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FPMR 101-11.4
December 15, 1967

INSTRUCTIONS FOR USINC GEKRERAL RECORDS SCHEIWLES

General. General Records Schedules arc icsued by
the Adninistrator of Gegeral Services to provide
disposition stenderds for records common to
several or all Federal egencies. Section 505(b) of
the Federal Records Act of 1950 (L4 U.5.C. 395(b))
directs the Adiinistrator to establish standards
fortthe selective retention of records of continu-
ing value. The Records Disposal Act of 1943 (4L
U.S.C. 369) authsrizes him to submit to Congress
schedules proposing the disposal, nfter the lapse
of specified perlods of time, of records of speci-
fied foro or character common to several or all
agencies that apparently will not, nfter the lapse
of the periods specified, have sufficient value to
varrant their further preservation by the United
States Government. The records covered by General
Records Schedules include those pertaining to
civilian persoanel, fiscal, accounting, and pro-
curenment catters, and other common functions; they
constitute 8 large proportion of the total volume
of records created by each Fedcral agency.

‘When approved by the Joint Committec on the
Disposition of Executive Papers, Geacral Records
Schedules constitute suthority to dispose of the
records included therein as disposable. Agencles
eay apply this authority subJect (1) to approval of
the Coxptroller General of the United States in the
cases required by Section 9 of the Records Disposal
Act; and (2) to compliasnce with the record keeping
requirerents of regulatory bodies (such as the
Federal Pover Commission, the Interstate Cammerce
Cormiosion, and others) insofar os Federal agencies
or parts of egencies are subject to the Jurisdic-
tion of such regulatory bodies.

General Records Schedules are comprehensive rec-
ords retirement plans that not only include digposal
authoriz2ations, but also provide for the retirement
to Federal Records Centers of non-current records
that rust be retained for specific periods of time
and for the econonical preservation of those rec-
ords that are of continuing value. The nuttoriza-
tion8 and recormendations contained in them zay be
used by any egency in their entirety or in part;
they are permlosive ond not candatory. Because
theoe Schedules are desigaed to cover records
problems common to several agencies they are not
intended to fit the precise needs of any given
agency. They represent generally accepted stand=x
ardo for the retirement of the records covered and
are phrased in such terms as to perrmit those respon-
sible for records retireaent activities to adapt
them to their agency's own peculiar needs.

Method of Issuance. General Records Schedules are
issued in loosc-lcaf foro to permit the insertion
or rcrovnl of pages upon vhich additions, deletionsa,
or revisions have been made. Revised or added
pages vill be issued as changing conditions require

and ns necessary Congressional and other approvals
are obtained.

Coverage of General Records Schedules. General
Records Schedules refer only to record copies of
documents. It ig oot the intent of these schedulec
to ippart record cheracter to extra copies of docu-
ments previously defined in an agency as nonrecord
caterial.

Copiesa of docunents covered by these schedules,
howvever, may in certain cases have become an
integral part of subject or case files docuzmenting
activities different fram those covered by the
schedules. In such cases the disposition of the
coplen should be the same as that of files of which
they are a part.

General Records Schedules, except as otheruise
specified in the several schedules, are applicable
to recordo created after Jamuary 1, 1921. Recorda
created prior to thie time in m8ny case:-vere not
sufficiently stendardized to be susceptible to
evaluation on a Government-wide baeis. Those of
each ngency must therefore be separately appraised.

The schedules may,with the conaent of the agency
concernced,be applied to records in Federal Records
Centers.

Each echedule has three parts: (1) an intro-
ductory analysis; (2) the schedule itself; and
(3) an explanation of the reasos for the retention
or dispoeal of each type of record covered.

Previously approved agency schedules providing
for shorter retention periods vay be continued in
force 1f an agency prefers; likeviese, although it
is believed this will usually be unnecessary,
88enciea Ay extend retention periods in order to
meet neede peculiar to their owvn activities.

Procedures for tranofers of recorde to Federsl
Recorde Centers are covered in General Services
Regulations, FPMR 10l1-11.4. Addressea of the
Centera are contained in FPVMR 101-11.410-1.

General Records Schedules also indicate recom-
mended or prescribed methods of filing many types
of records s0 85 to facilitate their use and dis-
posal. Prescribed cethode of filing are indicated
by referral tottbe issuance prescribing then;
those recozmended under the provisions of Section
505(a) of the Federal Records Act of 1950 do not
moke reference to an established authority and
any nev regulations or directivee that may be
issued from tipe to time vill supersede those
recocmendations.
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CENERAL RECORIES SCHEDULE 1

Civilian Personnel Records

Agency civilian persomnel recards relate to the
supervision over and mnnagement of Federal civilian
employeea, far the most part pursuant to regula-
tions of the Civil Service Cammiseion, the staff
agency charged vith the administration of the Civil
Service Act, and related regulations, orders, and
legisletion. This schedule covers all personnel
folders of civilian employeee whose employment
terminated on or after January 1, 1921. It covers
aloo all other records relatiog to civilian peraon-
pel created since January 1, 1921, vherever located
in an agency, exclusive of (a) copies of loyalty
and other investigetive files, (b) program records
of the Civil Service Caxmesion (imcluding recorde
of Boards of U.S. Civil Service Exaniners and
Carmittees of Expert Examiners, regardless of the
custodian), and (¢) records of the Bureau of
Employees' Campensatian and the Public Health
Service mainteined pursuant to statutory Govern-
neat-wvide rceponsibilities for the health and
velfare of Ooverument ecployees. Records of agen-
cy units functioning ae staff personncl policy
groups, rather thano ae operating personnel units,
are not covered by this schedule. Evaluatioo and
disposition of these groups of recards cust be pro-
vided for separately, except that Congress bas
given the St. Ioule Nlational Personnel Records
Center, GSA, authority to destroy certain pre-1921
files that are transferred to ite custody, provid-
ed the transferring agency concurs in their
destruction.

The Official Persannel Folder, a case file
docurenting employment under rules and regulations
of the Civil Service Cazxmission, vac established
{n 1947 by the Federal Personnel Manual end conoti-
tutes the key record relating to oost civilien
persoanel. Pxecutive Order No. 10561 of Septecber
13, 1954, provided that camparable recards be kept
covering employees of the executive branch outside
of the competitive service.

Records needed in litigation or appcals cases
mny be held beyond the required period.

Prior to 1947 the contents of personnel folders
varied somcvliat according to agency practices.
These practices, howvever, bave been cssentially
eimilar since about 1921. Specific personncl
forms, such as the Notification of Perconael Action
(Sjt‘.anrlnrd Form 50), have been standsrdized since
1941.

An auxiliery to the Official Persoanel Folder is
the Service Record Card (Standard Fore 7), & man-
datory form vbich replaced multiple typee of
0imiler forms used in the agencies. The Official
Personnel Folder and Service Record Card are
described in Civil Service Cxxission's Federal
Peroonnel Magual Supplement 293-31, which pre-
scribes a simplified syotem of recordkeeping for
Federal personnel offices.

The Official Peroonnel Folder, which travels
vith the Federal employee as he moves fram agency
to agency, contains papers of long term value, list-
ed as guch in the Federal Personnel Mamual, on the
right hand side, aad papers of short term value on
the left aide. Until November 1951, the contents
of the left hand eide of the folders were described
in detail in the Federsl Persomunel Manual. How,
bovever, only the records required to be kept on
the right hand side are deccribed in detail.

Recorda normnlly maintained in addition to the
official folder end its related eervice record card
concern phases of personnel ad=inistration involv-
ing the selection of persannel and the supervision
over the work history and oo-the-Job performance,
ao follovs:

Position claseification: These records
include copieo of position classificatioo
sheets ond related records.

Recruitnent and selection: These include
igterviev files and related dats.

Troining: Theae include evideace of skille
acquired and oade available to the agency.

Other records pertaining to individual employees
noreally include various other controls maintained
for purposes of convenience at the operating
levels; agency dispcnsery records; and, for the
period of World war II, draft defernent records.

When the "Authorized Disposition" columm of this
schedule states thnt records will be traneferred
to NPRC, (CPR), St. louis, Missouri, it weans that
they chould be sent to the General Services Adnin-
ietration, Retional Persoanel Recorde Center,
(Civilian Personnel Records), 11} Winnebago Street,
St. louis, Missouri, 63118 (formerly the Federal
Records Center, at the same addressg.
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ITEM
NO.

DESCRIPTION OF RECARIB

1.

Personnel folders excluding

(a) folders or groups of foldcreo
selected by the National Archives;
(b) folders covering periods of
ezmployment terminated prior to
January 1, 1921; and (c) papers
on the left or the so-called
"gepporary” eide of the folder,
vhich are authorized for disposal
by General Records Schedule 1,
item 10. ’

Service Record Card (Standard
Form 7 or ite equivalent)
except those of the Post Office.

a. Cards for employees sepearated
or transferred on or before
December 31, 1947.

b. Cerds for employees separated
or transferred on or after
January 1, 1948.

Correspondence and subject files
relating to the administration
and operatton of personnel
functions, excluding those at
egency stafr pianning leveis.

Correspondence, letters, and
telegraps offering eppoint-
ments to potentisl employees.

Certificate files, conesisting
of:

a. Requests for certificates
of eligibles.

b. Certificatea of eligiblaa.

Extployee record cards used for
informmtional purposee outside
personnel offices (such as
SP 7-B).

SUPERSEDED

RECOMMERDED
METHOD OF FILING

Alphabetically by
oAme .

In accordance vith
Federal Persoanel
Magusl Supplement
293-~31.

In accardance with
Federal Personnel
Manual Supplement
293-31.

By subJect or
sgency filing
systcm; start a
nev file every
3 years.

Alphabetically by
name.

File request and
certifi cates by
certificate ouzber.

Fides requests and
certificates by
certificate nmumher.

In accordance with
Federal Personnel
Mamial Supplement

SUPERSEDED

AUTHORIZED DISPOSITION

(a) See Chaptar 293, Subchapter
2, Federal Personnel Mamal for
instructions relating to folders
of employees transferred to
another agency. (b) Trensefer
folders of separated employees
to inactive file on separation
in accardance with the Federal
Personnel Manual, transfer
folder to NPRC, (CP4), St. louls,
Missouri, 30 days after separa-
tion. Dispomse 75 years after
birth of employee or 60 years
after date of earliest document
in the folder if date of birth
odnnot be esecertained, provided
employee bae been eeparated or
retired for at least 5 years.

Transfer to NPRC, (CPR), St.
lovis, Mtasouri.

Dispose 3 years after year of
eployee'e separation or transfer
to another agency.

Dispose 3 years after file ie ‘

cloeed or 3 years after date of
document {f filiog arrangement
differs from that suggested
herein.

(a) If appointment ie accepted;
dcetroy irmediately.

(b) If appointment 1s declined:
(1) Return to Civil Service
Comieeion vith reply and sppli-
cetion, if name wam received
from certificate of eligibles;
(2) File inside epplication, if
offered a8 a result of applice-
tion for temporary or excepted
appointment and dispose of in
accordence with provisions in
1tem 15; (3) All others; dispose
imediately.

Dispose 2 years after date of
certificates.

Dispose 2 yeare aftar date of
certificatesn.

Dispose or transfer to amothero
agency or bureau or on separati

of employae.
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DESCRIPTION OF RECORDS

10.

12.

13.

1.

15.

Position descriptions.

"Employee interview records.

Duplicate case files of
performance rating boards
of review, copies of which
have been forworded to the
Civil Service Commission.

All coples of correspondence
snd forms ceintained as
tegporary records on the
left pide of the Official
Personnel Folder in accor-
dance vith tbe Federal
Personnel Manual, Chapter
293, and Supplenent 293-31.

Position {dentification
strips, ueed in service
control file (such as
Standard Form 7) to provide
summary data on each posi-
tion occupied.

Incentive evards case files.

Reports pertainiung to the
incentive awards progran.

liotifications of persoanel
oction, exclusive of those

in Official Personnel Folders.

a. Chronological file coples,

{ncludiog face sheets.

b. All other copies.

Applications for employment

and related papers, excludiag

(a) records relating to
appointments and requiring
Senatorial confirmation, end

(b) applications resulting in

appointaent filed in the
Official Personnel Folder
(covered in iten 1 of this
schedule) .

REQWYEUDTD
VETS0D OF FILING

In accordance vith
Federal Personnel
Menusl Supplement
293-31.

Alphabetically by
aane.

Alphabetically by
name; start a new
file every year.

On left side of folder,
chronologicelly.

In accordence vith
Federal Personnel
Manual Supplencent
293-31.

Alphabetically by
name; start a newv
file every 2 years.

Chronologically.

In accardance with
Federal Personnel
Manual Supplcment
293-31.

Alphabetically; otart
a nev file every year.

In accordance wvith
inspection requirenents
of the Civil Service
Commission as stated in
the Federal Personnel
Manual.
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AUTHQRMED DISPOSITIOR

(a) Disposge of ome copy 5 years
after position in abolished or
description is superseded;

(b) dispose of other copies vhen
position ie abolished or descrip=
tion 18 superseded.

Place in inactive file oz transfer
or separation of employee and
start e nev inactive file every

6 months; dispose of inactive file
6 montha after it is closed. If
filing arrbngepent differs fron
that suggeated herein, dispose of
recards 6 eantbs after traasfer

or separation o{ exployee.

Dispose 1 year after closing file;
if f1ling arrangement differs
from that suggeeted herein, 4is=-
pose of records 1 year after
completion of case.

Dispooe on transfer to enother
agency (except in a transfer of
fuactions), separation of the
employee, or when 1 year old,
whichever 18 earlier.

Dispose when position is canceled
or new otrip is prepared.

After cloalog case transfer to
inactive closed file and diepose
2 years after closing.

Dispose after 3 years.

Dispose after 2 years.

Dispose after 1 year.

Dispose upon receipt of Civil
Service Commission report of
inepection ar when 2 yemrs old,
whichever is earlier, providing
the requirerents of Chapter 333,
Section A-4 of the Federal
Personnel Menual are observed.


https://closi.ng
https://Fo.l.d.er
https://sel'V1.ce

FPMR 101-11.4
Decenmber 15, 1967

ITEM REC OMMENDED

RO. DESCRIPTION OF REC&RDS METHOD OF FILINC AUMHORIZED DISPOSITION ‘

16. Statistical reporty in the By report and Dispose 2 years after dete of
operating peracnnel office chronological ly report.
snd aubardinate units thereunder.
relating to personnel.

17. Carrespandsnce end forms
in operating persoanel officea
relatiag to individunal employeas
aot aalataiaed 1z @fficial
Peroonnel Folders apd not
provided for eleevhere in this
ochadile.

a. Carreepondence and farma Not applicable. Dispose vhen action ie completed.
relating to pending
persannel aectiqna.
b. Retention registers In eccardance with Dispose after 2 yeare.
(100luding card filea and Chapter 351, ArPpendix
related papers) fram which A of the Federal
reduction-in-farce actions " Pereoonel Mamal,
bave been taken.
c. Retention registers In accardance vith Diapoee vhen superseded.
{(including card files and Chapter 351, Appendix
related papere) fram vhich A of the Federal
no reduction~-ih-force actions Pereonnel Mamual.
bave been taken.
d. All other carrespondence and Alphabetically by Dispoee 6 monthe after file is
farma, name; etert a cev cloeed or 6 monthe after date of
file every 6 montha. docurent 1f f1ling arrangenent
differs from that suggested
herein.

18. Copies of documents duplicated Alphebetically by Dispose 6 monthe after file is
in Official PersavnelfFolders name; atart a pev closed or 6 cogtha after date of
and not provided fer elaevhere file every 6 moatha. docuent 1f £11ing arrangement
in this schedule. differe from that suggested

herein.

19. Files perteining to the deferment

of Federal employees fram military

training under the Selective
Service amd Training Act of 19L0,

as enended (excluding records held

by the Selective Service Systep

and the Reviev Committce on Deferment

of Joverment Emplsyeea and their

predeceaaor and successor agencies),

a. Reports to the Review Cammittee

on Deferment of Government
Bmployees ar its predecessors

op the Selective Service statua

of ezployees (WMC Form 27 or
equivalent).

b. Requests for occupational

deferment (0SS Farm 42, U2e, or

equivalent} and ell support-
ing and accammmpying pspers.

c. Appeals to the Review Cammittee

on Defermeat of Govermment

SUPERSEDED

Conform to egency

practice.

Conform to agency
practice.

Conform to agency
practice.

Dispose after 6 montha.

Dispose after 6 months.

Dispoee after 6 moatha.

Buployees or its predecessors for
occupational deferments end all

s e UPERSEDED
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22.

213.

2b.

SUPERSEDED

DESCRIPTION OF RECORDS

d. Correspondence between

individual agenciee and the
Reviev Cozmittee on Deferment
of Goverument Employees and

its predeceseors.

e. Requests to the Review
Comittee on Deferment of

Governmeat Employees and ito
predecessore for the designa-
tion of certain positions ao

"Key Positions."

f. Reports made vithin an agency

by individuel eoployeea oa

their Selective Service status.

Individual health record cards.

logse or registers of vieita
to dispensaries, first aid
rooms, and health unita.

a. Where information 1is
aumcmrized on statiatical
reports.

h. Where information ic not
sum=narized elsevhere.

Health record case files, coo~
prising forms, correspoadence,
and related papers docunenting
eoployee amedical bistary,
except pre-employment phyeical
exaninations, Health Qualifi-
cation Placement Records, dis-

ability retirezent exaninations,
and fitness for duty exaninations

which become a part of the
Official Personnel Foldere

(Standard Porm 66) upon aeparation,

but vhich may be maintained

aeparately from the folder prior

to aeparation (see Chapter 293,
Subchapter 3 of the Federal
Peraonnel Mamual).

Copies of statistical summaries
and reports relating to employee

health retained by reporting
unit, and related papers.

Certificates of performmnce
rating.

RECOMMENDED
METHOD OF FILING

Conform to agency
practice.

Conform to agency
practice.

Coaform to agency
practice.

File vithin year
alphabetically by

name. Set up nev file
every year and bring
carda forvard from pre-
vioua yeara to it vhen
individual concerned
is treated.

Cbronologically.

Cbronologically.

Alphabetically by came,
Set up oev file eacb
yeaer and bring forvard
froo previoua years
files related to an
individual vhen that
individual is treated.

By report and chrono-
logically thereunder.

Coaform to agency
practice.
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AUTHORIZED DISPOSITION

Dispose after 6 months.

Dispose after 6 montha.

Dispose after 6 months.

All cards pertainiog to an io~-
dividual are to.be dinposed of
6 years after date of last
entry on the cards pertainiog
to hin.

Dispose 3 months after last
date on log or register.

Dispose 2 years after last
date on log or register.

Dispose & years after date of
last papers in the file.

Dispose 2 years after date of
euamary or report.

Dispoee after 2 yearo.
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ITEM RECQMVE!:DED
METHOD OF FILING

1. DESCRIPI'ION OF RECORDS

AUTRORIZED DISPOSITIOMN

25. Records relating to individual
ecployec operation of Coverment-
ovoed vehicles, includiog driver
tests, authorization to use, safe
driving awvards, and related
correspondeance.

Alphobetically by
oa= Of employee.
Tranoefer to inactive
Chronological file
upon separation of
employee Or uponre-

Dispose 3 years after eepsration
of employee or 3 years after re-
ecizaion of authorization to
operate Goverunmeant-owned vehicle,
vhichever 1s the esrlier.

eciseios of authari-
2ation to operate
Government-owned

vehicle.

26. Statcoments of employment and
fiaancial interests, and nanme.
related papers.

Jten 1. The Official Perconnel Folder, prarmigsted
1o 1957 by the Federal Personnel Manual, is cono-
gidercd to be the official record docunenting
exployaent history. The documents filed on the
right aide of the folder, which "travels” with the
egployee throughout his Federal career, caapriee
papers wvhich give lego! force and effect to
eppointments and all other personnel transactions,
and vhich reflect minicun date on Job performamnce.
After cerefully considering the various values
inherent in these foldere, an Ad Hoc Camsittcc on
the Dispoaition of Personnel Foldere, consisting
of repreeentatives of the Civil Service Cammission,
the Gengral Accounting Office, the Bureou of the
Budget, end the General Services Administration,
reparted to the Administrator of Gemeral Services
on December 31, 1952, that the folders did mot havc
sufficient value to varrant preservatioo indef4.
nitely beyond the time they vere required for
adjudication of retirezent claims.

Executive Order 10561 of September 13, 1954,
designated Official Personnel Folders ee records of
the Civil Service Commission, but cacparable folders
of eaployees occupying positionc excepted from the
comPetitive civil service are records of the cmploy-
iog agenties. These records have the same value as
do Official Perconnel Folders, and they are there-
fore inocluded in the coverage of thia iten.

Any historical velue that personnel records as
a class may have relates primarily to the indivi-
dusl, oot 1in his capacity es a Federal employee,
but rather because of his position in the hierarchy
of the agcacy or becaunse of his fane or notoriety
ae an individuel. It would not be reamsonable far
the Federnl Coveruzent to keep the filee relating
to millions of e=ployess on the gamble that a
hiotorian or biographer night sape day find 1o one
of the folders the pissinog clue to esone aspect of
the 1life or career of an individual wvho later
becapne faoous. Oo the other hand, the !iational
Archives can identify the folders or groups of
folders, particulerly those relatiog to cmployees
vith periods of eaployrent prior to standardizationm
of the folder in 1947, that may contain papers of
cufficient historical impartance to wvarrant their
retention. This selection will be made prior to

Alphabetically by

Diopose 2 yeors after employee
leaves a position ia which a
statercnt 1s required, ar tvo
yearg after the employee leaves
the ageacy, whichevcr is earlier.

The importance of personncl folders io retire-
pent proceedings and in determining the pensioo

‘rights of former Goveroment exployees requires that

the file of those covered, or potentially subject
to coverage by a retirement aystenm, be retsined
until these peneion righto have been finally
deternined.

Retirement benefitc may be obtained after vary-
iog periods of service and at various ages, but it
is reasonasble to eseume that former employees will
apply for theae beaefits before they are 75 years
old. Consequently the reteationm period for the
folders 1is set at 75 years after the esmployee's
birth, or, if information as to date of birth 1s
lacking, at 60 ycaro after the date of the earliest
document pertaioing to his employoent.

Iten 2. Tbeoe service record cards are officiel
surmaries of the aelient facte of exploywent history
that are oaintained by personnel offices to obviete
frequent reference to personnel foldere and to be
uced aa the officiol record ino lieu of lost folders.
Experience of the National Personnel Records Center,
(CPR), St. Louis, Mipcacuri, iodicates that with the
otandardization of the Official Persoonel Folder
and the inauguration of the "traveliog folder” in
1947 the meed for the ocrvice record card as a
substitute for mipsing or imcomplete folders hes
declined to the extent that long retention of the
cards 1s not Justified. In those few cases where a
personnel folder is loot, service can be verified
fron individual pay records or peyrolls. For the
period prior to standardization of the officiel
personnel folder, extensive gaps in the folders and
in psy records nvailable to the St. Louis Center
nake retention of the oervice record cerds necessary.
Roster cardo and service cards of the Post Office
are excluded from coverage by thic item because so
cany of 1ts eoployees are hired on a tecporary basis
and no officiel pcroonnel folders are created for
then; the Post Office cards can best be evaluated
oa their ovn merita.

Itea 3. These filee, consisting of correspondence,
forrts, internal reports, Civil Service Commicsio
inspection reports, and other papers, reflect t

operation of the perconnel office in administeri

disposal of the remainder of the ﬁSU P E R§ E ﬁE DSI%MEl program and that of the subor-
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dinate broncbes charged with individual phacceo of
fthe program. They serve temporary adninistrative

aeeds in the daily problems erisiog in personnsl

vork, end the retention period indicated is ade-

quate to serve such temporary needs.

Significant personnel policieo and procedures
in the Federal Government are normally established
by the @ivil Service Cammiasian and set forth in
the Federal Personnel Mamual. Wwhite House officees,
the Congress, and special boards snd caxmitteee
frx tine to time exert a conaiderable influcnce
on theoe policiec. Records documentiog the poli-
cies and the reacocao for their adoption are in
these agencies.

Insofor aa concernc internal agency policies
vithin the franework of the Governrent-wide poli-
cies, there are staff personnel policy officeo
distinct from the operating peroonnel offices in
those agenciesc that eoploy the vaot majority of all
Federal employees. This iten does not epply to the
files of such off:iceo.

In other agencies intermal policies and approved
deviations fram the Covernment-wide standards and
procedures eotablished by the Civil Service
Cacnission sre documented in the files of manage-
ment or other officec at adminictrative levels
above the operating personnel office. Usually
these policies and deviations are announced in
sgency directives initieted either by a canagement
officc or by an operating office vith responsibili-
ties for the agency's substantive progran. The
background files are normally in the initiating
office, not in the operating peraonnel off'ice.

Iten 4. Correspondence relating to individuals

vho receive appointments is provided for elsewhere
in this schedule and this item relates to routioe
papero reflecting pre-appointzment negotintions with
potentinl appointees.

Item 5. Theoe forme relate to requeoto made by

the agency to the Civil Service Camission for lists
of eligibles froo established registers. The cer-
tificate itself 1s of little adninistrative value
once decisions have been taken with recpect to the
nanes certified.

Item 6. Standerd Form 7-B was developed ee an infor-
mational record for operating unitc served by the
perconnel office to obviate requeeto for employee
service end related data. Once the ecployee leaves
the opcrating unit, the card is of no fMarther
adninietrative value. The summary card record is
maintained on Standard Form 7 (cee item 2) by the
perconncl office itself.

Iten J. Pocition deocriptions, used in classifi-
cation work and in employment control, are of value
ag contimuing percoanel docunents wvhile the deacrip-
tions they contain are still velid. Except for
descriptions which zny be of continuing vaelue
because of their artness of content (wiiich may be
retained as non-record reference caterial), these
records are of 1inited value after they are super-~
seded or obsolete. One copy of deccriptions of
pooitiono abolished and of superseded descriptions
18 retained for S years in connection with Job
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restoration and other employee rights. Agencies
may hold these longer than S5 years 1f they are
needed in appeals cases.

Itep 8. These are prircarily employee relations
Tiles and involve entrance and exit interviews,
and interviewe involving cozplainto by ar sgainst
the employee. Any action taken by reprimand or
othervise is documented on the right hend side of
the personnel folder. Same agencies place these
records on the left side of the folder, to be
disposed of on transfer or separation.

Item §. These are duplicated of papers submitted
by memhere of Boards of Review to the Civil
Service Caxmission on ternination of their terms
of office.

Item 10. Theae are temporary papers deeling either
With the inception of perconnel actions documented
on the right hand side of the Official Persoanel
Folder or with adninistretive cattero, and ere of
adninistrative value only for e short time.

Item 1}. These visible strips, which sre main-
tained vith the oervice record card filcs, provide
surmary data on each position occupied. They have
no record or reference value when the related
positions are canceled.

Itexs 12 end l;. The avards prograns of Federal
sgencies are carried on purguant to Title III of

Public lav 763, 83d Congress, 2d session, which
superseded the aanagement improvecent and ouperior
nccaplishonent avards made under Titles 7 and 10
of the Claasif'icntion Act of 1949 (P.L. 429, 8lst
Cong.). Under the consolidated program, the head
of each sgency or the Precident is authorized to
pay cash avardo to ezployees or to preseat other
typcs of avards in recognition of individual
accanplichzents on the Job vbich are especially
outstanding or diotinguished. These items cover
records accummlated both under the cuperceded
avard programs snd the consolidated progros. Files
pertaining to employee suggestions hove sone adein-
istrative value in evaluating later suggestions
and in documenting current practices. However,
the disposal period 18 sufficient to satisfy such
oeeds. Evidence of all avards under the Incentive
Avards Act are required to be placed among the
papers on the right side of the Official Pcrsoanel
Folder, vhich is retained under item 1 of this
schedule at least S years after cessation of
Government employzent. Reports covered by item 13
deecribe activities under the agency incentive
avards program and are dispooable after a period
vhich provides for reference nceds. They include
not only copico of feeder reports prepared within
the agency, but also 8gency copiec of summry
reports suhmitted to the Civil Service Cozmission.

Item lh. Copiles of notifications of personnel
action (other than the Official Personnel Folder
copy) which—have adminiatrative or fiecel use are
the pay copy, which is to be disposed of uniformly
vith ochher pay records, and the Journal action
copies, which will be retained for two years, {n
accordance with the provision of R1-2 of the
Federal Pergonnel Manuanl, to satisfy inspection
requirements.
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Item 15. These files are imvolved in agency
recruitment and appointment activities which are
subject to Caemission inepection to ensure that
applicable rules are being observed. The appli-
cation files are held for a sufficient period to
serve the inspection needs of the Commission as
well as the administrative needs of the agency
personnel office. Papers pertaining to successful
applicantes are retained for a long pericd as part
of the personnel folders described in item 1. The
files covered by this iten, bowever, iovolve
peading or unsuccessful applications.

Item 16. These reports, vhicb are required admine
istratively and by the Camissian on cany phaeses
of personnel administration, are carzally coasolie
dated into summary reports submitted to higher
administrative levels, or are so detailed ame to
have no further adoinistrative value after the
period indicated.

Item 17. This iten is intended to provide forIthe
on6e6 Of local and other forms and correspondence
vhich are not placed in the Officin) Personnel
Folder because the Federal Persoanel Manual doee
oot require it ar because it is deedmed not to be
adninistratively neceesary to do so. Pending
personnel actiona, including those reculting fraom
reduction in force proceedings, are documented in
the folder, which 16 held for a long period (item
1), and the papers here described are eeseatially
wvorking papere vhich rapidly lose their value ae
organizationnl and personnel changes render then
noncurrcot. Geoerally, the other filce covered ¥y
this itenm relate to aspects of exployment history
vhich are also documented ia the off'icial foldere
or in fiscal rccorde to be retained for & long
period by the provieions of this schedule, and
therefore are of little administrative value after
relatively short periods.

Item 18. These nre copies of forms relating to
persoanel actione and other matters iavolving the
employee submitted to the personnel office by the
operating unit inftiating the faro.

Item 19. Thece records, created by Federal agen-
cles a6 a result of operations pursuant to the
Selective Service and Training Act of 1940, as
anended, are of no further ndninictrative value to
the egenciec. Actione taken vith recpect to indi-
viduale bave been documented in Officis) Personnel
Folders ar their equivalentc existing prior to 1947.

Iteme 20 and 22. These nre the continulng records
of treatacnt of individual eoployees; any correo-
pondence, meanrunda, or other date are filed in
the same Jacket. Jourual entries ere pade on rec-
ord cards or cotrparable forms recording each visit
of the patient, brief diegnosis, or statement of
referral to private doctor, and treatoent given,
if any. The documents deemed of long term value
by both personnel officiaels and medical officials
are normally part of the Official Peresonnel Folder
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(item 1), even though they may have been maimtai
ed apsrt fram the folder prior to separation.
(Federal Peracanel Mamual, Chapter 293, Subchapter
3). The remainder of the pauperes in each file are
of only ephemeral interest. The recorde have ao
histarical volue; they are not of value for docu-
mentiog health activitiec; medical officere
believe that i{f no nev date have been obtained
during the retention period specified, they are
of no value nedically; and their administrative
utility ie linited by the five-year statute of
limitations on claims for employees' compensation.

Item 21. These are Jourasle on vhich ere recorded
of each patient, date on whicb he cane,
and, often, other identifying data, time spent,
and a very brief actation of the illness or injury
that proopted him to cam. The records are
occasionally used for admiaistrative purposes for
about one year after they are created, but oot
longer. They have no historical value and no
value for documenting the histnry and functions of
the dicpeasary, firet aid roam, ar heelth unit;
ncdical officers state that thcy have no medical
value. Since their only administrative use 1s for
statistical purposes, it ie poesible to dispose
of thooc vhich are statistically summrized
almet U—ediately and the statisticel utility of
the others is exhausted within the altermete
period specified.

Item 23. Theee are retained copies of reporte nnd
surmariec capiled by a health unit for tr'ansmies
cion to higher administrative echelons, wvhere the
are used in copbination with other reporta for
otstictical and aarrative annlysic, and of infor-
mtionnl coplec of analyses transmitted to health
units by bigber administrative echelons. In
either case, significant data are available at the
higher echelons and the records are of oo utility
in health unite beyond the period of timec
specified.

Item 24. ‘These files consiat o1 certifications

by each supervisor that be bas rated employees
under hie Juriediction and bas discuesed the
ratinge vith then. The certificatione pravide the
ncecscary documentation to support the proceseing
of periodic calary increases, and for the record-
ing of other than "saticfactory" ratings on the
nervice record cards (item 2 of thie schedule).
The files are retained for a sufficient period to
satiefy adminiatrative needs.

Item 25. These papers have local administrestive
value, usually lipited to the time the employee is
authorized to operate Covernent-owned vehicles.

Iten 26. These statenentc of employzent and finan-
cial interests are required of certain classes of
Fcdernl employces by Subpart D of Part T35 of
Title 5, Code of Federal Regulationo. They are
held long enough to meet administrative needs 1f
qucsetions of conflict of interest arioe.

SUPERSEDED
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fSyrullisg end Puy Administretion Recurds

Payrelling and psy adminietration records pertsin to diebureements to civil erployees of the Govera-
mant for persondl services, This echeduls applies to the puy recorde orsated since Janwary 1, 1921, that
are camon to all agencies, but it sxcludes (a) retirement record osrda (Forms 2806 or equivalent) that
are maimained during exployee duty and than ere transferred to the Ratirememt Viviaion of the Civil Ser—
vice Camxiseion; (b) files physically treammitted to the Gensral Accounting Office ar maiataimwd in 8genoy
space for endit under section 117(b) of the ot and Accouming Prooedures Act of 1950 and the Post Of=
fice Departnsnt Pinancial Camtral Act of 1950; {¢) recorda relating to tax witdb , savings bands, or
£idslity bamds, or othar recorda hsld by the appropriate units of the Irs t reaponsibls for
ths related Government-uids Programsj (d) or to Burwau of the Budget files reflecting agency personnal
osede and problems, Evslustion and dispoaitinn of these groups of records must be provided for espirstely,
except that Congrese hes given ths St. Louis Pederal Records Center authority to destroy certain pre-1921
f1les that are tranaferred to its custody, provided the trunsferring agency cancurs in their dsetructimo,

Horwmally copiea of papsre required by ths Caxptroller Oensral to be msintainsd for ailtmgaudit or to
bs phyeically tranaferrad to the Oeneral Accountiag Office for csntralised audit, technically canstituts
aagments of accountable afficere' accounts (Schedule 6). In no event mxy dispoeal be made of records
pertsining to accounts, claims or damamis involving this Covernmmnt of the United Statea which have not
been settled or adjusted by the Oensrel Accounting Qffice unless the agency concerned has writtean approval
oih the Cocpwo]jlor Oensral, as required by Section 9 of ths Bacords Dispoaal Act of 194), as amanded
( U.s-c. 37h L]

Moat Federal civilian pay accounta are prepared and maintainad in accordance with Osnersl Regulations
Ro. 102 of ths Camptroller Oensral, isswsd in 19LL. This regulation provided, among other Udngs, that
the pay record for each amployse be maintalnad an a separate card form (Standard Form 1127 or equivalent)
and abendonsd tha cemprehensive payroll fairly universal in the Federal Oovernment ainoe about 1880. The
regulations induced a etrong mmasure of wniformity, although the exmamption of the Post Office Department
snd the Postal Servics froa its pwvisv immdietaly renoved about ons-fourth af all Federal employwes from
ita scope., HNowaver, there are st present thrve hasic systams in use in the Federal Oovernmmnt for the
preparation and processing of payrolle:r (a) The simplified payroll syetem promulgetsd by Oeneral Regula-
tions No. 102, serving the adxinietrative intereats of the sgsncies, the Gemorwl Accounting Office audit
responsibilitiea, and the Divisiop of Disburmmmmnt of the Treasury Departzmnt; (b) The Kavy system for ita
field exmployees, vhich retaine the older type of comprehenaive payrollj amd (e¢) The Poet Offics Departmsat
and United Statea Poetal Service syetasmn.

The various adaptations of Begulationa No. 102 wvhich hsve been permitted by the Coxptroller Gensral
and the non-uae of the regulations have resulted in the creatiom of recorda hich are eQuivalent to the
individual psy card in valus but aften differ radically in phyvical nature and format. Soms agenciea,
for example, poat pay and deduction dats both to a pay card and to the older typs of coxmprehensive pay-
roll., Other agenciea use no pay card and rely on the camprehennive payrvll wvhere it is felt that use of
the sizplified syst.ea, geared as it is to occasional changes in normsl pay, 1s not atninistretively
feasible because pay changee oAy be the agency morm rather than the exceptioa.

The key file in amy of the payroll systams is the record vhich contains the deduction and service
dats. This data appeare in eit.her the centralised pay card or on the face of the older type of camprehen-
sive payroll traditicoally used,

In the payrvlling procses, & group of diverse recorde is accumulated. Under the flsgulatioas 10?
syesten, tha pay records are morually site audited by representatives of the Oemsral Accounting Offics, who
exanins primarily the earning record carda, peyrvll change slipa that ere prepared W documant changes in
normsl pay, certification ebsets contalning the signature of the ageacy certifying officer, check liste
prepared in lieu aof the more formal payrolls by Tressury or local disbursing pereannsl, acurce persommel
documante such as basic tinme aod attandance reforts, and copies of personml ection forms &dvising of
pereonnel actions reaulting in changwe in pay. Io additicn pay registers ami other aocounting dsvices are
maintiinsd to check and balance the acocunts.

411 pxyroll gyotems require ths maintamance af a laave card, to vhich informsticn is posted from
oore detailed records kept by time and attendance clarks located throughout & agency, Two basic fores
sre used by most agenciss: (a) Standard Porm 11)7, vhich showe leave takan by an €mpleywe over a two-
year period) and (b) Standsyd Porm 1130, which 1s a cambinstioo time and attandancs and lasve record
designed to be maintainsd in agincies in which tha timskeeping funetiocn is decentrulised. One Steandard
Pore 1130 15 mmintainsd for sach ezployes each pxy period, and the current leave atatus figure ia
sccupulsted from pay period to pay period,

Other recosds incidental to the payrolling process are withholding taz and esvingy tond records,
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QUP

=DED

reporta made to Treasury Depar.ment units and the Civil Service Camniseion on in¢ome tax and retirezent
transactions, and other recorda not pertaining to individuale, but rether to the generul adminmistretiom
of the payrolling office and the pxyrulling functiam.

TTEM
NO,

DESCRIPTIGN (P RECORIB

1.

2.

3.

ll.

S.

?.

Individual earning and eervice cards
(auch as Standard Pore 1127 or ite
equivalent) .

Correspondence files msintained by op-
erating units responeible far payroll
preparation and processing, pertaining to
aduinistration apd cperation of ths mita.

Time and attendance ewparts.
s. Copies wed in payroll preparation and

proceseing. (Where Standard Farm 1130
is used faor both time and attendance

and leave posting purposes, the dispoaal

proviaion for itea 9 applies.)
b. All others,

Individus)l authorigation oard and recod
of payroll allotmants (suecb as Treasury
Owpartment Fers 226h),

a. Where record of boud dsduotions ie
malotainad gp earulng record card.

b. Where record of bond dednotioms ia
not maintained elsewhere.

Issuing agents' coples of bond registrs-
tion atube.

Receipts far and tranmmittals of U. S,
Savinge Bamis 8ad checks.

Bsports of deposits and gurchasss of
bonds, and related papsre.

RECOMENDED
METROD OF FTLING

Alphabetically by name
of exployee; etart a
nev file every ymwar,

Conforn to agency
practice,

Standard Foraldg30 for
each exployve per pey
period, arranged by
pay Period; cme copy af
Standard Forms 1135 and
1136, chromologically.

By pay period with other
pay recordslng

Alphabetically by nemm
of employee,

Alphabertically by naae
of employve.-

By year and bend num-
ber thsreundar.

By month and alpha-
betically therwundsr,

By acrtb.

SUPERSEDED

AUTRGRIZED DISP(B ITICM

Tranefer to Federal Recorda
Center, St. I.ouie, Ho., 1
year after audit., (a) If
in personnel folder or in
individual pay folder filed
adjacent to perecmnel
foldery dispase vith the
perscnnal folder (sse ORS
1, item 1) (b) If not in
or filed adjacent te per-
sannel foldery dispose 56
years after date of last
entry on ocard,

Dispose after 2 years,

Diapoes 2 yeare after audit
by the General Accoumting
affice,

Dispose 6 momths after end
of pay pericd.

Dispoae when euperveded by
new card or on trunsfer or

separution of ezployee,
shichever 1s earlier.

Diapose h years after cloea
of file. (Bsmove to inae-
tive file wvhen euperveded
or upon transfer or O0pAre-
tian} clcae inactive file
at end of each year and
tranafar to Federsl Records
Centar 2 yoars thareafter,)

Diepase after 2 ymars,

Oispooe ) wonths after
date of receipt.

Dispcae after k yaarv,
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GENERAL HECQRIB SCHEIULE 2 (10-8-57)
ITEM RECQOEROED
NO. OESCRIPTION OF RECORDS METROD (F FILING AUTRQR IZED DISPOSTTION
8. Applications for leave and aupporting
papers.
a. Applications for leave taken im- Alphadetically by namej; Attach to leave record card
mediately prior to separation. start a nev file every (see item 9). (a) If 1n
yoar, persannel fodder ar in in-
dividual) pay folder filed
adjacent to personnel
folder: dispose either 10
yoara after date of last
antry on card or with the
personnel folder {see ORS
1, 1tem 1)y (b) If not in
or filed adjacent to per-
asonnel falder: disposae
1O yoars after date of last
entry on card,

b. 411 othere. Alphabetically by names Dispose 1 year after file
etart a nev file every is closed or 1 year after
year, date of application 1if

filing arrangement differsing
from that suggested herein,
9. Leave record carde, maintained in-~

dependently of pay and earning

records (including Standard Form

1130 when uwsed aes a leave record).

a, Pay or flscal copy.

(1) Final cerd showving accmma- Alphabeticelly by pay Close file at end of yver
lated leave on separation. year, and transfer to Federal
Records Center, St. Louis,
Mo,, 3 years thereafter.
(a) If in personnel folder
or in individuel pay
folder filed adjacent to
personnel folderi dispose
either 10 years after date
of last entry on card or
with the personnel folder
(see ORS 1, item 1); (b)
If not in or filed adjacemt
to personnel foldert dis-
pose 10 years after date of
last entry on card.
(2) 411 other pay er fiscal Alghabetically by nammj Dispase 3 years after audit
aoplas, start a nev file every of related pay records,

2 years if S, F, 1137 or

its equivalent is uesed,

and every pay period 1if

S. F. 1130 1s wed.

b. Other copies. Conform to agency Disposeldgmonthe after the

practice, end of the period covered.

10. Becords of leave data transferred (such Alphsbetically by nams; Dispose 2 yeare after file
as Standard Porm 1150). start s nev file every 18 closed or 2 years after

year, date of document if filing

arrangement differs fram
that suggested herein,
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ITEM
AD.

B

SUPERSEDED

GENERAL RECORDS SCHEODULE 2

DESCRIPTIOn OF RBCORDS

11.

12,

13.

1k,

15.

Not.ifications of psrsonnel actian, ex-
clueive of those in Official Peresonnal
Folders.

a, Psy or fiscal copy.

b. Chronological file copies, includ-
ing face sheets.

c. All other copies.

Copiea cof budget authorizations to
operating unites that cantrol peresonnsl
ceilings and personnel actioms,

Memorandum copiee cf payrolls, check
liste, and relaled certification sheets
(euch aa Standard Forms 1013, 1128, or
equivalents),

a. Security copies of docwente prepared
or used for disbursement by Treasury
disbursing offices, and related papers.

b, All other copies,

(1) “here earming record card 1s
maintained,

(2) where earning record card is
not maintained.

Payroll control resiaters (such as
Standard Form 1125).

Payroll change slips exclusive of thase
in Official Personnei Folders (such as
Standard Form 1426).

a. Copy used in Oeneral Accounting
Office audit,

b. Copy used by disbureing officer in
preparing checke.

c. All other copiles,

RECOMMENDED
YECHOD OF PILING

AUTHORIZED DISPOSITION

By pay period with
other pay recards,

Tn accordance with

Civil Service Aandbook
§-812, Bagic Persarmel
Records and ¥iles System

for Federal {ies
Oct. Eﬁ: Part 1 B L.

Alphabeticallyq start a
nev {ile every year.

By argani:ation.

Chronologically by pay
period.

By pay period with
other pay records,

By pay perlod with
other pay records.

By pay period with
other pay recorda,

By pay period wvith
other pay records,

By pay period, there-
under alphabetically
by name.

By pay period, there-
under alphabetically
by name.

SUPERSEDED

Dispase 2 years after audit
of related pay recards by
the General Accounting
Office.

Dispose after 2 years.

Dispose after 1 year,

Dispose when superseded.

Dispose when Federal
Racords Center receives
second subsequent payroll
or check list covering
same payroll unit,

Dispose 2 years after audit
by the General Accounting
Office.

Dispose when 10 years old.
(Transfer to Federal
Records Cenier, St. Loulag
Missouri, when 3 years old,)

Dispose 2 years after audit
by the Ceneral Accounting
Of fice.

Dispose 2 years after audit
of relasted pay reccrds by
the General Accounting
Office,

Dispose after preparation

of check.

Dispose 1 month after end
of pay period.
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17.

18.

1,'

20,

2l.
22,

23,

2h.

Iten 1,

aAlao narmally included,

SUPERSEDED

OENERAL RBCORDS SCHEDUIE 2

DESCRIPTION OF RECOROS

Memorandum cotbies of fiscal echedules
involved in payroll proceseing.,

8. Copy used in Oeneral Accounting
Office audqit.

b, All other copies.

Adminietrative reports and data relating
to payrolling cperstions and pay adminia-
tration.

a8, Rsporte and data wsed for workload
and perscnnel mansgemnmt parpuses.

b. All other reportes and data.

Withholding tax exemption certificates
(such as Internal Revenoe Form W-l).

Returns on income taxes withheld (such
se Internal Revermue Porm W.2).

Reports of withheld Federnl taxes and
related papsrs (including records relat-
ing to incoms and social aecurity taxea).

Retiremeni. reporte and regiatera.

Reports of insurance deductione and re-
lated papers, including copies of vouchers
and schedules of paywment..

Levy and gamishment records, including
official notice of lery or garnishmant,
change slipa, wckpspere and correspondence
relating to charge againet ret.irement funds
or attachment of salary foar payment of back
incore tax or for other dsbts of Federal
employeee.

Wage survey fllea consisting af wge survey
reporte and deta, working papers and related
correspondencsd concerning area wages paid
far each employment class (excluding author-
ized vage schedules and vage survey recapite
ulation work eheets).

RECOMMENDED
METHOD CF FILINQ

By pay period with
other pay recorda,

Varies with egency
practice.

Conform to agency
practice,

Conform to agency
practics,

Alphabetically by
naEm .

By returm and chrono-
logically thereundsr.

Conform to agency
practice.
Chronologically.
Conform to agency

practice.

Conform to agency
practice.

Conforn to agency
practlce,

GSA Reg, )
Appendix b
(10-8.57

AUTHORIZED DISPOSITION

Dispose 2 years after audit
of related pay records by
the General Accounting
Office.

Dispoae 1 month after end
of pxy period.

Dispoee after 2 years.
Dispose after L years.
Dispoee L years after card
is sumreeded ar cbaolete.
Dispose efter L Years,
Dispose after L yearsing

Dispose after L years.

Dispoas after L years.

Dispose after L yearws,

Dispase affier completion
of second succeeding
wage survey.

These are the official centraliesad pay records maintained by agenciss keeping such recorda under
General Regulstions No. 102 of the Coaptroller Oeneral or an adaptation thereof. Suwmries of service are

docurenting the fiscal aspacts of employment history.
records at the St. Louja Federal Recordes Center, that Center files the pay caris in the appropeiate person-

nel folders; this happena when the cards reach the Center singly o in very small quantities.
quantities are received by the Center they are kept as separate blocks of records.

In agencies under payroll eite audit, this centralized record is the only file

If necessary to effective eervicing of personnel

If larger
[he altermative dis-

posal provieions ensure that the cards vill be available for use if necessary in retirement proceedingesing
regardleas bow filed.

Itemd 2, 7, 12, 17.
it responds{e Tor premration of the payroll.
tivemot:ters—and normally do not relate to individusl pay accounts,

These files reflect the general operation and administration of the arganjsational

The correspandence files pertain to routine asdminjstre-
Nor do they ogntain key filacal dats

of mare than iLranaitory importasme. Reports pertaining to band zales are mado either for intermal
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accounting jurposes or are submii.ted t.o Treasury units involved in thes managezent of the aavinge bond
program. In either case, the papers are sld long enough to eatisfy internal accounting, reporting, and
other adninistrative needs. The administrative reports files may mrovide data on the volume of voucber
emaninstion or the incidence of othsr accounting operations, of interest for wvork mesasurement or staffing
purposes; or they may oansist of papers or reportas tranemitting agency accounting data for special or
routine roporting purpases. In eittier case, coplee are retained to provide for tha referenca naeds of the
unit preparing the report or canpiling the dsta,

Itens 3-6, 8-11, 13-16, 18-23. These files are accumulsted in the course of processing and preparation
of the plyraﬁ. h-wy are genarally dispasable after agency adainistrative and General Accounting Office
neads have—beenrmot;—ae follows:

a, Check liets. pavrolls. postine msdis. oontrols. and related cacers (Items J. 11. 13-16)}. The
basic recard used in ac ing da preparation payrolls are L.ha time and attendance reports,
vhich may consist of slwets manually posted by employees or payrolling personnel, or punched mechanically
by t.ime clocks or aimllar equipmant. Changes in emplayee status affecting the payroll are noted by the
pyrolling office on the fiecal copy of the notifieation of parsonnel sction (item 1la), or the change
slip (item 15) prepared by the persamnel office to authenticate, document, and provide accounting data en
pay adjustment.s, The time and attendance reports, persannel actiom notifications, and change slips are
all posting medis to individual earning and aervice cards, and to check inscription plates f:n the cese
of the change slips). Payroll control resgieters (itam lhs are accounting devices locally msintained to
insure the propsr reconciliat.ion, balancing, and agreement of sccounts fram one pay period to the next.
The fiscal schedules are documents (item 125 swrarieing, for accounting purposes, disbursemsnts, collec-
tions, and spscialized transactions occurring during the payrolling process, but they normally do not con-
tain data on individual payment.s. Schedules may be filed with other papers sccumulated during the pay-
rolling procem or may be filsd as a supporting papor to the account current of the accountsble afficer
(Schedule 6, item 1), or both.

Agencies using the simplified payroll system retain mamorandum copies of check lists (item 13b)
preparsd by the Divieion of Disbursement, Treasury Department, or of comprelwnsive payrolls which have
been prepared by the agency for the Division of Disbursemsnt or agency disbursing officers, Comprehensive
payrolls normally preclude the maintensnce of individual earning carda, Where both are kept, the payroll
1s nsde disposable with the posi.ing media and controls two years sfter the Oeneral Accounting Office site
audit to provide for reference nfter such audit clearance, Wwhere ths earning record card is pot main-
teined the remorendum copy of the camprshensive payroll is retained for 10 years. %Nith the exception of
individual earninus record cards and comprehensive payrolls which are retained for $S6 years, Oeneral
Accounting Office records relating to payroll transactions supporting disbursing accounts are available
for a 12-year period.

In the normal course of current operations, security copies of agency payrolls or check lists snd
attached papers (item 13a) are transferred to appropriate Federal Records Centers by disburaing officers
as eoon 83 checks sre isaued. Since only current data need be available, documents are disposable at the
Centers when the second auhsequent roll or 1list is received. Other coples and the papers attached are
held long enough after eite audit to satiefy agency needs, Under this proceduro the current and imnediately
preceding paysent limting will be continuously availabls,

b. Savinps bond, retirement, tax, insurance, and levy files (Items L6, 18-23). These are among the
records ralstins to the documentation of deductions from pay made in the course of the payroliing operal.ism,
They are sumnarised 4m—the—individuat—earnings—record—{iten 1) and other fiscal records, such as certain
vouchers and schcdules (item 16). The Public Debt Bureau maintains adequate records of bonds purchased
throurh payroll eavinre plans; reports of income and social security taxce and levies for payment of back
income tax are senl to Intermal Revenue Service) and reports of retiresent, separation,and insurance
transactions, and charges asainst retirement funds are sent to the Civil Service Commission.

c. Leave records (Items 6-10). The applications for leave are held for a minimum period, since they
ere posted to suwmry leave record cards (item 9). HMost cards are dispossble after retention for three
years to satiefy normal—reference—needs, but cards showing accumlated leave upon separation are dispossble
after a sufficient period to provide for their use in answering claims. Leave records of employees in
military eervice are retained with the Official Personnel Folder or for 10 years to ensure proper crediting
of leave balances upon their return tio civilian employment. Some agencies rvtain copies of the leave
record caris in various offices for convenience; since the original or fiscal copy is available for at
least 3} years these convenience copies are disposable very soon after the period they cover.

Item 2L. hage survey filles have aduinistrative value for conmparative purposes in conducting immmdiately
succeeding vage surveya. Changing econanic conditions render these files obsolete beyond this period,
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. Procuremant and Supply Records

Agency procurerent and supply recorde include the papere and files involved in obtalning goode and
non-personal eervicee, controlling the volume of stock oo hand, reporting procuwremmnt peeds, and related
eupply matters stiich are part of dally procuresmnt eperations rether than etaff or palicy fuoctions,

The basic procurerent filee reflect a conaiderahle range of procedure, from simple smll purchasee to
coxplicated prime contractor and eubcontracter operetions.
vhen such filee began to bs sorewvhat

his_achedule_cowers procujemant filea dated elgge,
atand e, are not of permanent value, but their

unstandardised nature mkme it necessary for theee older filee to bde evaluated on their own merits and
they are therefore not covered by this scheduls. Frequently copias of procuremsat papers became integral
parta of other filse in the agsncy, sucb as project fileo of various types or general subject files
pertaining to prograa operationsynguch copies are not covered by this schedule becauss thoy cannot be

. considered and evallusted eeparately froo the files nf which thay are a part,
This echedule dces ta.recorda.beld.by.the.Oamral Accounting 0ffice _or to thoee of the

Oenersl Services osinilities. It applies, how
gver, to records af other agencies to which the Administrator of Oenersl Services haa made delegstions of
authority, under Section 302 of the Pederzl Property end Adminietrative Services Act of 1549 (l1 U.S.c.
252). Norwally originals af_papers_required by the Comptrollsr.General.to_be maigtained.for-site.audit,
or to bephysixally tranaferred to the Oensrsl Accounting Office for centralized—audit;technically
constitute segmants of accountable officers' accounts, Theee original papers are therafore excluded froo
covsrage_in this schedule for the reasans eet forth in Schedule 6. Similarly, Uhds SERSSWS does oot
apply to documants submitted to or cresled by other coordinating or regulatory

Rational Production Authority, the Econamic Stabilisstior Agency, and othere, in the course of their
‘prograa operatians,

In no event osy disposal be made of recorda pertaining to accounta, claims or demands involving the
Oovarument of the United Statea which have oot yet been settled or adjusted by the General Accounting
Qffice without written approval of the Coxptroller Oemsral, as required by Section $ of the Reccrds
Maposal Act of July 7, 194), as ameaded (Lh v.8.c. 370L).

Sigce 1949 Federel agenciee have operated their proourezmsnt and supply systesms undsr regulstions
. $ssued by the Oenarul Serviceo ddministratiom, although the Secretary of Defenss under Section 201(a) of
the Federal Propsrty and Administratire Servicee Act of 1949, may sxempt his Departsmnt from certain
General Servicees Adaministration procwemant regulations and orders.

Recorde documanting procurement and supply in the agenciss are largely stamiardized by various
regulationa of the Comptroller Gensral and the Administrator of Oemeral Services. Forms to ba used snd
reports to be made both ad hoc and as part of the returns of Federal disbursing officers are prescribed.
Oeneral Services Administration General Regulation Ho. L, for emzple, makes mandatory the use of
certain standard eupply contract forms, The physical arrangament. of the transaction files themselvee
differe in the various agenciss, however. In all agencise the official contract files, for exaxzple,
contain & ainioun core of specified documeats, but there are also other documents that vary in accordance
vith vhat the individual agancy deems to be beat for its own opersting purposes.

Procuremsnt filee fall into s oumber of functional categories, depamiing on the rvle of the file in
the total supply process and its adwminiatratioa.

The key procurement f1le is the tranaaction case fils containing the formal contract or jaformsl
purchase order or leass instrunants and all related papers, The documente flowing into the traansaction
file differ in detail, but they inclide, in addition to the purchase document, specifications, bide,
schedules of delivery, initiating requisitions, invoices, and correspoadence, Other copiee of these
documents, made for expediting and other administrative purposes, are scattered throughout the inspection,
shipping, expsditing, and other units of the agency procurenant organisation. Conformsd copies of most
procuremsnt docummnts iovolving suss over §5,000 for military 8geanciea and over $2,000 for other agencies,
and leases, are sulmitted to the General Accounting Office at the time of their execution. The General
Accountipng Office contract file normally includes only thoee basic papers which enable its auditors to pass
on the propriety of the axpsanditure or obligatian. I1n agencies wvhose accounta are under site audit, the
pertiansut copiee are saintained in agency apace for ths Oensral Accounting Office.

Agency files nsy pertain to ons or more nf seversl procurement msthods: (1) purchases against
Foderal Supnly Service schedule contrects, record copise of which are in the appropriate Federal S\pply
Service reginnal office, (2) transactions initiated pursuant to the agency's own purchasing euthority,
or (3) requisitions from Federal Supply Servioe curreat inventorise, MNormally, in transactions not arising
fron Federsl Supply Servica achedule contracts, purchase ordsrs are usad for transacticas under §2,000 ino
‘ value, and the mre formal contract instrumants are usad for trensaotions involving larger suma of moasy,
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Certain bassic legislation normzlly governs procurement policies. The First and Second war Powers Act,
enacted early in world war IT, 2aid down general policies which gave to contracting officers wide latitude
in contract determinstions. The Armcd Services Procuremont Act of 19L7 (62 Stat. Z1) stated policy for
armod forces procuremsnt. ‘[itle IIT of the Fedoral Proporty and Administrativo Services Act of 1949, as
amended (63 Stat. 377), restated overall procurerent policy and methods for the Goverm:ment as a whole,

Specialized legislation, such as the various renegotiation and price adjustment octs following world war
II, produced temporary modifications of procedures.

The Federal procursaent field has been affected fras time to time by specialized lerislatiion, some of
vhich tms been enacted for ad hoc purposes, while other laws have resulted in standard contraci. articles.
Thus the Contract Settlement Act of 194L, as amended (S8 State 649), proscribed procedures and pnlicies
to be used in the termination of World War II contracts; the Fair Lebor Staniards Act of 1938 prescribed
certain standards of working conditions and employment (hat are still in effect; and the Anti-Kickback Act
of 193li, subsequently amended in 19h6, attempted t.o outlaw illegal arrangements by which employees returned
parts of their vages to their employers under duresa. Othsr legislation and administrative policies have
irpased other logal safegnarda and prohibitions, particularly in the field of real property procurercnt,

In nost instancea the procurement files are required to docuaent actions taken under the various laws.

Legislation which governs the procurement procoss inevitably affects the content of procuremont files
but not in such a way as to af'fect the long termw value of the files exrept. in the cases of those involving
certain agspects of resl property acquisition,

Other files related to the procurerment and supply fwxtion include reports used for supply managsment
purposes by the agency creating the records as well as the staff agency involved with Government-wide pro-
grams, local roquisition and stock inventory files, and ot.hor minor supply papors.

Of a specialized character in the procurement field are the title papers documenting tho acquisition
of real property (by purcmse, condemation, donstion, exchani;e, or otherwise). These papers are required
by the Governmont aa long as the property remains in Govarmment hands or if it has been s30ld or released
conditionally or with recaptirc clauses. Wwhen properties are disposed of by quit.claim deeds, this fact
should be confirmed prior to the disposal of the title papers, since the title evidence might be needed
by the Govermnment to defend the title in the eveni. the properties were disposed of Uy dceds containing
general or special warrantieo,

It should also be ascertained that the title eviience relates only to the properties which were sold
by the Govermment. In many instances, lands acquired by the Goverrment. are disposed of in different
sized parcels, and if the (5overnnent retalns the title to any portion the title evidence should te re-
tained,

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.

ITEM RECOMMENDED

NO. DESCRIPTION OF RECORMS METHOD OF FILING AUTHQRIZED DISPQGITION

2 Procuressnt riles (as described in item Conform to agency Dieposal not_authorizod by
L below) involving transactions of practice, this_achednle.

$25,000 or nore and documenting the
initiation and devolopment of transactions
that deviate fram established precedent.a
with respect to general agency procuremsnt
or to major procurement programs (other than
those covered by itemlK3).

2. Title papors documenting the acquisition
of real property (by purchase, condemnation,
donation, emthange, or otherwisa).

a. Papers for property acquired prior Conforn to agency Disposal.not.authorized by
to January 1, 1921, practice, thia achedule,

b. Papers for property acquired since Conform t.0 agency Dispose 10 years after
January 1, 1921, other than abstiract practicefEtransfer unconditional sale or
or certificate of tit.la. papers relating to release by the Goverrment

property uncondition- of conditions, restric-
ally sold or released tions, mortgages or other
by the Government to liene,

eeparate file upon

sale or release,
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RECOMMENDED
DESCRIPT ION OF RECORDS METROD OF FILIND AUTHORJZED DISPOSTTTON
c. Abstract or certificate of Conform to agency Tranafer to purchaser after
title. practice. unconditional sale or release
by the Govermaent of conditioms,
restrictions, rortgeges, or
other liens,
Correspondence files of procure- Conforn to agency Dispose after 2 years.
ment operating units pertaining practice.
t0 their internal operation and
administration that are not
covered elaevhere in this schedule.
Contracty requisition, purchsse
order, leass and bond and surety
recordse, incliuding carrespondence
and related papers pertaining to
avard, adainiet.ration, receipt,
inepection, and payment (other
than those covered in items 1,
2, and 13.)
a. Procurerent or purchase
organization copy, and
related pupers.
(1) Trangactions of more By contract or lease Dispoge b ycars after final
than $2,500. eyobol and gumber there- paynent. (Place in imactive
under; by purcbase order file on final paymeat; trans-
aunber. fer fiscal year block to
Federal Records Center after
2 yurs.)
(2) Transactiona of By contract symbol and Dispose 3 years after final
$£2,600 or lesn. oumber thereunder; by paymemt. {Close file at the
purchase order wumber. end of each fiscal year,
retain 3 )ears, and dispoase,
except that files on which
actions are pending wvill be
brought forverd to the next
fiacal year's files for
disposal therewith.)
b. Obdligation ~opy. By appropriate aunber in  Dispose vhen fuads are
suspense file for posting. obllgatede
c. Coples of contrects, As appropriate. Dispoae upon termination or
reguisitiogs, purcheae orders, ercpletian.

leares, snd otner papers which
are duplicates of papers defined
in itenm Ly, used by camponent
elenents of a procurement office
for adninistrative purpoaes.
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GERERAL €ECCRIB SCHEDANE 3

OESCRIPTION OF\SRIGIB

5. Filea of ceparts on supply require-
pents and proC\Wremsmt matters sub-

mtted for SUPPly cadagcment purposee

(other than those incorporated in
case files ar other files of a
gemrel nature), excluaive of

rparament of Defepse Reporte reflect-

ing procuremsnt usder excmptiocuns
auvtharized under Section 201(a) of
the Federml Pruparty and Adminie-
trative Bervices Act of 1949

(W u.s8.c. 4B1).

a. Copies received frum other units
for iaterwal purposee ar far
transmission to etars egencies.

b. Copies in other ceparting unite,
and related work papers.

6. Bid files.

&. Successiful blds,

b. Unsucceeefil bids.

c. Liete ar cards of acceptsble
bidders.

7. Records relsting to cequisitions
on the Public Printer, and all

supparting papers.

a. Printing pro®uorement undt copy
of requisition, invoice, epecifi-
cationn, and related papers.

b. Accountimg copy of requisition,
Goverosnt Printing Office in-
voice, transfer of fumds voucher,

andingceivingingpart.

8. Requisitions for moppereanal
services, such ey duplicating,
laundry, binding, and other aervices
(excludigg recards associated with
accountabla officers’ accounte
(Bchedule b)).

AECOOGNDED
METHOD OF FILING

By repart and chromo-
logically thareundsr.

By\mgpart and chrumo-
logically thareunder.

Ove capy of each dbid
vith procurement fila
(1ten 4).
Ope copy of each bid
vith mrocurersnt file
(1ten 4).

Alphabetically by stock
item ar by mame of bidder.

By requisition mmber.

Attach to related vouchers.

By requisitiaon cxmber.

e

SUPERSEDED

AUTHGRIZED DIBPUBITION

Dispose after 2 years.

Diapose after 1 year.

Dispose in accarfance with
frovieion far item k.

Dispose 1n accordagce vith
grovieion far item L.

Diepose vhan nev lia't ar card
is made.

Dispose 4 years afrter cample-
tion ar cancellation of
reqQuisition.

Diepoae 4 yeare after period
covered by related account.

Disposs after 1 year.
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IYER HECORMENIED

NO. OESCRIPTI(N OF BRCMRIS METHOD OF FILINO AUTHORIZED DISPQSITION

9. Requieitions for esupplies and equipwot
fron cwrrent inventory.

Soaerically by re-
quisition noxber.

Dispass 2 yearv after eam-
pletion or esncellation of
requisitian,

a, Stockruam oopy.

Numerically by re- Diapoae after 6 manths.

quieition number,

b. All otier coples.

10. Inoventory files.

Rumrically by etock Diepase 2 yeare frum date
number or alphabetieally of list.
by item, as appropriste.

a, Inventory lietas.

Diapose 2 years after dis-
continuance of itea or 2
yeare after stock balance
is transferred to nev card
or recarded under a new
clapsification, ar 2 yearn
after equipment ie removed
fram agency control,

Numerically by atoak
nuzber or alphabetically
by itew, as appropriaste.

b. Inventory cards.

Diapose 2 yeare after date
of survey action or date of
posting medium,.

Canform to agency
practice,

c. Report of survey files and ctber
papers used ao evidence for adjust-
ment of inventory records, not
otherwiss cavered in the Oeneral
kecords Schedulee.

Attached to related
vouchers,

DAspose L years after
period covered by related
acoount,

11, Telaphove etatersnts and toll slips.

By contractj there-
under chronologically.

Dispose 3 years after date
of canpletion of contract

12. Contractors' payrolls (comstruction
contracte) submitted in accordance witb

13.

Labor Depsctmont regulations, with re-
lated certifications, anti-kickback af-
fidavits, and other related papsrs.

Tax exerption certificates, and related
papers,

Conform to agency
practice,

unless contreet performance
is eubject of enforcerent
action on such date.

Dispoee L years after period
covered by related account,

Item 1. These procurerent files, normally selected by the agency as of cantinuing value, consist of
procuwsoment, papers and related recordas which may or may not have been physically located in {:ho agency
principal procurement file. The records are retained not because of tbe individual (.ransaction they
represent, but becouse (a) they represent new departures in administrative arrangements not documented
eleevhore in the agency, (b) they are an integrsl part of a file which may illustrate the inception and
accamplishments of a major procurement progran, or (c) they represent procurcmont procedures radiecally
different from those normally followed and therefore are deserving of soparal.e consideration, Normally
they will be found ir. aly a few agencies, such sa the Defense Department and Al.amic Energy Casmmileeion,
vwhich have umususl procurezent problems,

Itam 2, Title papers maintained by Federal agenciea to document the acquisition of real property by pur-
chaso, dmation, condernation, sxcinnge, or othsrwise, usually contain: (1) original deeds to the United
Statea or copies of court orders in condermation proceedings, land survey notes and maps, and land titla
opinicne of the Attorvey General; (2) abatracte or certificates of title; and (3) other munimenta of title
including options, purchase contracts and agreements, copies of court proceedings (aametimes) and judgment
entries, records of payment, additional land deacriptions and mps, and related correspondence and papers
sasenbled in the course of establishing clear title.

The Federsl Ooverumni. needs thope records for legal and administrative purposes during the period of
ownerahip of the property. If {.he propsrty is sold or released conditionally or with recapture clauses
ttha Oovermunemt mny also have need for the title papars.

-5-
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GENERAL RECGRDE 6CHEDULE 3
Since uncou}litlclnl sale or releace by the Coverment is effected by quitclaim deed or ite equiva-
lent, in these casaa the title papers cen be disposed of at the end of the apecified period of time.

This schedules does not sutharize disposal of title papers for property acquired prior to Jamary 1,
1921. Because of gaps in local and other recards prior to 192], the title papers may be ane of the few
sourcee of infarsmtion om sites of historic imterest. Aleo prior to 1921, title papers are often inter-
mogled vith site seleetion end other filss so that 1t ia izpracticahle to scparate then.

Since 1921, there 1s sufficient additional informmtion on sites farmerly held by the Oovermment to
make it unneceadary to keep permanently the titls documenta vhich are limited to legal evidence of ovaoer-
abip. In addition, mnet real property acquired since 1921 that is of bhietorical significance ie retainsd
by the Federul Goverment. The Bistaric Sites Act of Auguat 21, 1935, gives the Ratiocmal Perk Service
responaibility forpreventing the release by the Federal Govermment of sites of natiomal historic intereat.

Item 3. These are routine administrative files aot part of other case files, and they do mot iaclude %
records of agencien or parta of agencies involved with the development of top procurement policy. Rather,

thase files sre heldby the unita rasponaible for the d4ay-to-day detailed procurememt transactiocae. They

are held long enough to setiefy admimietrative and reference nseda.

Item b, Agency precurement filee (otber than thoee deecribed in items 1, 2, and 13) have the following
canceivable values:

a. al and fiacal value: The principal values of grocurement files are those pertaining to the
righta of the Covermment ae a contractar and aa 8 claimmnt or claimee and those involving audits or
inveetigations of trunasctions and payments by the Gemeral Accounting Office, the Congreas, or others.
The retection valuee of the files for these purposea diminieh ar !ncresae correspondingly vith the dollar
value of the indivigusl grucurement transactions igvolved. For retentica purposes, the filea are divided
into tvo clanaes, those involving tranaactions of $2,500 ar leas end thoee 1svolving individual transac-
tions of mare than $2,500. Transsctiama for $2,500 ar lesa are genermlly bandled by agencies under
eimplified procurenjent procedures, vithout formal advertieing for bids. Agencies mmy edopt their own
informal bid solicitation form, and gensrully vill mmintain case files developed under emall purchase
procedures separately frup formal coatrect filee.

The statute of limitations ab subdmission of claims by a comtrectar to a Court of Claims bers such
subzission after 6 years (62 Stat. 976; 28 U.5.C. 2501). The statute of limitaticns on submiesiocn of ‘
claims to the Ceferal Accounting Office bars such sutmieeion after expiration of 10 years after the clsim

first accruee. The vast mmjority of cleims of a subatantive nature are submitted by coatractora in

aufficient time to perumt their reviev in the Court of Claims. Cafftrecta, xxchase arders, leasea, and

related and aupparting papers in the custady of the Geaeral Accounting Office ar in site-audits files in

the custody of Federal Recorde Centera are available for reviev in caonnection vith clains sulmitted to the

Geperal Accousting goffice aftar expiration of the 6-year period. Tbe minimmm retention period of 3 yeare

after final payoent on transactione for $2,500 or lees ia adequate to satisfy sudit oeeds of the Genera)

Accounting Office, eince a stetutary time 1imit of ] yeara after receipt of accounts for audit and aettle-

peat by the Genara) Accounting Office axists. (61 Stat. 101; 31 U.S.C. 82). (

b. Ristorica) value: Modern agency procurerent filea aa & clsea are not of permmnent historical or
archival repreaent eagentislly routine tvunsactions and perely indicate the usual buyer-
eeller relationships. These agency filea are very voluminous, snd neceasarily most-of the transactions
igvolved are of oo historicel importance. Iapmrtant policiea end procedures are eatablished by the
Cauptroller General and sgency steff groupa, end campliance vith these procedures and policies is checked
by the General Accountiog Office ao that irregularitiea of significence are documented in that agency.

c. Agency sdministrative value: farmally, @rocureseut files are of little reference interest to
the agency after fina) payment has been mmde. Such needs, howvever, are adequately provided,for by the
retention period. (\ )

N .
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Ageocies By enter into "iodefinite quantity" or "open end" contracts as a pmans of contracting for
total requiremente of iteme of supply, equipcent, and material on a long-term beeia. These contracts mmy
alno be referred to as "running " or "requiremnt" contracts. The files on these long-term contracts,

e wvell as individual filee representing procurenent trananctions under these contracts, are dispoeable
under the standardy in this item.

Iten 5. Thése reports cover the phaeces of supply cmnagement, such as procurerent plaoaing and control,
vorkload reporting and vork meagurerent, as used in procurement etaffing work, and in reporting to
Federal staff agenties. The period of time specified 18 sufficieot to satisfy internal agency needa for
the inforwation contained in these reports.

Item 6. Tbe unsuctessful bide are retained for a period sufficient to earve needs of the contracting
ageocy and other interested Federal unite.

Item 7. These are ceece files on printing and binding joba perforwed by the Govermment Printing Office.
Tbe files, camprising originating papers, agreexeats, and all related correspoudence are normmlly main-
tained in the service orgenization iovolved in the printing and publication functioco. The period epeci-
fied is sufficieot to gafeguard agency administrative needa arieing from fiscal adjustments with the
Governmment Printing Office, or €rom audit of the related accounts.

Item 8. Tbese are requisitlons for routine agency services. They are of minor velue after the services
bave been performeding

Item 9. These are routine internal requisitions originated by operating uaits snd filled fram egency or
Federal Supply Service inventories. They do oot directly reeult io procurement action. The period pro-
vided 1s sufficient for local sdministrstive nesds snd for posting to stock records.

Item 10. 1lgventory records, meintained to provide repleniehment, stock control, and property masintensnce
data, asre carmlly of administrative value as long ae the individual ioventory items involved are in
stock or 1o current use. Tbe periods provided are sufficient to allov for administrative and management
usen, including those imolving the property accounting audit responsibilities of the General Accounting
Office, and the recoaciliation with cost and control accounts. Papers primarily created to eerve as
posting media to iaveotory records, such se reparta of survey resulting in the writing off or sbandomrent
of property other than by male or salvage, are held for a brief period after posting. The records covered
by this item pertain to procurement mmnagement operations rather than to accounting functionsingRecords
created during cost, etores snd plant accounting operations are covered by Ceneral Records Schedule 8.
The data in those records are periodically reconciled vith procurement inventory records, but they are
created for agency sccounting purposee rather than as supply mmanagement tools.

Item 11. Toll elipe are in effect imvoices authorizing payment via public vouchers for long-distance
calls, and are usually filed with the related voucbers. Disposal is based on the 3-year
statutory pcriod for the gettlement of dlebursing accounts, plus one year for agency administrative needs.

Item 12. The Departmwnt of Labor requireo (29 CFR S5.5(a)(3)) that on each comatruction contract the
contractor each veek gulmit certified copies of all payrolls to the coatracting officer, together with
an affidavit that the payrolls are correct and that the rates paid are the aame as those prescribed by
the Secretary of labor (these are not the copies used by tbe General Accounting Office in auditing coet-
plus cantracts). The contractor is required to preserve his payrolls for toree yeara after the work ie
completed and to mgke then avajlable for examination. The Federal ageocies to vna the payrolle are
sulmitted are aleo required (29 CFR 5.6(d)) to preserve the payrolls for three yeare. With relatively
small contracts the payrolls in volume, constitute st lesst half of each contract file; in larger coo-
tracts, the volums is proporticostely greater. The primmry purpose of preservetion of payrolls is for
enforcement. Cenerally after the three-year period hae passed tne payrolls would oe of little value if
no enforcement actian hsd taxen place during euch period. In cases vhere contractors' payrolls and
related papers are geing used in an enforcement case or wnere remedial action is pending at tae end of
the three.year period tnhey should oe retained.

Item 13. Tneee files pertain to the Goverummnt'e exemption fram the payment of certain locally levied
taxes on goods and services. The Federal purchaser psye these local taxes at the tine a purchaee is made,
at the same time haviog the eeller certify as to the acpunt and kind of tax paid. Tnis tax exemption
certificate, executed by the purchaser, is then used by the agency primarily to bill the State or local
body iovolved for refund of the texes paid. If the mgency ie unable to collect the bill, it le

carmmlly forvarded to the General Accounting Office for actioo. When collection is pade, the refunded
taxea are recorded in agency accounte, memarendum copies of wbich are provided for in item 1, General
Records Schedule &. The certificates are retained as long as the agency accounts vhich they support.

-7-
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Property Dispoeal Records

Theae records pertain to the cales by agencies of real and personal property eurplus to the needs
of the Geverrment. The act creating the Generml Services Adminiatration trensferred the
functions of the former War Ascets Adninistretion relating to property dieposition to the nev agen<y.
Thia schedule ia not epplicable to trsnmaction or policy files created by the Cenersl Services
Administrstion and predecessor egencies, to records in t.he Department of the Interior relating to
the public demain, and to records relating to overceas property under the Department of State control.
Surplus property treansaction files dated prior to ttw establishmwent of the former Procurement Division
of the Treesury Depertment in 1933 are also not covered. Such files are not necesssrily of contimuing
value, but they must be evaluatcd geparately frop later similar records because, prior'to assigmment.
of progran responsibility to tbe Procurement Division, tbhe files are incomplete and of varying nature.

In nd event oAy disposal be msde of records pertaining to accounts, clains,or decands involving
the Govermmont of the United States which have not been settled or adjusted by ths General Accounting
Office without written epproval of the Camptroller General, as required by section 9 of the Records
Disposal Act of July 7, 1943, ae apended (Gb U.S.C. 3T4).

In discharging its responsibilities, the Ceneral Services Administration has 1ssued Title 1,
Personal Property Manegenent, Regulations of the General Services Administration, wvhich sets up pro-
cedures for screening, redistribution, and sele of personal property in tbe Pederal Goverment. Three
forms are prescribed for use by awiy agency selling surplue personel property under the regulations.

. Stsnderd Form 11k, Sale of Govertent Property, Invitation, Bid, and Acceptence. Related
papers that are maintained by the egencies, usually in case fashion, consist of correspondence, bids,
and other notices of sale, invoices, and sales slips.

b. Standard Forms 120, Report of Exceos Perconsl Property and 121, Quarterly Report of
Utilization end Msposal of Excessa and Surplus Rergeonal Property, Forn 120 reports personal
property which io0 excess to the agency reporting to the regional General Services Adminietiration
offices, which initiate screening action. The quarterly reports are gubmitted to the Office of
Fersonal property, Utilization and Msposal Service, General Servicea Adainistrst.ion, which consolidates
the data,

Procedures relating to real property ore governed by Title 2, Resl Property Monagement, Regulations
of the Ceneral fervices Administration.

ITEM RECOMMENDED
NO. DESCRIPTION OF RECORDS METHOD OF FIIING AUTHORIZED DISPOSITION

RECORDG OF CONTIRUIIG VAUIE:

e Case files on sales of gurplus personsl Trancaction files in Disposal not authorized
property (as described in item 6 below) alphabetical order by by this schedule.
invol-ring transactions of £25,000 or nace of purcheser.

more, and docurxnting the initiation
and develomment of tresnsactions that
deviaze fram established precedents with
respect to gencral agency disposal or to
msJor dicposal prograomse

2. Case files on disposal of surplus real Alphabetically by Disposal not muthorized
8nd related personal property. locat.ion or by control by this schedulee
rumber, as approprietce (Transfer to Federal

Records Center 3 years
after close of file.)

3. Reports of exceps real property. Conform Lo agency Disposal not authorized
practice. by this schedule.

RECORDS OF TEMPURARY VALLEZ:

L, Correspondence files mB8intained by Conforn to agency Dispose after 2 years.
operating units responsible for practice.
property disposal, pertsining to
tlmir operation and administretion,
not othervise provided for.

5. Reports of excess personal property. Chronologically by Dispoee after 3 years.
reporting unit.
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RECOOERDED

DESCRIPIION OF RECORDS METHOD OF FILING

Iten 1.

and ana such my be of contimiing value.

Case files on sales of surplue
pereonal property, co=prieing
ipvitations, bids, acceptances,
lists of mteriale, evidence of
sales, snd related correepondence
(other than those covered in items
leand 2).

a. Transactions of more than

nane of purchaser.

b. Trensactione of $2,500 or

aame of purchaser.

Recordes neceseary or convenieat for

tde use of real property sold,

donated, or traded to mon-Federsl
ownership siace August 21, 1935,
including, 1f pertinent as determined
by the releasiog asgency, eite mwaps

and surveys, plot plane, architect's
aketches, vorking diegrams, preliniasry
dravinge, blueprints, master tracings,
utility outlet plans, equipment location
plans, specificatioas, coustruction
progress photographs, laspection reporta,
buildiog end equipment manngement and
nalnotenance records, allowvance liete ao
well as duplicate copies of title papers,
provided: (a) thst the records can be
segregated vithout harm to otber docu-
ments of enduring value, (t) that no
responeibility attachees to the Govern-
ment because of diesagreerent between
tbe transferred documents and the
physical condition of the property at
the time of cooveysnce, end (c) that if
the property is released for hietorical
uae or purpose the user agrees to retain
then and return thep to the Federal
Govermment irmediately upon the dis-
continuance of ite use for historical

purpoees.

Conform to ageacy
practice.

SUPERSEDED

Transaction filee in
$2, 500. alphabetical order by

Transaction filee in
lees, alphabetical order by

AUTHORIZED DISPOSTTION ‘

Dispose 6 years after
fioal payment. (Place

in inactive file on final
payment end tragefer to
Federal Records Center 8
2 years thereafter.)

Dispose 3 years after
final payment. (Cloee
file at the end of each
fiscal year, retain

3 years, and Aispose,
except that files on
vhich actions are pend-
ing vill be brought to
the next fiscal year's
files for dieposal
therevith.)

Transfer to nev custodian
upon completion of eale,
trade, or donation

proceedings, or accepte
ance of purchase money
anrigage.

Theee files, nareally selected by the agency for permanent retention, are retained because they
dacument transactione imvolving new departures in the admiaistration of surplus personal property diepoeal

their owvn merits.

Itenm 2.

Thoee not varranting contimed preservation must be arpraised on

Almost all contracte for the sale by the Goverument of surplus real property include recapture
clauses, reservations on fissionable materials, reservstions on vater rights, and other restrictions. Thes-

flles and current onee aot including ouch reservations may be disposable, but since thcy represent sales
taking place under unstendardited policies and procedures they rmet be appraised on their ovn merita. The

reservations ere not linited in time and therefore the eales filee must be kevt indefinitely. Older ealee .

related personal property described 1
reservations.

SbUpEBS)E:UE D real estate or vith einilar
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{ten 3. Reporta of excess real property contain justifications for declaring the property excess end
contaln deta on the methods by which the property vas acquired. Continuing legal needs for this
trrorration preclude scheduling their disposal on.a Governxzent-wide basis,

Iteas 4 and 5. Gereral correspondence files are retained long enough to serve administrative needs.

declarstions and reports have & relatively short.term administrative value to the
agencies in reporting surplus perconsl property to the General fervices Adminlatration and taking
followup actions tbereon.

Iten 6. Sirce thene ngency sales casce fllea represent m contractual relationship in which the
Govermment 18 the seller instead of e buyer, the factors governing the diaposel of procurement files
(1tenm L, General Records Schedule 3) geaerelly apply also to peraonal property disposal records. The
routine case files are, therefore, held for three or six years after final payment, depending upon the
dollar value of the transaction.

Iten 7. Non-Federsl interests acquiring reeal property from the Goverrment mey need certain docunents
to operate the property, and this disposel item 18 designed to permit the eppropriate Governzent
BgETcy to turn over to non-Faderal custody the necessery records. The Historic Sites Act of

August 21, 1935 (149 Stat. 666; 16 U.s.C. 461-467) providea for the preservation of historic Aoerican
eltes, bulldings, &nd obJecté of national significence, Section 2-A of this Act providea thet the
Secretary of "the Interior, through the lational Park Service, ochall secure, collste, and preserve drev.
ings, plens, photoéTephs, and other date of historic and archaeologic sites, buildirgs, and objects.
Between August 21, 1935, and July 1, 1949, in accordance vith thir Act, any buildings proposed for aele
by, or releszed fyou the custady of, the Tederel Goveruzent, in vhich there wes any reamsonabdble coubt es
to historic interest, cleared through the Nationel Park Service which prevented the release from Federal
custody of those deternined to be of national historic interest. Since July 1, 1949, real property cay
be allenated only in accordance vith the provisions of the Federel Property and Administrative Services
Act of 1949 (63 stat. 377, as emended). Section 203 of this Act (b0 U.S.c. 4BL) providee adequnte
safeguarda sgainst the alienation of reel property of historic interest. Under this lew, no real &
property can be sold before all Government egencies have had an opportunity to review the proposal to
slienate the property and, under ite orgsnic act and releted lav and Executive orders, the National
Pork Service 1s responsihle for ensuring that property of nationsl hlstorie interest be preserved in
Federal custody. Tbe Service must seek legislation before assuaing title to such properties, but.

there are regular aininistrative and legsl procedures for 6o doing. In addition, the Service 18
responsible for ¢elling to the attention of State and local bodies dispasocble resl property of local
historic interest and for revieving and approving their requests for the procurecent of such propertles.
In viev of tlege procedures, the only propertiec that nay be elienated by the Federal Goverment are
those vithout enduring historic values or which are transferred for historic use for specific periods
of time. The proviso that, in casee where property 15 released for historic use, the records revert to
Federal custody upon the discontinuance of such use, allove for their appraisal at that tice. The
proviso that the records ust be suaceptible of segregation vithout haro to other docunents prevents
dispogal under this authorization of papers incorporated in bound volumes, and the provision that
trensfer of the property muct have taken place since August 21, 1935, ensures that trsnsfer vas wade
under the provisions of the Mistorie Sites Act or of the Federasl Property nd Administrative Services
Act. This 1tea does not authorize dicposal of the title and procuremsnt recorda pertaining to such
properties (General Schedule 3, item 2) nor does it authorize diaposel of the case files on sales of
surplus real property (General Schedule 4, item 2). The documenta retajriad in thece files supply
adequate documcntation of the Governaent's former ownership of real property of only zarginal or less
contimuing historic interest,

SUPERSEDED


https://Scht!di.le
https://regt.11.Br
https://bu1ld1r.gs

SUPERSEDED Rppendlx 3

(7-10-53)
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Budget Preparation, Pressntation, and Apportionaent Records

Budget and appartionment records includs the various files accumulated in an agency 1n the course
of forwnlating ita budget for subaission to the Burwau of tha Budget and to the Congress; in dsfending
ita requesta for funds before both bodiea) and after ensctmsnt of an appropriation bill, in ensuring
that the funds are used in sucb a way as to suffice for the appropriate period of time. Ths funds are
aads avsilabls to ths agenny by the Bureau of tha Budget, uauvally in quarterly portions, and tha agenciea
ouat indicate and juatify regularly to the Bureau their propoeed rate of expemditure, After ths Cunds
have been made aveilable to the agency, ite om controls over ths funds are in ites expecditure aocounting
recorda (Schedule 7) and dsteiled inforwation relative to expenditurea ie oontained in the accountable

officera’ accounts (Soheduls 6),

Thie acheduls appliea to records of budget preparation, presentation, and appartionzent created
oinog Jarmary 1, 1921, in all agencies, emcept that 1t does not apply to recards of the Gureau of tha
Budget and the Treaswry Departeoeot reflscting the Govermment-wids budget responaibilities of those
agencisa,

Agency budgst recards ars narmlly creatad at all levels of agency orgeniaation. They sbow
proposals froa all operating lsvels as well as the bureau-xids and agenoy-wide coordinating work done
by formslly organicad budget offices. Therefore the records consist of detailed work papers and
budgotary stetemsnts devsloped by single operating umits, the more significant budget statemsnts and
related papers representing consolidated subaiasions prepared at the bureau or equivalant level and
forwarded to the agency budget offiocer, and ths reocords at the highsat lsvel pertaining to tha budget
eubniasion for the entire agency.

The nature of the budget presentstion itsslf is standardized by Circular A-ll of the Bureau of tha
Budget, Instruotions far the Preparaticn and Subaission of Budget Eatimates, wbioh pieaoribea foremst
and procedures for all Federal agencies, However, Lhe Intarma] reparta and papers vhich suppart the
budget and are used in its preparation vary radically frao sgency to agency., The buiget aubmisoion, a
record copy of which is usually designated by the agenoy, is a duplicate of the set of papera subtnitted
to thea Bureau of the Budget. Thase include summary stetemsnts of appropriations and expenditwurea, atate-
oanta of contract authorisations, and atatements of recaipts as well as narrative suzmary stateosnta
which highlight ths principal faaturea of the.agency requeata and imwdiately related supporting
docunenta, The narrative presenta the policies and the programs of the agsnoy which the budgetary
requeats are to suppat. In additiaon to the summaries, the aubmission includss schedules of obligations
and stetaments partaining to aaoh type of appropristion and fund uvder which the indivd.dual agency
operetes, Fimlly, the Bureau of ths Budget requires additionsl supporting data portaining to objects
af expenditure, particular agency programs, and figures based on ths coat of various types aof aervice
operations, such as pereonrel and payrolling activitiaa,

Aftar the Bureau of the Budget examinea the agency pressntationa to determims whather ths propoead
axpenditurea are in aocard with the Preaidentisgprogram, revision of agency requasts are mads. The
agency budget file will therefore show the revisions mde at the direction of the Buiget Bureau priar to
subziesion to Congreaa as part of the total presidsntial budget. In addition it will includs oopiasa of
testimony befare Congreesional appropristion oammittees and of various exhibita end otlwr dats subxmitted
in defenss of the budget,

Appartiomment and reparting are other aapeots of bwdget work in the Federal Jovermsent. These
budgetary activities are govermed by 6Gudget-Treesury Regulation No. 1, whicb presoribas recarda and
prooaduwres relating to apparticnmests and reparts an tha etatus of appropriationa and other avthorisatione.
In setting up the control ever the budgetary and financial programs of the Qovermmmot, ths regulation
prescribes a serise of Standard Farms (SF 131-133, & 1hl-1h3). The majar funstiona of thees fw=s are to
mie forual cequest of the Burean of the Budgwt for amounte of obligatioms to he incwred during a
speoified psriod umisr an appropriatian, for comtraot autharisation, or for statutcary authorisations, and
to repart on the etatus af the various appropriation socounta, by appropriation titls,

Requests for appartiommnt (Standsrd Forms 131 and 1Ll) and for reapparticumsnt (Standard Form 132)
are oubmitted by sgenoiea in original and two coples for each appropriatian account subjeot to appartico-
oent, The original is retwved to the agency by the Budget Bureau with a notation indicsting the action
taken, while the duplicate remains with the Bureeu, and the triplicate ie sent to the Bureau of Aecouma,
Treaswy Departamnt, To apprise the Budget Bureeu af the fiascal status of each appropriation socounmt,
agenoles subait manthly reports (Stardard Forma 133 and 143) sbowing totsl aamocunts still availabls, e
nature of the amwmnts availabls, and the relatian of the odligeticas to the paymsnta,
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ITRNM
NO.

DESCRIPTION OF RECORDS

l.

2.

3.

6.

Jtens 1 and 3.
° expe

Iteme 2 and

RECORDS OF CONTINUIXO VALUE:

Correspondencs files of formally
organised budget offices shoving sgency
policy and procedures goverming budget
administration, and reflecting policy
decisiona affecting expenditures for
AgEncy prograns.

File copies of budget estimates prepared
or consolidated in formally organised
budget of fices at tha bureau (or
equivalent) or higher orgenisational
levels, cormprieing eppropriation lenguage
sbeets, narrative statamante, and relsted
eocbedulee and data.

RECORDS OF TRMPORARY VALUE:

Correespondance files of budget officee
not othoruiee covered in this achedule.

Work papers, coat statemsnts, snd rough
data accumuleted in preparat.ion of armual
bidget estimates, including duplicetes of
papers included in file copies of budget
estirmates (described in iten 2).

Periodic reports on the status of
appropriation accounte and apportionente.

R, End of fiscal ysar report.

be All other reports,

Apportiooment and veapportioncent
achedules, proposing quarterly oblige-
ticne under each authorised appropriation,

»LEERSEDED

RECO){=NDED
METHOD (F FILING

Conform to agency
practice,

Chronologically.

Conform to sgency
practice,

Conforn to agency
practice,

By report and
chrunnlogically
thareunder.

By report amd
chrooologically
thereunder,

Chroaologically,

AUTHORIZED DISPOSITION

Dieposal not authoriszed by
thia schedwle.

Dizposal not suthorised by
this schedule. (Tranafer
to Federal Racords Ceater )}
years after the close of the
fiscal year covered by the
budgo‘l'..r

Dispoee after 2 years.

Dispose 1 year after close
of fiscal year covered by
budget.

Dispose S yuars aftsr close
of fiscal ysar iswolved.

Disposs L years after close
of fiacal year involved,

Dispose 2 years after close
of fiscal year involved.

Papers relating to budgeting procesass and to subatantive policy decisions pertaining to

ure aspects of sgency programs are retained as permanent program records of the agency. 411
other—correspoudence is held for s ainipun period to satisfy normal reference nsede,

Values for adninistrative and management purposes in budgst functione:
potential valus in trecing the budgetary developmant of progrsam and operations.

File copies of budget estimates prepared or consolidated in formally organized budget
at the bureau or higher organisstional levels have two values:

These subtmieaions are of

This une of tha filas

nakee nscessery their retention for a period sufficient to make such reference possidble., Agency sxperience
indicates that adainistrative and cmnagement reference i1s heaviest for tha five fiscal years folloving the
year covered by the sutmission, and that after ten yeares such reference is virtually non-existent. MHany

prograzs prosecuted by Federal agencies are completed vithin s ten-gear period.

Values for historical purposes in documsnting the progran of the agency:

Mich of the information

containsd in file copies of budget astimates is almo contained in high echelon files of the agency that
are retained permanently and in publ iahed hesringe on tlw budget held by Congreasional conmittees. In
addition coples of recent mubmissions to the Budget Burevau are in the custody af that Bureau,

Several years ago the Bxiget Bureau coples of agency estimats aubmdssions through the fiscal year

1940 were destroyed under authority granted by the Archiviet of the United States and the Congress. How-
ever, the Bureau hae now decided %o treat this file es a permanent record, Section 157 of the Examiner's
Hamdbook, dealing with the disposition of Estimates Diviaion records, provides thet official reca

capias of eulxxiseions, including "correspoadance and nesoruxia; exhibits and eppendices; and swlated
pepers reflecting Buiget Burwau reviev of sgency estimates” be sent to the Bureaufmgdepository
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(7-10-53)

after reterticn in the cparating umit for two fisoal yuars aftar the close of the fiscal year to wbioh
!;glnl subxisaion gmrtains, Bureev of ths Gudget copises are avsiilable far the fiscal years begirvdog with
1541,

Despite tLhe degres to which the data in bursau and agency budget filsa are duplicated elsswhere,
howsver, the volmxm af these filsas ia not extensive @woept in those agencies in which many types of wark
papers end various sphemara are present. Such papers are of 1littls valus and are dieposabls soon after
preparation of the bixiget estizates ia ocmplsted, The estimates farmulated in farxslly arganised budget
officas are not all aof oontinuirg valus, bul. thare are enocugh iastandows in which they are couvenisnat
ar socls sowase of infarmation as 1o agency plans and hopes that it doss not ewen freacticable to considsr
then disposabls on a Govermmot-wids basia. Many of than say be valusble for reasarcd, particularly
becauss they are retaimed with othar records of the agency comernad and therefcre can be used easily
in conjunstion with other filss of the agency. Their dispoaal is therefore oot autharised by thie
schedule,

Jteos S and 6, The epparticmment and reagportiamxent records are retainsd for s pariod sufficisnt to

5atlaly the mmnagemmnt refervace meds af the sgwnsy, Bwwan of the Budget copiss are retainsd ss
peTTEmNt-TR0Ards,
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QENERAL RECOSDS SCHEDULE 6 (5-10-56)

Accountable Officere' Accounts

Accountable afficera' accounts include record copies of all papsre coaceroed with the accouating for,
evailability, and statue of public funda., Thers are several typea of "accountable officere,” euch as:
(a) the collecting officer, who receives monjes owed to the Federal Governmsnt and snsures that it ie
credited to ths proper account} (b) the disbureing officer, sho accompliabes the actuel payment of public
moniee to propar Federal creditors; and (c) the certifying officer, whose signaturs an & surmsry schedule
atteats to the authenticity of vouchere listed on the scheduls. The latter officisl takes the responsibil-
ity af approving for paymsnt by the disbursing officer the sums dus other sgencies, contractora, employees,
and others who have provided goods and eésrvicea to the Govermmnt. Within the Federal Ooverumnt the
cortifying officer and the disbureing officer are usually different individuale, but ths disburaing officer
and the collecting officer may be the sare or different imdividuals.

Disturesmsnts for virtually all Governoent agencies, except the DepaArtsent of Defesnae, the Poatal
Service, the Department of State, and certain Govampant sorporetians, are made by tha Chief Diabursing
Officer of the Treaeury, who hseds ths Division of Diebursament within ths Bursau of Accounts, Treeswry
Departmant. The Divieion wae created by Emecutive Order 6166 of June 10, 1933. Prior t0 that tims agen-
ciea had their own disbureing organisations, Traditionally agsncies transmitted individual vouchers,
covering schedules, and auzzmriea on the basia of which payment vas made and the papors were then forwsrded
to the Oeneral Accounting Office for audit, Since about July 19,9, howsver, disbursemsnta have been made
for an increasing number of agencies merely on the basis of certified schedulas, with the detailed vouchers
wransferyed to the General Accounting Office from the agency or held in agency space if site audit was
involved, Thia procedure wvas extended and confiruwed by Oansral Accounting Office Oensrel Regulations No.
115, 1eousd January 29, 1952, which pronulgatsd a atandard form voucher and schedule of paymente (Staadard
Forms 1166 and 1167 for uaa by all agencies effectiva July 1, 1952) snd formally elininsted the transfer
of vouchers to the Chief Diabureing Officer.

Another procedural change with msjor record implications was the inception and gredual exteasion of
the on-the-aite audit of agency accounts. Under this syetam tha vouchers, contrects, schedulee, accounts
current, and other related supporting documents sre to be retained in agency space for the Oeneral Account~
ing Office auditors, Section 5 of the Post Cffice Department Financial Control Act of 1950 arnd Section
117(b) of the Budget and Accounting Procedures Act of 1950 (whsnaver the Comptroller Gensral deterwines
that the audit shall be conducted at the eite) require agencies to retain these records, which are under
Oenerel Accounting Office cogusance. Section 7(a) of Osneral Accounting Office Gensral Begulationa No.
115 gives gemeral authority to the agencise, if the records are no longer required for administretive pur-
poses and subject to the written approval by the Cozptroller General, to transfer records audited at the
site to Federal Rascorda Centers after two years. Because the recorde heretafore tranaferred to the
General Accouniing Office ere retsined in the agency and zvailable, ssveral agsnciea bsve eliainated the
creation of camorandun copies,

This general scheduls covers the memorandum copiea of {.he accountable officersfngccounta created aince
January 1, 1921, whethar or not the agencies are asaigned for an audit-on-the-aite, Coaversely, it does
not apply to the papera vhich have been submitted to the Oeneral Accounting Office either by phyuical
transfer or by retention in agency epace for audit purposos. Nor does the scheduls apply to the copias of
the schedules and related papers held by the Chief Disbursing Officer, from which he mikea payrent, Theso
aro covered by a separate authorisation.

Bacause of apocial Goneral Accounting Office noeds, vouchers and relatsd papers pertaining to
Lransportation charges are excluded from disposition, Oeneral Accounting Office Regulations No. 115
provides for the transfer of voucher schedules and suppori.ing papere covering these clarges to tie Oenersl
Accounting Office in Washington, regardleds of wiwther the forwarding agency is under on.site audit. The
menorandum copies are covered in Goneral Rocorde Schedule 9, which provides for transfer of freight pay-
mont f1les to a Fadaeral Records Center after two yeare and disposal after 10 years, and for the disposal
of passenger peymant [i1les ) years after the period coverod by the relaled account. In eddition, because
of their value ae auxiliary persannel records, the records relating to pay of civilian persounsl are
excluded froa coverage in this schedule snd are ssparately Lreated in Ueneral Records Schedule 2,

In addition to the memorandum copies of returns, thies achedule also covers records in other agencles
which are related to the audil, of the accounts by the General Accounting Office, These ineclude (1) the
noticas of exception by which the General Account.ing Office notifies the proper accountable officer that
1t takes exception to a specific payment or transaction, and (2) certificates of settlement that show the
etatus of his account.

Rocords relating to the availability, collection, and custody of fwxie include (1) the appropriation
warrants, (2) other documents which deposil. funds Lnto the Treasury, snd (3) docwents which provide
accountable officers with etatus reports on funds in their custody, such as ths proofs aof depository
account and statemsnts of funds to their credit, Agency copies of thess deposit and status documents are
50 intirmately related to the accounts of these officers that thay are included in this schedule. The
copies received by the Fiascal Service of the Treasury Depariment are not covered by this schedule and are
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ITEM
NO,

DESCRIPTION (&' RECORDS

1.

2.

3.

L.

s.

6l

RECORDS OF TEMPORARY VALUE:

Accountable officera’ retwrmns, cacpris-
ing memoraodum copies of sccounts currest,
8ll supporting vouchers, achedules,
documents, and related papers nol. other=
viee provided for in t:his schedule (ex-
clumve of freight records covered by
Schedule 9, and payroll records covered
by Schedule 2),

8. Security copies of paymant lists
prepared or used for disturesment
by Troasury disbureing offices,

be All other retums filees,

Ceaarsl Accounting Office notices of
exception (formal or informal) and
relsted correspoadence,

Coples of certificates of settlement
of accounts of accountable afficers,
stateoants of differences, and relsted

papers,

a, Certificatee covering closed account
settlements, supplemental setf.le=
panta, end final balance settlements.

b, Certificstes covering periodic
settlemcnte.

Schedulea of certificatea of settlemen!
of cleir:s settled by tho Oeneral Account-
ing Office.

Becords relatiing to the availatdlity,
collection, custody and deposit of
funds, including appropristion warrante
(other than records covered by item 1),

Admind strative correspordenco, reporte
and data relsting to voucher preparstion,
administrative audit, and other sccount-
ing and disbureing operations,

a, Files used for workload and personnel
nanagenent purposes,

be All other files.

SUPERSEDED

Bl Bk DED

RECOMMAXDED
METHOD Or rILING

Chromologically by
payeent period.

Chranologically.

Chronologically.

Case files or schadule
in chronologicsel order,

Case file or schedule
in chronological order.

Ghronologically or by
echedule nunber,

Qironologically,

Conforn to sgency filing
gystem,

Canform to sgency filing
syetaa,

5

AUTHOALZED D1SPOS1TICN

Diepose when Federal
docords Center receives
second subsequant docurment
covering sarm type of pay-
mant.

Dispose L yesrs after
period covered by the
sccount.

Dispoae 1 year after excep-
tion is reportaed as cleared
by the Oensral Accouniing
Of fice.

Diepose 2 years sfter date
of settlement, providing
certificate is cleared,

Dispose when subsequent
cortificate of settlerent
is received,

Dispose 2 years after date

of mettlement.

Dispose ) years after date
of document.

Diepose after 2 years,

Disposc after L years,
¢
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Appendix B
GENERAL RECORDS SQHEOULE 6 (11-24-58)
. ITEM EOHWEDLD
NO, OESCHRIPTION OF BECORUS METHOD OF FIIING AUTHORIZRD DISPOSITION
Te Pederal perecupel euwrvty tauxd files.
a. 0fficial copiass of the bond and Conform to agancy
atiached povere of attorney, practice,
(1) Bogds purchssed prior to Dispose 15 yeare
January 1, 1956. after band becomes
inactive,
(2) Boonda purchased after Disposa 15 yesrs
December 11, 1955. after end of bond
~ preeiun pariod,
b. Other bond filea, including Canform to agency Dispose when band
other copies of bonds and practice, becanss inactive
related papers. or at end of band

praaiun period,

Items 1-L. Accountable officers' returns conalst of a varisty of papera prescribed by regulationa of the
Osneral, The returns, which are noroally subxdtted nmonthly (although aoms retumma are

rendered quarterly), consist of an account. curreni:, ewmarieing all collection and disbursement trans-
act.iona of the sccountable officer, supported by datail documenta supporting each swmary entry on the
account current., The accoun!. current and sll aupporting docunenta are auditad by the Gensral Accounting
Office to insure that transactions were canducted by the accountable officers for legally proper puryosss
iri accordance witl eetablished procedures, Emceptions may bes raissd vhere the propriety af transsotians
18 not clear or where the supporting documentation ia incorplete.

Onder Public law 72, BOth Congreasa (61 Stat. 101), the General Accounting Office wust complete
the audit of accounta within three yeare from the date of the sutmission of the account., The disposal
period provided for all returns filee other than those covered in item l.a. includes the three-year
period, plud an additiocal year for administrative purpcees. Necessary references after the four-year
period can be made to the criginals of the pspers bald by the Gensral Accounting Gffice in ita own
space, or in appropriate agency ar Federel Records Center epace,

In the normal courae of current operatians, security copies of voucher liatings prepared or paid by
the Tresswry dieburping afficea normally counaist of perorandum copiea of 1iata of various types of
periodic payrznte mada under certain Federsl prograns, and attached papers., These copiea are transferred
to appropriate Federal Recorda Centers by disbursiog offices as soon as checka are iesusd. Since only
current data need be available, these documents are diapoaable at the Centere vhen the second subseguent
docuzent for each type of diabursemeot is received. Umder this procedure, the curremt and immeritately
preceding payasnt lietingp vill be continmucusly availabls. The disposel provision for itea l.a. does
not apply to origioal lisi.ings, vhich Are maintained for a ninimm of 12 yesre in the case of skeleton-
ized TAyTOlle, 56 years in the csae of caspredensive payrolla, mpd eight years in the case of all other
types of listings.

Exceptian and certificate filee are acheduled for dispoesal after periods based on clearance of ths
excopi:ion as well as the total accounts,

Schedulae of certificates of ssttlament of claims are listings of claims eettled by the Oensrul
Accounting Office and are ret.ained for a shorter poriod than the certificatee thenselvas,

Iten 5. Theae records, relating to the availability, deposit. and status of funds, corprise certificates
o depoeit and related papers, or their equivalents, covering collected funda into the Treasury, tran-
ecripte, tabulations, and reports prepared pcimarily by the Treasury Department infonxng adminietrative
agencies of tire atatus of their funda subject to disbureement fronm cartified vouchers, and used to recon-
cile vith agency accounting recordej copies of appropriatian warrants officially midng funde available
to agencies by Cangressf and other records docunenting .he acqulsition, nmalntenance, and availability of
sgency funds, Conversely, this item doee mot cover source records eupporting the aggregates of funda or
collections reported on certificatea aof deposit or summaries of diebursamants, Thersfore, records such
as incope tax returns, social security reports, Federal employee retiremeni. accounf.a, and the lii» are
nol. included. Those records serve separate and distinct special progran purpoaes and do not relste to
agency funda accounting activities. Records covered by this itenm are held for tha eams four-year period
provided for the memorandunm copiea of accountabls officers' returns, vhich reflect the collections and
exponditures of the funds, Key ledger recorda ewrmariaing accountable officers! accounts are retained
for subatantial periods in the 6ffice of the Treasurer of thie United Statea arnd the Bureau of Accounts,
. Treasury Department, The originals of the appropristion warranta (Treasury Departmsnt copiss) are not
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GENERAL RECOROS SCHEMANR 6

Item 6, Files uaed for peraonnel and other non-fiacal mnagement purposes are diapossble after a alnicmm
period necessary for adminiat.rative and reporting nesda, Other files are held for a somswhat longer
period, since they may contain substantive fiscal data and may be useful in General Accounting Office
camprebensive agency awiita,

Item 7. Public Law 323, Buth Congress (69 Stat. 61B), changed Lhe msthode involved in placing Federal

pereonnel under protective surety bonde. Effective January 1, 1956, Federal agancies were authorized for
the first time to purthese surety bande which are noi. for specific individuals, but. vhich cover groupa of
poaitions regardleaa of incumbent., Agencies are still authorisod, at. their discretion, to buy the older
type of name bonda. However, the ®position schedule bond" (based on posit.ion rather than individual),

aod the ®blanket bond® covering groupa of ecployeea, or possibly even whole agencies regardless of incuu-
bent or type of poeitlion, are now the two typea of bonda usually purchased by agenciea under the new law.

This itea perteins to all types of surety bonds covering civilian and military personnel in the
exscutive branch of tha Govervvent. From time to time the Tresaury Departoent may retain certain banda
beyond the specified periods for unique legal reaaons. These may relate to Treasury officisla whose
bonding is specifically requirad by statute (mainly 6 U.S.C. 1) and wboee fincal or accounting activitios
mY not come within the auditing purview of tha Omeral Accounting Office.

Personnel surety bands are diepoeable after the specified periods on the following groundsi

a. They have little historical value, This is true of all the bonds covered by this item. The

1789-1925 group of bands, nov in 1he Watlonsl Archivea, havs on a few occasiona been used es a sapple-
ource of-btogrephical data. Thia use, occasional aa it ia, ia prirmarily for the files antedating

1900. The potential use of the later filea for this biographical purpose is quite reroi.o. Even if one
of the bonded individuals turns out to warrant some interest, major eourcea of biographical data are far
richer today than they vere prior to 1900. Moreover, the prevalence of the "position achedule bond"™ and
"blanket bond” under the new bonding logislat.ion bas eliminated almost completely reference to individuals
by asme.

b. They have limited legal value. There are no statues of limitation on the date of diacovery of
shortage or fruud after the coverage of a bond ends, However, there are legal limitations on the time
vhich ean elapse—between—the date of discovery and the institution of court recovery proceedings.

6 U.8.C, 5, 28 U.5.c. 2462, and 28 U.S.C. 2501 require that recovery actions be instituted within five or
8ix years frua the date of diacovery, Significantly, the interval between the date of submission of
accaunta and thst of discovery ie ratber brief, for two reasons: (1) 31 U.S.C. 824 requires that. General
Accounting Of fice audits be conpleted within three years from the date of aubmission of ths accounts.
Since ahortages normmlly are first diacovered aa the result of the audit of accounts, this requirezent,
wvaived only in time of wvar, logically results in the diacovery of shortages relatively soon aftcr they
occurs and (2) the site audit program of tbe Oenaral Accounting Office normally uncovers shortages or
axceptions soon after the fiscal transactions on which they are based.

Nor ie documentation which would support Government claims under these surcty bonds retained for a
lengtby period. The Congress, in Houas Report No. 2471, B2d Congrees, 2d sess. (July 3, 1952) approved
the disposal of the originals of virtually all settled accounts 12 years from the date the accounte are
submitted. Settlepment normally tekes place within three yesrs from submission. Therefore, roughly 10
years after settlement of the acoonnt, the documentatian eupporting the aurety bond in a claim would not
be available. In addition, all but a relatively esmall nunber of paid checka are destroyed eight years
after date of 1saue, under authority of House Report No. 1926, 79th Ccnpress, 2d sesa. (April 13, 19L6).

The word "inactiwve® se applied to tliese bonds refera to the tims when an cmployeo ie no longer
covered or 18 no longer operative under a specific bond, Powera of attorney attiached to bonds, author-
1eing individuals to act as agents for surety coz=panies in executing such bonda, are held as long as the
bonds thecselves., Other povera of attorney are not covered by this schedule. All other related agency
papers, which may include applicetions for bonds, correapendence, and copies of the bonds, are disposable
after the tond itself has lapsed. Only the rastor copy of the bond is the controlling record in recovery
actiana,
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Expendl ture Accounting Records

Expenditure accounting records are the ledgers and relatsd documente maintained by all Federal

agencies to show in sumnary faehlion how their fuads, appropriated and non-approprialed, are spent after
allotmeni, by the Bureau of the Budget, and the sources and nature of aany receipts. The key recorda ara
the general ledgsr accounts, which constit.ute, as a unit, the heart of the agency accownting system.
These ledgsrs surrarise the financial status and financial transactions of the agency, shoving the current
status of funde available for expenditure, the amounts due and collected for the account of the Government,
accurmlated expenditurea snd liabilities, snd the values of stock, equifzwnt,, and other property in agency
custody. ‘Thay are controls that. eerve not only ae centra) fiscal records, but also as a prims1y eource of
data for top manageren!. concemed with sgency solvency, with experdituree and with progran costs,

The general ledgers are subdivided into arbitrarily created account titles, which are based on
programs, projects, coats, and funds. Supporting them are a grouw of subsidiary ledgers and papers further
detailing the information in thes general ledgera or serving as posting media to the ledgers thesmselves,

To the extent that they reflect appropristion expenditures, the goneral ledgers are eupported by allotszent
ledgere, which at all times show the current unobligated balance of funds allotted for specific agency
purposes and thereby provide a safeguard againsi, over expenditure by operating officials. The allotment
ledgers are general controls over experditures, and they in turm suzrarise and are supported by rore
detailed controle thal. nomally take the form of project. or job orders which authorize exact snd specific
expenditure,

The sources of data thst are poatsd to the ledger filss are somevhat diveree, but they fall into two
general grcupe:

a. Copies of various obligation or expenditure documents, such as vouchers and schedules, which
flow through the ledger unit for posting,

b. Jourmal vouchers snd similar internal control documwats created to authorize and convey
entries to the general ledger.

As the centralized flecal record, the gensral ledgers ultimstely summsrise stores, plant and cost
accounting data, which are treated in a separate schedule, but thees are only several aspects of the total
ladger accounts, ConseQuently, tLhe ledgers are the source for the data included im the basic apportion-
mont reports to the Budget Bureau, and the Treasury Departaent, and over-all reports of agency fiscal
condition which may be required by the General Accounting Cffice (Schedules 6 and 8). The adequacy for
audit purposes of the general ledger accounts i3 norrially considered by Gensral Accounting Office auditore
to be indicative of the suitability of the agency's entire accounting systen and the reliability of its
financial data.

Thie schedule provides for the disposal of expenditure accounting records created since Jsnuary 1,
1921, in the several agencies. It does not apply %o such records maintailped on a Government-wide basis
by the Treasury Departoent and the Bureau of the Budget, or to those formerly caint.aiasd by the Genmeral

Accounting Office.

In no event nay disposal be made of records pertaining to accounts, clalms or demands involving the
Goverument of the United Statas which hsve not been settled or adjusted by the Oensral Accounting Office
wvithout vritten approval of the Cozptroller Oeneral, as required by Section 9 of the Records Disposal Act
of July 7, 1943, ae amended (UL U,S.C. 37L).

ITENM RECOMMENDED

NO. DESCRIPTION OF RECORDS METHOD QF FILING AUTHORIZED DISPOSITION

RECORDS OF TEMPCRARY VALUE:

1. Correspondence files maintained by
operating unite responsible for
oxpenditure accounting, pertaialng to
their intermal operaticns and

Conform to agency
practics.

CHoposa aftar 2 years,

administration,

2. General sccounts lsdgers, showing debit One set of accounts by Disposs 10 years alter
and credit entries, and reflscting each established close of fiscal year
expenditures in swmary, account covering asset involved.

and liability.
3. Allotment records, showing status of One set of allotnent Dispose 10 ysars after

obligations and allotments under each
authoriced appropriation.

records by established
allotoent.

SUPERSEDED
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i
(7-10=53)
ITEM . REC MM RDED
NO. DESCRIPTION (P RECGRDS METHCD 7 FILIRO AUTRORIZED DISPOSITION

ks Reoords used as posting and sontrol
osdia, aubeidiary to the gensral and
allotmot lsdgers, and not ctharwise
provided for in this scbednls,

a, Qrigisal resards, s eet of each Digpoos aftar L ysara,
oamtral,

b, Copien. Qne set of sacd Dispoes after 2 years.
oomtrol,

Item 1. These are routine oarrespandsnce filss mintained incidentally to the key acoounting funotions
axd are held long enough to satisfy agency administretive neads,

Items 2-). As the central fiscsl recards, the gensral Jadgere and the allotmant recards immedistely
W'{%g then have a lorger retentian velus than any other agency fisoal records, witb the exveption of
individusl pay cards (Scheduls 2), bacause of the yuxxmry nature of the infareation thay contaim. Their
prios edministrative end fiscal valoss to the sgency are ae sourcss of fiscal, axpsnditure and ocoet data
far msnagerisl puwrposes, and for use in budget preparation. Ocaseionally the genmsral and allotmsnt
ledgers are brought into play in the adhinistrative examination of claims., Althougb the lsdgers are of
ocnaidaradls valus they are not peremnsnt recards, far .bey serve needs which are assentially temparary
in osture, The retention periocd in this eohsduls for the genmsrsl ledgers ie gmuared not anly to the
oanceivabls administrative nteds of the agency, which nrmally ariss within five yeare, tut to the ten-
yoar otatute of limitations govwrning the presentation of most claims against the Goverrment, Suxary
dats an agency axpamxditwes far historical and cther purpasee are availabls in psrmarsntly retainsd
appropriation ledger filss and thes anmal Canbinad Ststemmnt of Reoe# nditwes and Balances of
ths United States Govermment, both af which are

T~ Huch Bowan o Looowits reoards are not ooversd by thie eohadule. —Fmwddition,the—bxeic

: tably reflscted in the permarently retained upper echelon filas

of tha agencise no lses extansively than they are rewvealsd in the gensral and allotment ledgers, shich
are often couchsd in teohnical, aryptio tarms.

Iten L, These posting media and detailsd appropriation and sxpenditure oomtrols are hald for & period
oulTloient for edministrative needs after posting and aftar camplstion of the sotion aomterplated by
datailad projeot or wurk cantrols,

SUPERSEDED
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those wit}h exteneive plant. and stock inventoriea,
accounting activities since January 1, 1$21, are covered by this echedule,

SUPERSEDED

CENERAL RECORDS SCHEDULE B

Stores, Plant, and Cost Accounting Records

GSA Reg. 3
Appendix B
(9-10-56K

Specialized storee, plant, and cosi. accounting records sre majnctained by rwet agenciee, perticularly

The records created pureusnt to tlese aspecisl ieed

They are voluminoue and often

diverse, but they are integral psrts of the fiacal and supply contrcle of the agencies, These records,
which essentially reflect the net monetary worth of en agency and ita &sosts, are periodically reconciled
with the supply data reflected in stock imventory records, but they are not. procurerment papers.

receipt and custody

Storee Accounting. Thess records are maintained to provide personal accountability for tlhe

materials and to provide informstion 88 to the rmonetary worth of such materials.

Custody ie estzblishwd by accoxplished copies of materia) movemant documenta, and etores accounting informa-
tion 1s poated from the docucente covering the movement of goods to intercodiate records. Stcres account-
ing data are normally reviewed and consolidated by meane of reporte and returns submif.ted to agcncy
headquartiers, where the informetion is used for procurement planning, budget, and other managemsnfi. purposes,
These records do not include paspers reflacting the physical movemants of materisl to and fron storsge
Sunrary agency etores informstion ie reflected ir. the

points, although they may be involved in poating.

pertinent general ledger accounte,

iatice of sach i )

Plant. Accountigﬁ. These records consiet prirarily of cards recording tte principal character-

yeical plant snd equipment, including resl property.

They const:.itute primarily a

type of inventorycontrol, but in addition are a principal source of data on the capital inveetment. in
physical plant (as distinguished fron maintenance or operating eoats) and other iteas not normally repre-
sented in a atoree or atock inventory eysten.
general ledger accounts.

operation, the
functions of the agency.

Surmary data on plant value 18 also available in pertinant.

Cosat Accoun%. Theae recorda are designed to accwrulate and shov data on the cosws of agency
rec

indirect costs of production, adminisitration, and tha performance of progran
The dats, which are normelly accumulated by mesns of coat reports and stalistics

accurulated by operating personnel, are ultinmately posted to the accounts in the agency general ledgera

concerned with operating and program coats,

Material coats inforr.stion is collected by poating requiei-

tione for material or procuremenf. docurente to interesdiate records, and labor cost informetion ia obtained
by charging tice expended on individual jobe and projects assigned control nucbere for cosi. control

purposes.

esl.imates,

1TEMX
NO.

DESCRIPTION CF RECORDS

l‘

2.

3.

!lo

5.

6.

Te

RECORDS OF CONTINVING VALUEs

Plant account carde and ledgera
pertaining to structures.

RECORDS OF TEMPORARY VALUZ)

Correspondence filea of unite
responsible for plant, cost and
stores accounting operations.

Invoicee or equivalent papere used
for etores accounting purposes.

Stores accounting returms ayd reporta.

Work papers used in accumulating stores
accounting data,.

Plant account carde and ledgeras, other

thap those described in iftem 1.

Copies of cost accounting reporte.
8. Copies in units receiving reporta,

be Copies in reporting units, and
related wrk papers.

RECOMMINDED
METHOD QF FILING

Conform to agency
practice,

Conform to agency
practice.

Conformn to agency
pracl.ice,

Conform to agency
practice,

Conform to egency
practice,

By plant iten nunber

or nwerically by
plant account.

Conform to agency
practice,

Conform to agency
practics,

SUPERSEDED

Coat data are utjlized in evaluating econony of agency operation and in preparing budget

AUVTTORIZED DISPOSITION

Disposal not authorited
by this echedula.

Dispose after 2 ywars.

Dispose after L yeara.

Diepoee after |l years.

Dispoae aftar 2 years.

Dispoasa 3 years after iten
is withdrawn fronm plant
account..

Dispose after L yeara.

Dispose after L years.
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o rojed SLPERSERED

(7-12-53) T

ITEM REC GMMFENITED
No, DESCRIPTION OF RECORDS METHOD F FILDO AUTHORIZED DISPOSTY jCO%

8. ledgers, fores, and mechimw reoards
used to aocumlate data far uses in
cost reparts.

a. lodgers and farms, Corform to agency Dispoce after ! years,
practiceing
b. Hachine records.
(1) Detail carda, Confore to agwnoy Diapose after 6 months,
practice.
(2) Sumrery aardsyng Confaro to agency Dispose after 6 months,
practioce,
(3) Tabtulations, Confarm to agenoy Digposs after 1 year.
practioe,

Jtan 1. Theee carda are retainsd beceuse they docurmsnt the physiocsl features, placersnt and matwre af
structges cn Govermmaot aresa and installsticus.

Iten 2, Theee are routins edmnistretive correspandsnce files, not comtaining esoounting data, hsld
Jong encugh to eatiefy reference msede.

Itere « ‘The invoices ars hald long enougbh for pasting of stores acoocunting data to intermmdiate

rec and to allow for intermal reoheck af transactions involving the movemsnt of goods, whila the
returta and reparts ars retainsd for e suffioient psriod to pesrmit utilisstion of the dsts they ocantainm
for casagement purposea, Summry geosral ledger data are retained for & ten-year periocd, Wark papers
are dispocable after an sgmropriste pariod sharter than that provided fer the records shich they suppart,

Itas 6. These recards are held long emough to permit sdministrative oartrol over the plant socourt item
*hils it 18 sotive, and far reference aftar the iten ia no longer carrisd cn the aocount. Basioc data

1s aveilable in procuremsnt ar project files whioh are retaimmd pereamntly or far a substantisl period,

whils speoislized legal oircumstances swroumiing real property are doourmsoted in retained recorda of

contiruing velus,

Itema 7-8. Tha cost recards cartaining data reflected in gensral ledger acoounts being retained for s
Tan-year period are dispassbls after they have served sgency budget end other manageosnt needs.
Sabeidiary reoards involved in the accumilation of cost data are aschedulad far an appropristely short

P « Iaformmtian ae to the oost of individuel project.e of importance are shown in project filss, ard

oopies of ocost reparts that @we of majar signifioanas are camtaimsd in agency managemsnt or administrative
£11as not ¢overed by the =ahsdula,

SUPERSEDED


https://ibe1d1.u7
https://tin,.'.,.ar
https://npart.11
https://ill'f'olTi.Dg
https://001Nntl.ng

SUPERSEDED proe

(k.6-62)
GENERAL RECORDS SCHEDULE 9

Travel and Trancportation Recards

Thie ochedule covers recards crceted since Jarmary 1, 1921, that pertain to the covexent of gooda
and persons under Goverment ardercs. The record keeping involved in the movencnts centers arowd bills
of lading, transpartation requests, vouchers, and acsociated records, including those preocribed by
Title 5 of the General Accounting Officc Policy and Proccdures Mamial. Coples of sarx rccords uscd to
support paymcnts bccome port of the accountable officers' accounts, or are accounting posting media.
Their disposition may be covered by Gemerai—fecorde—Schedule 6, item 1; General Records Schedule 7,
iten 4; or itcna leand 3 of this schedule.

a. Moverent of goods. The key record 18 the bill of lading, of vhich there arc copies for
coneignores, consignees, and the carriers thcmeelves. The papers related to ond narwally filed wvith
the bill of lnding i{teelf are varied and often voluminoup. These may consist of shartage and demmrrage
reports, iuvoices, and other dcocriptive data which document the transaction. Included are records
reloting to the shipment of household effects, wvhich 1o authorized by law and regulantions for military
personnel and for civilian eXployees of the Govermnent. Agencies chipping certain valuables under the
Covernoent Losgcs in Shipoent Act, which ingures against loes, retain copies of schedules of mmterial
shipped, papers relating to claoimo which may ensue, and other pertinent docurments.

Rccords for the years prior to 1959 pertaining to the movement of goodo have been designated as
records of teaporary value, but arc to de retained far the periods shown in item 1ln 1n order to
properly protect the intcrcats of the Govermment in vicw of the statutary time limitations set forth
in 31 U.S.C. Tlo. Reccords far the years 1959 and later (1n item lb) are rctained for shorter veriods
in accordance vith the Drovisions of Publdc lav 85-762 (49 U.S.C. 16, 66, 30ha, 908, 1006a).

b. I‘ovement of pcrsono. The movement of persons 1o cosentially dociumented by copics of travel
orders, vhich authorize travel and subsequent paynent, and otandard forw vouchers ahowing payment for
official travcl. The twvo primary copiec of the travel arders ore the administrative copy maintained
by the traasportation unit controlling the issuance of travel arders, and copies used for encu>-
brance of funds.

ITEM RECOMMELIDED
WwO. DESCRIPTION OF RECORDS METHOD OF FILIIC AUTHORIZED DISPOSITION
2. Frcigbt recards consisting of export

certificates, trancit ccrtificates,
dearrage car record books, shipping
docuce.ato pertinent to freight classi-
Mcation, menarandua copies of
Govermaent or camerciel bills of
lading, chartage and demorage reports,
and all supporting docunecats, and
including files relating to the
shippent of bousehold effectc.

o. Filec covering {reight trons-
actione prior to 1953.

(1) Issuing office wemoran~ By bill of lading Diepose after 10 years.
dun coples. nuober. (Transfer to inactive flle
on completion of transaction;
break inactive file every
2 yeara sand transfer to
Federal Records Center
1 year later.)

SUPERSEDED
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GBA Reg. 3
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(4-6-62)

T'TENM:
NO.

SUPERSEDED

GENERAL RECDRNDS SCHEDULE I3

DESCRIPTION OF RECORDS

(2) All other copies.

(3) Bille of lading
reglctero.

b. Fi.es covering freight truns-
actions 1959 and subsequent.

(1) Iesuing office cemxaranhm
copiee.

(2) All other copies.
(3) Bille of lading registero.

Freight recards relating to the
administration of Covernmrent
Losees in Shipneat Act coneist-
11g of schedules of valuableo
ahipped and related papere and
reporto.

Pasgernger transpartation rveards
consioting of eemarandum coples

of vouchers (Standard Foro 1171a),
cexrandun copdes of traasparta-TH
tion requeste (Standard Parm 1169a),
travel authorizations, trensparta-
tion recquest regloters, end all

Gupparting papers.

a. Issulng of fice amarundm
copy.

b. Obligation copy if different
from copy in a.

c. Uaused ticket rcdemption farma.

Paspenger Lranspartation recoxds
pertaining to reicburserents to
individuale, conaisting of coples
of travel orders, per diem
vouchers, transmartation requests,
botel reservations and all suppart-
ing papers relating to officiel
travel of officers, eoployces,
depcndemnta, ar others artharized to
travel by lav (cxclusive of recards
covered by Item 3).

a. Travel adxinistrative unit
copies.

b. Obligation copies.

RECOMMENDED
METHOD OF FI.DG

AUTHQRIZED DISPOSITION

Confarn to agency
practice.

In mzerical
sequance.

Confarm to agency
practice.

Conf'arp to agency
pract.ice.

In americal sequence.

Chronologically in

cagse faahioa.

Vith related account.

In eppropriste fashion
for posting.

Confare to agency

practice.

In folders arranged
alphabetically by
amx of euployee;
treak file every

2 years.

In agmromriate fashion
forifnsting.

Diepoce after 1 year.
Digmse 10 years after

final entry on register.

Diepose aster L years.
(Tranofer to appropriate

Federal Records Center 1f

volume varraoto.)

Dispoce after 1 year.

Mepooe 4 yearo after final

entry on rcgister.

Dispoce after 4 years.

Dispose & years after period
covered by related account.

Dispose vhen funds are
obligated.

Digpoce vhen adoiniotrative
needa have bcen satiofied.

Ddspose after 4 years.

Digpose wheo funds are
obligated.

SUPERSEDED
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SUPERSEDED cea Res. 3

(b-6-62)
GENERAL RECORIB SCHEIWLE 9
1T RECOMMENDED
NO. DESCRIPFTION OF ARECQRIB METHOO OF FILING AUTHOR IZED DISPOSITION
5. Recards, freight and passen-
ger not othervise covered in
this schednle.
a. Carrespondencey; fams, and Confarn to sgency Dispose after 2 years.
rcloted pepers pertaining to practice.
agency trevel and tranfpare
tation functiooe.
b. Accountability records. Conforn to agency Diepose 1 year after all
practice. entries on the recards

are cleared.

Jten 1. The export ccrtificnice are the key documcnto affccting freight chargea far material deetined
‘for overscas shipment; transit certificateo docunent in-tranalt starage of freight; demorrege car
recard books shov cars iavolved in freight demorrege and related data; and shippirg docu=ents giving
a detsilced deseription of the enterials shipped are essentiacl in deteruining proper freight
classifications.

The retention pcriod far the pre-1959 files 18 govermed by Public law 76-820 (31 U.S.C. Tla, 237)
vbich bars claims ggainst the Goverment after 10 full years fram the date such clainm first accrued.

Retention of the 1959 and subsequent files is in accordance with Public lav 85-762 (49 U.S.C. 16, 66,
30Lka, 908, 100(a), barriag claimsn by ar Bgalnst the Govermment, involving transpartation tranaactiona,
after three years fran (1) accrual of the cause of action, ar (2) pay=ent of charges for the
transpartation involved, or (3) subsequent refunds for overcharges, ar (4) deductions, vhichever
occurs later.

These files, docu=enting frcight ehipmect transactions, are held long enougb to eatisfy agency
adninistrative needs and General Accounting Officc requiremnts. The ten.ycar and four-year periods
are sufficient for accounting ad justments, and claims can normally be adJjudicated on the basis of the
originnls of paperts that are cent to the Cenerea). Accounting Office. ’

Item 2, Files relnting to the administration of the Covermment losses in Shim=ent Act are retained
far mbatantial periods by the Buresu of Accounts, Treasury Department, vhich hae Government-wide
rceponsibility. These agency coples arc retained long encugh to ocatisfy local adminictretive and
legal needs.

Iten 3. The recards covered by this item relate to 6gency paymente to carriers far the traaspm®ation
of peraong nutharized to travel end are held long enough to oatisfy agency sdministrative needs and
Ceneral Accounting Office rcquircments. The four-year period 1o suificient far accounting and adjuete
ments, and clains can narmally be adjudicated on the basis of the arigiaals of papers that are sent

to the General Accounting Office.

The obligation copy if different fram the copy described in item a. has no value once fiscal
and other postings are mnde.

Iten 4, These files pertain to the travel of persons under orders issued by carpetent agency autharity.
Each paper narmmlly concernc travel of an individual. Includcd are papers vhich are naramally
accurmlated by agency units involved in expediting ond erranging far travel, including copies of

travel arders, per diem vouchers, hotel reservetions, and rclated papers, as vell as copies of
accounting papers such as voucherp vhich ony be used far fund control purposes. The latter are of oo
value after they have been posted to control ledgers; the administrative travel recards are emin-
tained gem;rally an long as memarendum copies of related agency accounts (item 1, General Records
Schedille 6).

Iten 5. Thene arc routine administrative files cetalned long eccugh to nerve reference nesds.
Accountability records document the issue ar receipt of accowrtable documents involved in the travel
smd—tranepartation fuanctions.

GeneralFH Tranepartation requests and bills of lading which are spoiled ar canceled in preparstion,

a8 vell as empty request book covers far transpurtetion requests, are not recard material. They are
disposable as soon as accountabili¥y requirermnts sre met.

SUPERSEDED
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SUPERSEDED )
OENERAL RECCRDS SCHEDUIE 10 (9~10-564

Motor Vehicle Maintensnce and Operation Rscorde

These records pertein to the panagement, maintenance, end operation of motor vehicles ueed by
egencles. Responsibility for Governient-wide motor vehicle management policy wae transferred in 1950
from the Rudget Bureau to the General Services Administration by the act. vaich created the lattaer,
Agency records created since January 1, 1921, during the period of Budget Bureau cognisence were
essentially the same as thcse nov kept, and are therefore subject to the mams dieposition.

Ferscnal Property Managemest Regulation No. 2L, preecribee policies and procedures, Standard Form
Ko. 82, which s an anmilual motor vehicle report required by the Federal Supply Service, Cenural Servicaes
Adraiinistration, ie the only etandardized record, Cartain cost and inventory control forms have been
developed, but Lhsy are nol randatory, This schedule does not cover the dispoeition of records of the
Bureau of the Budget (to 1950) and the Federal Supply Service partaining to motor vehicle rmanagerent on
a Governrent-uide basis, but 1i, doee cover agency records pertaining to tha daily use and operation of
l.Lhe vehiclles.

in general, records pertaining to motor vehicles reflectea threefold responsibility: (a) ths
accumulation of cost and operating data for internal accounting and manegeneni purpcses and for reporta
sub.zitted to the Federal Supply Service (Standard Form No, 82, Annual Motor Vehicle Report); (b) the
rmaintensste of Lhe vehiclee therselves; and {c) protecting the {nterest of the Government in accident
clairs against i1.. The records themselves consist of chauffeur service logs and reports, vehicle repair
and maintensce check-off shesis, cost ledgere and claims correspondence and form.a.

ITEX RECEY2ENDED
1O, DSSCRIPTION CF RECORDS METHCD CF FIIING AUTHORIZED DISPOSITION

RECCRDS CF TEMPORARY VALUZ:

1. Correspondence in the operating unit Conforn to agency Disposa afier 2 yoars,
Tyspcneible for maintenance and practice.
oboration of motor vehicles not
othervise coveroed in this scheduls,

2. Motor vohicle operating und maintenance
records,

o, Cperating records. By chauffeur or car Dispose after 3 months.
nu~ter as appropriate.
b, Vainionance records. By car number, Dispose after 1 yesr.

1) Metor vehicle ledger end work sheets By subjoct. Dispose 3 years after
Peoviéing; cost and expenss data, discontinuance of ledger

or date of wvork gheet.

L. Reports on moter vehicles (other than By roport and Dispose } years after
aecident, operaiing, and rai:terance chronologically date of report.
reports), t.hereunder.

5. Recorda rmlating to molor vshicle In rase fashion, Dispose & y®ars after
accidente, raintained by transportation cage is closed,
offires,

6. Vehicle releass files. By vehicle nunber, Dispose L years aftar

vuhicle leaves agency
custody.

ltems 1-S, These recorde are retalned lorg encugh Lo matisfy report, fiscal, managenent, a:md autorotive
nzlntenance needs of the egency. Claims files have litile legal or adminisirative value after the

portod—indicated.

Itan 5. These files relate to transfer of vehlcles (ex:luding non-adminiscrativo vekicles of the
Jepartrent of Defense) when they aro transferred by sale, donatlon, or exchange. These records consist
of retained ccpies cf certificates of release, recognized in most, states as title papers, copjes of

Liille papers Lherselves, arnd relatsd corrospondence and sales papers, The four-year poeriod ie sufficient
in the event it ia nacessary to docu~ent lispoeiticn ofethe vehicle, or provide related date. General
Records Schedule k, liem 6, covers the disposition of vehicles sold as acrap after survey. Filacal
aspacte of transfers by 8ale, donation or exchange are aleo documented inethe accounts of the agency
fiscal acvount.able officer. DPisposition of rerorandun copies of those records 1s covered by OUsneral

" SUPERSEDED
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SUPERSEDED

OENERAL RECORDS SCHEDULE 11

Sp3ca and Maintenance Recorda

This schedule provlides for tbe disposal of sll copies, wherever located in an agency, of recorda
relating to space and mnintenance, except as indicated below. Records documsnting these functione
pertain .0 the acquisif.ton, allocation, utilization, and release of space snd include related oarrespond-
ence and reports submitted :0 the Geroral Servicas Administration (or equivalent agency with similar
Governasnt-wids reeponsibilitiea) as directsd by law and by regulation (60 Stat, 257 and CSA Real Property
Management Regulation Wo. ))j correspondsnce and forms relating .0 the compilation of directory servics
listings; identification credentisle and relsated accountable records; requasts for building and equipment
services; ani correspondonce filea reflecting the activities of tha unif. responsible for handling space
and related matters within the agency.

This echedule does not covsr (a) copias af these recorde that aro an integral part of accountabls
afficers’ aczounte (Schedule 4); (b) records of procuremsnt and supply (Schedule 3)indc) records which
reflact Ocverncent-wids prograce (such as the records held by .he Public Buildings Service aof the Genaral
Services Administration); and (d) records created prior to ths establishoent of t:ho Public Buildings
Administration in 193% or other apaoce and maintenance records created in connsction with tha management
of spacs pot undar Public Buildings Adpinistration or Publio Buildings Service cogniasance (auch recorda
vary auffioiently in their natwue to warrant specific evalustion on their mesrits).

TTEM REC WM)XDED
NO, DESCRIPTION GF RECORDS W=THOD F FILDG AUTHRTZED DISPOSITION

1.

RECORDS OF TEMPOGRARY VALLZ:

Correspondence fllas of the unit
reeponsibla fcr spacs snd maintenance

oattera, pertaining to its own

Conform f.0 agsncy
practios; etart a
mw fils every 2

Dispoeo 2 yvars after file
is closed or 2 yesrs after
date of documont if breakas

in the fils differ from
thet suggested herein,

adninistration end operation, and
related papere.

years.

2. Racarde relating to ths allocation,
utilisation and releass of space under
agency control, and related repcrts to
General Servicas Administrstion,

s, Bullding plan files and related
agency recards utilizad in spaoce
planninging@ssignoent and adjvatmmnt.

Conform to agenoy
practice,

Disposs 2 years after
termination of apssigrrmnt,
ar when lease cancellsd, ar
when plans are supurseded or
obsolete.

b, Correspondsnce with and reparte to
ataff agencies relating to agency
8paoe holdings and requiremspts.

Confare to agenoy
praotiees,

Dispoos 2 ywars after date
of report (in acoordance
with iten 1).

(1) agency reports to Genaral
Servioces Admimietratian regard=-
ing space cocupied in "Mstropolitan
Rashington" and "Outside tha
Dietriet of Coluzbia," and related

papars,

(2) Copisa in subardinste reporting
units and related wark papers,

Conform to agenoy
practios,

Dispoae 1 year after date
of repart.

3. Carrespondanps, fores and other reocards
relating to ths ocmpilatian of direotary
oorvioe lietinge,

Conform t.o agenoy
practioe,

Dispose 2 monthe after
iszusnos of listing.

L, Identifiocation credentials and related
papors,

s, Identificstion oredentials including Ctronologioally by
caids, badges, parking persits, pboto~ date af return of
graphs, sgency permits to Operste ecredentials to issuing

wotar vehialas, and property, dining offioe.
roco and vieitare passss, and oter
identifiocation aredentisls.

SUPERSEDED

Dispoes of oredsntials 3
sonths after return to
issuing of fioe.
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Soremats 3 SUPERSEDED

(7-10-53)

ITEN RECOMMENDED

NO. DESCRIPTION OF RECORDS METHQD OF FILDKG AUTRQRIZED DISPOSITION
b. PRsceipte, indices, liatinga and Confore to agency Disposs after sll listed .

accountable reoarda. pract.ioe, credont.ials ere accoumed
for,
Se Requasts far building and aquipmsnt Iewrically by control Dispose 3 months after .

naintenance servicee, exoluding fisocal or requisition oumber, work psrformed ar
copiea, requisition cancelled.

Iten 1. Theee are routine filss with relatsd deta refleoting the activities of the sarvice operation

“in admnletering its iatarnal managamont and operstion, Polioy documentatian is narmally reflscted
§in {ilse at highsr edminietrative levels,® The records sre mintainsd a eufficient period to esatiefy
administrative nseds and have no other significant values,

Item 2. Trese filss accumulate in the proosas of assigning and utilizing agency apacs. Rsporta are
sumittad to General Services Adninistration as directed by the Federal Property and Administrative
Service Act of 1949, and GSA Real Property Managemsnt Regulation No, 3, Adninistrative nseds have bemn
m¢t after tha lapse of period indicatad and the valus af GUXAry records hsld by ths Gensrel Services
Adminietratiop reflacting Oovernmut-wide trende and pollcies must be datermined separately.

Jten 3, The mparanda, caplsted qusstimnaires, fcrus and reports are aocunulsted in the compilation
rectory aervice lietings and are of terporary valus after lesuance ar publication of liating, They
are held long enough to satisfy adninietrative needs.

Itex li. Thess records relate to the issuancs of snd accountebility for idemtiffeition credsntials,
Tasiwd to individualaingThe credentisls thsaselves and the related cantrol recarde have little value
after they have served thsir imrmdiate purpoes.

Iten S. Requests far mintanance service narmslly ariginate in the operating unif:s. Thair purposs ia

Barzad and they have little further valus when the servioces which they requisst have been perforesd o
ths request has been caocellsd,

SUPERSEDED
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QENERAL RECORDS SCHEDULE 12

Ca=unications Rec_qrds

GSA Reg. )
Appemdiz B
(7-10-51)

The principal records docurenting camiunication funot.ions include messenger esrvice dsta; wire and

wirelesa service coni.rol and operational records; sunnmary of long distance telephcma reports; postal

récords, consisting of post office fcrms and supparting papere; mail control records and supporting and

related papers; and agency copies of penalty mmil reports to the Post Qf'fice Departrent forrerly required
by statute,

This schedule covera the records deecribed below, wherever located in an ageuncy, but it does not

cover recorde created prior to January 1, 1921, and doee not cever records which reflect Govermment-wide
progrars, such an records held by the Post Of fice Depertcwnt, the Postsl Service and the Public Buildings
Service of General Services Adninistratiom, ral.her than adninistrative panagement funations,

z ITEyM
Ko,

1,

3‘

ho

DESCRIPTION QF' RECORDS

RECORDS (7 TEMPORARY VALLIE:

Messenger servico recards including
daily logs, assignnent records and
inatructions, dispatch records,
delivery receipts, route schadulee and
related and similar records.

Carrespondsnce and report filss of tho
unit responsible for the co=—r:unication
function, pertaining to its omn
adrinistration snd operation, and
related papors,

Wire and witeless service control aod
operational recarda,

a. Wachino copies of incoming and out-
going mosaages, mmesage registeras,
operator’s and equipcent service
loge, perfarmance reports, daily
losd reports, and related and
similar recards,

b. 7Telsautograph and telsecribers
tapee.

c. Qriginal copise of outgoing
oopasges retainsd by wire and
wireleses servica,

(1) Authorization copy not
duplicated elsewhare showing
tizm of dispatch.

{2) Authorization copy duplicated
ela=where and showing timm of
dilpﬂtch.

Summaries of long distancs telephaxm
repcarts used to indicate authorieed
use of telaphons service as well as to
asudit expsuss voucher.

Postal records conpleting of Post Qffiace
faras and supparting papars, exclusive

of recards held by the Post Offios Depart-

msut and Postal Servics.

a. Racord of received cr diapatched
caginared mil pouches,

REC MMENDED)
METHOD OF FILING

Conforp to agency
practicefH

Conform {.0 agency
practice; atsrt a new
file every 2 ymars.

Conform to agency
pracl.ice.

Not applioceble.

Chronologically.

Chranalogically,

By arganipatioml
unit and chronolog-
ically thareunder,

Chronalogically.

SUPERSEDED

AUTHORIZED DiSPOSITION

Diepase after 2 months.

Dispocs 2 years afte: [ils
is closed or 2 years aflter
date of document if break
in f{le differn fram that
suggested herein.

Dispose after 6 mon\.he,

Diepose after massage 1a
dispatehed.

Disposs after 2 years,

Dispose after 6 monthe.

Dispose after cloee of
fiscal year in which
sudited.

Dispose after 1 year,


https://mor1t.he
https://II.ft.er
https://pract.10
https://record.II
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GSA Reg, )

SUPERSEDED

Appendix B
(7-10-53)
ITEM
NO. DESCRIPTION P RPCORDS
b, Appliocation for postal
regisi.ral.ion and certificate of
declared valce of matter subject
to poatal surcharge,
C. Resceipt for incoming registered
and insured mail.
d. Rscord of ineciisg and ovtgoing
registered and 1insured mail,
e, Return receipts for ragiatered,
insured, and special dslivery mail,
f. Repart of lossyngifling, delay,
wrang delivery, or othar ioproper
treatmnt of mail patter.
g. Statemont cf Reading of Mntered

Reglatere,

6. Mail control reccrds and supparting and
related papere,

Ra

Ce

f.

Records af receipt and routing af
incming and outgolng msil other
than (1) those 1isted in item S,
and (2) records used as indexsa to
carrespondence files,

Stai.isi.1eal reporte of poetage used
on outgoing mail (air mail, apscial
delivery, regiotered, forelgn and
parcel post ovar U pounds).

Requiaition {of stampa, (exclusive

of' copies used 8a supporting docu=ents

to payment vouchersing
Production reparte of nail handlad

and work perforoed, with compilations

darived thorefroao.

Record in agency mail unlts of
renittarces (check, cash, atacps and
monoy ordere) and other valuabla
encloaures received through agency'a
mail unit in incoming mmil,

Record of and receipts for mail and
packages received through the
Qfficial Mall and Moacenger Service.

1. Afficial penalty il reporta forwerly
required by atatute, and all relstad
papers. '

Item 1.

REC BOENDED
WETRM (F FILINO

Chronologisally,

Chronolcgically,

Chronelegically.

Chronologically.

Chronologically,

Chronologically,

Alphabeticslly by
oam and chromolog-
ically thereundsr.

Chranologically.

Chronologically.

Chronologically.

Chronologically.

Chronologically.

Chronologically.

AUTHGRIZED DISPOSITION

Dispose

Dispose

Dlepome

Dispoae

Dispose

Dispoos

Dispose

Hopose

Diapose

Dispooe

Dispose

Diapose

Diapooe

These flles pertain t0 ths adminiatrat.ive canageman!. of moesenger servicee.

l.ﬂ:ar'lnlr.

after 1 year.
after 1 year,
after 1 year.

aftar 1 year,

after 1 ywar,
after 1 year,

aftar & months,

after 6 aonths.

after 1 year.

after 1 year,

after 6 monthe,

after 2 ywars,

Their purpose le

#8Tmd and thay have 1ittls further velue after the activitisa to which they relats sre aocaospliehed.

Itex 2.

These are routine filea with related data reflecting the activities of the camunicstion unit
sdainiatering its intarnal management and operation.

Policy docummtation and reporta are paaally
reflected in filas at higher adminiatrative levele,

The recards are msimained for a sufficient pariod
to aatisfy adoiniotrstive rweds and have no other signifisant valns,

Iten ). These recards relats to the control ard operatian of wire and wireless service exclusive of the
fowmrnoent-wide progran records af the Public Buildirigs Service of Oenaral Serviocss Adminigtration, The
disposal of origina) coplea of ocutgoing reseages by the wire and wirelase servios are qualified dus to
the varied practicee of agencies in preparing and msintaimd elswwhere within the agancy oorisa of the

SUPERSEDED
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SUPERSEDED ol

(7-10-53)

amsaage sctoally ahawing time of diepatch. Tbe ageccy mmeds have been oot after the lapse of period
iilasted

Items L, The suzrmriss of lang distance talsphone reports are of tesparary valus and are utilised as an
trative tool to isxdiocate authorised use of telsphans servioes as well as for auditing telsphone
tolls. Thsy have no further valus after audit has been perforuad.

Iten 5. These recards caotrol the handling aof special typee of meil and relsted or equivelent material
fcelved ar eent via the Postal Servios. The reccrds have valus far a short time only. Clains resalting
from the loss of regletered, insured, ar other typee of speoisal mil must be filad with ths Poat Qffice
Departoont within one year sfter the date of aniling, The period of time indicatad 1s sufficient to
axhsust the valus af the recards far adninistrative and legsl purposss.

Itan g. Tbesze amil control recards and supparting papers are utilisad to aminmtain comtrol over the
Tecelpt and routing of ordinmary and spscisl meil, received fram sources cuteide of the agency. The
deseripticn of these f{ilss excludes any reocords used se indexBe to oorrespondence ar other filse,

Item 7, The Fenalty Mail Aot of 1948, Public law 785, ropssled the requirenent that tha Postmaster

ral cake periocdic reparts to Congrese and the Bureau of tiis Budget. on the aacust of panalty mail
sent by individual agencies of the Govermmnut. This repart wss bssed on infarmtion received from
the agenoise cancerred, The records in the agencies wers, in thsnsslvee, only of tesporary vilus and
ths lapse af period of tim indicated 1a suffislont to axhaust any valus they mmy have had to the
Poet (ffice Department,

SUPERSEDED
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(7-10-5))
QRNFRAL RECORDS SCREDUIE 1)

Printing, Binding, Duplicaf.ion, and Distribution Becarde

This schedule provides far the retentian ar diasposal of all coples, wherever located in the agency
af records crested since January 1, 1921, that relate to print.ing, binding, duplicating and distribution,
axcopt as indicated in the several itema, The principal records documenting .hese functions arei
(a) Recards pertaining to requssts for servios, control, production and distribul.ion o individual Jobs
or projects} this material normlly consista of requieitions requesting ssrvice and registers or simllar
medisa utilized .o control the receipt of the requisitions, and to record the production, dietribut.ion
and cost analyais within the operating units; end (b) Correspandancs and repart filee refflecting the
aotivitiss of the unit responsible for handling the printing, binding, duplicst.ion and diatribution
mattere within the sgency,

The Cangreseiansl Joint Committee on Printing is responsible for regulating the operation of agency
*prioting plants.” The Committee ie authorired to recedy gny neglect, delay, duplication, or waste in
the public pristing and binding and the distribution of Goverrment publicat.icnsfE No "prinmting plant,"
89 deflned in the Printlng and Binding Rogulations published by tho Comnittee, can legally operate with-
oot prior authorization. The Cammittee further requires all agencies operating "printing plante" to

T guG t FeportA. Oct 1ater then 3O daye aftar the close of specified periods, Each agency maintaining a

—

eiling liet 1s r3qiired.té revise it at least once each ymar by making inquiry ae to whether the
publicstions distributed are de3ir8d br the persons to whom addreweaed.

=
This sclwedules doss not cover (a) recards retainsd by agencies for on-the-site audit by the General
Aocounting Office) (b) agency memorsrdum copies which are part of f.he accountable officers' accounts
(Scheduls 6); end (c) records which reflect agency progracs (such as those of the Governrent Printing
Qffice and the Bureau of Engravirg end Printing) rather thap adninistrative management functions,

ITEM REC GMMENDED
HO. DESCRIPTION (F RECORDS WETR@ F FILING AUTHOR [ZED DISPGSTTION

RECORDS OF CONT INVIN) VALIE:

1. Copy, in duplicating ar distribution By series and there— Disposal not authorized by
unit, of each publication, poster, undar chronologically this schedule. (Transfer to
chart, directive, regulat.ion, booklet, ar by established num- Federal Records Center when
spoech, form, prees relaassv, and bering practice, S yesrs old,)

similar paterial, (Thie item doss not
cover oopiss and related program
mterial retained in origlnating office.)

RECORDS CF TEMPORARY VALLE:

2. Carreaspondence files of the unit Conforn .0 agency Dispose 2 ysars alter flle
responsible for the printing, binding, practice; start a new i3 closed or 2 years after
duplication and distributian matlers, f1ls every 2 years, date of docuaent if break
pertaioing tofits adminietration and in file differs fra that
oporation, and related papers. suggested herein,

3. Job or project records containing all
papera and data pertaining to f.ho
planning and ewecution of printing,
bindige, duplicstion, and diatribut.ion

Jobe,
s, Filese pertaining t.o the accomplish- Nunerically by control Dispose 1 year after
mant of tha job, conteining or requisition mumber, oompletion of job,

requisitione, bills, samples,
manuscript clearances, and related
papers exclusive of (1) requisitions
on the Public Printer and related
recarda; and (2) records relating to
servicaa obtaimed outsides the ag®ncYy.

be Filas pertaining to planning, By seriea and thore- Dispose after 3} yeare,
stamiards, coat and related undar chranologically
technical mai.ters, ar by established num-
bering practice,

SUPERSEDED
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trprdt SUPERSEDED

p-4.- | RECOMEXDED
RO. OESCRIPI'ION & RECQRDS ETHM OF FILDD AUTHORIZED DISPOSICICN
k., Control registers pertaining to flumerically by control Dispose 1 yoar after closo _
requiait.ions and work orders. ar roquiaition mumber, of fiacal year in which

caapiled ar 1 yesr after
£111ing of register, which-
ever i» applicabls.

S. Mai1ling listse and related material.

a., Correspondenco, requsat forms and Alphebotically by Dispose after appropriete
ol:her records relating to changes in nare within mailing revisiop of mailing 1iat
cailing 1ists, group. ar af'ter 3 ponths, whioh-
sver 1s earlier,
b. Card ltists, Alphabatically by Dispose of individual cards =
aare, when cencelled or revised,
c. Plate or stencil railing lists. Alphabet.ically by Dispose of plates ar stencila
nace within nailing whan cancalled or reviged- .remo—a

roupli T \
6. Raports to Congress and relatod records. o ‘--v--—-/’/

a., Agency reports to Joint Comritteo Conform Yo agency Diaposo after 3 years,
on Printing regarding opcration of nractice.
Class A and B Plants and inventories
of printing, binditg, and related
equipzent in Clase A and B Plants or
in storage,

b. Copies in subordinate reporting units Confora to agency Dispose 1 year after date
and related wark papers, oraci.ice. of report.
7. Racords relating to interaal managsment, Conforn f.0 agency Dispose after 2 years.
and operation of the unif.. practice,

Iten 1. Many agoncies depend on their duplication or distribution units to retain record copise of all
documents of this type. For that rcason it is not pos3ible to authorize by gensral schedule tha dispossl
in such units of these copies bocause the documnts are of basic valus in documenting the history and
activities of the agency. If agoncy procedures provide [or retention of record copies in the units
originating the docu~ent ar cloewhere, other coples, including those in the printing or distribution
units, may be disposable but such determinations must be made in the case of each agency.

ltecs 2 and 7. These aro routine files reflecting the activiil.iea of the service operation group in
adainlaelering its internal rmanagement and operations, Policy documntation 13 normlly available in
filea ai. higher administrative levels, The records are held long enocugh to satisfy adninistrative rnwede
and have no other significan® value,

Ttem 3. Thase files are the technical, operational, production, and relatsd papers pertaining to the
pﬁnning and execution of the print.ing, binding, duplication and distribution jobs. Tho requisitions on
the Public Printer and records rolating to services obtainsd outside the agency are not covered by thia
iten sinco they are provided for in Schedule 3. The records are retained for a sufficiomt period to
satis{y administrative and referonce needs after complstion of the job,

I_tgm_!i. These registers are utilized in the operating units to control the receipt of requisitions and
work ordora to which production, distribution and cost anslyels dats are posted, Their purpose ia ssrved
whemtho—activities to which they relate are completed,

Jtes S. These records are utilized in the maintenance and adminiatration of =ailing lists, The Printing
and Binding regulition published by the Congressionsl Joint Cosyittee on Printing requires agencies that
maintain mailing 1lists to revise them at least once a year by caklng inquiry as to whether the publications
distributed are desired by the porson to whom addressed. The files have little furiher value when the
sarvices to iiich they relate have bcen perforred.

Item 6. The Conzressioml Joint Comnittes on Printing re:juires that all heads of Dopartmints ar Agenciss

opcrating "Bfint.iny nlanis” subiit 1enorts on forms furnished by the Coimmittee, not later than 30 days
ziter—thc close of soccified perinxis, Thess reports and related papera are hsld long enough to satiefy ‘

SUPERSEDED
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SUPERSEDED

GENERAL RECORDS SCHEDOLE 14

Informmtional Services Recorda

Thie schedule covers csrtain records created aince January 1, 1921, pertaining to informaticnal
esrvices porformed by Government agencies in their day to day affnira and in their relations vith the
publio. Except as othervise specified in individual items, it appliee to coples cf these records vherever
located in en agency. Itsas 2 and 6, hovever, are applicable only to filse msintainei ‘3 formmlly desig-
pated informational offices to which has been aesigned responsibility for the operation of the iaforma-
tionel act.ivitiee of the agency ar a subdivisfon thereof,

Since formal informational releaees represent an agency's conterporery explanation to the publio of
ite progrem, policies, and socmpliehments, these end products are of considerable value for future re-
search. The records deaignated as disposable by this schedule are not the only other types of racorde
created by Foderal agencies in connection uvith their relatione with the publia, but {n many offices they
are relatively voluminous and may be dispoesad of after a very short time. Esaentislly they consist of
routine inquiriee, replies thereto, other carreapondence in which no umusual adainistrative decisions,
policies, or efforta are involved, and adminiatrative beckgroumd materiale for formsl informetional re-
lessee. Clogely related records, suoh ea certain records relating to budget freeentation smd printing,

duplicating, and distribution records, are covered by other ganeral recards schedules,

ITEM RECOMMENDED
No, DESCRIPTION OF RECORDS METHOD OF FILING AUTBORI2ED DISPOSTT ION
RECORDS OF CONTINUING VALUE:

1, Camplete ast of formml informtionmsl Conform to agency Disposel not authorised by
releasee and publications, such ae practice, Stert a this schedule., (Traupafer
freas releases, fress confereice pev file every 2 to Pederal Records Center
transcripts, official epeeches, years. 4 years after ocloso of
graphic progress preseutationa, and file.X
icdexes thereto.

2. Subject filas of formally deaigneted Confarm to agency Diaposal not esuthoriaed by
informtional offices, not covered Fractice. StartIX this schedule. (Transf'er
elaswhere in thie achedule, pev file every 2 to Federal Reoards Center

years. 2 years after break in
file.)
RECCRDS OF TEMPORARY VALUE:

3, Requeats for information and oopies Chronologically, Disposs ) monthe after
of replies thereto, involving no adoin- transaittal or reply.
ietrative action, no policy decisions,
and no special compilations ar reeearch
and requests for and transittals of
publications, photographs and othey
ioformatioml literaturs,

4. Acknovledgmenta and trananittals of Chronologicselly. Disposs 3 montha after
inquiries and requesta that have been asolmowledgumant end referral.
referred elsevhere for reply.

5. Deily press pervics teletyps news. Chronologically. Disposs after 3 months,

6. Informetional aervices projeot case By projeot. Start a Dispose 1 Year aftar olose
files maintained in forwslly desig- nev file every yeoar. of file ar 1 Year after
aated informtional offioes. oaxplotion of project if

method of filing differe
from that suggeeted berein.

7. Anonyacus letters, letters of commen- Chronologieally, Dispose after 3 sopthe,

dation, complaint, criticism end sug-
gestion, and replies thereto, excluding
those on the baais of vhich izvestiga-
tione vere made or adminiatrative action
taken end those incorparated in individ-
wsl persannsl recorde,

SUPERSEDED
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et EERREDED

ITEN RECQMMENTDED

RO QESCRIPTICN COF RECARDS METHOD OF FILING AUTHORTZED DISPOSITICN

8. Bibliograpbise, check liste, and Couform to sgency Dispose vhen superseded or
indexss of agency publicatl.ions and praoi.ioe. obsolets.

releases, except those used ae
indexes to formal infarmational
roleasas (see item 1),

Itex 1, These reoards documsnt the public release of informtion concernuing agenoy activities and accoo-
plishmants, It is incumbent upam the agsncy to determine where and in what manner the record series of
theso releases aro retained (ese Oenersl Recards Schedule 13, ites 1), Otber copies, if filed ssparately,
Ay be considered nonrecord snd zay be disposed of whon of no furthsr reference valuej if integrsted in

gensral subject files they may ba dispozed of ip the sapo eanner as ths file of which they are a part.

Item 2. The vslue of these records vill vary grestly from agency to agency and even fram bureau to buresu
vithin a single agency., Same of the files, such as correspondence contceruing the use of copyrighted
materisl, may have lang terd legal valus and other ssgments of the flles may have oontimuing historical
and research valuss,

Itens ) and 4, These recorda are of transitory values end after the lepse of tims specified they will not
have sufficient valus to varraat their preservation., Inquiries and roquests from the public are of such
a nature that the retention of the material for statistical purposas would serve no significant purpose.

Item S, These records keep agency officials posted on current nevs events and at times are of vital
impartance in the formilation of sgancy policy decisions. The information contained in these records is
available vith more camrehensive cyverage in the daily nevspapers, librariea, ar in the orgsnization
issuing the releasas.

Item 6. Thess recards are accumulated in the preparetion of agency inforwntional releases ({ites 1). They
conslist chisfly of preliminary drafts, copies of requisitions snd distribution liets, etatistical compila-
tions snd vork papers used in tha mreparation and iassuance of formal informationsl releases. Basic data
supparting the forwal releases resulting fran resesrch or other vork dane in operating officea are retain-
ed 1n the opersting offioces engaged in program activities covered by the release.

Iten 7. Those anomywous letters ani lstters of cammendation, ea@plaint, criticisn, and suggestiona and
replias for vhioh inveatigations or administrative action hae been taken are not covered by this iten,
Theresidus are of 1ittle use in the documsntation of agency prograna and are of no value beyand the
spocified tine.

Iten 8, These recards are of no valus ss finding aida unless kept curreot and those that are ussful as
indexss are retained under the proviaions of itex 1.

SUPERSEDED
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SURERSE Liw!)

Nousing Records

gt

The housing recorda covered by this schedule inclide files and dat.a eccunulated in the maintenance
and sanageasnt of Federally owmeod and opersted houedng facilities within the cootinsntal United States for
civilian employese of the Federsl Ooverumest, military perecansl, and othsra eligible by lav to reeids in
the projects, These facilitiss aay canéist of low cost quartere located sither vithin or adjacent to the
cenfines of Federul installations, or in & critical defense or other area, This echeduls includes housing
records maintainsd by housing managers and housming or quarters officsa, tut does nol cover the headquartere
or ataff office filee of rLhe supervising ageocy, or the files of the Hourming and Romm Financs Ageocy, the
Batianal Cspital Housing Authority, the Departmmt of Hsalth, Education, and Welfare, or Uw Veterana
Aduinietration pertaining to program oparstions ig planning and financing housiag facilitdee,

Maintanance records reflect repsair and gensral upikmssp of the houming project or units, Managemsnt
involvee the assigrment and rental of uaits, reast collection and other fiscal operationsingnd over-all
supervisico. However, rental charges for military peracansl are anormally representsd by checkages made

agalnst pay accounte,

Certain houeing records are subjeot t¢ ths provisions of other General Becords Schedules. Supply

and fiscal files are coversd by Gensral Racords Schedulss 3 and 6, Schedules 1, 2, 8, and 10 may eleo be

davolved, Many records af ageat csshiers® serving e# houfing rental mapagers are siallar to those of other

Federal accountable officers and are dispoaseble under Genaral Becords Schedule 6.

ITEM RECOMMANDED

. DESCRIPTION OF GELCORDS HXTHOD OF V1LINO AUTHQEX2LD DISPQGSI TION
RECOADS QF YEMPORAHY YALuss

1. Correspoience files pectaining to the Canfora to egunoy Dispase after 2 yeare.
sAlnotenasce axxd sanaguosnt of houxing practice.
pro jscta.

2. Maintanance and repair recorda for
individual uanite,

e. Sumary card or ledger record. By bouxing unit Disposs 3} fiscal yeers
clasasification following olose of fisoal
schamm. year in which unit is olosed

to tacanoy or lesves guIxy
control,

b. Work orders, reqdsitions, axd By work ordar or Diaposs ) fiacal yware
related pepere involved in rvpalir requiaition mumber. folloving close of fisaal
and maintanance work, year in vhich work is doma.

3. Bsporta pertaiaing to housing saomge- By report and Oisposs after 2 yware.
ment, incluling axpamiiture, survey, chrunclogieally
collaction, and othar atatietical and tisreundar,
oarrative data,

b Lease files, inolwding coples of Alphabetically by Disposs 3 fiacal yesre
leases, renswamls, tarmication notines, omms of tenmant, folloxdng close of fiacal
andimglatedipgpers, year in wvhich (a) leass

terulostion, 16pse, or
cansallation ococurs, ar (h)
litigation 1s concluded,
wvhichever is later.

Se Assigmmnt apd vecancy card filss,

a. JIndividual tegant cards, Alphabstiocally by Dispose when tanant vacates
naxe of tenant. undt,

b. 1ndividual houmag aoit cards. By housing umit Dispose 3 fiscal yearw after
clasaification close of fiscal year in Wich
nuabering echams, unit 18 closed to teoassy or

lesvee agency control,

6. Furniehing ioventory filea, pertaining By bousing unit Dispose 3 fiscal years after
0 items included in furuiched unita. classification closs of fiscal Year in hiach

ochums ., icveatory is supersedsd.

SUPERSEDED
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https://V.t.era.na
https://Capit.al
https://Hou.ld.nc
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https://tadlltJ.11
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7. Application files (other than copies
An lssse filss).

a, Rajectad &pplicatian filee. Qphabetically by Diepoes 1 year from dste
name of spplicant, of rejection. .
b. A1l othars. Alghabetically by Diepose after 2 yesra.

oaze of applicaant,

item 1. Tbese 1155 relete W routine msttars of housing aanagwmsat which do oot reflect egancy palicy
and do oot relate to indlvidual occupsnte.

Jten 2, Summary records of maintenance and repair work oo each unit are retainsd as long as the unit ie &
‘avallable for occupancy. Becords created in the course of sccasplishing maintenance work are of only
taaporary valus and are ret.ained forlagbriaf referewace period.

Iwen ). These are reports on collections and occupaacy stat.us, reports on the statud of inventory iteas

wding surveys), aad copies of oAITative stateasents of eanagemsn(, problems and comditions that, are
soreslly sulmitted to ageacy superiore. They are retained long esncugh for ths information they contalo
o be fully eXploited for housing aansgement purposes.

Itas L. These Jease files, containing all papers pertalning to laasing transactions, are held long

eno for reference purposes after the tenant vecates. The period indicated is sufficient, since leases =
are self.terwinating, or are tefuwinatsd or cancaled in accordancte with smtual egreem®ot or clearly dafimed

lagal procedures, Provision ia made for the holdiag of leass files involved in litigation lang enough

for the legal purposes lavolved.

It.en 5. These recorde are malatained to provide ready identification of vacant uniis or of the tepmaote
unite, They are retained for refsreace purposes during the innumbency of the tenaat or the
availability of the umit for occupancy.

ltea 6. These filas, pectaiming to furnishings issusd to tensnts, are retained long eanough %o record the
W retwrn of the equipmsnt.

Iter 7. Uansuccasaful application filea are retained for a brisf period to satisfy reporting or other
management oseds, Applications not. actad updn Withln a t'wo year period normally represeat applicants ao
longer interestad in housing accaxmodstioma,

-2-

SUPERSEDED


https://hold1.al
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SURERSELEL) el

Adniniptrative Mansgement, Records

This scheduls provides for the retention or disposal of certain records relating to edainietrative
oanagement activities in Federal agenciea. Thesze acvivitiea involve the direction and conirol of thoas
ataff{ and management improvemsnt programs not under line personnel directing and controlling substant.ive
operations and progrems. For the purpose of this schedule only, they exclude records of operating per-
eonnel, budget, accounting, and printing functioms, which are covered by otler General Records Schedules,
but include records of related specislized procedural and managesent staffs. lncluded wthin the scope
of Lhe schedule are the most frequently found filee which sre created in the course of organisational
planning, development and simplification of procedures, records managerent activii.iee, and adainistration
of management improvement. programs. General Records Schedule 1 (items 13 and 1L) providee for the dis=
position of case files on individuale involved in intent.ive award end similar typees of management improve-
mant prograns.

This schedule covers administrative management recorda created during end after caleadar year 1939.
Recorde of any earlier management activities, to the exteni. they are found in any agency, muet be sval-
uated separataly,

The organizational locations ard titlea of adninistrative managerment unite vary {rom agency to agency.
They may be scattered at numerous levels or locations, or may be cenfiralized. For the purpoees of this
schedule the normenclaturé standards set forth by the Senate Camnif.tee on Government Operations in Senste
Report No. 2,5, 80th Congress, let seseion, are followed: the first organizational level within an agency
is the bureau level; aubordinate components are euccessively division, branch, section, and unit.

This schedule is based on the preeurption that mansgament 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 wnita in an agency, although its provisions are applicable to exactly co=par-
able recorde of agencies without such formal assignments of responsibility. Miny simllar or corparable
records created at lower organizational levels or in field officee vary so greal.ly in content, value, and
arrangermeni. that they are not covered by this schedule.

The physical nature and conteni. of management recorda are not standardized on a Govermnent-wide basis,
although soce managenent operations fall within the Goverpmente vide staff supervision of the Bureau of the
Budget, vhe General Servicee Administration, the (Qenersl Accounting Office, and the Civil Service Com=u.e-
sion, as vell as other agencies having certain responsibilities of Governmect-wide irplicatiom, and involve
the uss of mandatory forms and reporting procedures. Records of these agencles created in the courss of
exercising Government-wide staff supervision are not covered by this schedule.

Becaiv.se of the nature of the activities documented by adninistrative nmanagerent records, a relativaly
large proportion of them are of continuing value. Files pertaining to a nanagenent progran in a well
defined area, such as reports raragerent, consist primarily of detailed case files on each forwm or report
and for a linited period of time are of administrative irportance. Filees of programs covering broader
and more diverse fields, such aa organizational planning studies, ncrmally consist largely of project
files. which are established for each separate problem assigned for iavestigation; Lke resulting case file
is usually of continuing value in documenting the history of how the agency conviucted ite business. 1In
eitrier event there is a residue of ephemeral materials. These may includo working papers that do not have
a direct bearing on the transaction, prelininary or intermediate drafta of document.s and preliminary work
aheets that do not represent signif'icant basic stepa in the preparation of final drafta, lett.ers or
meroranda of transaittal and acknowledgenent, routing slips, ard extra copies of documsnts.

Because of variations inTEhe size of management officee, it 1s not possible to make apecific recom-
aendations as to the frequency with which blocke of records of conl.:inuing value should be retired to Fed-
eral Records Centers. The determination as to timing of such transfers should therefore be made by each
agency, largely on the basis of the volume of records accumulated during a five-year period. It ie recom-
nended that transfers be so planned as to insure that aiszeable blocks of relatively inactive records are
not retained in agency space,

ITEM RECOMMENDED
HO, DEECRIPT1ON OF AECORDS McTHOD OF F1LING AUTHORIZED DISPOSITION

RECORDS OF CONTINUING VALUB:

1. Copy ach intermal directive ieaued Confornm to agency Diaposel not authorited
for the head of the agency or of practice. by this schedule, Trans-
buresu or division thereof, Logetlsr fer to inpactive file when

vith supporting case file, if any. superseded or obsolete,

SUPERSEDED


https://acb!ldul.11
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https://au.t.hor1r.ed
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https://creat.ed
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ITEM
NO. DESCRIPTION OF RsCOKDS

2. Copy of each pamphlst, report, leaflst,
grephic-presentstion, or other publishsd
or cessed docunent, snd of the last

uscript reporit (if not. published or
processed) on mAnagement projects,
together with supportiing papers docu-
menting project inception, scope, pro-
cedure, and accormplishnent.e (but ex-
cluding vorking papere as deacribed
in itea 10).

ds disposition files, including
scriptive inventories, disposal
authorizations, schedules foringe
retirenent of recorde, and correspondsnce
or memorands relai:ing to revisions,

L. Fo files containing data showing the
ception and scope of the form, the
progranm or administrative puirposes
served by the form, ard. the related
procedures instituted, revised, super=-

saded, or_cante]ed.
‘~

-

G 3 of man®ggrent ieprovement. repoimg,
Bubmitted to the’Bureau of the Budget,
and related analysas and feeder repor:is,

/

RSCORDS OF/ TEMPORARY VALUZ,

6, Statiet.ical reportes of records holdings.

1. Project control files, showing assign-
ments, progreas, and completion of
projects.

8. Reports control files: cass files on
reports maintained for each report
created, canceled, or supersedad.

e Forme files otter than those contained
in files described in item 4 of this
schedule, and related indexes.

10. ProJeci working pepers includiag back-
ground materials studies, analyses, notes,
rough drafts, interis reports, asd relsted
papers pertaining to management projects,
exclusive of docunents covered by iteas
1, 2, 3y L, and 8.

Iu‘ L)

of agency policies, programs, and procedures,

s nERR FDED

Re:COXMENDED
METHOD OF #1LING

Confora to agency

prectice. Svartinsg
nev file every S
yoars,

Conform to agsncy
practice,

Conform o sgency
practice.

Chronologically.

Chronologically.
By project conf:rol
nunber.

Numerically by control
nunmber or sppropriste
coding system.

conform to agency
prectice.

By project.,

AUTHORIZED D15POSL1TION

Disposal not suthorized
by t.his schedule. Trans-
fer to inactive file when
superseded or obsolete,

Disposal not authoriszed
by this schedule. Trans-
fer to insctive file when
ewpsrseded or obsolste,

Dispooal not authorized
by this schedule,

Disposal not autborised
by thie schetiuls,

Dispose after 3 years,

Disposs 1 year after year
in whieh project is closed.

Dispose 2 yeare after
report is discontinued.

Dispose whan related fom

is discontinued, superseded,

or canceled,

Disposs 6 months after
final action on project
report or } yesrs aftar
completion of report if no
finel sction taken.

Recoid seta of directives at the division or higher lewvel asre rstained 3 basic documentst.ian
Directives are designated aa such by agency definition, and

ars subjected to management control to achieve clarity amd avoid duplicstion and overlapping in the

i1seusnce of agency instructions.

Routipa iastructions, such as those involving personnel proceesing or

requests for procurement, are normally not considered directives for managemsnt contrel purposes, Thie
iten does not relste to directives directly affecting other agenciee or the general public.

Iun 2.

Fils copies of published amd processed issuancse prepared or cleared by pmansgemsnt uaits frequent~
ly document substantive programs aod sccoxplishmente of agencies.
case of sbandoned projects, ths latest progress or stal.us report, together with filee showing the inception

Final reports on projscts, or in thw

and accomplishments of the project, are retained together with managemeut ismsuancse for their value in
reflecting procedures, adninistration, end operation of tha agency in a manner oot evailsble elsevhere in

coneise fashion.

SUPERSEDED


https://Nport.11
https://accompl111hmnt.ll
https://11ubJect.ed
https://deaign.at.ed
https://dil"llet.hn
https://doewaeat.11
https://pertU.n1.ng
https://110nt.h1
https://relat.ed
https://cre1,t.ed
https://report.II
https://Repor-t.11
https://relat.1.ng
https://1nel\Qi.Dg
https://�enti.DI
https://upport.1.ng

SUPERSEDED Y

GENERAL RECORDS SCHEOULE

Thass record copies of dispoaal authorizations and related papers are of indefinite adminietrative
valus during the 1afe of the agency. In addit.ion to containing evidence of legal disposal authorisetions,
thay oerve as madia for locating ageacy records still in agency Space or traneferred to the National
Archives aod Records Service. Copiee of dieposal authorizations are available in the Nstional Archives
and Becorde Service but these documsntes only partially duplicete the agency filee and are notiag convenieat
%o use in connaction with other agency records as ara ths copies retained by the agencies. The retained
records ianventories normally contsin samswvhat detailed date on types of records masintained, thsir informs-
tional content, and volume. Stetistical or summary reportes of records holdings are disposable under item

. Thoee pspers, normally consisting of macorauda, analyses, juatificat.ions, and comments maintained
ceoe files, document. the use of ths form in the adninistrative or program work of the agency. Agencles
that issus all forwe through dirsctivee or operats a specislized kird of control program may find that
these paperes are oot of continuing value, but. such agencies ahould seek ppecial authorisation for thelr
disposal., Ae a general rule ths filee have continuing valus, and this ie particularly true in the case
of tecporary emsrgency agenciea, the form filea of which are likely to be of great valus to a later agency
facing comparable problems, Papers pertaining to the more routina supply activities igvolved in making
the forms physically available to agency personnel are diaposabls under item § of this schedula,

im S+ Reporte are sumitted to the Buresu of the budget annually, under Executive Order 10072 and Title
of Public law u29, 81st Congreas, showing actions taken in managenent arees to solve program and operat-
ing problama, and to direct related employes suggestion eystems, Agency coples of these reporta are re-

tained with other records of continuing valus to provide summary documentation of programs and procedures,

Jten 6, Recorde statistica used es a basie for developing sgency disposal schedules or for othier purposea
are of valus anly aa long as the information they contain 1s valid. Annual stat.istical reports of agsncy
recoyda holdings required by Genersl Services Adminietration, including faeder reports from all offices
and data on the volume of recorda disposed of by destruction or t.ransfer, are held long enough to meet
oorms]l reference needs,

Jten 7. Project control files, usually consiat.ing of surmery cards, are of tarporary value in providing
a running summary of project si.atus. Since final project. reports are retainsd under iten 2, these sre
disposable a short tima after close of the related project.

Jteq B. Case files on reports contain evidence of their existence, the procedural and operational eitua-
tion out of which tbey sruse, and their discontinuance. These files relate to reports for vhich there are
formal requiremants and do not include reporte below the divieional or equivalent levsl which are not in-
volved in reports control programs. Thies authorisstion doee not, of course, apply to the iszsuance (item 1)
requiring the report, oor to the reporta themsalves, but only to the filees accusulat.ed in tha couree of
adninletrative control of the reports.

Jtan 9. Thefe papors, which are sametimes contained in the sa=e case filee thal. include the papere
descrided in iten L4, pertain to the more routine supply controle maintained for each form or consist of
duplicate copiss of the {orn in verying arrangemsnts. They normally include copies of requisitions,
epecifications, proceessing date, and 13sus and stock coatrol records, and are malntained long enough
to serve ir=wmdiate operating needs, Forms files which reflsct the function and purposs af tne fom
in tha wrk of the agency =xy be of continuing valus and are retainsd under itea 4 of thie scbedule.

Iten 10. These project filea represent the lesas significant residus recaining after the case fils

covered by ites 2 1a created. This residus, conaisting of wrking papsre not haviag a eubstantive bearing
on the project and intermediate drafis and work sheets, le retained for a brief reference period after
finel action 1r tsken on the relal.ed report, or, vhere no action 1s taken, for a suspense period sufficiest
to prowide for full conalderation of tie project report.

SUPERSEDED
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GENTRAL RECQRDS SCMEDOLE 17 (2104.51)

Cart hic, Pbot tric, and Relatsed Records

This schedule covers cartogrephio, photogrammstrio, and related records that have been created, used,
ar located in agencies of the Federal Government. Dispossl suthorisations oontained berein are not appli-
oable to records created before Jenuary 1, 1860. Records crested prior to thet date are not disposable
unleas spscifis approval of their dispossl ie obtained from the Congreea.

Anong the oartographic records are mepe and such varient forms of graphic presentation as charta
(tydrographic, pautical, weather, aeronautical, and the 1ike), cartogranms, globes, and relief models,
vhich have been prepared or used in connection with the officisl activitiee of the Unitad States Govern-
pant, The maps and charts are listed in various etages of completion froa tbe planetable or sinilar
draving to the final publication., The word "$sgplication” ae used in this ecbedule asans reproduction by
printing, photographic, and other methods in multiple coples, vhether for limited or general distributiom.

The photogramstrio reocrds include the aerial film and other photographic mteri{als used in mpping.
The related textual records are those wvhicb form an integrasl part of the map-making activities of agencies
end include field survey notes; project, map history, and siallar files; controls and camputations; and
finding aids,

This schedule covers the principal catsgories of records that are commov to several or all agencies,
Records not included are of such & specislized character that they are not resdily susceptible to avalua-
tion on a8 Government-wvide basie, For example, the schedule covers annotated oaps used in intervsdiste
stages of the preparation of a published map, These annotated maps ¥¥ easentislly working papers used
by all map-acaking agencies in similar ways, Annotated maps tbal are unique and an end in thenselves are
not, hovever, covered. This is because it is irpoasible to state in genersl terms which of these have
enduring wvelue snd wvhich are disposable. Anong such records are nmilitsry campaigu and order cf battle
maps, international boundary mepsg, cadastral maps, and maps showing property lines and rights of way.

The cmp-anking and map-using activities of the Government have increased cmny timas over during the
paat several decades and the making of a8 wodern map has become exceedingly complex. This is largely the
résult of the development of photograrmetry, the ecience of obtaining reliable measure=ents of the earth's
surface by means of photography.

The rapid increase 1n capping activitiee and the complex methoda required to achieva a final product
bave resulted in the creation of s large volus of recaords of varying degrees of i{impartance, Most of
theee records lose their usefulness after specified periods of tine and can therefore be disposed of.
Certain records, created or used in the process of rmaking & map, hovever, have continuing wvalue, Tbey
sbould be transferred to a Federal Records Center or to tha National Archivee when they are no longer
needed in the current operations of the sgency holding tham. Normmlly cartographic and related records
created or used in offioes out.side the Washington aref should be transferred to the paarest Federal
Records Center, In the Washlndton ares records of ocontinuing value should be transferred to the National
Archives or the Region ) Federal Records Center,

Cartographic recorda of continuing legal, adminiatrative, and research valus ere of tvo principal
Kinds (3 those created or checked in the field on the basis of swveys and observations or from ghoto-
grametric sources; and (2) ane copy of each edition or veriant of each publiahed map.

The firet group 18 retained as the prioery source material from vhich the published tmps are taken
and which often containe more information than is included in the publications. The published zaps are
retainsd as the sun of tha map-making accompl ishoenta of the agency as wel) as for administrative, legsl,
and reeearoh use.

The records crested in tbe intermediate etages of pmp—<waking, between tle original swrvoy records
and the final mps, are for the moat part temporsry records and can be disposed of in accordance vith
provisions of tkia schedule,

There ia not s sufficiently standardized terminology to permit the uase of univereslly accepted titlea
for the various recorda ¢reated in the map-mmking process., For that ressonm additionsl descriptions of the
records covered Uy each item are included in the appraisal section of the scbedule,

CARTOGRAPIIC RECORDS
Tbe cartogrephic recards liated belov include the most aignificant cnes created in the mmp-mmking
agencies of the Fedaral Oovernasnt. The items are listed spproximetely in the crder in which the recorde

are oreated during the map—aking procees regardless of whsther the maps are bassd on fleld wark or office
omzpilation,

SUPERSEDED
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SUPERSEDED

GENERAL RECCORDS SCHEDULE 17

The final published or finished camposite manuacript maps created by each egency are generally of
enduring valus as arp the original dravinga and related reccsda based on precisas obuervetiamne and measure-
Recorda created during tha intermediste map-tmking ateps are for the moat part dispooable alter the
mps have been campleted or published.

oents,

TR
Eo,

1.

3.

9.

10.

DESCRIPTION QF RECAROS

Planstable and eimilar field made drewings
and related psterials.

Stereophotograrmetric drawvings and related
oeterialsa.

Pield oozplation boarda of the atereo-
cozipiled camuscript,

Field caxzpletion board or bluelins and
similar j(rints other than tbose derived
fraa stereophotogrammtric arigin.

Overlsy and similarirgaw.ings prepsred in the
field on the basis of fleld surveys.

a. Those only mrtislly duplicated in
resultant oop.

b. Those co=pletely duplioated in resultant
m®p.

Overlay snd similar drawings prepared in the
office on the besis of aompila.tiom.

a, Those only pertially duplicated in
reaunltant emp,

b. Those carpletely duplicated in
resultant map,

Mamuscript affice compilations, derived from
other than field surveys and atereophotogran-
oatric aocwves, that have not been publisheding

Coupoaite cayuscript office canpilations
derived froa field survey end similar aouroes
and only partislly reproduced in poblished
maps,

Menuacript office caapilations, derived fraa
other than field swrvey and stersophotogrem-
netric sources, that are not umiqus because
they have bsen published.

Colar separation boarda or mamuscripts for
reproduction and related materials,

AUTHORIZED DISPGSITION

Diaposal not authorized by this schedulo.
(Tranafer to Federsl Records Center in apnmual
blocks 1 year aftor publication or cormpletion
of resultant map.)

Diepoaal not authorized by this schedule.
(Transf'er to Federal Records Center in amnusl
blooks 1 year after publication or campletion
of reoultant osp.)

Dispose 1 year after publication or completiom
of the resultant map, rrovided they are not re-
quired for any future revision. (If required
for future revisions, transfer to Federal
Records Center 1 year after publication of
resul tant. ap, pending use in revisions.)

Dispoasl not authorized by thia schedule,
(Transfer to Federal Records Center in anmual
blooks 1 year aftsr publication or caxrpletion
of rosultant mep.)

Disposal not authorized by this schadule,
(Transfer to Federal Recorde Center in arunml
blooka 1 year efter publication or campletion
of reaultant oep.)

Dispose 1 year after publication ar ecozpletion
of the resultant map.

Diaposal not authoriged by this acbedumla.
(Transfer to Federal Records Center in ammual
blooke 1 ysar efter puhlication or completiam
of reaultant map,)

Dispoee 1 year after publication or canpletion
of rosultant mmp.

Disposal not authorized by this schedule.
(Trenafer to Federsl Reoorde Center in annual
bloclks 1 year after coopilation is coapleted.)

Disposal not suthorized by this achedule.
(Tranafer to Federal Racorda Center in annual
blocks 1 year after publication of resultent
osp.)

Dispose 1 yesr after publication of tbe
resul tant pep.

Dispoase 1 year after publication af ths result-

ant map, provided they are not required far

future revisions, (If required for future re-

visiona, trenafer to Federel Records Center 1

yoar af'ter publicstion of resultant map, pend-
og use im revisiomsa,)
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13,

14.

15’

16.

17.

18,

SUPERSEDED

GENERAL RECOROS SCHEDULE 17

DPSCRTPTION QF RECCRDS

Map reproduction bedis,

Color pulle and the like,

Map carreotion filee.

Proof ooples of Eapa and relatsd papers.

Mano-color positive Printa of carpoaite
mnuscript drevinga Mrepared for iesuance
as preliminary edition.

Copy of eaoh published (printed or other-
wvise reproduced) Dep and variant thereaof,
inclwding atlaeca and portfolios.

GClobes end models,

Orapbic iodexes,

GSA Reg. 3
Appendix B
(1Cw.u5))

AUTHORTZED DISPOSITION

Dispose 1 year ofter publication of the reawlt-
ant mep, provided they are not required for
future revisions. (If required for future
revisiona, transfer to Federal Recorda Center

1 year after publication of resultant map,
pending use in revisiona.)

Diapose 1 year after publication of the result-
ant map, provided they are not required for
future revisions, (If required for future
revisions, transfer to Federal Records Center
1 year after publication of resultant map,
pending use in reviaions,)

Dizpose 1 year after publioation of the result-
ant map, provided retentica is not required for
legal purpoees., (1f retention required for
legal purposes, transfer to Pederal Recorda
Center 1 year afler publicetion of resul tant
mp, pending expiration of legel requirement.)

Dispose 1 year after publication of the result-
apt map.

Dispose after publication of the resultant map.

Disposal not authorized by thie acheduls.
(Tranefer to the National Archivee in annual
blocka at ths close af the fiscal year in which
published, )

Dispoaa] not suthorized by this achedule,
(Tranafer to Federal Records Center or the
Hat.fonsl Archives 1 Jear after rreparetion.)

Diepoae when records to which they relate are
disposed of.

PHOT@AMCCYRIC RECCROS

tria recoyds Are deing used to an increasing extent by map-making snd map-using agenciea,
particularly by agencies responsible for mapping extenaive areas. Much of the aserial photogrephy required
by the agencies ie dome far tbem by privete organisatione under acntreot. The negastive film ia supplied
to the agency vbich can then mmke as many printa as 1t needs. The aserial film is af enduring valus as ths
primary aowve of infaremtion an physiosl end culturel landscapes, The filnm containa the moat, complete
and acourate informmtion available Bot only for legal and administrative requiremsota but alao for

researoh,

Since moet mpderm serisl (ilm is on a safety acetate base, provision 18 zade in this achedule for ita
retiremant to a Federal Records Center, It should be noted, however, that nitro-cellulose film narmally
vill not be soceptsd by the Hational Archives or Federal Recarda Canters oving to the apecial handling
it requiree.

ITEM

KO, DESCRIPTION QF RECARDS AUTNGRR IZED DISPCSITIGR

19. Vertical and obliqms negative aerial filma. Dispossl not asuthorized by this achedule.
(Transfer to Federal Records Center vhen super-
seded by more recent film,)

20, Pboto index ahsets, flight lins isdaxes, and Diaposel not authorized by this achedule,

ainilar finding aids (negativea and printe). (Tranafer to Federal Records Center vhen

records to vhich they relate are transferved.)
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ITEM
RO, RIPTIOR IZED DISPOSITION
21, Reocord set of aerial mosaios and similar Diepoesl not anthorized by this schedule,
prints covering seleoted areas. (Transfer t.o Pedersl Recorda Center wben no
langer naeded in current transactions.)
2, Recard aet of oontaot aerial photographio Diaposal not suthorized by this schedula. .
printe. (Tranefer to Pederal Recorda Center when no
longer nseded in current trmnsastiona.)
23. Preoise film negatives of stereophotogram- Dispose 1 yesr after publication aof tbe resmlt-
metric manuaaript dravings. ant map,
24, Diapoaiti-ves. Dispose 1 year after publication of the result-
ant map,
25. Preofse film negatives of maps other than Dispose 1 year after publiocation of the result-
the aterecphotogreamtric camiscript used ant map or area on that nep.

for field caxpletion.
RELATED RECQRDS

In order to have a cazplete anxd accurate account of empping plans and programs as wel) es of the
production, flov, and distribution of maps, certain closely related textual records have been developeding

Adainistrative and housskeeping reocrda pertaining to map-nsking offices are provided for elsevhere
ip Genersl Recorda Sohedules, vhich require the retention of record sets of publicationa, arganizational
and functional charts, directivse, regulations, speechea, press relesses, and similar materials.

ITEM .

NO, DESCRIPTION OP RECCRDS AUTHQRTZED DISPCSITICM

26, Project, oap history, or aimilar files,

a. Documsnta outlining the projects, Disposal not authorized by thia echedule,
(Transfer to Federal Recorda Center 1 year after
publication of map or oampletion of project.)

b. Minor adoinistrative papers suz=arised Disposa 1 yesr after publicatiap of mmp or

in a. above. oocpletion cf project.

27. Reaesarch and reference files, Dieposs vhen obaolste or smnperseded or upom
publicetian of related map, whichever ia leter.

28. Primary controls and caputations.

s, Those developed by the agency ar Disposal not sutbarized by thia aohedule.

obtained from non-Federal agenciss, (Transfer 1o Fedaral Recarde Center 1 year
after publication ar oaxpletion of resaltant
map.)

b. Thoss obtained frvm othar Federal Dispoas 1 year after publication ar coxpletiom

agenciea, of resultant map,.

29, Supplemental oontrola and camputatione, Dispose when superaeded or when resultant mp
1a published vhichever 1a aconar,

3o. Field survey notea. (Disposal not authorized by this schednle.
{Transfex to Federal Records Canter 1 year
after publication ar omapletian of resultant
Dep.)

31, FPinding aida to cartographic and related Diapose when records to which they relate are

recarda, diaposed of.

Ited 1, A planstable field draving generally is a camsoript nsp covering &8 prescribed ares and dravam an
e specially greparal paper baard (acmetimss metal-moucted), Thia cap ia firat prepared in the field,
usuzlly in pencil, frcaa local observations and precise mansurations. Later it nsy he fipaliged in ink, ‘
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GENERAL RECORDS SCHEDULE 17 (1o=li=5))

Jten 23, These are film negativee of the stereophotagraretric drawvinge (item 2) made usually on a large
soale., Blusline, brovaline, and sinilar color printa and ozalid copies sre made froxm these preeise film
negativea for use in field completion activitiee of the agency. Since theee are merely copiee of tbe re-
tained dravicgs they can be disposed of ehartly after publication of the meps,

Item 24, Tbese are poeitive photographic prints on a transperent medium, usually glaes, that have bean
prepared from eserial film, They are used in a plotting insteument or projector in preparing a mp ar
stereophotograryetric draving., They are dispoaable aa vorking papers after publication of the empa.

Iten 25. Theee are, 1ike the negativee in item 23, made merely in order to prepare prints., They can be
disposed of as vorking papers after publication of the mape.

Iten 26. Theso filea vhich vary frao agency to agoney are retained because they give in narrative and
graphic form a histary of the cartographic acoompliohments of the agencies, They contain documenta shov-
ing propoeale ard outlinsa of oapping projects planned; authorirations and contracts; periodio reports,
pexoranda, and correspondence on grogrese made; lists of sowrcos and plsce names used; procedures folloved
in drafting, filming, and editing, and diastributiocn; over-all coat statemente; final cazpletion reparte,
froject hiatories, or papers explaining diacontinuance, change, or extension of projeets; end, vhere
neceaaary, attachmants in the form of photographs, drawinga, caps, plans, and chsrts.

The sinor administrative papers, assembled imn connectlon vitb projects but not peceasary to an ade-
quate history of them, can te disposed of shortly after completion of the projects, Such papers inclide
deily progress and vork reparta, varking paperes, and recorde of pereonnsl assigmants and travel, and
eimilar materisls.

Iten 27, These are files mintained in verioua farms by offices and individual cartogrsphere an mapping
in general snd on specialized problems comnectad with the prepsration of specific maps. They constitute
the background material which 1s helpful for referenoe, They contain copies of publioations and of
records retained elsevhere and rough vorking notes, Included are publications; bibliographies; cories or
excerpts of correspondenca, reports, control data, lists of sources and place narms, snd relstad
naterials; photagraphe, sketches, mape, pleans, and cherts; and similar and related materisls. uhile of
considerable value to the cartographer in the preparation of a cap they need not be retajned paet the
period of their usefulness to the icdividual or the affice, The recards listed elsevhere in this achedula,
wvhich are to be retained, documsnt sufficiently the cartographic sccomplishments of the egencles,

The mape included in these files, 1f considered rare or valuable itezs, can be offered when no longer
needad by the sgency to the Map Division of the library of Congress. All information and filea on place
names (i.e. geographic namesa) vhen no longer needed can be offered to the United States Bosrd on
Geographic Names,

Jteo 28, In the mking of a map to precise specifieations one or core controls are considered essential
to accuracy. These controls are usually obtained from observations and msnsurationo in the field end in-
clude transit traverse, triangulation, leveling, and altimetry reoords snd field and office camputationms.
The obeervations and similar control deta obtained in the field are usually in field notebooke., OCffice
camputations are usually typed, prooessed, or printed 1lists. .

For the United Statee and certain other areas the primary controls are developed and nade eveilable
by tbe U, S, Coast and Geodetic Sxrvey, For other areas controls and computations may have been developed
by other Governmenta, other agencise of this Governmsnt, ar non-Goveruaont souroes,

Controls and measurenents prepared by the agency itself are of continuing valune as the accwracy of
the resul tant maps is dependent upon tbam, Those obtained fram other agencies of this Goverament need not
be kept aftar they have served their purpose because they will be held by the creating offices. Thoae
obtained froa other sources will need to be kopt in order to ingure their awailability.

Item 29, These include field derived observations that gonerally ara of only temporary value because in
most instancea the observation ia obtaiced from sighting on oon-pertmnent objects that are subjeot to
change. In most instances the marker, if plaoed, cannot be oontrolled,

E% 30, A principal product of nearly all fiald surveye and observatiocns is the written record usually in
orm of 8 pocket-size notebook. These field survey notes may be 8 running account of observabls pate-
rial-ond cultural festures of the terrasin; a description of suhsurface comditions as to vater rescurces,
g§e0108Y, minereal reeources, and the like based on & series of readings or messurements io the fieldfHor a
log or journal account closely relsted to and often an integral part of & specific oapplng activity vheth-
or It {a on land ar on water. Soch records generally are of contiruing wnlue because they describe the
area 8s it vas observed by the ewrveyor in the field,

Item 3J1. Pinding aids are tools which expedite the use of cartographic and related recards. They need to
be kept as long a3 the reoorda to vhich they relate. Wherever possiblas they should be filed vith or near
the relsated records, The following are, in addition to the graphic indexes listed in items 18 and 20, the
kinds of finding aids generally found in sgenciee: card indexes; descriptive liats, shelf 1lista, end the
lke; registera and similar bound and loose leaf volu=ms conteining lista and deacriptions of cartograpbic
recards) snd publishad catalogs, calendars, guides, snd lists,
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It takes its name from the planetable on which it ie made. This camuacript draving has contiruing valus
bacause it portrays the landscaps as the topographer sew it at a given dete and becsuso it includes
wnique data,

A manuscript aketch and similar map dreving derived from field obsorvations and not made aocording to
the planstable mapping t.echnique haa enduring velus also if it is unique end reoords terrain information
in relation to an official survey. Meps such as these have often been made in connection vith a field
rocourmissance, 8 traverss survey, ar as a general elstch of an area in vhich geodetic and similar com-
trols have not besn used. They were stamiard products of field mapp!ng prior to the introduction of ths
planstable end similar precise mapping techniques.

Iten 2. Thess dravings are prepared in mapping offices fram aerisl photograpbs (generally diaposi tive) in
sccordance vith a precise pattern of controls and have record value eguivalent to that of the planatable
dreving, This process cf making mamuscript maps is generelly referred to as stersoscopio mepping and lLiae
to a large extent superssded planetable mapping, aspecislly of rougbh terrain. The dravings have continu-
ing value because they contain unique data,

Jtem 3, These are blueline, brovaline, and other photocopies of the steroophotogrammetric drawings listed
in item 2. The photocopy, or field board as it is frequantly called, 1s sent to the field for completion
snd, if necessary, corrsotion. These snnotated photocopies are not needed longer than ome year sfter
publication of the resultant mapa (which duplioate them) unless they are requirod for futwe revieione of
the maps,

Jten 4, Tt 1s a general practice of emp-cmking agencies in resurveying an srea to prepare blusline photo-
copies to precise scale of existing acceptable mps of the region. The copies are sent to the field for
either completion or correotion sccording to specific roquirements, If additionsl data or changes are
asdded to these coples they becone of enduring value since they represent the results of field obserwat.icus
and are unique,

Itens 5 and 6. The overlay sheets snd similar drawings are prepared in the field or in a mep-making ofrlice
on tracing papar or cloth or on acetate sheets laid ovcr a base map., Selected information is placed on
theas transparenciss, The dravinge together with the bese maps fron which they vere rmade are of snduring
value becauss they contain uniqus informatios if the informstion bas not besn reproduced on ths final
published map,

Itep 7, These manmuscript mmps, generully on paper, vellun, tracing cloth, acetate, ar vinylite, are coo>-
piled in map-making officea or drafting rocms fram one or several other maps and related sources., Each
map is a camposite, usually in black and wbite, including on one base all of the rejuired inforvation.
Theee mps may bs entirely io ink or pencil or they may include information added to the map bese by
sticiup, 2ipatane, or similar adheaive msans, Mapa such es this, vhich are prepared for specific purposes
and have not been published, are unique snd mRY have snduring velus. Because it is difficult to sppraise
such records as a unit, they should be transferred to the Pederal Recards Center, pending special individ-
wal appraisal,

Iten 8, These mamuscript oaps, generally on paper snd often mounted on mstal such as aluminpum, are pre-
pared from fleld survey dravings amd other sources. Thoy ars composite mamuecript maps whicb ere repro-
duoed in vhole ar in sart aas published maps. Qften the composite mamiscript oap includes more informa-
tion than ia finally seleoted for repraduation in the published map and acoordingly bacomes a unique
reoord and may bhave enduring valus, The mapa may be in ink, pencil, or ooOlar,

Jteo 9. These maps aro the sams as those deecribed in 1tea 7 except that they havo been published. Thay
can, therefore, be disposed of one year sfter publication. Some agencies retain these caguscripts in
order to add ehanges for nev editions of the published map. If an agency wishes to do this, it should
diepose of sach manmuscript when it is no longer needed,

Item 10. These color separation baards, sometimes referred to as "=stal-counts" becsuse the paper often

is secured to & eatal (usually alunimm) sheet, sre blusline or similer plstes of camposite manuscript
mpa, ‘There is a separate color board for each color required on the final map, Praom each of these &
glaee plate or similar negstive copy to mrecise reglstry is oade for the ultinate purpose of deriving a
matal ar eimilar press plate for eacb separate color to be printed on the published map, The prectics in
scae sgencies 18 to retain the color separation boards indefinitely for subsequent editions of the publish-
ed map. Unlesa this is necessery, the bamrds can be disposed cf cne year aftsr publicstion of the rele-
vant, map.

Jtem 11, Mamy processes are used in the preparetion of moderm published maps. Amang the matarials used

are glass plate negatives, f1.m negatives, and the 1like; lithographic (atone) sngravings; press plates of
various Idnds; copper engravingsf wood cuts) lino cuts; sinc sngravings; and othere,
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Although these are considered as ndmrecord items they are noted here because they usually are retain-
ed in a mp-maXing agency for a canaiderable perfod of time, cacupying a large amount of space and requir-
ing special equipment for starag®e. Except in rare instances these media, once the map hae been published,
Ay be unused for a decada or moT®. A plan should be developed for the disposal or aalvage of mucb of
these items as ere not abaolutely essential for futwre publication. In most inatances, retant.ion of the
color separation boards should =fke \mnscessary the retention of the so-called reproduction asdia.

Item 22, These are reproduotions of each of the indtvidusl press plates for each color or run and are to
the precise acale of reproduction of the final publisbed map, lormlly these are not needed longer than
ocne year after publication. In sow instances, agencies retain these printed coples on paper aither in
place cf or in addition to press plateo. Normally these coples are less stable and usaful than the colar
separation boerds, the glsss plate and similar photographic negatives, end the press platea, althiough
they require less apace end are eaaler to haadle,

Item 13. These generally are published (printed) copies of maps prepared in the agency that have been
ennotated vitb apecified kinds of information. The annotations on thess offiae copies generally represent
correctiona of the extant editicn of the Pblished map made prior to tho issuing of a neuv edition., These
maps are referred to as tap correction copies, aid proofs, correction coples, and the liks. After publieca-
tion of the correoted map they are not needed for longer thsn one year except in rare i{nstances vhero thare
mAay be legal need to give the origins of revisiona.

Iteo 14, Rormlly one or more apecial press runs (or hand pulls) ore rejuired beforc final publication
of each tap. Sueh proof coples often bear arnnotationa by the editors indicating final changes to bs mda
in line, color, or composition. The records cease to have valua soon after the final published map has
been accepted.

Iten 15. Tbese are momo-color (usually blus) prints of the canpleted conposite manuacript drewving, These
prints are advance oopies of the fimal publishod map and are made svailable 1a small rusbers aa a prelim-
inary edition, They bave only tezporary record valus,

Iten 16, Among the most important cartographic records of an agency are its published maps sad aimilar
forms of graphic preeentation. A record set of these itcnsfHwhich may be printed, photoproceassd, or
othorvlee reproduced, 1s of enduring value. They represent tbe cap-making acoompli{sbmsnts of the agency
ond they contain the significant cartographic information esse=bled ar developed by the agency. One copy
of each published map, atlas, portfolio, and photomap, including each editiop end variant, and of all
relsted indaxsa (in map or otber fOrm) are to be presarvod pertmnently.

Iten 17. GClobes and terrain nodfls sro prepared and used often to ahow selected, highly speciml{zed
InfareRtion. They ars, lils the fimal tanuscript or published maps, of anduring valua,

Item 18, Graphic indexss generally take the form of a base map or may be on transparencies or ovarleys
acconmmnying a base map of an arasa wvhicb 18 covered by several maps or asets of mips. The indexes indicata
in color, line, or by other mssns the coversge of each map, They should be retained as long as the maps
1.0 vhich they refer are retained aa they are finding aids which expedite use of the maps. Other graphic
indaxes are listed in item 20,

Iten 19. This is the negative film made by or for sn agency and accepted as satinfactory for use in the
preparation of a map, The filn Aormally is "flown" in accordance with a carefully developsd ard controllad
plan and each roll must hs idsntified by letter and number so that it is possible to deterrmine precisely
vhat portion of the earth!s aurface is represented. Ths line of flight and the area covered by each is
correlated vitb a photo-index or siadler finding aid. Normlly the fila on a apool ia boused vithin a
proparly labelled matal contoiner (cylinder) approximtely aix inches in diamster and about twvelwve inchea
long. The aerial photogrsphic film 1s equivalant in value to records created on the baais of field
surveys.

[tem 20, These records tske several different forma, though basically they are graphio indexes to each
roll cf pegative filn., Tbe standard form 18 a photo-index sheat. The index sheets, together with over-
laya shoving the line and number of fligbts, descriptive lieta, and catalogs of the film deascribed in
iten 19 are nesded ez long as the filn is neaded,

Item 21. Prequantly photo printd are assemblad, matchad, and then reproduced ae units covering a specific
area. Such mosaics, prepared in cannection with particular projects or activities, my have enduring
vulus. Prints in addition to those in the record set can be disposed of vhen no longer needed.

Item 22, Tha contact prints mad¢é from the aerial filn are ussd in stereoacoplo mmpping, the preparation
of moaaicn, and plotting aupplemdntsl control,. as vell as for general terrain {aformsticn, A rocord sat
of these gprints can serve ap insurance againat filo loss or demaga, Other coples can be diaposed of vhen
no longer needed, Provision for retention of a record set of these prints doss not mean that an agency
ebould make up a set for this purpose, 0nly a record set of the printe avallable after completion of the
mapping project 1s neceeasry,

SUPERSEDED


https://aupplelllf)nt.al
https://sheet.st
https://det.an::d.ne
https://carof'ul.17
https://pe,._nent.17
https://signific11.Dt
https://cont.al.ti
https://r,int.ad
https://sli:i..11
https://tl.ll.ps
https://lll:lll.11
https://001:1ple1.ed
https://l'lorml.ly
https://l:ll!l.ps
https://oacupyi.Dg
https://lll!lp-maki.ng

SUPERSEDED Sopentt

(B-10=60}

-V

GENERAL RECORDS SCHEDULE 18

Security and Protective Services Records

Security and protective services records include the varicus files created by agencies to cogtrul
and protect security classified informetion; to protect Goveemmeut facilities fram ummrtharized eatry,
enbatage, or loes; to insure the adequacy of protective mrasures at privately-ovaed plaats given
security cogmizance by the Covermxemt; to dftermine loyality and fitnees of individoals employed by, or
secking employnent fram, the Govermment; and to develop and implement plans for the protection of life
and [roperty under emergency canditions. Included are files of offices having Oovermuent-vide or egency-
vide regpmsibilities for cecurity and protective aervices programs. Aleo included are files of aecurity
wits, guard farces, and other arganizational elements documenting the cumtrol of classified infarmxtian,
access to facilities, and like mntters.

This schedule awtharizes for dispoaal recards, dated after Jamary 1, 1921, docuzenting admirio-
tretive actions relatiog to the above functions. Records docuruting Govermxot-wvide or agency-vide
eccurity and protective services planning and programing, reflccting baoic over-all policies anmd
determinatiocns (Iten 1), are not eutharized far disposal by this schedule. Variations amang agencies
in aethofis of izplecenting statutary requirexents for security snd protective eervices result in
disedmilarities in pragrum domrentation. The application of etamdard techniques of filing and dim-
position to such cecards@roy®d the media of a General Records Schedule ie therefare impractical.

Security and Protective Services Progran Records

Recordo acoumilated by arganizatianal elexegts baving Goverwment-wvide ar agency-wvide respansibili-
ties far administratian of security and mrotective services mrugruams. They relate to claseified inforea-
ticn accountiog and cantrol, facilities secarity and prutective services, persannel security clearance,
and emergency plamming.

ITEM RECOMMEHD ED
0. DESCRIPTION OF METEOD OF FILIRC AUTHORIZED DISPOSITION

1. Ihml-/{e'ctlvu, plans, reports, Caffam to &gency Disposal act anthorized by
and sOrregmunience reflectiog poli- gractice. this achedule. Close file
t’l and procedmree developed in the every 2 years. Transfer
L/ otration and direction of closed file to Pederal Recorda
cecu!‘lty and protactive services Cenrter after 2 years.

Claseified Infarmation Accounting and Camtrol Recorda

Recardg sccummlating fram measures taken by agemcies to protect clasaified infaremtion fram wn-
artharized disclosure in accordance vith Executive Qrder 10501, other Executive orders, or statutary
ar cegulatory requirementg.

2. Carvespandence files gertalgizn Canfarn to agescy Dispose after 2 yeare.
to the edministratian of cecurity practice.
classeification, cogtrol, and
accounting for clessified doro-
menots, oot covered 1n Iten 1 or
elgevbere in this echedule.

3. Classified docuzxrnt receipts, Chrump)laogically, Diepose after 2 years.
relating to the receipt and issue
of classified documents.

4. Classified docureat dedtruction Chrumlogieally, Diepose after 2 years.
certificates relating to the
destruction of classified
documents.

: SUPERSEDED
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SUPERSEDED

GERERAL RECORAS SCHEDULE lo

DESCRIPTIOR OF RECCRDS

E

loes.

9.

10.

Classified docuzept inveatory files,
cansisting of farms, ledgers, or
registers used to anov idenmtity,
igteroal coutiog, and 1inal diae-
position nade of claseified docuw-
ments, but exclusive of classified
docureat receipts and destruction
certificates and docurents relat-
iog to Top Secret material covered
elsevhere in this schedule.

Top Secret docou=mt accounting and
cantrol files.

a. Reglsters maintained at cootrol
paimte to indicate account-
ability over Top Secret docu=
nente, reflecting the receipt,
dispatch, or destruction of
the documents.

b. TForus acearmnyigr docw=nto to
insure comtiming coatrol, ghove
ing aames of percons handling
the docuzrnts, intra.office
routing, and caparedle data.

Access request files consisting
of requeste aml aitharizatioas
for individuale to have access tu
classified files.

Classified docuzent coctalper
security files consistiog of farmas
ar 1ists used to record safe and
mdlock caniiamtians, oames of
individuals Xnoving cozbinations,
and cagparable data used to camtrol
access imto classified docuxent
captalaers. '

.

e

RECQMMENDED
METEOD OF FILIRG

Qooomologically.

Canform to agency
practice.

Witk related docwuxnt.-

Alphabetically by
oExe of requnestor.

By arganizatioml ele-
nent and chronplogically
thereunder.

AUTEQRIZED DISPOSITION

Dispose after 2 years.

Dispoee S5 years after documents
ehova an forws are dovigreded,
transferred, or destroyed.

Dispose vhen related docurent

is dovagraded, transferred,
ar destroyed.

Dispose 2 years after authori-
zation expires.

Diepoee vhen superseded by a
asv faro ar list, or upon
twro-in of codtalners.

Facilities Security and frutective Servicee Recorda

Recards relating to measures takes for the protectian of Coverment-owvaed facilities and privately
opzxeted facilities given security cognizance by the Covermaent fram umauthorized entry, sabotage, or

Carreepandence filee relatinog to
admimistratian and operatian of
the facilities security and pro-
tective services progranms, not
covered by Item 1 or eleevhere in
thiaTHchedule.

Reparts of swrveys and inspecticns
of Covermmeat-ovned facilitiee
canhinted to inswe adequacy of
protective and preventive ceacures
taken egalnst bazards of fire,
explosion, and accidegmts, and to
safeguard infwestion and facill-
ties agninst sahotage and
cosatharized entry.

Canfarm to agency
practice.

-

Dlepose after 2 years.

Disposo after 3 yemrs, or
opan diecomtimuance of
facility, vhichever is soaner.

SUPERSEDED
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DESCRIPTION OF RECORDS

13.

1k,

15.

16.

Reparts of surveys snd inspections
of privately owvned facilities
assigned eecurity coguizance by
Goverment agencies, anxi related
papers.

Iovestigative files accumlating
fran investigations of fires,
explosicns, and accidents, cansiet-
ing of retained copies of reparts
and related papers vhen the
original reparte are cutmitted for
reviev and f1ling in other agencies
or argaaizsational elements and
reports and related paperec concern-
1rg ocawrremes of such a minor
nature that they are settled locally
vithout referral to ather orgoniza-
tional elcmextas.

Property pass files, aathariging re-
moval of @roperty ar materials.

Files relating to guard assign-
pents and etrength.

a. Ledger records.

b. Requests, amnlyses, reparte,
change notices, and other
papers relating to pPost assigo-
peats and etrength requirersnts.

Files relating to exercise of
police functions.

8. ledger cecards of arrest,
carc ticketed, and out-
side police camtrectas.

b, Reports, etatements of
witneeses, varning noticea,
and other case papers relat-
ing to arreots, cocxxitments,
and traffic violaticas.

c. Reports on cautact of ocutside
police with building
occupamts,

Files relating to accauarabllity
for persomal pruperty lost or
stolen.

8. [edger files.

b. Reports, loes statecents,
receipts and other papera
relating to lost and found
articles.

RECOMMENDED
METBOD OF FILIIG

By facility and

chronnlogically
theceunder.

Coufaru to agency
practice.

Alphmhetieally by

o=me of individual.

By craamizatiaml
unit.

By arganizaticoal
unit.

By arganizatianal
untt.

By arganizational
umit.

By arganizationsl
uxit.

By arganizationsl
um t.

By areanizaticnal
anit.

-3

SUPERSEDED

CSA Reg. 3
A¢pendiix B
(8-10-60¢

AUTECRIZED DMSPOSITION

Dispose after L years, or
viicn security coguizance 1ia
teruinated, vhichever is
eoqmer.

Dispose after 2 years.

Dispoge 3 mths after expirs-e
tion or revacation.

Dicpoee 3 yearp after finmal
entry.

Dispose after 2 yeare,

Dispoge 3 years after final

Dicpase after 2 years.

Dispose after 1 year.

Dispose 3 yeares after final
extry.

Mepase after 1 year.


https://chroDological.lJ
https://varz:11.ag
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ITEM

SUPERSEDED

GEIMERAL RECORDS SCHFVLE 1M

DESCRIPT'TON OF RECORDS

17.

19.

21.

Flleo relating to accountability
for keye 1esued.

Regiaters or logs used to record
mancs of outaide contractore, ser-
vice peraamel, visitors, employeeea
admitted to areas, snd repartes an
artamdilen and possengers.

Files relating to periodic guard
force facility checks.

Data sheets, door slip eurmarieo,

check aheets, and guard reports
oo security violations (except
copdes 1n files o1 ogenty
security officea covered by
Item 25 of this schedule),

Reparte ofimgutioe after-hours
security checka which either do
oot reflect security violations,

ar for vhich the information can-

tained thercin 1 doouented in
the files defimed in Item 25 of
this schedule.

Guard pervice coutrul filee.

4.

Caotrol center key or code
recards, emrrgeacy call cards,
aod building recard snd employee
identif‘icatian cards.

Round ceports, eervice reports
on ioterruptiona and teats, and
pmch clock dlal eheets.

Autamtie aachine patrol charte
and registers of patrol and
alarm aervices.

Arms dictribution sheets, charge
records, ond receipte.

Guard loge and registers not covered
eleevhere in this schednle.

b.

Centrul guard office caster
logs.

Individual guard post loge of
occurrcaces entered in amstar
108s,

SUPERSEDED

RECOMMERDED
METBOD OF FILIIGC

By organizatiomsl
wdt.

By organizatiomsl
umit.

By organizatiomal
unit.

By ar@anizatianal
unit.

Conform to agency
practice.

By arganizatiomal
unit.

By arganizatiomsl
unit.

By organizational
unmit.

By cr8anizatiaml
udt.

By arganizaticmml
unit.

=k

AUTHORIZED DISPOSITION

For areas under eaximm
sacurity, dispose 3 years
atter turo-in of key. For
other areas, dicpose 6 amxtha
after turo=in of key.

For areas under moximum
eec\rity, dispose 5 years
after tinal entry ar S years
after date of docu=ent, as
appropriate$nfor other areas,
dispose 2 yesrs arter fioal
entry or 2 years after dste of
docu=ent, as agprupriste.

Diapooe afer 1 year.

Dispose after 1 comth.

Dispoee vhen supereeded or
obeolete.

Dispose after 1 year.

Diepase after 1 Yyear.

Dispose 3 acmthe after returo
ofingms.

Dispoce 2 years after fimml
entry.

Dispose 1 yeer after final
eotry.


https://doeuceut.ed
https://relat.1.Q8
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Persammel Security Claarunce Recards

Recards aecunilating fran investigatious of persomnel camxiucted under

Exscutive arders, or statutary or regulatory cvquiremats,

TTEM
0.

DESCRIPTION OF RECORDS

RFCOMMERDED
METHOD OF FILTD

2.

23.

25,

Carrespandence files relating to
wimtntytration and operatian of the

Canfarm to egency
practice.

persamel seCwrity clearame program,
ootTovered by Tten 1 ar elastwrre—

in this schedule.

Persamnel escurity clearumre case
files cantalming a recard of in-
vestigations of persoumel employed
by ar seeking employmefst frum the
Goveraxat, ar viose reletionsidp

uthervisreith the Govermcent

By case mmber, ar

alphalx-tically by
oame of individual,

requires a security clearance, but
exclusive of coples of imvestigative
reparts and related papers furnished

to agencieas by the Civil Service

Caxzissiaon for vhich aaintempance and
diepoaition instructions are provided

in Quaytear 1.2 of the Mderal
Peraame) Mamal,

Persane]l security elsarame status
filee aaintaimd in security unite

to ehov the mecurity clsaranceo

status of individusla, either in the

fam of liets ar rostas, or as

individual case files cartaining
coples of docwmnta eaatained in

cass filas described in Item 23
above.

Security vialatian filss, canxist-
ing of case filles relating to in-
vestigsticas of alleged pecurity

1ists or rostera,
chronologically; case
filae, alpdalxtically
by mmre of related
individml.

Cmxtarn to egency
wectice,

violatiocns, but exclusive of files

caxreraing felamies and pEpere
Pi=ced—in-offl merecmel
folders.

ty violation Tiles, canmigt-
of case files relating to in-
vestigations of allsged mecurity
violaticas of a sufficiently sericus
pature to be claasnd ae felamies,

Cfarn to agency
muotice.

Emrgency Plamni ng Recards

GSA Res. 3
Appemits B
(8-10-60)

Executive Qrder 10kSO, other

AUTBORIZED DISPFOSITION

Dispose after 2 years,

Diapoae 30 years after date

of last actian. Trunsfer to
Pederal Records Center 5 years
after date of last action.

Dispose of liaste ar rostere
vhen eyperuaded ar obsolete;
dispose of case files wxm
transfer ar separstion of
related individmsl.

Dispoee 2 yeare after cxzple-
tion of fiml carrective ar
disciplionry asticn.

Dieposal oot sxtharized by
this echednls. Transfer to
Federal Recarda Cexmter 5 yeurs
after date of last ectiaon.

Recarda accumilating fram the formulstion and implementation of plans (such as svecustian plans) for
protectian of life and @opgty during emergemdy conditices.

.

Currespanderxe files relstize to
aimintetration and operation of the

eETgency-plamtng progres, act

overed-dy-Iten—1-ar elsewhere in
schedule,

thio

Canform to egexy
praeoctice.

SUPERSEDED

Diepose after 2 yemrs.
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ITEM RECOMMFIDED

m. DESCRIPTION OF RECOROS METHOD FILIRG AUTHGRIZED DISPOSITION

24, che accutlated by offices Coaform to sgency Disposal mot autharized by
Fesponsible for freparation and practice. this schedule. Transfer to
iesuance of plan® and directivee, imctive file vhen supereeded
consieting of a record copy of or obeolete.

each plan or directive iesuedq,
vith related tmekground papers.

29. Copies of plans and directives, Coxform to agency Dispooe vhen supersedad or
other than thoee FBictaimed in gractice. obsolete.
case files deecribed 1n Iten 24
abgve.
30. Agency cxpaxrts of Operatiouns Conforn to agency Diopooal mot autharized by
fg‘a, consisting of cansoli- practice. this acbedule.
_~dated or camprehfnsive reparts

reflecting agency-vide results
of tegts cunductéd under
erErRency plans.

31, Operationn testa filea cobaiat- Chranologically. DMepose after 3 yeare.

12g of paperc accumilating Crom

testa canhirted Wder enargency

plans, euch es igstructians to

cexbers participsting in teste,

etafTing asceigmmwuts, mesoAges,

tests of cammnications and

facilities, and retaioed Copies

of reparte.

Itep 1. These filea poss¢se Bufficient evideotial walizes regarding egency arganization, policiee, am
Proceduree in administering security sod protective aervicas rogrems to varract their contimmed

preservation.

Item 2, 9, 22, and 27, Overall policiea, plana, and pruredures relating to secaurity and protective
aervices @ugrans are docweented in the filea described in Item 1. In addition, individual trensaction
files of primary importancey resulting frum implemestation of the progrenms are retained in accordance
vith other provieicas of the schedule. Theee two clesses of files fomich caprekensive documenta-
tion of agency grogran argmlzation and functiann, The general earreapondegce files covered by these
items refleet admatstrative actions of secondary importance, and are retained far s period sufficient
to satiefy administrative requirexcents.

Items 4L and 5. Forms, ledgere, and registers utilized in cecurily unite and other desigbated con~
trol poiats to record the receipt, intermml routing, dispatch, ar destructicn of individual classificd
doaurrate, exclusive of ToP Secret documerts. The retemtion periods indicated arv cufficiemt to
satisfy all control and esccountability requirexente.

Item 6. These are cagmrable to files described in Item 5, cxcept that they pertain to Top Secret,
doazernmto. Thay are retained for a cufficient period of timr to insure their svailability far accoumt-
able and investigative mrrposes.

Iten 7. Requesta far access to classified files and actians taken in apmrouvel ar digagproval of the
Tequeste. TheY serve only a shart-term purpose 1o cantrolliag acceee to the files.

Iten 8. These files catalD data as to sefe and mdlock carbinations and mames of individuals having
knovledge thereof. The data are required far currest dally usage, and became obsolete vhen combina-
tions arc changed and the Changee are aoted on aev farms or liste, or vhen the comalnsrs are turuned in.

Iteme 10 and 11. Tnese filee reflect the findiaga or eegularly scheduled surveys and ingpecticos or
facilitiea iovolved in claseified operntions. They are required to determine the cwrent adequacy
of security memcuree in effect at the facilitiee. They become obsolete upan campletion of the next
swvey ar inspection, ar ypan release of the facility frano claeeified operutions.

-t

SUPERSEDED
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Jten 2. Reparta of the pare serious incidents are geomrully sulxxitted by the activity at vhich the
incidegte occur to another organirationnl element ar agency far reviev. The arigioal reporte are
generally caotained ip files defibed in Item 1 of this schedule and are not eutharised for diepasal.
Tho retaioed COpies of these ceparte, and reports of incidents settle larmlly, are cetaimed far a
period sufficiest to eatisfy admimistrative requirersrots.

Iten 13. Ffroperty passen serve only s shart-term purpose in comtrolling the removal of property froo
security areas.

Itens 1i-21. Thbese are filee maimtained at the guard force uait level, and document the day-to-day
operationa of the gmard farce. They relate to such mmttere as assigment, strength ceprtigg, eventa
e Ting fron the exearcise of police functiaps, iseunnre of fire arms, and cagparable matiers. They
cerve only s texpurary admimistrative purpoce. Filles relating to the overall administretioa of the
guard farce functicn are aaintained at higher admimistrative levels.

Jtens 23, In the case of Govermmeint egployees, the resulta of the investigations are recorded in
Official Persammel Polders. Much of the information camtaimed in the case files 18 in the form of
allegatians of & canfidential mature. Ay poteatial historical research value the files Day possess
a5 & class camnot be remlired, since geacrally the jafaremtian they comtain carmwt be publicly dis-
clogsed. (nder the specified retention period, the filee wvill be retaioed lang eacugh to saticfy the
adminietrative peeds far vhich they are created. Files trunsferred to the Federal Records Center, ar
informmtion contained therein, vill be released anly to the agency transferring the files.

Item 24. Files emimtained in security units to reflect the currest security clearance stetus of
Indsvddunls. Record copies of documents contaiped in individual filea are emimtaimed in the case files
described in Iten 23. They are of administrative value oaly duriag the period the related individuals
are essigoed to duty, and can logically dbe disposed of upan trensfer ar separation.

Item 25. Theae files are created in deterviaing the conxditiono leadigg to minor eecurity violations
Cixing responsibility far violations. They serve only a shart-teru admioistrutive mrpose
sfterrrective or disciplisary action bas been taken.

Tten 26. Thess fileo reflect the cirtumtacres SWTYomiliR seaurity violations of a serious aature.

of the csse files @ay cavtain sufficient lamg-~term legal ar historical values to varrast their
cmtimed preservation. These wnlues cap best be deterwined by appruisal of the files on an individual
agency basie.

Iten 2, Classified and unclaseified plans, directives, and instructiooal materials issupd by agemcies
in developing and implementing programas for civil defense and other emergencies requiring meseurse for
grotecttonof life and property, The wvalue of the records vill vary fram egency to agency due to
subjects coverad and cther remaans. Bowever, the histarical and research values attashed to a
eigmificant partion of the rscords are considered suffieient to varraot the establistrent of recard sets
of baeic documents for pmruaneat cctemtion.

Iten 29. Percansot retedtion of the baaic documemtation covered by Iten 28 abuve vill permit the dis-
Po of these recards after they have served atrimistretive purposes.

Item 30. The agency cTpartsa are retaioed vith related plans to grovide a summry docuwemtation of
an agacy's gortieipation in erergency plamming progrens.

Item 31, These files aerve only a temprrury adwinistrative mrpose in carrylqg cut the preliciemry
plaxing and other phmses of operations testa.

SUPERSEDED
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Research and Development Recarda

These are records created since Jamary 1, 1921, by agencies in the coaduct of techaicsal and
ecientific resmarch and developent for the mrpose of developing dew concepts, techaiques, equip-
nent, and materialno, or improuving ar oodifying those already in existence. The recards relate to
such phases of research and develoment as the establishment of requirenents and preliminary character-
istice, experinmedtation, design, exggiorerigng, modification, testing, and acccptame. They acouulate
at varicus agency organizatianal levels, such as officen respansible for grogran direction, labara-

torice, mwoving grounds, and arsenals,

The basic records created frum the regearch and developeegt function generally poseess historical
and sclentific research values. These velues are usually igherent 1n two types of records:
(1) those resulting rrum mrugram direction, reviev, and amalysis, reflecting arganization, functioos,
procedures, and operations in 8 cayrehensive mamner, and (2) those sccumlating froa the coadnct of
individual projects and castaimiog data of a ecientific and technical mature, including resulte and
conclueions vhich may be useful far reeearch purposes in the sare aor related fielda of scientific
endesavor.

Scientific data accumulating during the conduct of a apecif'ic project are generally recorded in
labaratory motebooks, and later summarized in technical ecports. While the technical reports vill
normally show the arogreseive and final resulte of the research effart, they do ot alvays shov hov
these results vere achieved, aor vhen a theary, device, ar process vas first conceived or reduced to
practice. The labaratory moteboaks and otber subeidiary scientific papers record the methods and
procedures used daily by the scientiat 12 reeearch performance, and posseas goteatial reference velue
for future sciemtiiic reeearch, as vell ao for the establichment of patent or invention rights.

Research and develoment for eome agencies is accacplished both by caotracting for the services
of private caxercial ar reeearch organizations and by eciectific percomnel employed by the ageacy.
Whaen the farmer procedure is used, the cootractor is fequired to furnish the results of research to
the agency in the form of tecbiuical reports, experizraotal data, or caammreble media. A)l records
furnished by the coatractor pursuant to terms of the codtract became the pruperty of thelfigvermxem
and the provisicns of this schedule are applicable thereto,

Work oo & majar research and develomeEnt o ject or systen may be aseigned to various argani-
zatiamnl elements of an agency. 'Theee vork assigment.s my be desiguated ms 'sub-prolects,” "taaks,”
or "phases.,” They are generally identified vith the omjor project ar eystem through the egency
project ambering or classification syntem. The term "pnglect” aa used in this schedule iocludes
any related sub-projects, tasks, or phases. It is deeiradle that these related recards be consoli-
dated imto a single proJject file prior to tranefer to a Federa) Records Center. However, oo proJjecta
of long duratian, vhere volux ar other factors preclude the retention of records umtil campletion
of ths emtire project, records relatimg to iadividual sud-projecte, taaks, or phases mmy be trans-
ferred to Federal Recards Centers in the same camner as for project case files derined under Item 3
of this achedule.

TTEM RECOMMERDED

RD. DESCRIPTION OF RECTRDS NETHOD OF FTLTN: AUTHORIZED DISPOSITION

1, frogras files consieting of pragrun Coaform to agency Dleposal not authorized by
docwcents, schednles, and carres- practice, thie schedule, Close file
paxience animtained by offices every 3 years. Tranafer
responsible ror executioa, reviev, closed flle to Federal
and analysis of egency research and Records Center after 2 years,

developent rogrens, and relating
to the general plamning and super-
vieian of the prugruas.

2. Technicel caxiittee and baard files
consisting of (1) agemias, directives,
mimtes or meetings, and reporte
cgvering geperal operations of the
caxxittee ar boerd, and (2) papere re-
lating to the entablisiment,
revision, or termiaation of individual

rrojecte.

8, Official file of the cammmittee Conform to agency Disposal not authorized by
or board emiatained by the practice. this schedule. Close file
Secretary, (hairemn, or other every 3 years. Transfer
designee, closed file to Federal Recards

Center arter 2 years.

SUPERSEDED
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DESCRIPTION OF RECURIE

s-

b. Copies of caxmiittee or banrd
fileo distriduted to menbers,

Project case files waiatained at
the lsbaretary or caaparable
level, reflecting s complete
histary of each project froum
initiation tArogd research,
develomernt, design, and testing,
to caxpletian. They include

(vhen created by agency persannel
ar received fram cantrartars)
jmocurerent filea, canaisting of
a copy of each camtrast ar agree-
ment far reeearch services vith
related codifications, changeo, ar
addanduma; mroject amtharizetian
docurents; mroject cardes; technical
characteristics; test and trial
resulta; drevings, specificatians,
and photaogrephs conaidered to be
eapential to document design,
modifications, and engineering
develoxent; Cecinical) and progrese
ceparts; Dotice of carpletion ar
cancellation; reference to the
locaticn of protdtype wmodels,
films, ar other items too bulky
for inclneion {n these files; and
correspaisnce influencibg the
cowrse Uf actton taken on a

project.

liste, card indrxes, ar othar
mdia reflecting in a campmre-ing
bepsive camner individuoal projects
administered by an &gency.

Soarce data fjles, punch cards,
electrouic tape, ar coeparuble
ardia used to collect and assemble
data of a prelimmry ar ingter-
nediate character gegrrated fram
such procesees asimgprrimeffts ar
obeervatians of s routine, repetl.
tive stwre, and used far reference
in erriving at determimmtions in
the conduct of research projectes.

labaratory actebookg cantaiming
techmical and scientific data
aoccumlating fram the comduct of
research and dsvelopoemt,

a. Botebooks coptaloigR Aata
determined bY coxpetent
scientific ar techmical
percamnel either to be ampli-
casted in techimical eceprta ar
clesvhere in project case files,
or to be of such a routice ar
fregeentary aatare that thelr
retzttor-vould not add
oigmi ricaptly to the groject file.

SUPE

RECQM/ITRDED
METH0D OF FILINC

Confarn to agency
practice.

By project wmmber or
title, as appropriete.
When the volume wvarrants,
eapers in case file

my be subdivided by
typee, e.g., @orure~
oent filea, asthariza-
tion documents, erporto,
and dravings sud
specificatiocns.

Confarm to agency
practice.

Conrare to ageocy
practice.

By gro.Ject ar book
mzber, as synropriate.

SUPERSEDED

AUTHORIZFD DISPOSITION

Depose vhen euperseded or
obpolete or upon tertdana-
tion of cembership vhich- -
ever 18 earlier.

Dispoeal not authorized

by this schedule. Transfer

to imactive filc upon

receipt of campletion or

terminatiocn notice; break 4
ionctive file every 2 yesrs,

and transfer to Federal

Records Center after 3 years.

Deposal not autharized by
thie scheditle, Transfer to
federyal Records Center to
the extent procticable with

related project files.

Digpose vhen determined by

caxmpetent: agency research
persamns) that the files
have served all research

pw:-

Diepose 6 mxxsthe after
campletion ar teruimation
of tbe related prodect

ar projecte.
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KECONMETDED

DESCRTPTI0N OF RECTURDS MSTHOD OF FILIRO

9.

10,

11.

b. Other ooteboaks. By project or book

amber, as apprupriate.

Technical repart files, can-
sisting of an official file
copy of each techauical cepart
or uopubliched smamscript of
repart prepared iR canmection
wvith e project, article re-
prints, terminal oarratives,
statictical and graphic campila-
t.ions, euxmarizations, and
analyses.

Drasing and epecification files,
coasisting of ano official file
copy of each dreving and Opeci-
fication showving final deaign

By mrojeet mumder or
title, and thereunder
by mmber or date of
cepxrt.

By d&rw/AR or speci-
fication aurcber, or
item oopenclature, as
epprupriate.

and technical charmcteristics of
itemns developed,

Canform to agency
pactice,

Corregpondence files of a general
admmstretive or bousekeeping
nature, {exclusive of papere can-
taimigg scientific or techmical
data) omimtained by offices other
thaa those referred to in Iten 1.

Projeet camtzol files, cobnsisting
of copies of docu==nts camtalnsd
in project case files, preliminmry
aketches, dravings, specificatiocms,
and ghotagraphs dsteruined by
capetent scieatific and technical
pereamnsl, not to be of sufficient
value for imearparation in project
case files, and carrespocicnce can=
ceraing such edministrative eattare
as travel, caufercncea, consvltatians,
and traammittal of docwumnts.

By project mumder or
title, as apprupriate.

SumAry Frugress reparts subed tted
by ladoretariee ar other project
officee to ehov the initistion and
degree of campletian of prolects,
and caneolidated cepurts prepared
therefram.

a. Copies of reparts cetaloed by
ccpartiog offices.

Couforu to egency
gcuctice,

SUPERSEDED

GSA Reg. 3
Appemdix B
(b=10-t0)

AUTHORIZFD DISPOSITIOR

Dispoasl not authorized
by thie scdedule. Trwmas.
fer to inactive file upan
campletion or termioation;
break ioactive file every
2 years and trunsfer to
Federal Recorda Center
after 3 years.

Disposal not autharized by
thie echedule. Trunsfer
closed file to Federsl
Recorde Ceuter after

5 years.

Dispoaal not eautharized by
this schrdule. Truansfer

to ionctive file vhen miper
seded ar obeolete; break
imactive file at end of
each year; transfer to
Federel Records Cemter af-
ter 1 year,

Dispose after 2 years.

Diepoee \gum caxpletion

ar camrxellation of projeet,
ar earller, as tbey serve
their porpose.

Diespose 1 year after
capletion or cancrlla-
tico of related projeets.
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ITEM RECQMMERDED
0. DESCRIPTION 0F RECHUS METHOD OF FILING AUTBORIZED DISPOSITIOR
b. Feeder reparts used for campila- Canforn to agency Dispose upon subnission
tion of cnsolidated ceparts, practice. of consolidated repart.
except as indicated in c belov.
c. Cansolidated remrte, cansiste Conform to sgency Disposal wot auvtharized
ing of an officisl file copy of practice. by this schedule.
each eonaolidated ceprt and
any feeder reporta used for
mreparation thereof coataiming
technical or scientific data
oot fully docurmoted in the
econsolidated reparts.
12. Investigative flles pertaiaing to

exploraticm of the feasibility of
umsolicited m'opoeale far prolectas
received fram individuals.

a. Proupopals resultinog in With related Same as for Itcn 3.
artharized proJjects. proJject files.
b. Rejected proposals. Conform to agency Dispope 5 years after
praetice. completion of inovestigstion.
13. Procurenent files, consisting of See Item U, General See Item U, General Records
formal cootracts ar agreexeots Recorda Schedule 3. Sehedule 3.

vith universi¢les, cazercial
concernn, and individwals for re-
search anmd develomemt wvork, and
related paperd, tart exclusive of
techaical ar gclentific dats
furnished to the Coverzmmnt pursu-
ant to the terts of the cnftructe
or agreexents and

copiec of comeractual documents
f1lcd in prolect case files Aefined
in Iten 3 of this schedule .

1k, Techmical  refereace files, canslat= Confarn to egeacy Dispose vhen superseded
ing of copies of technical reparts, pract.ice. ar obaolete.
epecificatjons, dravings, and other
technical and sclemtific data re-
ceived from OuverEent sgeucies,
caxxreial concerns, or other
sgurces, used as a reference source
in the perforuance of the research
and developxot fuctian, but excln-
alve of officisl flle copies of these
docunents.

Ttenm 1. These are papers crested and accurulatad io offices of prograp directors or cazmrable
officen reflecting starf administretion of the ressarch and develomrat function, which due to their
evidential and other values are retainsd ms peroazent recorde.

Item 2. Most agencies bAVIOR research and develoment @rugrans have established cazxdttees or boarde
to study technical problema relating to such mstters aes atharizatian of projects, echednling and
psEing operstions, and the interaal coardination and control of the research and develoment progran.
They also generally aaistain liaisam vith other govermzment agencies and Don-govermnental recearch and
developorgt activities Tor the PurPOge of exchanging idems and comcepts and edministering ioter-
agency prolects. In addition, tecAnical or eciemtific persoanel may cecame aembers of caxxittees
spuhlsared Uy other agenclies ar caxeercisl concerns. Iansofar as their records reflect tne orficial
positiod of the 6gency an pronlems discussed, they may pe considered as oyficial records of the agency.

al

SUPERSEDED
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Records accumulated by basrds and caxxittees are considered to have retentioa values cargmrabdle to
those stated for Item 1 above. Copies distrituted to eaxiittee arzders are for their rceference use
and can be dispoeed of vhen no langer useful to them.

Iten ). cCace filce aaiptained at the laboratory ar caomrable level refleeting a histary of the
act{vity coamrcted vith a 6pecific project. They caataian the besic technical and scientific data
developed during the cource of the pro'ect. The retenticn value of these files for future research
studiea is contingent vpoa such factars as the field of research iavolved, the iEportance of the
specific prolect involved, and the nature of findings amd conclusiocms reached. It ia recognized
that certain project files wi.l have little future eciemtific ar other research utility. @ovever,
the files as a general clasc contain suffieient scientific data not duplicated elsevhere to varramt
comtimied preservatian. Fxact standards far selection of those case files vhich do not varrem
cogtigued preservetion cammot logically be diseexinated through the nedia of a general records
schedule. This can best be accomplished by each agency in the development of ite records cogtrol
schedule.

Item 4. Rarmally, agencieo maiuntain lists of current projects for edminietrative porposes. In other
instagcaes, card files mny be anintained refleeting btrief synopees of research projects. These ar
capmarsable files mBY be of coasidernble uee to future regemrchers in determiaing the exiatence of
data in specific fields ot research, and in deteculming the ecope of an agency's participation in
rececared functions.

Iten 5, Certain research proljects require the canduct of long-range expericrgtal and cbservatiocnal
work, vith frequent recardings of resulting data. Aleo, data may be collected fraa many po!nts by
cenns of questiammires and recuwrving reports. The data 1s often maintained on punch cards,
elnctronic tape, ar camparable media. It eerves a basic research purpose in arriving at conclueions
and daterminatione during the course of a project. Often the data 1s collated and publimbed in a
condenged btut camrehensive cammer in techmical repurts or pamphlets. In such casee, it may be
deteTained by ocientific persamel that the eource material fram vhich the data 18 ertructsd, same-
times constituting a large volume of papers, may be disposed of a8 having no furtber research
wvalues, Aleo, in the absence of condenned vereions of the data, sciemtific persognel DAY determine
that the source data adds little of iopurtacre to the informptiod camtaiaed in other papers retaiaed
in camection vith a prolect, and may aPEXove ito disposal vhen it has served irmediate research

purposes.

Iten 6. 'heoce aoteboaks are maiataimed by research pereonnel as & neans of recording and retaining
data aecessary for reference during the course of a prolject. Since they are amigtained on an
individual besis and each research epecialist recards the data he considers aecessary for reference,
the notebooks vary ms to coztent and completaness of informsticon. Certain of the boake camtain
notes of a fregreatary nature, or notes that will be difficult or impoaaible to imterpret except

by the specialist who wrote them. In other instances, the books caotain baasic scientific dsta
ebowvn {n gqufficient detail that, if not docunemted 12 techuical ceports ar other camxieneed form,
are oseded for contimied research purposes. HNotebooks contaiming data essential in establishing
patent ar igventian rights are cetalnesd.

Iten 7. 'Theee rrparts document in emmary forn the fimiinge and canclusions reached relative to
specific projects. As such, they clarify and suppleent the informaticn cagtaimed in lsbaratory
notebooks and other source data. Sinoce they present a condensed and conciss surmary accounting of
accazplished projects, a camplete set of the ceparts of each agency ie retained permmnently.

Iten Y. Qrevinge and specifications are useful adjuncts to the filea defined in Items 3, 6, and T
of this schedule. The dravings ehov ia visual torm the mechanical and other phyeicel characteristics
of the iteme developed, and the specificaticns explain theee characteriastice in detail. They are
easential for groducticn and servicing of the items developed, mand for oodifieation, redeeign, ar
cagtimiing recearch on the itens or related items.

Item 9, 'These files gre amistained at the labcratary ar camparable level, snd at of:ices having

axbardinate reapapaibility for admimistration of the reeearch and develoment progren. They do
oot doouemt tasic missions ar Aunctions, and serve only a temporary adminiestrative puarpose.

SUPERSEDED
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Ttem 10. These files are generally oaintained a a Beans of keeping administrative persamnel ip-
farmed on the status and prugrees of prolects. The essential infarmatian cogtained in these files
18 duplicated in the actual project case files aalntained at the operating level and in technical
cammttee and board fileas. They serve ooly a texpurary purpose during the life of the prolect.

Item 11. Caasoclidated sgency SEXAry @rogregs ceparts have contimuing evidential value, since they
ahov 1n eumry Tashian bov the 8gency accopliched the research and develomment function, problems
encoumrtcred in sccampliehing varioue projects, and caaparablc information. Since the consolidated
ceparts comain basic data reflected in operating unit reports, thcsc latter reparts are authorized
for disposal after they have aerved admimisctrative purposes.

Item 12. Unsolicited proposals sutxzitted to agencies by individuale are generally found to be
unacceptable tor extensive rcsearch iavestigation. When a promeal 1s accepted for farmm) research,
the resulting files arc cogpardble to those created im the conduct of other research profécts, and
arc subject to the sane diopocition. Rejeeted aroposals are onigtained only for the period required
for investigation and to answes any iaquiries that may arise thereafter.

Iten 13. These filer reflect the narmal buyer-seller relationchip as do other procurcment files,
and are therefore subject to the cane dicpositian.

Iten 14, The invectigative and explorstory nature of the remearch and develomrent function cequires
that scientific and professionsl persol@el be informed of current concepts, idcas, apd pripciplen

in this field. Volwdmoue filés of reference materials are often aalmtained by rcvearch and develaop-
oent offices to accapliash that objective. Technical reparts and other reference docu=ents geserally
are superseded or the inforpational content becumes obsolcte after a period of time. To iosure that
cwarent and authentic ccientific date is immediately available, supersecded and oboolete material
chould be periodicslly withdravn for diepoaal.

GSA 0C 84. 130808
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