years

documents that are not part of check claims case
processing including altered or counterfeit
checks 1dentified by the CP&R system and clams
on checks greater than 18 months old that are
sent in by agencies (kmited payability cases)
These databases are mantained pnmanly to
record receipt of a document for examination

and of the results of that examination The
information from the databases 1s moved to
floppy discs at the end of each calendar year The
Branch alse maintains paper copies of the
handwnting opinions retumed to agencies
Altered Counterfert Check Database

after cutoff
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Current 138 PMCRDQDB |Qu The Qi ed D Branch uses PC- Cutoff at the end of
Schedule N1 Document based software to maintain databases of each calendar year
425-01-4 Records information on the results of examinations of Delete records 7 years
documents that are not part of check claims case | after cutoff
processing including altered or counterfeit
checks identified by the CP&R system and claims
on checks greater than 18 months old that are
sent in by agencies (imited payability cases)
These databases are maintained pnmanly o
record receipt of a document for examination
and of the results of that examination The
information from the databases 1s moved to
floppy discs at the end of each calendar year The
Branch also maintains paper copies of the
handwnting opinions retumed to agencies
Limited Payability Database
Current 13C PMCRDQDB (Q d The Q d Documents Branch uses PC- Cut off at the end of
Schedule N1 Document based software to maintan databases of each calendar year
425-01-4 Records information on the results of examinations of Delete records 7 years
documents that are not part of check claims case |after cutoff
processing, including altered or counterfert
checks identified by the CP&R system and claims
on checks greater than 18 months old that are
sentin by agencies (imited payabilty cases)
These databases are maintained pnmanly 1o
record receipt of a document for examination
and of the results of that examination The
information from the databases 1s moved to
floppy discs at the end of each calendar year The
Branch also maintains paper copies of the
handwriting opinions retumed to agencies
Limited Payability Handwnting Opinions
Pay vy Cr m
NEW PM Automated ASAP 1s an all electronic payment and
Standard information system developed jointly by the FMS
Application for  |and The Federal Reserve bank of R d for
Payments - the request and dehvery of funds for Federal
(ASAP) domestic assistance programs and
reimbursements to Financial Agents
NEW PM Automated Informanion on federal agency account actusty excluding
Standard Department of Intenior aceounts
Application for
Payments -
{ASAP)
NEW PM Automated Information on Treasury accoun! activity
Standard
Application for
Payments -

{ASAP)




NEW

NEW

NEW

NEW

NEW

NEW

NEW

NEW
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PM Intemet The Intemet Payment Platform (IPP) 1s a
Payments govemnmeni-wide secure web-based electronic
Platform - (IIP} |invoice exchange network connecting Federal
agencies and their suppliers {PP enables Fed
agencies to receive invoices electronically from
their suppliers, transforming existing pap:
nvoice ap | pr into a k
electronic process that integrates with existing
agency core financial systems IPP s single poini
of entry allows suppliers {o invoice muttiple IPP-
enrolled agencies ether via onhne or baich
invoice submission Suppliers can view and
receive 1 of pay (1 debt
offsets) d to their via IPP Use
of the IPP service 1s avatlable at no charge to ail
Federal and their suppl
PM Intemmet Information on federal agencs account ateany cxeluding
Payments Department of Intenior acuounts
Platform - (IIP}
PM Intemel Information on Treasury account activty
Payments
Platform - (1IP)
PM Intemational Intenational Treasury Services (TS Gov is an  [m—— e ———————
Treasury intermet-based intemational and
Services - coflections system that provides Ag and
(ITS Gov) FMS Regional Financial Centers the ability 1o use
batch or ad-hoc 1o make pay n
over 100 countnes using over 100 currencies
ITS gov pi prepay and
fi for USG I and ad- hoc
vendor payments and reaches a global user-base
using distnbuted p t and a
central database of payments and recipient
information This system was formerty known as
IDD gov Intenational Direct Deposit
PM Intemational Information on federal ageney account activity excluding
Treasury Department of Intenor accounts
Services -
(ITS Gov)
PM Intemational Informauon on Treasury account activin
Treasury
Services -
(ITS Gov)
PM Payments
Claims and Payments, Claims and Enhanced Rec
Enhanced On-Line PACER provides on-iine status of
Reconciliation  {payments (EFT and check) and claims enables
On-Line - on-line generation of claims provides digital
(PACER) images of neg checks pr and
tracks claims of non-receipt, pr
undeliverable EFT and checks and provides
automated RDO accountng Includes Digital
Check imaging Rep 1t (DCIR) ]
PM Payments Information on federal agency account activits exuluding
Claims and Department of Intenor accounts
Enhanced

Reconcihation
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NEW PM Payments Enformaton on Treasury account acinaty
Claims and
Enhanced
Reconciliation
Qn-line -
NEW PM Payment Payment Automation Manager PAM over the
Automation next 3 years will replace the RO Pay
Manager -(PAM) |System PAM will be a
standardized system thal is and highty
configurable and when complete will consist of
multiple payment processes PAM will re-
engineer the way payments are made by
automating ext manual p which
wili in tum increase productivity at the RFCs
PAM will disburse payments (EFT or checks) on
behalf of virtually every Federal agency in the
Executive Branch except for the Department of
Defense and certain independent agencies such
asthe US Postal Service Pnmary pro g
occurs at the Kansas City Regional O
Center (KROC)
NEW PM Payment Information on federal agency awcount activity excluding
Automation Nepariment of Intenor accounts
Manager -(PAM)
NEW PM Payment Informauen on Treasuny decount acinaty
Automation
Manager -(PAM)
NEW PM Printing and The Pnnting and Check Enclosing (PNnCE)
Check Enclosing | system was developed as a technical refresh 1o
- (PnnCE) modemize the hardware and software used to
pnnt and enclose checks and
check/letter mail preces PnnCE replaced
systems that were custom built over thirty (30)
years ago to align with FMS check pnnting and
enclosing processes PnnCE has improved
operational effectiveness and quality (including
increased accountability and accuracy for
payments) of FMS product to meet customer
expectations provides an interface with PAM
{Payment Applications Modemization} and
enhances FMS ability to respond to BCP
(Business Continuity Planning) in the eventof a
cnsis PnnCE 1s now in steady state and has
been designated as an FMS Cntical Infrastructure
Asset,
NEW PM Pnnting and Information on federal sgency account actnily excluding
Check Enclosing [epastment of Intenor accounts
- (PnnCE)
NEW PM Printing and Information on Treasury sccount scinaty
Check Enclosing
- (PonCE)
NEW PM Regional RO Payments provides centralized disb it
Operations services for almost all Federal ag:
Payment Disbursement services include pay

aftermath p g and

(e g clams) Federal Program Agencies (FPA)

incurs financial obligations in carrying out their
missions These obligations range from

paying benefits (e g SSA retirement and

disability benefits OPM Federal retirement) IRS

tax refunds, Federal

salanes and vendor and nmiscellaneous

payments




NEW

NEW
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PM Regronal Information on federal ageny account acbvity excluding
Operations Department of Intenor aceounts
Payment

PM Regional Intormation on Treasury acount activily
Operations

Payment
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RECORDS [ITEM| ORGANIZ RECORD DESCRIPTION CURRENT Pohicy Policy FPA Treasury | C hdated | C hidated Program / Program / Program / General Comments
SCHEDULE A-TION SERIES DISPOSITION Records, Records, | Operations | Operations Reports, Reports, Project Manag M Records
Permanent, | Temporary,{ Records, Records, Temporary, | Permanent, | Management | Records, item | Records. item | Schedule
ttem 1 a item 1 b item 2 item 3 item 4 b item 4 a Records. item 5b Sc
Sa
Current | |FF AMD PAD {Central Correspondence, memorandums, copies of |Permanent Transfer to —— Let ongnal
Schedule Correspondence  [legislation, publications of other Federal the National Archives of schedule stand
N1-425-04-2 Files of the agencies, reports, studies, and other records |the United States Have these
Domestic Banking]documenung all phases of the work of these [immedsately upon records been
Staff and the two separate staffs The records deal with  |approval of this transferred to the
Foreign Banking | Foreign Currency Histonies, the application |schedule WNRC National
Staff of P | 480, the Food for Peace Program, Accession 425-79-0004, Archives?
and vanous subject files on foreign currency | Boxes ! thru 18,
matters The files are primanly arranged by |inclusive
major topic. for example, foreign currency
histones, and alphabetically thereunder by
name of country Some are also described
as miscellaneous subject files and arranged
as such The records contam national
security- classified matenal up to and
including “Secret” Inclusive dates range
from Apnil 1941 through February 1976
Current 2 |FF AMD PAD |Lend, Lease, and The records consist of correspondence, Permanent Transfer 10 Let oniginal
Schedule Surplus Property {memorandums, agreements, reports, and the National Archives of hedule stand
N1-425-04-2 Files related records concerning the Lend Lease ]the United States Have these
program and the disposttion of surplus immedsately upon records been
property The files are pnmanly arranged  |approval of this transferred to the
alphabetically by name of country, with schedule WNRC National
subsidiary subject headings related 10 Accession 039- Archives?
country-specific topics, for example, 68A2757, Boxes 1
"G la Agr " and "G la |through 6 inclusive
Correspondence ™ The files contam
national secunty-classified matenial up to
and including “Secret  Inclusive dates
range from January 1941 through December
1952 NOTE The Bureau of Government
Financial Operations proposed the
disposition of the records described n 1tem
1 of this Schedule 1n Job No NCI-425-78-|
I, stems Ic(1) and 1¢(2) Those items were
withdrawn from that job
Current 72 {FFCMD Fules relating to routine operations. Destroy when 5 years
Schedule N1 exclusive of policy files old X
425-91-1
Current 73 [FFCMD SF-1193, Letter of Credit, and various in Destroy 3 years after the
Schedule NI lieu of forms, such as Department of State  ]end of the fiscal year in x
425-91-1 Form DS-1603-B including amendments - |which revoked
COPIES
Current 74 |FF CMD Correspondence between Treasury Destroy 18 months after Retarn one
Schedule NI Department and Federal Reserve Banks fiscal year in which recordheeping
425-9]-1 (includes transmuttal letters) - COPIES and {correspondence 1s dated X copy Reference
correspondence between Treasury copies are
Department and agencies nonrecord
materials
Current 75 |FFCMD Correspondence files (subject case files) Destroy 6 years afier the
Schedule NI concerming agencies, including semannual |end of the fiscal vear in X
425-91-1 reports, work papers, and general matenals |which matenal 1s dated ’
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RECORDS |ITEM}| ORGANIZ RECORD DESCRIPTION CURRENT Pohcy Policy FPA Treasury | C lidated | C hdated | Program/ Program / Program / General Comments
SCHEDULE A-TION SERIES DISPOSITION Records, Records, | Operations | Operations Reports, Reports, Project Manag M Records
Permanent, | Temporary,| Records, Records, Temporary, | Per Manag: Records, item | Records, item | Schedule
item 1 a item1b item 2 tem 3 itemd4b item 4 a Records, tem 5b Sc
Sa
Current 7o, |FF FFD System/Program  |Records used to create, use, mamtarn, Arrangement -
Schedule NI{ contun Develop and |d 1t, and secure sy Systems Alphabetically by project
425-91-1 ues Implementation  |design, development, tmplementation, name, then
betow Records monitoring, procedures, problem definition, |alphabetically by subject
project description, staff assignments, start  {withtn project Break file
up and progress schedules, RFP's, upon completion of i
equipment specifications and acquisition project Retan in otfice X
schedule, system test reports, project status |2 years, then transfer to
reports, and notices of project completion  [the Federal Records
Center Destroy 10 years
after file break
Current 76, |FFFFD System/Program  |Records used to create and implement Arrangement -
Schedule NI| contin Development and |programs Program development, Alphabetcally by project
425-91-2 ued Impl on pl 1ng. procedures, name, then
Records problem definition, project description, staff |alphabetically by subject
assignments, starl up and progress within project Break file
schedules, RFP's, contracts with consultants | upon completion of X
and service groups, development and proect Retain in office ‘
presentation of work shops, project status {2 years, then transfer 10
reports and notices of project completion  [the Federal Records
Center Destroy 10 years
afier file break
Current 76, |FF FFD System/Program | Procedures, instructions. and forms for Arrangement -
Schedule N1 conun Development and |federal agencies, the public, and others, Alphabeucally by project
425-91-2 ued Implementation ] Treasury Financial Manual (TFM) chapters {name, then
Records and supplements alphabetically by subject
within project Break file
upon completion of ,
project Retain in office X
2 years, then transfer to
the Federal Records
Center Destroy 10 years
after file break
Current 76. |FF FFD System/Program | Worksheets, announcements, and guidance |Arrangement -
Schedule NI{ contin Development and |matenals for federal agencies. the public,  |Alphabetically by project
425-91-2 ued Implementation  |and others, workshops hadndouts name then
Records alphabetically by subject
within project Break filte
upon completson of X

project Retain in office
2 years, then transfer 10
the Federal Records
Center Destroy 10 years
after file break
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Eaming rate to be used in computing the
value of balances to compensate banks
Bank mailing hists

year Retain in oftice
Destroy six (6) years
after file break

RECORDS {ITEM| ORGANIZ RECORD DESCRIPTION CURRENT Policy Policy FPA Treasury | Consolidated | Consohdated | Program / Program / Program/ | General Comments
SCHEDULE A-TION SERIES DISPOSITION Records, Records, | Operations | Operatioas Reports, Reports, Project Manag M Records
Permanent, | Temporary,| Records, Records, Temporary, | Per Man Records, item | Records, item | Schedule
em 12 ttem1b item 2 item 3 item 4 b item 4 a Records, ilem Sb Sc
Sa
Current 71 |FFFFD Bank Folders Record/Subject Content - a separate folder |Arrangement -
Schedule NI will be made up for each bank, for example, | Alphabetically by State,
425-91-1 1f we have a TGA account with XYZ bank, |City and bank Transtfer
Anchorage Alaska, and also have a lockbox [to inactive file upon
and TLD with the same bank, the same termination of
folder would contain all information for all |agreement Kkeep in
three systems The file will include requests |oftice one additional
to designate the bank as a depositary, the vear. then transfer to the
actual designation of the bank as a Federal Records Center
depositary, Memorandums of Desuroy 10 years after
Understanding, letters of agreement, terminated agreement X
contracts, notice letter, Placement of Time
Balance Accounts, Transcripts of Account
of U S Depositary (TUS-18), Receipt for
forwarding Depositary (TFS-16),
Revocation of Authonity to Mamtan
Account, TFS-5911, Monthly Analysis
Deposits, general correspondence and bank
review report (depositary review analysis)
Current 78 |FF FFD Bank Collateral  |Record/Subject Content - Collateral Arrangement -
Schedule NI Folders Agreement (BA 5902), Request to Bank to [Alphabetically by State,
425-91-1 pledge Collateral (BA 5900). FRB City and bank  Transfer
acceptance or release of securities as to inactive file upon
collateral (Form 439), and collateral termmation of depositary
correspondence, and Placement of Time agreement Keep n
Balance Accounts letier office one additional X
year, then transfer to the
Federal Records Center
Destroy 10 vears after
termimation of
agreement
Current 79 |FFFFD Foreign Bank Records/Subject Content - Request to Arrangement -
Schedule NI Folders handle bankmng at or fora U S Govemment | Alphabetically by
425-91-1 installation or facility, resolution of Country, Name of Bank,
problems or clarfication of City, base, Installation,
misunderstanding, Authorization to or Agency Transfer to
Maintain Accounts, reports on condition of |inactive file upon
services, Revocation of Authonty to termination of banking :
Maintain Account, Statement of Activity in |service  Keep 1n office X
Treasury General Account (TFS 5907) one addiuonal year, then
transfer to the Federal
Records Center
Destroy 10 vears after
termination of
agreement
Current 80 |FFFFD Domestic Record/Subject Content - Correspondence | Transfer to nactive file
Schedule NI Government with Government installation officials and  Jupen termination of
425-91-1 Facility - local banks relative to the establisbment and | banking service  Keep
Operations Files  |operation of base banking faciliies 1n office one addiuonal
Arrangement - Alphabetically by State, then |year, then transfer to the X
name of base Federal Records Center
Destroy 10 vears after
termmation of
agreement
Current 81 {FF FFD Rate Letters Record/Subject Content - Semi-annual Arrangement - By year,
Schedule NI standard form letter - Rate on TGA Account |month of release Break
425-91-1 Balance/Time Balance (used in TFS 5901) |[file at the end of each x




develops fact sheets, brochures, take-one
cards, tent cards, posters, public service
announcements, videotapes, compact dishs
and other types of marketing matenials to be
used 1n the promotion of direct deposit and
the ETA for Federal benefit pavments The
Division also promotes direct deposit for tax
refunds and vendor payments, and develops
similar promotional matenials for these types
of payments
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RECORDS [ITEM| ORGANIZ RECORD DESCRIPTION CURRENT Policy Pohcy FPA Treasury | C hidated | C hdated | Program/ Program / Program / General Comments
SCHEDULE A-TION SERIES DISPOSITION Records, Records, | Operations | Operations Reports, Reports, Project Management | Mangement | Records
Permanent, | Temporary,| Records, Records, Temporary, Permanent, | Management | Records, item | Records, item | Schedule
item 1a item1b ttem 2 item 3 item 4 b item 4 a Records, item Sb Sc
Sa
Current 82 |FFFFD Deposit Record/Subject Content - Monthly printout | Arrangement - By year,
Schedule NI Reconcihiations - |by trace date, bank number lot, symbol, TC |then month Break file
425-91-1 TGA Transaction {confirm date, trans date, CD number, at the end of the vear
File amount Keep 1n office one
additional year, then X
transfer to the Federal
Records Center
Destroy 5 years after file
break
Current 83 |FF FFD Deposit Record/Subject Content - Monthly printout |Arrangement By year,
Schedule N1 Reconciliations - |by trace date, bank ABA. transtype, lot, then month  Break file
425-94-1 Prelimtnary symbol, TC. confirm date. CD number, at the end of the year
Register amount Keep in office one
additional year, then 3
transfer 10 the Federal X
Records Center
Destroy six (6) years
after file break
Current 85 |FF FFD Treasury Information on federal agency account Break file at the end of
Schedule Ni{ conun Automated activity Record/Subject Content - Printout Jeach year Destroy 5
425-91-1 ues Compensation of Treasury Limited Account Analysis years afier file break
below System Analysis  |Si Comp n S y Repont,
Depositary Daily Activity Lisung  All
records relating to this system are
maintained and retained by the concentrator X
bank or sub-contractor Statenients are
mailed monthly to account bank
Discrepancies are reported 10 concentrator
banks within 45 days and resolved within an
additional 45 days by the concentrator
Current 85, |FFFFD Treasury Information on FMS' activities to manage | Break file at the end of
Schedule NI1{ contin A d rel hips with and p banks |each year Destroy S
425-91-1 ued Comp Dep y Comp 10n History Report, {years after file break X
System Analysts  |Management Information Summary Report
[C 1 Payment Products | The Debt Collection Improvement Act of  [Cut off files at the
S. - NI and Services 1996 (DCIA) required that most Federal conclusion of the
425-05-3 Marketing Project |payments, except tax refunds be made by marketing campaign or
Files electronic funds transfer (EFT) after January | specific marketing effort
1. 1999 "EFT 99" was the Financial 10 which they relate
Management Service's tnitrative to convert | Transfer to the
most of its nearly | billion annual payments |Washington National
from paper checks to electionic payments | Records Center
This imtiative 1s supported by conducting | (WNRC) [ year after
market research and a pilot marketing cutoff’ Destroy 6 vears
campaign - Go Direct The Division after cutoff X




end of each fiscal year
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RECORDS |ITEM| ORGANIZ RECORD DESCRIPTION CURRENT Policy Policy FPA Treasury | C hdated | C hdated Program / Program / Program / General Comments
SCHEDULE A-TION SERIES DISPOSITION Records, Records, | Operations | Operations Reports, Reports, Progect Management | M nt | Records
Permaneat. | Temporary,| Records, Records, Temporary, | Per M Records, item | Records, item { Schedule
item 1 a item 1 b item 2 item 3 item 4 b item 4 a Records, item 5b Sc
Sa
Current 2 Payment Products | Brochures, pampbhlets. flvers, binders, Not a disp
Schedule NI and Services posters nserts, charts, vid , public nstruction
425-05-3 Marketing service announcements and similar records
Records developed and used to market F| 1
Management Service payment services to
Federal agencies, financial ons and
the public The records date from 1998 to
the present
Current 2a Publications Not a disposition
N * NI mstruction
'4_ .
Current 2a1 Record set of publicauions (one copy), of  |Permanent Transfer to Let ongrnal
Schedule N1 each brochure, pamphlet, etc ) the National Archives of schedule stand
425-05-3 the United States when
one cubic foot
accumulates
Current 2b Posters Not a disposition
Schedule N1 instruction
425-05-3
Current 2b1 Record set of posters (2 copies of each Permanent Transfer to Let onginal
Schedule N1 poster) the National Archives of schedule stand
425-05-3 the United States at the
end of each fiscal year
Current 2b2 All other copies Stocks of
Schedule NI publications for
425-05-3 distnbution are
nonrecord
matenals
Current 2c Audio visuat Not a disp
Schedule NI records, including nstruction
425-05-3 videotapes and
public service
announcements
Current 2cl Videotapes or compact dishs {CDs) created Not a disposition
Schedule N1 for marketing, training, or market research mstruction
425-05-3 purposes
Current 2cla The origmal tape or CD (or the earliest Permanent Transfer to Let oniginal
Schedule NI generation if the oniginal 1s not available)  |the National Archives of schedule stand
425-05-3 and a dubbing or copy the United States at the
end of each fiscal year
Current 2¢2 Pubhc Service A (PSAs) Not a disposition
Schedule NI nstruction
425-05-3
Current 2cla The oniginal tape or compact disk (CD) (or |Permanent Transfer to Let original
Schedule N1 earhest if the original 1s not available) and a |the National Archives of schedule stand
425-05-3 dubbing or copy the United States at the




C \DOCUME~1\rmeservy\LOCALS~1\Temp\XPgrpwise\PM FF XWALK 04232012 Page 6
RECORDS |[ITEM{ ORGANIZ RECORD DESCRIPTION CURRENT Policy Pohcy FPA Treasury | Consohdated | Consohdated | Program/ Program / Program / General Comments
SCHEDULE A-TION SERIES DISPOSITION Records, Records, | Operations | Operations Reports, Reports. Project Manag Mang Records
Permanent, | Temporary,| Records, Records, Temporary, | Per t Manag t [ Records, item { Records, item | Schedule
item I a ttem 1b tlem 2 item 3 item 4 b item 4 a Records, item Sb Sc
Sa
Pending 1A FF Bank Records Records on banks and the financial services | Arrangement  The
Schedule NI Bank Master thev perform for Treasury and Federal designated divisions will
425-01-2 Records agencies Federal Reserve Banks acis as determine the
Treasury’s fiscal agent Commercial arrangement for records
financial institutions act as Treasury's pertaiming to a class of
financial agent These records are found m |financial services (for
designated divisions m Federal Finance example, lockbox
Financial agent agreemems and related services) as specified in
records These records mclude, but are not |the division file plan
limited to, the following Fmnancial Agent  |Cut off file at the end of
Agreemenis (FAA) signed by a bank and the|the Financial Agent
Treasury, Records describing the services  |Agreement Transfer to
performed by abank These include Federal Records Center
lockbox depositary agreements (LDAs), (FRC) 2 years after
memorandums of understanding (MOUs). |cutoff Destroy i1 years X
statements of work (SOWs), and prnicing after cutoff
documents Depending on the terms of the
LDA MOU, or SOW, services may be
performed exclusively for a Federal agency
Bank payment records - these include
records on placing increasing, decreasing,
and withdrawing compensaung balances
Treasury Time Balance accounting records.
and records on fees paid 1o banks  Records
on a bank’s pledge or release of collateral
used to secure Federal funds
Correspondence which amends or interprets
bank master records
Pending 1B FF Bank Records Bank , general corr d Arrang The
Schedule N1 Bank Operating  }and other general records on the operation  {designated divisions will
425-01-2 Records of financial services performed by banks determine the
These records include, but are not mited  [arrangement for records
to Monthly account analysis statements and | pertaiming to a class of
related records that summarize the volume  |financial services (for
and dollar value of transactions for an example, lockbox
account A monthly account analysis services), as specified in
statement (MAAS) 1s prepared by a bank the division file plan
and submitted to Treasury A monthly The division file plan
account activity report {(MAAR) 1s prepared | will tdenufy any records
by a bank and submitted to the Federal requiring reconciliation,
agency for which services were performed  {such as monthly account
Depending on the terms of the MOU or analysis statements
SOW a copy of the MAAR may be Cutoff file at the end of X

submutted to Treasury Interest rate letters
and related records on interest calcuiations
for Federal funds mvested under the
Treasury Tax and Loan Program General
comespondence relating to fiscal and
financial agents including agency requests
to Treasury for financial services
Correspondence which amends or terprets
bank master records 15 excluded (See item
‘A" of this senes ) This item does not
include records for accounts pertaining to
Individual Indian Montzes (See item “C” of
this series )

each fiscal year
Transfer records not
requinng reconcihation
to FRC 1 year after
cutoff Transfer records
requining reconcihiation
to FRC 1 year after the
end of the fiscal year
dunng which
reconcihiation 1s
performed Destroy 7
years after cutoff
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RECORDS (ITEM| ORGANIZ RECORD DESCRIPTION CURRENT Policy Policy FPA Treasury |} C hidated | C hidated Program / Program / Program / General Comments
SCHEDULE A-TION SERIES DISPOSITION Records, Records, | Operations | Operations Reports, Reports, Project Management | M. Records
Permanent, | Temporary,| Records, Records, Temporary, | Per Manag Records, item | Records, item | Schedule
ttem | a item 1 b item 2 item 3 item 4 b tlem 4 a Records, item Sb Sc
Sa
Pending 2A FF Cash and Asset  |Records that are used throughout the Cutoff file at the end of
Schedule NI Management duration of a program or project, or untl the program or project,
425-01-2 Records - Master {superseded by a new verston These records|or when superseded by a
Records may nclude, but are not mited to copies of|new version Transfer to
authorizing legsslation, regulations and FRC 2 years after cutofT
other directives, handbooks and other Destroy 7 years after .,
guidance materials, and major studies or cutoff’ X
reports  Arrangement Each division will
determine the arrangement for records
pertaining to a program or project. as
specified in the division file plan
—Pn s 2B FF Cash and Asset Records that pertain to a program or project |Cutoff files at the end of
Schedule N1 Management activities duning a specific period to a each fiscal year For
425-01-2 Records - specific Issue, or to a specific program or  |recurring programs
Operating project participant  These records may which do not operate on
Records include, but are not imited to analyses of  |a fiscal year basis, cutoff’
specific tssues, correspondence with Federal|files at the beginning of
agencies or other program or project a new program cycle X
participants, and intenm reports Transfer to FRC | year
Arrangement Each division will determine |after cutoff Destroy 7
the arrangement for records pertaining to a | vears after cutofl’
program or project, as specified in the
division file plan
Pending 3 FF Rough Drafts and |Rough drafis maintained by individuals in | Destroy when N1-425-91-1,
Schedule N1 Working Papers | personal files that do not document superseded by a newer item 3, Working
425-01-2 substantive revisions and are no longer version or mformation 1s Papers
needed once the drafi 1s superseded by a tncorporated 1n a
newer version Working papers maintained {recordkeeping copy or
by individuals 1n personal files that do not  |becomes obsolete
document substantive revisions and are no
longer needed once the information 1s
incorporated m a recordkeeping copy or
becomes obsolete
Lo o feemeormamonsvstews [ [ L [ b 0 1 T ] | I
NEW FF Bank The Bank Management Service (BMS)1s a
Management module n the Federal Reserve Bank's
Service Customer Account Receivable System
(CARS). which will assist the F 1
Management Service of the U S Treasury m
collecting expense information from 1s
financial agents, analyzing those expenses
and approving the payments online to those
banks BMS also serves as a rep yof
historical expenses for research purposes
NEW FF Bank Information on Treasury account activity
Management X
Service, cont






