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October 1982

INTRODUCTION TO THE GENERAL RECORDS SCHEDULES

General Records Schedules (GRS) are issued by the Administrator, General Services
Adminjstration, to provide disposition standards for records common to several or all
agencies of the Federal Government. They include records relating to civilian personnel,
fiscal functions, accounting, procurement, communications, printing, research and
development, and other common or housekeeping functions; and certain non-textual
records. These records comprise an estimated one third of the total volume of records
created by Federal agencies.

This edition includes two indexes, an index of commonly used Standard and Optional
Forms and an alphabetical Subject Index. The [orms index includes only the forms most
often used by the various government agencies.

General Records Schedules are intended to cover only record copies. When it is difficult
to decide whether files are record or non-record materijals, the records oflicer should
treat them as records. Records officers may consult with NARS to determine the record
or noh-record status of a particular file.

If copies of documents covered by these schedules are part of a subject or case {ile which
documents activities different from those covered by the schedules, they should be
treated in the same manner as the files of which they are a part.

The disposition instructions in the General Records Schedules are implemented without
further clearance from the National Archives and Records Service, GSA, with the
exception that most records created before January 1, 1921, must be first offered to NARS
for possible permanent retention. GRS 3, ll, 16, |7, and 2] have other delimiting dates.
Some jtems in the various schedules have no authorized disposition instruction. These are
records which are common to many agencies, but due to agency needs and organizational
structure will have differing retention periods. They may be permanent. but are not
necessarily so. For these records, agencies are required to submit an SF 115, Request for
Records Disposition Authority. This will allow an individual evaluation of the pertinent
records in the context of office of origin, agency requirements, and possible archival
value, Since disposition is not specified, such records should be included in the agency's
comprehensive scheduie.

In 1978 use of the GRS was made legaliy mandatory. The disposition authorizations must
be used by an agency to the greatest extent possible. Because these schedules are
designed to cover records common to several agencies, the records descriptions are
general. Agency records officers are urged to make maximum use of the schedules either
as an appendix to a printed agency schedule or tailored to their agency's own particular
needs and incorporated into agency schedules. If an agency wishes to apply a different
retention period for any series of records included in the GRS, the records officer of that
agency must submit an SF |15, Request for Records Disposition Authority, providing
justification for the deviation.

Questions of applicability of any GRS item to agency records or differences of

interpretation between the records officer and other agency personnel which cannot be
reconciled within the agency may be referred to the Director, Records Disposition
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Division. NARS. from headquarters offices in the Washington, DC area, or the Director of
the nearest Federal Records Center from field offices.

Some records series covered by General Records Schedules are eligible for transfer to
Federal Archives and Records Centers (FARC). Records should be retired from agency
space to an FARC only if transfer costs do not exceed the expenses of retaining them in
agency space. Federal Records Centers will not accept records immediately eligible for
disposal. Records retired to the Centers should have a remaining retention period of
three years or more before they will be accepted. Where special circumstances, such as
lack of filing equipment or space, make it imperative that records be retired, exceptions
can be made to this policy. These decisions are made on an individual basis by the
appropriate Records Center Director. Records designated for permanent retention should
be retired when sufficient volume and decreased activity warrant. Procedures for
transfer of records to Federal Archives and Records Centers are detailed in the GSA
Handbook, Federal Archives and Records Centers.
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April 28, 1986 NARA Bulletin 86-2
36 CFR 1228.22
originally issued
October, 1982
GENERAL RECORDS SCHEDULE 1

Civilian Personnel Records

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

Federal Civilian Buployees. This schedule covers the disposition of all official

personnel folders of civilian employees and all other records relating to civilian
personnel, wherever located in the agency. Specifically excluded are programs of

the Office of Personnel Management, the Bureau of Medical Services (PHS/HHS), the

Office of Workers' Compensation Programs (DOL), and the Equal FEmployment
Opportunity Commission. Any records created prior to Janwary 1, 1921, must i
be offered” to the HNational Archives and Records Administration for ?899-i-b:|:e-af7f’f"'3“/
permanent—tetention before these disposition instructions may be applied.

The most important types of records, the Official Persconnel Folders and Service
Record Cards, are maintained according to Federal Personnel Manual Suplement 293-
31, which prescribes a system of recordkeeping for Federal personnel.

Item
No. DESCRIPTION CF RECORDS AUTHORIZED DISPQSITION
1. Official Personnel Folders.
Records filed on the right side
. of the Official Personnel Folder
(OPF}. (See GRS 1, Item 10, for

disposal of papers on the left or
"temporary” side of the OPF.)

& —Folders_covering periods of SubBmit-SE..258, Request for
anplomemrior Transfer of%rds\
to January 1, 1921.

){. Folders covering periods of
employment terminated after
December 31, 1920, excluding
those selected by the
National Archives and Records
Administration for permanent

retention.
a,

- fl v = Transferred employees. See Federal Personnel Manual for
instructions relating to folders
of employees transferred to
another agency.

Y
< ($) Separated employees. Transfer folder to National

Personnel Records Center (CPR),

St. Louis, Missouri, 30 days after

separation. NPRC will destroy 75

years after birth date of employee,
. 60 years after the date of the

earliest document in the folder if

the date of birth cannot
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April 28, 1986 NARA Bulletin 86-2
GENERAL RECORDS SCHEDULE 1

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPQSITION .

be ascertained} or 5 years after
latest separation, whichever is

o o - -’ ['v[c[é’ ‘5 Coglrine J?a“:‘f.‘!:{; )c 1
Metre s Pe voanne LML i BELIGAS eT ater,
L Jagvary f 192, ,fku.faf IJ"'b —L‘&fh&“%‘q‘fhﬂ'ﬁ'Z:cciu::fja"”‘r'n‘f’ "lt'r‘ml‘na,f{r:{ Jfriov fo
2. Service Record Cards. +4«¢ ﬂ{"s,”,‘ﬁtm. L rﬁ for aﬂ,.,-(,,;c.,/. /" F.-_'.!nz-(' ¢ f.‘f/:nm'//r;
T Ih apules,
Service Record Card (Standard Form relicn 7
7 or its equivalent).
a. Cards for employees separated Transfer to NPRC (CPR), St. Louis,
or transferred on or before Missouri. Destroy 60 years after
December 31, 1947. earliest personnel action date.
b. Cards for employees separated Destroy 3 years after separation
or transferred on or after or transfer of employee.
January 1, 1948.
3. Personnel Corresponderice Files.
Correspondence, reports, memoranda, Destroy when 3 years cld.
and other records relating to the
general administration and oper-
ation of personnel functions, but
excluding records specifically
described elsewhere in this
schedule and records maintained at
agency staff planning levels.
4. Offers of Employment Files.
Correspondence, letters, and tele-
grams offering appointments to
potential employees.
a. Accepted offers Destroy immediately.
b. Declined offers:
{l) When name is received from Return to OPM with reply and
certificate of eligibles. application,
) P
(2) Temporary or excepted File,?ﬁe&de—application (see item ,
appointment., 15 of this schedule).
(3} All others. Destroy immediately.
5. Certificate of Eligibles Files.
Copies obtained from OPM of cer- Destroy when 2 years old.
tificates of eligibles with related
requests, forms, correspondence,
and statement of reasons for
passing over a preference eligible
and selecting a nonpreference
eligible.
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GENERAL RECORDS SCHEDULE ]
‘ITEM

NO. DESCRIPTION OF RECORDS

6. Employee Record Cards.

Employee record cards used for infor=
mational purposes outside personnel
offices (such as SF 7-B).

1. Position Classification Files.

a. Position Classification Standards
Files.

(1) Standards and guidelines issued
or reviewed by OPM and used
to classify and evaluate
position within the agency.

(2] Memoranda, correspondence
and other records relating
to the development of standards
for classification of positions
peculiar to the agency and
OPM approval or disapproval.

. ta) Case File.

(b) Review File.

b. Position Descriptions.

Kecord copy of pos ke Aescriplions which

.+ Files-describing-esteblishedpositions
includifg information on title, series,

grade, duties and responsibilities, a4
réla h-f{ doca.rents.

-(1}—Record—copy.

L .\A}o fe :‘ m'——’ﬁ'ﬁ“/&l%‘tcples, IR

c. Survey Files.

(I} Classification Survey Reports.
Survey reports on various
positions prepared by classi-

fication specialists.
. including periodic reports.

rébcrcae & Ctre

AUTHORIZED DISPOSITION

Destroy on separation
or transfer of employee.

Destroy when superseded or
obsolete.

Destroy 5 years after position is
abolished or description is
superseded.

Destroy when 2 years old.

Destroy 5 years after position is
abolished or description super-
seded.

C AR C L ”‘ly J‘!
) : %ﬁmmhe

or description superseded. ]

Destroy when 3 years old or
2 years after regular inspection.
whichever is sooner.
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GENERAL RECORDS SCHEDULE 1

ITEM
NQ-. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
(2} Inspection, Audit and Survey Destroy when obsolete or
File. Correspondence, superseded.

memoranda, reports and other
records relating to inspections,
surveys, desk audits and
evaluations.

d. Appeals Files.
Case files relating to classifi- Destroy 3 years after case is

cation appeals. closed. <!

¢3 8, T5b Interview Records. ¢ F5 4

‘f-‘*ﬁpb
¢ 1 *Correspondence. reports and other r”ijestroy 6 months after transfer
records relating to interviews or separation of employee. «f

with employees. ¢

¢39. Teb  Performance Rating Board Case Files. « FJ5 &

fab Pl -2
{~1»Copies of case files forwarded to OPM I""Destroy | year after case is
4 relating to performance rating board closed. <

reviews. &

¢3 10. Tab Temporary Individual Employee Records. < 5
2
Fl- All copies of correspondence and forms FDéﬁoy upon separation or
28 fath. maintained on the left side of the transfer of employee or when
Official Personnel Folder in accord- | year old, whichever is sooner. ¢/
ance with Federal Personnel Manual.
Chapter 293, and Supplement 293-31. <

¢ 311 Tab Position Identification Strips. 4 ¢ F4 ¢/

-
> Strips such as Standard Form 7D, fJ;Destroy when position is
el ,T“b‘ used to provide summary data on each cancelled or new strip is
position occupied. ¢} prepared. J

3 12 Tab Employee Awards Files. < &5 o

a. General awards records.(-l FS5 {J

é 'Tﬂ nf’ Fb v
{1) ' Case files including ¢ Destroy 2 years after approval
110, J'Aﬁ recommendations, approved or disapproval. &
¢l nominations, memoranda,
. correspondence, reports and .

related handbooks pertaining to
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GENERAL RECORDS SCHEDULE ]
ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

agency-sponsored cash and
non-cash awards such as
incentive awards. within-
grade merit increases, o
suggestions, and outstandin . . - e in
pe%%o:manze. e Lyo -chrfr'S;vrl'H"" "”S’,TU(,"M- dash e hy
b colvmn of pege ¥
4D, 1A (2) ““Correspondence or memoranda F;,Destroy when 2 years old. é—j
1//3; pertaining to awards from
other government agencies
or private organizations. </
,Tﬁ’ﬂ) b. Length of Service and Sick Leave QJ Fe o
¢ Awards Files.
L z
f,qlb) F Records including correspondence. F Destroy when [ year old. (’J
f/m! memoranda, reports. computations
b of service and sick leave, and
list of awardees. J

¢

fﬁﬁ C. FtLetters of Commendation and (.' FI \J
F'} : Appreciation,
8 ¢l Copies of letters recognizing '&JDestroy when 2 years old. \‘}
7’A|5, fAL length of service and retirement-and
]
Fh letters of appreciation and
commendation for performance,
EXCLUDING copies filed in the
Official Personnel Folder. «J

G A0 d. Lists or Indexes to Agency Award < FS (J
Nominations.

1A g & Lists of nominees and winners, f-'z'Destroy when superseded or
4 and indexes of nominations. / obsolete. ¢f FY%el

. l Mebe : &« Departmental Level Awards Filesy are not cuwe,(e;/ by He GRS anel mist
& deted by g
be schue efre Records delating to Awards Ypade Submit SF 115, Request for
at the dep ental l2gel or Records Disposition Authorityy, /« A A ]
highen(Secretary’'s Awards, \‘IQJ

Presidential, etc.)

g
‘q\\:{\%l 13. 770 Incentive Awards Program Reports. o P

Y TAD Reports pertaining to the operation f'zDestroy when 3 years old. 6—/
B of the Incentive Awards Program. ./
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GENERAL RECORDS SCHEDULE 1

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

fj 14. 7AD Notifications of Personnel Actions. < (-l

ﬂ,p, ?bStandard Form 50 documenting initial
employment, promotions, transfers
in or out. separation, and all other
individual personnel actions.
exclusive of those in Official

Personnel Folders. J gf\f) d

¢l

A D) a. rCh:-n::nc:logical file copies, F’zDestroy when 2 years old. (J
‘ 1 including fact sheets.
? ! maintained in personnel offices. 2
A
A t- VAl other copies maintained in f}Deslroy when 1 year old. éj
¢ 3y personnel offices. <J
2 15, 1A Employment Applicatians. ¢ F’J/(J
Applications {Standard Form )71) and f *Destroy upon receipt of OPM
10D, fFu related records, EXCLUDING records inspection report or when 2 years
b relating to appointments requiring old. whichever is earlier,
Senatorial confirmation and applica- provided the requirements of the
tions resulting in appointment which Federal Personnel Manual
are filed in the Official Personnel Chapter 333, Section A-4, are
Folder (see item | of this schedule}. observed. d
¢3 16. 1AD Personnel Operatians Statistical Reports. ¢ £ 5 &
1 ,b,ﬂ’ Statistical reports in the operating F4 Destroy when 2 years old. ol
F'! personnel office and subordinate units
relating to personnel. ()

" 17. 145 Correspondence and Forms Files. d e’

'fﬁp} ' Fl- Operating personnel office records relating
to individual employees not maintained
in Official Personnel Folders and not
provided for elsewhere in this schedule. < F5 ¢

7
,(,a”} a. (Correspondence and forms relating fADestroy when action is
L, to pending personnel actions. ! completed. ./

7’.4'15 b. Retention Registers. @J FS

’bj o)

v F413 (1) F Registers from which FzDestroy when 2 years old. (:./
'l 14 15 reduction-in~force actions

ar have been taken. o/
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v 3
a.
7 nlj
- >
e 743
b.

F3

ITEM
NO.

SUPERSEDED

GENERAL RECORDS SCHEDULE 1

DESCRIPTION OF RECORDS

A"

1A 1%

C.

(2} FF%egisters from which no
reduction-in-force actions
have been taken. ¢/

AUTHORIZED DISPOSITION

F2 Destroy when superseded or
obsolete. &/

All other correspondence and forms. s Fﬁestroy when 6 months old. (J

=
18. 77 Duplicate Documentation and Personnel

Files Maintained Outside Personnel Offices. « </

19.

v

Supervisor's Personnel Files. « F5 &

Correspondence, memoranda, forms,
and other records relating to
positions, authorizations. pending
actians; copies of position de=
scriptions; requests for personnel
action, and records on individual
employees duplicated in or not
appropriate for the Official Personnel
Folder. ./

Duplicate Documentation.

Other copies of documents
duplicated in Official Personnel
Folders not provided for elsewhere
in this schedule.

Individual Health Record Files.

Cards which contain such information
as date of employee’s visit. diagnosis
and treatment.

Health Unit Control Files.

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

a.

b.

If information is summarized on
statistical report.

If infarmatiaon is not summarized.

fllieview annually and destroy
superseded or obsolete
documents; or destroy all
documents relating to an
individual employee 1 year
after separation or transfer.

Destroy wben 6 months old.

Destroy b years after date
of last entry.

Destroy 3 months after last entry.

Destroy 2 years after last entey.
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GENERAL RECORDS SCHEDULE |

ITEM
NO. DESCRIPTION OF RECORDS B . ‘jAUTHORIZED DISPOSITION
2. Ttem 21. Employvee Medical Folder (EM h‘
a. 3ond-term medical records as defined in the last entry.
‘Tederal Personnel Manual (FPM), chapter 293. 2MR
| ) 5, 1981)
JJ” {4} Transferred employees '
e iy . . - L.
ﬁ) A "'See FPM for imstructions relating’to the’y
disposition of EMFs of employees
rﬂ%bﬁ”*w transferring to another agency. )
‘ {2) Separated employees N
Transfer Employee Medical Folder to ‘the
National Personnel Records Center!(CPR),
111 Winnebago Street, St.-'Louis, - A% .
Missouri 63118, 30 days ‘after “row2 '
separation except in situations outlined'
2. .- in FPM Supplement 293-31 regarding the‘“‘
o - - - — ’ —— -i-'d
14

3 ﬁia“:J"thransfer oflofficial: PersonnerJFolderS Jate of
it RRGLAL NPRC willidestroy 75 -years-after birtﬂ“'

maeer U7 ‘date of employee, 60 years-after -date Qf

Fuids UTUAC the earliest-document ‘in-the folder-if™

qv’_

*4 L. i~ {the date of birth cannot be ascertainedl
23. .. .w-el b or 30 years'after latest” separation, -
o Ths .S whichever is later. -;*" VA

[
~ a - -

i
-

‘in

g

.
- b.Y Temporary or short-term records as define d
- the FPM cT 1

; .o . _')yee
Destroy 1 year after separation ‘or transfer ' leptable

) of employee Do not transfer to FRC. 'ikNeof
‘ - ' ‘tice of
C. Individual Employee Health Case Files creatednmuon
prior to establishment of the EMF system that
‘have been retired to the FRC -
’ on.
- Destroy 60 years after retlrement ‘to’ FRC
procedure.
(3) Performance-related records Destroy when 3 years old or

pertaining to a former employee.  when no longer needed,
whichever is sooner.
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December 22, 1982 . GSA Bulletin FPMR B-124
GENERAL RECORDS SCHEDULE 1
® .
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
: b -
1Ak T AP @ Al other summary v Destroy 3 years after
¢ performance appraisals records, date of appraisal.
: ap o
) including performance appraisals

and job elements and standards
upon which they are based. “J

. T AL (5) Supporting documents. \‘j r J'Destroy 3 years after
1A p date of appraisal or when
¢ 3 no jonger needed, whichever
is sooner.
g& b, 'SES appointees (as defined in 5 USC
‘3 P 3132a(2). J Fs o
Fi:
A (1) sPerformance records superseded f gestroy upon supersession. «
r/,& through an administrative, :
i judicial, or quasi- |ud1c1al
F procedure. J
-{2)—Pertormance-reiated records Dispesition-pending ,
pertaining-to-a-former-SES
appointee—
<41 (%) 72t Bther performance appraisals, ' Destroy 5 years after
. /;19 ! along with job elements and date of appraisal, exclusive
o4 1 standards (job expectations) of any interim service as a
¥ upon which they are based, Presidential appointee. ¢/
e e
» §upportmg documents. " ./ ¥ #Destroy 5 years after
7 p 1A date of appraisal or when

no longer needed, whichever
orm ha_f }l Fo -ﬂ&fkﬂl—: recoh .Hl(ﬂ(f is sooner. < F 4 o
Z/l// M s rm. pen p.,-mnm-‘ cretatedd teecernds per St irsiy Fo Former SES appeinles
srane” { _, Presidential appomtees These ,em& Dispesition-pending
‘ p_,j': :WI Aispess hrom Stwidards hape pep,, apporssed by, AHCAH, _]' el

Rl————Motor_Vehicle-Operation-Fitesr—————— See-GRS-16,-1tem-7
2“\ 25, TM% Financial Disclosure Reports. « ¢

5b ”
gm a.r dRe[mrt.-. and related documents
v submitted by individuals as required
under the Ethics in Government Act
of 1978 (P.L. 95-52). d (]

9
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FPMR 101-11.4 April 12, 1984
GSA Bulletin FPMR 8124 Supp. 2

GENERAL RECORDS SCHEDULE |

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
40 7l _ , 2 .
{;(ﬁ (1) 'Records including SF 278A for Destroy | year after nominee
¢ \ individuals filing according ceases to be under consideration .
to Section 20Ib of the Act, for appointment; EXCEPT that
and not suosequently con= documents needed in an on-
firmed oy the U.S. Senate. < going investigation will be

retained until no longer needed
in the investigation. (:J

L
11’1"3 (2) ?All other records including leestroy when 6 years old;
M7 SF 278. EXCEPT that documents needed
?g ‘ in an on-going investigation

“will pe retained until no longer
needed in the investigation. &

b. f"hu other statements of employment fﬂDestrOy when 6 years old;

z{ﬂﬂ’ and financial interests and related EXCEPT that documents needed
¢ records, including confidential in an on-going investigation
statements filed under Executive will pe retained until no longer
Order 11222. needed in the investigation. ¢l

5 ,
j',Zg. (AN Egqual Employment Opportunity Records. ¢

¢° Fo
0 a. Official Discrimination Complaint
£ A . CaseFiles. < & F5d

A ] Plbriginating agency's file leestroy 4 years alter resolution
£a® containing complaints with related of case. ¢/

\ correspondence, reports, exhioits,
{; withdrawal notices, copies of decisions,
records of hearings and meetings,
and other records as described in
29 CFR 1613.222. Cases resolved
within the agency; oy EEOC, or by
a u.S. Court. J

L b. Copies of Complaint Case Files. <! Fs <

Zla -

rbuplica'ce case files or documents f’gf)estroy | year after resolution
pertaining to case files retained of case. d
in Official File Discrimination

¢ \ Complaint Case Files. 4

c. Packground Files, o F5 «

10
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April 12, 1984 FPMR 101-11.4%
GSA é8ulletin FPMR 8-124 Supp. 2

GENERAL RECORDS SCHEDULE 1

ITEM :
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
a "/
P 1A > ’;aackground records not filed in the 7 Destroy 2 years after final
) 7/ Official Discrimination Complaint resolution of case. ¢/
7 Case Files. . ¢/
v i d. Compliance Records. d ¢
T 3 (1) Compliance Review Files. < F5 o
ﬂ;; " Jc (31 .} nh-
. F heviews, background pnemEn-er.'.r F jDestroy when 7 years old. ‘d

1’/?'" £/ i AP and correspondence relating

{ A3 to contractor employment
4 practices. (J
: 2
" y 7% (2) EEO Compliance Reports. & rD&stroy when 3 years old. </
F ? , e. Employee Housing Requests. o /75 </
A7 :
z &
F 5 T A Eorms requesting agency assist- ¥ 2Destroy when | year old. é}
1//}{} ance in housing matters, such as
. f rental or purchase. ¢/ Q
Wi f. Employment Statistics Files.d #5 <
4 3 / " j’/?ﬁ !’/Employment statistics relating F%)estroy when J years oid. ,J
; =t A to race and sex, |
¢
i 3
fﬁq} g. EEO ngeral Files. o 5 &/ N
£5 F&eneral correspondence and copies ¥ Destroy when 3 years old, or
f/ﬂ?’ of regulations with related re- when superseded or obsolete,
fﬁﬂ cords pertaining to the Civil whichever is applicaole. ./
2 Rights Act of 1964, the EEO Act of

1972, and any pertinent later
legislation;and agency EEQ
Committee meeting records including
minutes and reports.

h. EEO Affirmative Action Plans (AAP). ¢ F5 &/

T,q/lﬁ
7 el L‘ -|
413 (1) ’/Agency copy of consolidated I'“sztastroy J years from date of
‘a3 7 AAP(s). | plan. o/
y | T o <
[~ F{,
) AP (2) 'Agency feeder plan to con- F /Destroy 5 years from date of
£3 14 e solidated AAP(s). d feeder plan or when admin-

istrative purposes have been
served, whichever is sooner.
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FFPMR 101-11.4 April 12,
GSA Bulletin FPMR B-124 Supp. 2

GENERAL RECORDS SCHEDULE 1

1984

ITEM
N_O_. DESCRIPTION OF RECORDS AUTHORIZED DISPQSITION
& Z
" 'f"fﬁ (3) fReport of on-gite reviews erestro'; 5 years from date of
A AKX of Affirmative Action report.
{ Programs. ¢f
fﬁl‘i (4) Ifﬁgencv copy of annual rﬁQDestroy 5 years from date of
1’!\"5 report of Affirmative report. (f
¥ % Action accomplishments. 5)
; 13}. {#% Personnel Counseling Records ¢
14 ) a. Counseling Files. J F5
o ek . , = % -
<at TReports of interviews, analyses " Destroy 3 years after termination
‘iﬁﬁ and related records. .J of counseling. ¢/
¢ ! o0 b. Alcohol and Drug Abuse Program.  F5 ¢
3 - o TY i i o o
f q# Records created in planning, estroy when 3 years old.
1’-"(1"5 coordinating and directing an
¢ ! alcohol and drug abuse program. ¢}
A
, 8, {r Standards of Conduct Files. d 5 d
¢ 2
FlCorrespo'ndence, memoranda, and other f Destroy when obsolete or
1'/1"5 records relating to codes of ethics superseded. J
2 and standards of conduct.
4
(3 9}9. Tm Labor Management Relations Records. (J ] (_]

a. r"].,abcpr Management Relations General
{n’iﬁ and Case Files. ¢

(‘tt‘,orrespondence, memoranda, reports
Tﬁ%ﬁ and other records relating to the
ﬂ’l’J relationship between management -
and employee unions or other groups: (j F§ o

A

_I,.Afi.rrn

a“e" ey ! k‘

- X
(1) Office negotiating agreement. r’Destrov when 5 years old.
{m?
1111’) < (2) Other offices. QI F}’ Destroy when superseded or
2 A ! . obsolete. ¢/
£ b. FLabor Arbitration General and

,f,q'l'b Case Files. ¢ FS 4 '

A 2
¢ 7AD FLCorrespondence, forms, and F Destroy 5 years after final
1’1‘\’9 background papers relating to resolution of case. ¢f
)

labor arbitration cases.

12

SUPERSEDED

a%rgg’;u(?ll. »



SUPERSEDED

. April 12, 1984 FPMR 101-11.4
GSA Bulletin FPMR 8-124,Supp. 2

GENERAL RECORDS SCHEDULE 1

ITEM
NO, DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
£ ?-q}ﬁf 1r'q':ld'raininj?, Records. 4 & F ’d
, EXL Ui rf'am‘foi%

. AT
r,* ———_’ o f:/ﬂmgf'lm

o
it el s

a.-——Tralnlng Aids. € , Spocialis
Farmalty estebrshed Srﬁmrljf wheed Frain v§ircy "'""/"/Hrr -

- {)——One_copy-ci-each-manugi; Submit-SF-1t5Request for /v e forcen,,
syllabus;textbook; and Records-Disposition el ncfrena, “
'other-training-aid-devetoped Authority- eteng) o
by-the-agency. ¢

-(2)—Training=ards trom other—— Destroy-when obsalete or
agencies-or-private superseded,
institutions—

Fi

a. p. General file of agency-sponsored

AS et
T tralmng, EXCI’[ZJ‘AJ& rf’;'mﬁ Cn-,:'/ e /
{s', Sy/ta buses catbock s, anrs -
:’;‘::Jﬂﬂ' f.« aiﬂillfj. aaa’r r/f‘ff’/ﬂf(‘/’b/ ’{‘p‘zf""‘y éJ FJ “J
.3 (1) Correspondence, memoranda, F Bestroy when 35 years old or
Fl TAB Tr¥ agreements, authorizations, 5 years after completion of a

reports, requirement reviews, specific training program. ./
plans, and objectives relat=

ing to the establishment and

operation of training, courses

and conferences. .

.. foc Fo
3 TAB 3B (2)  Background and workpa%efs “ Destroy when 3 years old.

Employee training. « /.1

£3 TAS
! il Fr
a0 AR Correspondence, memoranda, reports Destroy when 5 years old or
! and other records relating to the when superseded or obsolete,
availability of training and whichever is sooner. J Fy

employee participation in training
programs sponsored by other govern-
- ) ment agencies or non-government 4 ‘
institutions, « this (1% e mus?t be schedilecd 8
Wole: Recorlserpies of trgmmmzige <achded G Fobhep musr Be SefemEiee
. F 77, -7, = " "
.s’ubmfs.c.fn‘ ef ﬁ QHFSQINROURECCTT =

“Reference fife of pamphlets, ‘Desiroy.when_superseded-or
/notices, catalogs and other obsolete.

records which provide information

on courses or programs offered by

overnment or non-government . . . Qen v ,
. grgamzatlon%_ 2"?8 werircecrd oued maf bo :/‘;/‘;.-y.;/ wh e sepersedvs
o bl [ Ges, ’
j).fﬁ, d’u-k/l' ;'H(Z'u.:/f; o Th e CLS

SUPERSEDED
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August 27, 1984
FPMR 101-11.4 - .

GSA Bulletin FPMR B-124,Supp. 3
GENERAL RECORDS SCHEDULE 1

ITEM
NO. DESCRIPTION QF RECORDS AUTHORIZED DISP OSITION

.
R g 30,31. 7A2 Grievance, Disciplinary and Adverse
Action Files, ;i .

742 &  Grievance, Appeals Files (5 CFR 771). Fs5ed

Records originating in the review F¥-Destroy 3 years after case is
=1 TAR 7AL of grievance and appeals raised closed. d

by agency employees, except EEQ

complaints. These case files

include statements of witnesses,

reports of interviews and hearings,

examiner's findings and recommendations,

& copy of the original decision,

related correspondence and exhibits,

and records relating to a

reconsideration request. <t

€1 TAB b. Adverse Action Files (5 CFR 752). «f FS¢&
Case files and rclated records r'}De's.trq,r 4 years after case i3
created in reviewing an adverse closed.,
action (disciplinary or non-
disciplinary removal, suspension,
leave without pay, reduction-in-
force) against an employee, The
file includes a copy of the proposed
adverse action with supporting
docogdsdfs; statements of witnesses;
employee’s reply; hearing notices,
reports and decisions; reversal
of action; and appeal records,
EXCRUDN G et gl reptinandy,, .t e, d -
\32. a8 Personal Injury Files. Fs
Fi? I dFsd .

gy Ta8 Forms, reports, correspondence and X»Dwtmy‘when‘ﬂ‘yem-old;
R

Fio TaR AL

related medical and investigatory (Suspended-per-GSA-FPM
records relating to on-the-job Bulletin-B-136,-March-21;
injuries, whether or not aEclaérEJng ~J98Y) o, ‘,//. P
compensation was made, EX ING R P
copies filed in the Gfﬁeiallﬂetsnnnel;fmpf'ﬂyn Hiegl.: ﬁzzw@ .
Folder and copies submitted to G YA " @GQQK&? :
the Department of Labor. N Sl g

SUPERSEDED ¥ & oy
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NARA Bulletin 86-2

April 28, 1986

. GENERAL RECORDS SCHEDULE 1
ITEM
NO. DESCRIPTION CF RECQRDS

3 %34, 7R Merit Promotion Case Files. 4 .d

Y]
-

b

FRec:ords relating to the promotion
of an individual that document
qualification standards, evaluation
methods, selection porcedures, and
evaluations of candidates,
EXCLUDING, any records that
duplicate informaction in the
promotion plan, in the Official
Personnel Folders, or in any other
personnel records.

1 TAR

3,‘?4’. WA Examining and Certification
Records. z v
C{ Txed & SL::;{E;-?.: Jw{/,u’,[c-'zc"l;g
1': ecords created under delegated
7 agreements—under the authority of 5
U.S.C. 1104 between the Office of
Personnel Management and agencies
allowing for the examination and
certification of applicants for
employment.
a‘P py:‘ne“:la"tfﬁ g!anA-m»:J% Q.‘
b_;l’. Correspondence J F5 4i
C%rrespondence concerning
applications, eligibles cer-
tification, and all other
examining and recruiting
operations including but not
limited to correspondence fram
the Congress, White House, and
general public; and corres-
pondence regarding acoommo-
dations for holding
examinations and shipment of
test materials. J

F3

=X TAR

\ <
F1 18 TAB

Test material stock control ol 7o/

rsbtock control records of
examination test material
including running inventory of
test material in stock.

76
Application Record Card (OPM
Form 5000A, or equivalent). “j

AUTHORIZED DISPOSITION

after orm avd 't 7r

r B Destroy,, 2 years ?JEE,‘—:F,,;S-?"-’/
personnel action er—after—the
actien—has—teen—audited-by-OPM,
whichever is sooner. 3,

/chrﬂ.. 3"J4 {(’.L,..r(\_/é/l ’ﬁ;)\x;mé -
r:} a;/q....‘/yu.‘,.q* . cl

e 5

I” Break annually.
after break. -

Destroy 1 year

ri
Destroy when test is superseded or
obsolete. g

F2
Break after examination. Destroy
no later than 90 days after break./

SUPERSEDED




SUPERSEDED

April 28, 1986 NARA Bulletin 86-2

GENERAL RECORDS SCHEDULE 1
™M
NO. DESCRIPTION OF RECORDS
Ft
Examination Announcement Case

Files.

AUTHORIZED DISPOSITION

= ; @
F3 Al & FS o
Fl.—
Destroy 5 years after termination
of related register.

Egrresmndence regarding
examination requirements,
original drafts of examination,
and announcement issued
{exclusive of correspondence,
and other records concerning
qualification standards, job
specifications and their
development) . ﬁj

FlTAB TAR

Fi
Break records on imndividuals with
terminated eligibility annually.
Destroy 5 years after break. d ¢

F

Rggistec of eligibles {(OPM Form
5001-C, or equivalent document
that records eligibility for an
individual for Federal jobs). .f

F3 148 9

Wwhen entire register is ter-
minated, destroy 5 years after
termination date. (Registers
established under case examining:
Destroy after audit by local OPM
area office or 90 days after final
action is taken on the certificate
whichever is sooner.) o/

Fb

a9

Letters to applicants denying
transfer of eligibility (OPM
Form 4896, or equivalent),

” Break annually. Destroy 1 year
after break. o/

F 7
h 9. ancelled and ineligible " Ineligible applications may be
F3 1A0 applications. The application, returned to the applicant with the
supplemental forms, and notice of ineligibility, unless
attachments. & otherwise directed by the local
OPM area office. Destroy in-
eligible applications not returned
and cancelled applications 90 days
after date of action or when
register is terminated, whichever
is sooner. oJ
3 AR ',,K. Test Answer Sheets «f FSad
’ PO Fr
Written test answer sheets for Destroy when 6 months old., f
F1 748 TAL both eligibles and ineligi-

bles. Filed by date of
processing. (Jf

SUPERSEDED




SUPERSEDED

April 28, 1986

l ITEM

NO. DESCRIPTION OF RBECORDS

Fi
-3 7, j~T. Lost or Exposed Test Material
F3 e Case Files. & F§ o

Frltrbcords showing the circum-
stances of loss, nature of the
recovery action and corrective
action required. &

Fl 7A8 TA2

F3 7ag KA+ Eligible applications. Fsd

£ 1A% 748 (1} On active register.

s TAR T4 (2) On inactive register. g
Fs TAG

Fé

Request for prior approval of
personnel actions take' by
agencies on such matters as
pramotion, transfer,
reinstatement, change in
status, etc., submitted by SF
59, OPM 648, or equivalent
forms. é

=\
e

. - TF‘.E’ /i X/.

£ T/\B' jn. 1. Certificate Files. _| g5
SF 39, SF 39A, and all papers
upon which the certification
was based: detailed rating
schedule, record of selective
and quality ranking factors
used, list of eligibles
screened for the vacancies,
rating assigned, availability
statements, and other
documentation material
designated by the examiner of
retention. It is recommended
that both the file copy and the
audited report copy of the
certificate be kept in this
file. Files should be arranged
to permit reoconstruction or
validation of actions taken in
the event of appeal or legal
action.

g1 TRE b

NARA Bulletin 86-2

GENERAL RECORDS SCHEDULE 1

DISPOSITION

=1
“Break files annually. Destroy 5
years after break. ./

rllil’estrca},f upon termination of the
register (except applications that
may be brought forward to new
register, if any). &

F1D’estrcq,r 1-12 months after
eligibles are placed on inactive
register, depending on space
availability and difficulty of
replacing the application for
restoration. J

*Break annually. Destroy 1 year
after break. 4

FLr
Break annually. Destroy 5 years
after break. J

SUPERSEDED
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April 28, 1986 NARA Bulletin 86-2

GENERAL RECORDS SCHEDULE 1

ITEM
NGO, DESCRIPTION OF RECORDS DISPOSITION
54 TP . i
a n m. Certification request control r Break annually. Destroy 1 year
F3 TAE index. o after break. <!
F3 18 o- e F'I:;'itsplacw.-d Employee Program '”Destroy upon expiration of
' (DEP) application and employee's DEP eligibility., &l
registration sheet. J
Fh >
F3 IAB Y-o. DEP control cards, if "Break annually. Destroy 2 years
maintained. J after break.
. rG ] fi
1 1aB qvp Reports of audits of delegated Destroy 3 years after date of the
Fi la examining operations. report. pu
j" Ochlaa:t—wa«B 3”“’]""/\"1 M&i t
Sﬂﬁrw F{’u'd 'ﬁJ Fs (‘d + § ylare vg( .
— {LM Fpes}‘roy when ?/ ’
Fi A8 Kepests ard Lrgs (oncbacdins

SHA Forime 169, jol, 122, an
ioﬂ or oo #?Mwnédq{;)

;T °
nmuvizuﬂt ,up:;%;;lﬂ/q

. }4 CJ‘;R ;4;(0 Lom

o 2004 1o d
P%m poocpidionet
ot 1 ch.,ww—{

,tr\a}wu»’tﬂ’ Wuwa/"'

Euft/

SUPERSEDED
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SUPERSEDED Octoher 1952

TER
. R M a1 JusT €47 % GENERAL RECORDS SCHEDULE 2 </ &/

JusT *

Payrolling and Pay Administration Records

{}’f‘i’ayroﬂjng and pay administration records pertain to disbursements to civilian employees

of the Government for personal ser vices. This schedule applies t0 the pay records that
are common to all agencies, but it excludes (a) retirement records (Form 2806 or
equivalent) that are maintained during employee duty and then transferred to the Office
of Personnel Management; (b) files maintained in agency space for audit by the General
Accounting Office under sectim H7(b) of the Budget and Accounting Procedures Act of
1950; {¢) records relating to tax withholding, savings bonds, or fidelity bonds, or other
records held by the appropriate units of the Treasury Department responsible for the
related Government-wide programs; and (d) Office of Management and Budget files
reflecting agency personnel needs and problems. Any records created prior to January l,
1921, must be offered to the National Archives and Recordsvﬁspwee before applying these
dlsPOSItlcn instr uctions. minaicima

Papers mquued by the Comptroller General o be mamtamed t‘or sne audit er—to—be

segments of accoumable offlcer s accounts In no event may dlSpOSBl be mat.'-e of records
pertaining to accounts, claims or demands involving the Government of the United States
which have not been settled or adjusted by the General Accounting Office unless the
agency concerned has written approvel of the Comptroller General, as required by 82
Stat. 1301 (44 U.S.C. 3309). Most Federal civilian pay accounts are prepared and
maintained in accordance with Title 6 =Pay, Leave, and Allowances and incarporated in
the GA Q Manual for Guidance of Federal agencies.

In the payrolling, progess different types of records are accumulated. In many cases the
records will be h=hadhine form, as the payrolling process has been almost
universally converted to electronic data processing throughout the Federal government.
Under Title 6 of the GAQO Manual these records are normally site-audiled on a sample
basis by GAO representatives who examine primarily the earnings record card, payroll
change slips that are prepared to document changes in normal pay, certification sheets
containihg the signatures of the certifying officer, checklists prepared in lieu of the more
formal payrolls by Department of the Treasury or local disbursing personnel, source
personnel documents such as basic time and attendance reports, and copies of personnel
action forms documenting changes in pay. In addition, pay registers and other accounting
devices are maintained to check and balance the accounts.

All payroll systems require the maintenance of a leave card, to which infarmation is
posted from more detailed records kept by time and attendance clerks located throughout
an agency. Two basic forms or variations of them are used by most agencies: (a) Standard
Form 137, which shows leave taken by an employee over a two-year period; and (b)
Standard Form 130, which is a combiration time and attendance and leave record
designated to be maintained in agencies in which the time-keeping function is
decentralized. One Standard Form 1l30 is maintained for each employee each pay period,
and the current leave status figure is accumulated from pay period to pay period.

Other records incidental © the payrolling process are withholding tax and savings bond
records, reports made to Treasury Department units and the Office of Personnel
Management on income tax and retirement transactions, and other records not pertaining
to individuals, but rather to the general administration of the payrolling office and the
payrolling function.

SUPERSEDED



SUPERSEDED

GENERAL RECORDS SCHEDULE 2

DESCRIPTION OF RECORDS

Individual Accounts Files.

Individual earning and service

cards, such as i 1 Form 1127
\N:
or equivalent. m‘ﬂﬁ‘m-.t {

- - T Pt 2 g

Payroll Correspondence Files.

(General correspondence files main-
tained by payroll units pertaining
to payroll preparation and processing.

Time and Attendance Reports Files.
b nadard Oplreral
a. Ferm-such-as-Optional Form 130 or

equivalent.

(1)  Payroll preparation and
processing copies.

(2) Al other copies.

b. Flexitime Attendance Records.

Supplemental time and attendance
records, such as sign-in/sign-out
sheets and work reports, used

for time accounting under
Flexitime systems.

Individual Authorized Allotments
Files.

a. U.S. Savings Bond Authorization.

AUTHORIZED DISPCSITION

Transfer to the National Personnel
Records Center (NRPC), St.

Louis, Missouri. (a) If filed

in official personnel folder {OPF)
or in individual pay folder adjacent
to the OPF, destroy with the

OPF. (See GRS, Item 1.) (b}

If not in or filed adjacent to

the OPF. destroy 56 years

after the date of the last entry

on the card.

Destroy when 2 years old.

Destroy after GAO audit or
when 3 years old, whichever
is sooner.

Destroy 6 months after the end of
the pay period.

Destroy after GAO audit or
when 3 years old, whichever
is sooner.

Standard Form 1192 or equivalent. and
authorization for individual allotment
to the Combined Federal Campaigns.

SUPERSEDED



December 22, 1982 | SUPERSEGQEthm FPMR B-124

GENERAL RECORDS SCHEDULE 2

ITEM :
. NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
(1) If record is maintained Destroy when superseded or
on earning record card. after separation of employee. If

employee transfers within an
agency or between agencies,
’ these authorizations must also be
transferred. See Treasury Fiscal
. . Requirements Manual, para. r,ﬁq,.‘l ‘ny
. ‘ 6030.10 for instructions releting- |
40 savings bonds authorizations,
and FPM Chapter 550, Subchapter .
3, Part 8, for instructions relating refﬂr“/“ﬁ
to CFC authorizations.
. J’apérsa/r:(
{2}  If record is not maintained Destroy 3 years after,
elsewhere. or 3 years after separation of
employee. See {1) above for
transfer instructions.

b. All other authorizations, including
unjon dues and savings.

{1}  If record is maintained on Destroy when superseded or
earning record card. after transfer or separation
. of employee.
(2) If record is not maintained Destroy 3 years after muperssssion supersesled
elsewhere. or 3 years after tranafer or

separation of employee.

5. Bond Registration Files.
Issuing agent’s copies of bond Destroy when 2 years old.
registration stubs.
6. Bond Receipt and Transmittal Files.
Receipts for and transmittals of Destroy 3 months after date
U.S. Savings Bonds and checks. of receipt.
1. Bond Purchase Files.
‘Jorume.nf'f
Forms and reports with related papers Destroy when 3 years old.
pertaining to deposits and purchases
of bonds.
8. Leave Application Files.

Application for Leave, SF 7], or

equivalent, and supporting papers L(Ot‘t'!}f en¥s
. relating to requests for and approval
of taking leave.

SUPERSEDED
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GSA Bulletin FPMR B-124

ITEM
NO.

December 22, 1982

GENERAL RECORDS SCHEDULE 2

DESCRIPTION OF RECORDS

10.

Iz.

a. If &F timecard has been
initialed by he employee.

b. If % timecard has not been
initialed by b‘e employee.

w0 r
Leave record cards such as @F, 1137
or equijvalent maintained separately
from pay and earnings records, and

0",9? 1130 when used as a leave record.

~a. Pay or fiscal copies.

b. Other copies.

Leave Data Files.

Records of leave data, such as SF 1150,
prepared except as noted in the Federal
Personne! Manual, 293-A-3.

a. Original copy of SF 1150.

b. Agency copy.

Notification of Personnel Action Files.

Copies of SF 50 or equivalent, not
filed in the Official Personne)
Folder.

a. Pay or fiscal copy.

b. All other copies.

Budget Authorization Reference Files.

Copies of budget authorizations in
operating payroll units used to
control personnel ceilings and
personne] actions.

AUTHORIZED DISPOSITION

Destroy at l‘e end of l*: applicable
pay period.

Destroy after GAQ audit or

when 3 years old, whichever
is sooner.

Destroy when 3 years old.

Destroy 3 months after the
end of the period covered.

File on right side of official
personnel folder. See GRS,
item L.

Destroy when 3 years old.

Destroy when related pay records
are audited by GAO or when
3 years old, whichever is soconer.

See GRS |, item 4.

Destroy when superseded.

SUPERSEDED




SUPERSEDED

GENERAL RECORDS SCHEDULE 2

ITEM
NO. DESCRIPTION OF RECORDS
13. Payroll Files.

Memorandum copies of payrolls, check

lists. and related certification

sheets, such as SF 1013 A, SF 1128A,
or equivalents.

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

b. Al other copies.

(1}  If earning record card is
maintained.
(2) 1If earning record card is
not maintained.
14. Payroll Control Files.
Payroll control registers.
15. Payroll Change Files.

Payroll change slips. exclusive of

those of the OPF. such as SF 1126.

a. Copy used in GAQ audit.

b. Disbursing officer copy used
in preparing checks.

c. All other copies.

16. Fiscal Schedules Files.

Memorandum copies of fiscal schedules

used in the payroll process.

a. Copy used in GAO audit.

AUTHORIZED DISPOSITION

Destroy when Federal Records
Center receives second sub-
sequent payroll or checklist
covering the same payroll unit.

Destroy after GAO audit or
when 3 years old, whichever
is sooner.

Transfer to NPRC. St. Louis,
Missouri, wben 3 years old.
Destroy when 10 years old.

Destroy after GAO audit or
when 3 years old, whichever
is sooner.

Destroy when related pay records
are audited by GAO or when
3 years old, whichever is sooner.

Destroy after preparation of
check.

Destroy | month after the end
of the pay period.

Destroy after GAO audit or when
3 yvears old. whichever
is sooner.

SUPERSEDED
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GENERAL RECORDS SCHEDULE 2
ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
b. All other copies. Destroy 1 month after the end of
the pay period.
17. Administrative Payroll Report Files.
Reports, statistics, with supporting
and related records pertaining to
payroll operations and pay
administration.
a. Reports and data used for Destroy when 2 years old.
workload and personnel
management purposes.
b. All other reports and data. Destroy when 3 years old.
18. Tax Files.
a. Withholding tax exemption Destroy 4 years after form
certificates, such as IRS is superseded or obsolete.
Form W-4, and similar state
tax exemption forms.
iqhhetd
b.  Returns on income taxes such Destroy when 4 years old.
as IRS Form W-2. )
c. Reports of withheld Federal taxes., Destroy when 4 years old.
such as IRS Form W-3, with related
papers. including reports
relating to income and social
security taxes.
19T -Income-FaxRetum-Fites. -See-Htem-18b-of-this-schedule.
20T TaxReport-Files.— See-Hem18c-o0f this schedule.
9. 21- Retirement Files.

a. Reports and registers.

Reports, registers or other Destroy when 3 years old.
control documents, and other records

relating to retirement. such as SF

2807 or equivalent.

b. Assistance files.
Correspondence. memoranda, annuity Destroy when ] year old.

estimates, and other records used
to assist retiring employees or

SUPERSEDED
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SUPERSEDED

GENERAL RECORDS SCHEDULE 2

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

survivors claim insurance or
retirement benefits.

Insurance Deduction Files.

Reports and related papers including Destroy when 3 years old.
copies of vouchers and schedules of

payments pertaining t0 insurance

deductions.

Levy and Garnishment Files.

Official Notice of Levy or Garnish- Destroy when 3 years old.
ment {IRS Form 668A or equivalent).

change slip. workpapers, correspondence.

release and other forms. and other

records relating to charge against

retirement funds or attachment of salary

for payment of back income taxes or other

debts of Federal employees.

Wage Survey Files.

h:c.‘gr(‘.'hd’
Wage survey reports and data, werhing Destroy after completion of
TS -
‘ﬁ&pers and releted corregpondence second succeeding wage survey.

pertaining to area wages paid for each
employee class; background papers
establishing need, authorization,
direction, and analysis of wage surveys;
development and implementation of wage
schedules; and request for and
authorization of specific rates

{excluding authorized wage schedules

and wage survey recapitulation sheets).

SUPERSEDED
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SUPERSEDED October 1982

GENE RAL RECORDS SCHEDULE 3

. Procurement, Supply and Grant Records

Agency procurement and supply records document the acquisition of goods and non:
personal services, controlling the volume of stock on hand, reporting procurement needs,
and related supply matters which are part of daily procurement operations, The basic
procurement files reflect a considerable range of procedure, from simple, small purchases
to complicated prime contractor and subcontractor operations.

Any recog gégreat?dﬂprmr to, 1805 must first be offered to the National Archives and
Records “88vae" tor , pbésible_permanent—retention before applying the disposal
instructions. Fréquently copies of procurement pepers become integral perts of the other
files in the agency, such as project files of various types or general subject files
pertaining to program operations; such copies are not covered by this schedule because
they cannot be considered and evaluated separately from the files of which they are a
pert.

The General Accounting Office no longer requires agencies 1o maintain a seperate file of
contracts for site audit. The agency contract files maintained in the contracting officer's
office are accessible to GA O auditors and have generally been used by them in the past.

In no event may disposal be made of records pertaining to accounts, elaims or demands
involving the Government of the United States which have not yet been scltled or
adjusted by the General Accounting Office without written approval of the Comptroller
General, as required by 4 U.S.C. 3309,

various regulations of the Comptroller General and the Administrator of General Services.
The physical arrangement of the transection files themselves differs in the various
agencies, however, In all agencies the official contract files, for example, contain a
minimum core of specified documents, but there are also other documents that vary in
accordance with what the individual agency deems 1o be best for its own operating

purposes.

. Records documenting procurement and supply in the agencies are largely standardjzed by

The key procurement file is the transaction case file containing the formal contract or
informal purchase order or lesse instruments and all related papers. The documents
Nowing into the trensaction file differ in detail, but they include, in addition to the
purchase document, specifications, bids, schedules of delivery, initiating requisition,
invoices, and correspondence., Other copies of these documents, made for expediting and
other administrative purposes, are scaltered throughout the inspection, shipping,
expediting, and other units of the agency procure ment organization.

Other files related to the procurement and supply function include reports used for supply
meanagement purposes by the agency creating lhe records as well as the stafl agency
involved with Government-wide programs. They also include local requisition and stock
inventory files and other minor supply papers.

Of a specialized character in the procurement field are the title papers documenting the
acquisition of real property (by purchase, condemnation, donation, exchange, or

otherwise). These papers are required by the Government as long as the property remains
in Government hands or if il has been sold or released conditionally or with recapture

SUPERSEDED
L



SUPERSEDED

GENERAL RECORDS SCHEDULE 3

clauses. When properties are disposed of by Qgquitclaim deeds. this fact should be
confirmed prior to the disposal of title papers, since the title evidence might be needed by
the Government to defend the title in the event the properties were disposed of by deeds
containing general or special warranties.

[t should also be ascertained that the title evidence relates only to the properties which
were sold by the Government. In many instances, lands acquired by the Government are
disposed of in different size parcels, and if the Government retains the title to any
portion the title evidence should be retained.

This schedule does not apply to Interior Department records relating to the public domain
or to the title opinjon files of the Department of Justice.

fome CF tHhe commmen
This schedule -has—been—revised—t6 includef the—most-froquentiy~found agency records
relating to grant programs. Since many Federal agencies conduct grant programs which
document projects contracted between the agency and an outside party. these records are
included as an adjunct to procurement and supply records.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Unique Pr&mu;e ment Files.

SF 15, Request for.

elow) documenting the™initiati Records\Disposition Authority.
development of transacti .

viate from established
precedems with respect to
general ageércy procurement
programs, other than those
covered by Item 13.

/ Z. Real Property Files.

Title papers documenting the acquisition
of real property (by purchase, condemnation,
donation. exchange, or otherwise), £7cce /4G

fcoyds, relalrivg i}
2 >,F5a~pe-s-£er property acquired prior Submit-SF-B5;-Request-for
to January 1, 1921. Recerds-Disposition-Autharity..

Kocaonds relalong 7
. b. | Rapess-for prop‘g}g,&gquired Dispose I years after
y O

A gk e [d P
since J-e!;-;:tm—-yg ther unconditional sale or release by
than abstract or certificate the Government of conditions,
of title. restrictions, mortgages or other
liens.
*’j:. Abstract or certificate of title. Transfer to purchaser after

unconditional sale or release
by the Government of conditions,

restrictions, mortgages. or other
liens.
{¢ }-c[afr'u.? fe P’ f:‘;y qr:/w‘,-e;/ /ur;'cf- o quruary ly 192/, anre

N ,1‘_-: Reecore / ' ‘
- i Hoe GRS amel st pe $r4r/a//"f/ 55/ SUO 1§57/ e ~Fay

no-f‘ (‘p],t-'t&'! l‘y

sens wurr] SUPERSEDED
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GENERAL RECORDS SCHEDULE 3

ITEM
NO. DESCRIPTION OF RECORDS

437 General Correspondence Files.

Correspondence files of operating
procurement units concerning internal
operation and administration matters
not covered elsewhere in this schedule.

AL Routine Procurement Files.

Contract, requisition. purchase order,
lease, and bond and surety records,
including correspondence and related
papers pertaining to award. adminis-
tration, receipt, ingpection and pay=-
ment (other than those covered in
Items 1, 2, 13. and 15).

a. Procurement or purchase organization
copy, and related papers.

(1} Transactions of more than
. ﬂ? £,¢0° $107000 and all construction
contracts exceeding $2.000.
* 25 0as
(2) Transactions of $10+000 or

less and construction con-=
tracts under $2,000.

b. Obligation copy.

¢, Other copies of records de-
scribed above used by component
elements of a procurement office
for administrative purposes.

Supply Management Fileas.

Files of reports on supply requirements
and procurement matters submitted for
supply management purposes (other than
those incorporated in case files or other

A Aude fubn oo £ Fouloin

FAceannirreent Fors £ _CLJQ:_A‘—"?\ (=

G‘-/i L}.’MJ <

f; :-'Lfc,macwtatcrn&;‘?zfet focen Serel
mLMAx: < amai ‘

pp.{‘).

AUTHORIZED DISPOSITION

Destroy when 2 years old.

Destroy 6 years and 3 months
after final payment.

Destroy 3 years after final
payment. {ClosefHeat-the-a
of the fiscal year, retain 3
years and destroy, exc
that files on which-actions
are pending s be brought
e next fiscal

Destroy when funds are obligated.

Destroy upon termination or
completion.

{ K:)‘ij‘“] W_LJM f..}.aw "“6&[_

F/ucthZfa,q_&p,

Lanets. oy vot fon Franstonte
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SUPERSEDED

GENERAL RECORDS SCHEDULE 3

ITEM

NO.

DESCRIPTION OF RECORDS

files of a general nature}, exclusive of

Department of Defense Reports reflecting

procurement under exemptions authorized

under Section 201(a) of the Federal Property

and Administrative Services Act of 1949
(40 U.S.C., 48)).

a. Copies received from other units
for internal purposes or for
transmission to staff agencies.

b. Copies in other reglortmg units,
and related work papere. doconenk,

. Solicited and Unsolicited Bids

and Proposals Files.

a. Successful bids and proposals.

b. Solicited and unsolicited
successful bids and proposals.

a) —
&ﬁ When filed separately from
contract case files.

3
When filed with contract
case files.

c. Cancelled $olicitations/l<‘iles.

(1) Formal solicitations of offers
to provide products or services
{e.g., Invitations for Bids,
Requests for Proposals,
Requests for Quotations) which
were cancelled prior to award
of a contract. The files include
presolicitation documentation
on the requirement, any offers
which were opened prior to the
cancellation. documentation on
any government actian up to
the time of cancellation, and
evidence of the cancellation.

(2) Unopened }ﬁids.

(I) MU-’{/':E‘V\:'I ow ‘f;—‘“ F(fu‘{n_,
cLafr*w xﬁ' (4§ crr«-

‘i
| Rkl
(? WML l-b:".'rn,‘*‘ ] ‘?] .

> quw“"

N JELER RSED

AUTHORIZED DISPOSITION

Destroy when 2 years old.

Destroy when | year old.

Destroy with related contract
case files (see item 4 of this
schedule).

Destroy when related contract
is completed.

Destroy with related contract

case files {see item 4 of this
schedule).

Destroy 5 years after date of
cancellation.

Return to bidder

/Ozwt f("J((u- /{'l c“:tf’/auf,,
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ITEM
NO.

SUPERSEDED

GENERAL RECORDS SCHEDULE 3

DESCRIPTION OF RECORDS

7. A.

g 4.

d. Lists or /éa.rd P‘iles of A/cceptable
;ﬁidders.

Public Printer Files.

Records relating to requisitions on
the Printer, and all supporting papers.

a. Printing procurement unit copy of
requisition, invoice, specifica-

tions, and related papers.

b. Accounting copy of requisition.

Nonpersonal Requisition File.

Requisitions for nonpersonal ser-
vices. such as duplicating, laundry,
binding, and other services (excluding
records associated with accountable
officers’ accounts {Schedule 6))}.

Inventory Requisition File.

Requisitions for supplies and equipment
for current inventory.

a. Stockroom copy.

b.  All other copies.

Inventory Files.

a. Inventory lists.

b. Inventory cards.

AUTHORIZED DISPOSITION

Destroy when superseded or
obsolete.

Destroy 3 years after completion
or canceliation of requisition.

Destroy 3 years after period
covered by related account.

Destroy when ] year old.

Destroy 2 years after completion
or cancellation of requisition.

Destroy when 6 months old.

Destroy 2 years from date of
list.

Destroy 2 years after
discontinuance of item or 2 years
after stock balance is transferred
to new card or recorded under a
new classification, or 2 years
after equipment is removed from
agency control.

SUPERSEDED
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GENERAL RECORDS SCHEDULE 3 .
ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
c- Report of survey files and other Destroy 2 years after date of
papers used as evidence for ad- survey action or date of posting
justment of inventory records, medium.
not otherwise covered in the GRS.
7. Telephone Records.
Telephone statements and toll slips. Destroy 3 years after period
covered by related account.
L
‘li Contractors' Payroll Files.
Contractors' payrolls {constructian Destroy 3 years after date of
contracts) submitted in accordance completion of contract unless
with Labor Department regulations, contract performance is subject
with related certifications, anti- of enforcement action on such
kickback affidavits, and other related date.
papers.
e .
18. Tax Exemption Files.
Tax exemption certificates and Destroy 3 years after period
related papers. covered by related account.

v UFSJGCC‘
,13 —~—Grant Application Files.
A

Applications. mresroramda, correspondence,

a }t{nsuccessful (rejected or with= Destroy 3 years after rejection
drawn) applications. or withdrawal.
E f, =Accepted-sppheations— Dispose-of-with-related grant
case-file-{see-item-15.0f this
schedule).

. . ey
Spote st asbien, whid inced acceptel apphesbine oy vy o
‘ (f"(‘()ﬂlfi‘f‘,’ cevnef be J'l‘-'ftf"{b‘/t'/ th fhe G KS. 1€ Ypes A L Gan «
“ar s or applications, contracts, Sullrjit"s 115,.Request, for
rdject reports, §t y certifi . Reéords Dispositisd Authority.
s corrgspondence,

o ins / monitohing of grants; allocation of funds,

7 d project budgets. .
af"‘[“'[ and proj g Jf: )‘./\e‘ ; . )f’/q-! yg;?;q/ S ne
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GENERAL RECORDS SCHEDULE 3

ITEM
NO. DESCRIPTION OF RECORDS

y!‘. Grant Control Fil

Indexedwregisters. logs or o
records relatipg to control of
assigning numbetrs.or identifying

projects. applications and grants.

m _A “".rfl!.:; f"‘\? ;'r‘UC.-
A Grant, Correspondence-and-Subject Files.

'a.\Cg;::spondence and/or subj
filedincluding memorangd, studies,

reports, {0 . and otlfer records
relating to the I€ establishment
of the grant gram, 1 i
and basic procedures, and the
management and evaluation of
grants.

&. ,Correspondence and/or subject files
relating to routine operations
and daily activities in adminis-
tration of the grant program.

/N!cgf Hefe here

Final Product Files.

Published repyrts. books, studies,
audiovisual materials, or a;ny/other
final grant prodhct aﬂi,re‘lated
records in textual or ' machine-readable
form.

ﬁ/{- BT
. Contract A als Case Files. W‘ ) . Aty
ppeals iles :.wt'('“ ;)wff'uﬁ

Contract appeals case files, consisting

of notices of appeal and
acknowledgements thereof;
correspondence between parties; copies of
contracts, plans, specifications, exhibits,
change orders, and amendments;
transcripts of hearings; documents
received from parties concerned; final
decisions; and all other related papers.

a.

j‘l&ﬂc—’l((S OV{{_:!‘:_C(IJJEL

P Coplomdes 30,797 T

AUTHORIZED DISPOSITION

jeconels ere ool pacon Jo CAatee 419 79,

Destroy when ¢ years old.

{ et 3

Records-Dispositjon Authority.-

Submit SFEEL'\R\B{"i/m

bestroy [0 years-after-final

action-or.decision.

,O EA::E:,"LJ
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I7.

SUPERSEDED

GENERAL RECORDS SCHEDULE 3

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Contractor's Statement of Contingent
or Other Fees,

Standard Form 119, Contractor’s Destroy when superseded,
Statement of Contingent or Other Fees, obsolete, or no longer

or statement in lieu of the form, needed, whichever is
filed separately from the contract sooner.

case file and maintained for
enforcement or report purposes.

/,'L'Ha-fu and /)—M}!a(t’/‘m‘:ﬁ/f‘;;{_@_{

etmsse UL 25 ety whom 7 7o
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SUPERSEDED October 1982

GENERAL RECORDS SCHE DULE 4

Property Disposal Records

These records pertain to the sales by agencies of real and personal property surplus to the
needs of the Government. The act creating the General Services Administration
transferred to the new agency the functions of the former War Assets Administration
relating to property disposition. This schedule is not applicable to transactian or policy
files created by the General Services Administration and predecessor agencies, to records
in the Department of the Interior relating to the public domain, and to records relating to
overseas property under Department of State control. Any surplus property transaction
files dated pncr to the establishment of the former Procurement Division of the

s caree
e Department of 'Treasury in 1933 must be offered to the National Archives and Records

 Serviee for pos&l-b}e—pemment—retmmvbefa'e applying these disposition instruetions.

/’dﬁ”’ Hl5h“‘ *r‘m arf(‘(f(."ﬂ

In no event may dispcsal be made of records pertaining to accounts, claims, or demands
invelving the Government of the United States which have not been settled or adjusted by
the General Accounting Office without written approval of the Comptroller General, as
required by 44 U.,S.C. 3309.

Three forms are prescribed for use by an agency selling surplus personal property under
GSA regulations:

a. Standerd Form 14, Sale of Government Property, Invitation, and Bid,
and Acceptance. Related papers that are maintained by the agencies, usually in case
fashion, consist of correspondence, bids, and other notices of sale, invoices, and sales

slips.

b. Standard Forms 120, Report of Excess Personal Property, and 121, Quarterly
Report of Utilization and Dispesal of Excess and Surplus Personal Property. Agenecies use
SF 120 to report excess personal property to the regional General Services Administration
offices, which initiate screq{um%ii(éqgn The quarterly reports are submitted to the
Office of Persoral Pro Service, General Services
A dministration, which consohdates the data. Yofercr ot Federol &w b avof

[TEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPCSITION

Surplus Property Precedential Case

Subn:nt SF 115, Request far
écords Dlsposltlm Authority.

and development o
deviate from establish

disposal or to major disposal

programs,

2. Property Disposal CaseFiles.
Case files on dispél of surplus Submit 5, Request for
real and related personal property. Records Dis tion Authority.

SUPERSEDED



SUPERSEDED

GENERAL RECORDS SCHEDULE 4

e @

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
F——Excess Real Property Reports. Submit-5F-115,-Request-for-Records
=Bisposition-Authority—
/4. Property Disposal Correspondence Files.
Correspondence files maintained by Destroy when 2 years old.

units responsible for property
disposal, pertaining to their operation
and administration, and not otherwise
provided for.

2, 8. Excess Personal Property Reports. Destroy when 3 years old.

3 8. Surplus Property Case Files. ;s

Case files on sales of surplus personal
property, comprising invitations, bids,
acceptances, lists of materials, evidence
of sales, and related correspondence
{other than those covered in items |

and 2}, o . -
a. Tramsactions after-July p;s,c"' Destroy 6 years after final payment.
Z5,—I-9’H~ of more than 310;660; - ctive-file-on-final

s before July —payment- -to-Federal
2671973, of mor 500, Records-Center-2-years-ther ;)

b. TransactionW‘ly ' Destroy 3 years after final payment.
25v1974, of or less; -
amd-traiTsactions-before-July i B
261974 of $2.500 or less. {lea.cnawhich
i i i Abe-bro_u_gll_t
fllﬂs io:-dmposal-thenew_lth )
L}‘}( Real Property Files.
Records necessary or convenient for Transfer to new custodian upon
the use of real property sold, donated, completion of sale. trade, or
or traded to nun-Federal ownership, donation proceedings, or acceptance
including, if pertinent as of purchase money mortgage.
determined by the releasing agency, {Also see GRS 22, Design and
site maps and surveys, plot plans, Construction Drawings and
architect's sketches, working diagrams, Related Records.)

preliminary drawings, blueprints.

master tracings, utility outlet plans,
equipment location plans, specifications,
construction progress photographs, in-
spection reports, building and equipment

SUPERSEDED
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. GENERAL RECORDS SCHEDULE 4

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

management and maintenance records,
allowance lists as well as duplicate
copies of title papers. provided {a) that
the records can be segregated without
harm to other documents of enduring
value, {b) that no responsibility attaches
to the Government because of disagreement
between the transferred documents

and the physical condition of the property
at the time of conveyance, and (c) that

if the property is released for historical
use or purpose the user agrees to retain
them and return them to the Federal
Government immediately upon the dis-
continuance of its use for historical
purposes,
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October 1982

GENLEL RAL RECORDS SCHEDULE 5

Budget Preparation, Presentation, and Apportionment Records

Budget and apportionment records include the various files accumulated in an agency in
the course of formulating its budget for submission to the Office of Management and
Budget (OMB) and to the Caongress; in defending its requests for funds before both bodies;
end after enactment of an appropriation bill, in ensuring that the funds are used insuch a
way as to suffice for the appropriate period of time. The funds are made available to the
agency by OMB, uswlly in quarterly portians, and the agencies must indicate and justify
regularly to OMB their proposed rate of expenditure. After the funds have been made
available to lhe agency, its own controls over the funds are inits expenditure accounting
recards {Schedule 7), and detailed information relative to expenditures is contained in the
accountable officers' account (Schedule 6).

This schedule applies to records of budget preparation, presentation and apportionment in
all agencies, except that it does not apply to records of the OMB and the Treasury
Department reflecting the Government-wide budget responsibilities of those agencies.
Records created prior to January 1, 1921, must be offered to the National Archives and
Records Serviee before applying the disposition irstructians.
Adyencs b b e

Agency budget records are normally created at all levels of agency organization. They
show proposals from all operating levels as well as the bureau-wide and agency-wide
coordinaling work done by lormally organized budget offices. Therefore the records
consist of detailed work papers and budgetary statements developed by single operating
units, the more significant budget statements and related papers representing
consolidated submissions prepared at the bureau or equivalent level and forwarded to the
agency budget officer, and the records at the highest level pertaining to the budget
submissian for the entire agency.

The nature of the budget presentation itself is standardized by OMB which prescribes
format and procedures for all Federal agencies. However, the internal reports and papers
which support the budget and are used inits preparation vary from ageney to agency. The
budget submission, a record copy of which is usually designated by the agency, is a
duplicate of the set of papers submitted to OMB, These include summary statements of
appropriations and expenditures, statements of contract authorizations, and statements of
receipts as well as narrative summary statements which highlight the principal features of
the agency requests and immediately related supporting documents. The narralive
presents the policies and the programs of the agency which the budgetary requests are 10
support. In addition to the summaries, the submission includes schedules of obligations
and statements pertaining to each type of appropriation and fund under which the
individual agency operates. Finally, OMB requires additional supporting data pertaining to
objects of expenditure, particular agency programs, and figures based on the cost of
various type of service operations, such as personnel and payrolling activities.

SUPERSEDED
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GENERAL RECORDS SCHEDULE 5
ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Budget Policy Files.

Correspondence or subject files in Submit SF 115, Request for
ally organized budget offices Records Disposition Authority.

tration, an flecting policy
decisions affecting expenditures
for agency progra

ifications Files.

e

and Submit SF 115, Request for
Records Disposition Authority.

2. Budget Estimates and Ju

a. Copies of budget estim}t
justifications preparad or
consolidated in formally organized
budget offic “4t the bureau (or
equivalent}or higher organizational
level. -Included are appropriation
lapguage sheets, narrative
statements, and related schedules

and data.
b. Working papers and background See Item™d of this schedule.
materials.
! 3. Budget Correspondence Files.
Correspondence files in formally Destroy when 2 years old.

organized budget offices pertaining to

routine administration, internal

procedures, and other matters not & , ‘/
. covered elsewhere in this schedule, EXCeubod dv-e maidained in Sorimelly erganizs

‘I/'-II ,t adw-mﬁ'!‘f refa *”*? Fer 47(;::2( —Jw ey “‘:F‘i:r‘":;
Q.d. "Budget Background Records. budge b ofhe &2
Worki , .mﬁostﬂs‘tFate' ents, and Destroy 1 year after the close
rough data:a'iccilmﬁlated"fh the prepara= of the fiscal year covered by
tion of annual budget estimates, the budget.

including duplicates of papers-des=
(3 in-item-2; and originating
offices' copies of reports submitted
to budget offices. r/ - 4
ol
. . - { elafe aa[",‘vr’r’!a 1
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GENERAL RECORDS SCHEDULE 5

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1. g. Budget Reports Files.
Periodic reports on the status of
appropriation accounts and apportion-
ment.
a. Annual report {end of fiscal year). Destroy when 5 years old.
b. All other reports. Destroy 3 years after the end
of the fiscal year.
#p. Budget Apportionment Files.
Apportionment and reapportionment Destroy 2 years after the close
schedules, proposing quarterly cbliga- of the fiscal year.

tions under each authorized
appropriation.
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December 22, 1984 October 1982

GENERAL RECORDS SCHEDULE 6

Accountable O flficers' Accounts Records

This general schedule covers accountable officers' returns and related records, including
records under the cognizance of the General Accounting Office (GAO). This schedule
does not apply to the copies of schedules and related papers held by the Chief Disbursing
Officer of the Treasury. Any records ereated prior to January 1, 1921, must be offered to
the National Archives and Records Sfe‘r-viee ‘befone applying these disposition instructions.
*= v LYy el Oy

Accountable officers’ accounts include record copies of all records concerned with the
accounting for, availability, and status of public funds. There are several types of
"accountable officers,” such as: {(a) the collecting officer, who receives monies owed 1o
the Federal Government and ensures that it is credited to the proper account; (b} the
disbursing officer who is responsible for providing documentation o GAO since he
accomplishes the actual payment of public monies to proper Federal creditors and (¢) the
certif ying officer, whose signature on a summary attests to the authenticity of vouchers
listed on the schedule.

Disbursements far most civilian Government agencies are made by the Chief Disbursing
Officer of the Treasury, who heads the Divison of Disbursement of the Bureau of
Government Fimancial Operations within the Treasury Department. Since July 1949,
disbursements have been made for most agencies on the basis of certified schedules, with
the detailed vouchers transferred 10 GA O from the agency or held in agency space if site
audit was involved. This procedure was extended and confirmed by GAO General
Regulations No. 15, issued January 29, 1952, which promulgated a standard farm voucher
and schedule of payments (Standard Forms 166 and 1167) for use by all agencies effective
July 1, 1952, and farmally elimirated the transfer of vouchers of the Chief Disbursing
Officer.

This schedule has been revised to include records held for on-site audit by GAO, as
described in [tem la below. Under on-site audit, vouchers, contracts, schedules,
statements of transactians and accountability and other related supporting documents are
retained in agency space for GAO auditors, Section 5 of the Post Office Department
Fimancial Control Act of 1950 and Sectian U7(b) of the Budget and Accounting Procedures
Act of 1950 {(whenever the ComptroBer General determines that auait shall be conducted
at the site) require agencies to retain these records, which are under GAO cognizance.
GA O has given general authority to the agencies, if the records are no longer required for
scministrative purposes, to transfer all audited records and any unaudited records more
than one full fiscal year old to Federal Records Centers. However, to transfer unaudited
accountable officers' accounts less than one year old, permissicn must be obtaiped from

the Directar, Office of Administrative Services, GAO. Because the records hereto{ore. yrev e
transferred to GAO are retained in the agency, some agencies have eliminated the ~

creation of memorandum copies as described in Item Ib of this schedule.

Records relsting to the availability, collectian, and custody of funds include (1) the
appropriation warrants, (2) other documents which deposit funds into the Treasury, and (3)
documents which provide accountable officers with status reports on funds in their
custody, such as the proofs of depositary account and statements of funds to their credit.
Agency copies of these deposit and status documents are so intimately related to the
accounts of these officers that they are included in this schedule. The copies received by
the Fiscal Service of the Treaswy Department are not covered by this schedule and are
provided for in separate schedules. :

SUPERSEDED
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GENERAL RECORDS SCHEDULE 6 .

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

l. Accountaple Officers' Files.

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

auditors, consisting of statements of
transactions, statements of account-
anility, collection schedules,

collection vouchers, disbursement
schedules, disbursement vouchers,

and all other schedules and vouchers

or documents used as schedules or
vouchers, exclusive of freight records
and payroll records. 1If an agency is
operating under an integrated accounting
system approved oy GAQ, certain required
documents supporting vouchers and/or
schedules are included in the site audit
records. These records document only
the pasic financial transaction, money
received and money paid out or deposited
in the course of operation of the agency.
All copies except the certified payment
or collection copy, usually the original
or ribbon copy, and all additional or
supporting documentation not involved
in an integrated system are covered by
succeeding items in this schedule.

Site audit records include, but are not
limited to, the Standard Forms and
Optional Forms listed pelow.

Also included are equivalent agency forms
which document the pasic financial
transaction as descrioed aoove.

SF 215, Deposit Ticket |
SF 224, Statement of Transactions
SF 1034, Public Voucher for Purchases
and Services Other Than Personal
SF 1036, Statement of Certificate and Award
SF 1047, Public Youcher for Refunds
SF 1069, Voucher for Allowance
at Foreign Posts of Duty
SF 1080, Voucher for Transfer Between
Appropriations and/or Funds

2

SUPERSEDED



February 27, 1985

ITEM
NO.

SUPERSEDED

FPMR 101-11.4

GSA Bulletin FPMR B-124 Supp. 4

GENERAL RECORDS SCHEDULE 6

DESCRIPTION OF RECORDS

SF 1081, Voucher and Schedule of
Wwithdrawals and Credits

SF 1096, Schedule of Voucher Deductions

SF 1097, Voucher and Schedule to Effect
Correction of Errors

SF 1098, Schedule of Cancelled Checks

SF 1113, Public Voucher for Transportation
Charges

OF lll4, Bill of Collection

OF l114A, Official Receipt

OF 1114B, Collection Voucher

SF 1129, Reimbursement Voucher

SF 1143, Advertising Order

SF 1145, Voucher for Payment Under
Federal Tort Claims Act

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

SF 1156, Public Voucher for Fees and Mileage

SF 1166, Voucher and Schedule of Payments

SF 1185, Schedule of Undeliverable Checks
for Credit to Government Agencies

SF 1218, Statement of Accountability
(Foreign Service Account)

SF 1219, Statement of Accountability

SF 1220, Statement of Transactions
According to Appropriation,
Funds and Receipt Accounts

SF 1221, Starement of Transactions
According to Appropriation,
Funds, and Receipt Accounts
(Foreign Service Account)

(1)  Accounts and supporting
documents pertaining to
American Indians.

{(2) A]l other records described
under l.a. above.

b. Memorandum or extra copies of
accountable officers' returns
including starements of trans-
actions and accountability, all
supporting vouchers, schedules,

AUTHORIZED DISPOSITION

Disposition not authorized.

Destroy 6 years and 3 months
after period covered by account.

Pestroy 3 years atter-the-period
.of-the-accourt. .
0 Cm':z-l-(‘x} w—{u’.n {‘-Jfa,\, O"(p{
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ITEM
NO.

2.

February 27, 1985

GENERAL RECORDS SCHEDULE 6

DESCRIPTION OF RECORDS
L{oru-he.\h
and related papess not covered
elsewhere in this schedule, and
excluding freight records covered
by Schedule 9 and payroll records
covered by Schedule 2.

GAQ Exceptions Files.

General Accounting Office notices of
exceptions, such as Standard Form 1100,
formal or informal, and related
correspondence,

Certificates Settlement Files.

Copies of certificates and settlement
of accounts of accountable officers,
statements of differences, and
related records.

a. Certificates covering closed
account settlements, supplemental
settlements, and final balance
settlements.

b. Certificates covering period
settlements.

General Fund Files.

Records relating to availability,
collection, custody and deposit of funds
including appropriation warrants and

AUTHORIZED DISPOSITION

Destroy | year after exception
has been reported as cleared
by GAO.

Destroy 2 years after date of
settlement.

Destroy when subsequent
certificate of settlement
is received.

Destroy when 3 years old.

certificates of deposit, other than those
records covered by Item | of this schedule.

Accounting Administrative Files.

Correspondence, reports and data relating
to voucher preparation, administrative
audit, and other accounting and disbursing
operations.

a. Files used for workload and Destroy when 2 years old.
personnel management purposes.

SUPERSEDED
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ITEM
NO.

FPMR 101-11.4
GSA Bulletin FPMR B-124 Supp. 4

GENERAL RECORDS SCHEDULE 6

DESCRIPTION OF RECORDS

8.
9.
)
2
/6.

b. All other files.

Federal Personnel Surety Bond Files.

a. Official copies of the bond and
attached powers of attorney.

(1} Bonds purchased before
January I, 1956,

{2) Bonds purchased after
December 31, 1955.

b. Other bond files, including other
copies of bonds and related papers.

Ydecumen

Gasoline Sales Tickets.

Hard copies of sales tickets filed
in support of paid vouchers for
credit card purchases of gasoline.

Telephone Toll Tickets.

Originals and copies of toll tickets
filed in support of telephone toll
call payments.

Telegrams.

Originals and copies of telegrams
filed in support of telegraph
bills.

,‘;!cfwt«_.;u.béaj;we C/a-c/nw /EA-f(w
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AUTHORIZED DISPOSITION

Destroy when 3 years old.

Destroy 15 years after bond
becomes inactive.

Destroy 15 years after the end
of t&® bond premium period.

Destroy when bond becomes
inactive or after the end of
the bond premium period.

Destroy after GAO audit or
when 3 years old, whichever is
sooner.

Destroy after GAO audit or
when 3 vears old, whichever is
sooner.

Destroy after GAO audit or
when 3 years old, whichever is
sooner.
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GENE RAL RECORDS SCHEDULE 7

Expenditure Accounting Records

Expenditure accounting records are the ledgers and related documents maintained by all
Federal agencies to show in summary fashion how their funds, eppropriated and non-
appropriated, are spent after allotment by the Office of Management end Budget (OMB),
and the sources and mature of any receipts. The key records are the general ledger
accounts, which constitute, as a unit, the heart of the agency accounting sy\em. These
ledgers summarize the firancial status and {imncial transacticans of the agency, showing
the current status of funds available for expenditure, the amounts due and collected for
the account of the Government, accumulated expenditures and liabilities, and the values
of stock, equipment, and other property in agency custody. They are contras that serve
not anly as central fiscal records, but also a primary source of data for top management
concerned with agency solveney, expenditures, and program costs.

The general ledgers are subdivided into arbitrarily created account titles, which are based
on programs, projects, costs, and funds. Supporting them are a group of subsidiary ledgers
and “pafess further detailing the information in the general ledgers or serving as posting
media to the ledgers themselves. To the extent that they reflect appropriation

.expenditures, the general ledgers are supported by allotment ledgers, which at all times

show the current unobligated balance of funds allotted for specific agency purposes and
thereby provide a safeguard agaimst over expenditure by operating officials. The
allotment ledgers are general contrals over expenditures, and they in turn summarize and
are supported by more detailed controls that normally take the form of project or job
orders which authorize exact and specific expenditure.

The sources of deta that are posted to the ledger files are somewhat diverse, but they fall
into two general groups:

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

b. Jourmal wouchers and similar internal controi dcuments created to
authorize and convey entries to the general ledger.

As the centralized fiscal record, the general ledgers ultimately summarize stores, plant
and cost accounting data, which are treated in a separate schedule, but these are only
several aspects of the total ledger accounts. Consequently, the ledgers are the source of
the date included in the basic apportionment reports to the OMB and the. Treasury
Department, and over-all reports of agency fiseal condition which may be required by the
General A ccounting Officer (Schedules 6 and 8). The adequacy for audit purposes of the
general ledger accounts is normally considered by General Accounting Cffice auditors to
be indicative of the suitability of the agency's entire accounting system and the reliability
of its firancial data,

This schedule does not apply to such records maintained on a Government-wide basis by
the Treasury Department and the OMB, or to those formerly maintained by the General
Accounting Office. Any records created prior to January 1, 1921, must be offered to the
National Archives and Recordstsmﬁbifore applying these disposition instructions,

- ) . A:/JH-'H'-: nfien
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In no event may disposal be made of records pertaining to accounts, claims, or demands
involving the Government of the United States which have not been settled or adjusted by
the General Accounting Office without written approval of the Comptroller General, as
required by Section 9 of the Records Disposal Act of July 7, 1943, as amended (44 U.S.C.

372).

ITEM
NO.

April 12, 1984

GENERAL RECORDS SCHEDULE 7

DESCRIPTION OF RECORDS

Expenditures Accounting General
Correspondence and Subject Files.

Correspondence or subject files main=

tained by operating units responsible for

expenditures accounting, pertaining to
their internal operations and
administration.

General Accounting Ledgers.

General accounts ledgers, showing
debit and credit entries, and re=
flecting expenditures in summary.

Appropriation Allotment Files.

Allotmeni records showing status of
obligations and allotments under each
authorized appropriations

Ezpenditure Acccounting Posting and
Control Files.

Records used as posting and control
media, subsidiary to the general and
allotment ledgers, and not covered
elsewhere in this schedule.

a. Original records.

b. Copies.

2

AUTHORIZED DISPOSITION

Destroy when 2 years old.

Destroy 6 years and 3 months
after the close of the fiscal
year involved.

Destroy 6 years and 3 months
after the close of the fiscal
year involved.

Destroy when 3 years old.

Destroy when 2 years old.

SUPERSEDED
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GENERAL RECORDS SCHEDULE 8

Stores, Plant, and Cost Accounting Records

Specialized stores, plant, and cost accounting records are maintained by most agencies,
particularly those with extensive plant and stock inventories. These records, which
esentially reflect Lhe net monetary worth of an ageney and its assets, are periodically
reconciled with the supply data reflected in stock inventory records, but are not
procurement papers. Any records created prior to January 1, 1921, must be offered to the
National Archives and RecordsW ’beffgre applying these disposition instructions.
Menidtratiewn

a. Stores Accounting. These records are maintained to provide personal
accountability for the receipt and custody of materials and to provide information as to
the manetary worth of such materials Custody is established by accomplished copies of
material movement documents, and stores accounting information data are normally
reviewed &nd consolidated by means of records and returns submitted to agency
headquarters, where the information is used for procurement planning, budgetl, and other
management purposes. These records do not include papers reflecting the physical
movements of material to and from storage points, although they may be involved in
posting. Summery data on plant value are also available in pertinent ledger accounts,

b. Plant Accounting. These records consist primarily of cards recording the
principal characteristics of each item of physical plant and equipment, including real
property. They constitute primarily a type of inventory control, hut in addition are &
principal source of data on the capital investment in physical plant {as distinguished from
maintenance or operating costs) and other items not normally represented in a store or
stock inventory system, Summary data on plant value are also available in pertinent
general ledger accounts.

e. Cost Accounting. These records are designed to accumulate and show data
on the costs of agency operation, the direct and indirect costs of production,
administration, and the perfarmance of program functions of the agency. The data, which
are normally accumulated by means of cost reports and statistics accumulated by
operaling personnel, are ultimately posted to the accounts in the agency general ledgers
concerned with operating and program costs. Material costs information is collected by
posting requisitions {or material or procurement documents to intermediate records, and
labor costs information is obtained by charging time expended on individual jobs and
projects assigned control numbers for cost control purposes. Cost data are utilized in
evaluating economy of agency cperation and in preparing budget estimates.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Plant Accoupting Files. \ :
t accomtcan\adKMdgers per- mit SF 15, Request for \
taining\Q structures. Records Dbmiﬁmrity.

)& Plant, Cost and Stores General
Correspondence Files.

Correspondence files of units respon= Destroy when 3 years old.
sible for plant, cost, and stores
accounting operatians.

SUPERSEDED



ITEM
NO.

SUPERSEDED

GENERAL RECORDS SCHEDULE 8

DESCRIPTION OF RECORDS

A
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Stores Invoice Files.

Invoices or equivalent papers used
for stores accounting purposes.

Stores Accounting Files.

Stores accounting returns and reports.

Stores Accounting Work Papers.

Work papers used in accumulating
stores accounting data.

Plant Accounting Files.

Plant account cards and ledgers,
other than those, in-

Cost Accounting Reports.

a. Copies in units receiving reports.

b. Copies in reporting units. and
related work papers.

Cost Report Data Files.

Ledgers, forms, and machine-records
used to accumulate data for use
in cost reports.
a. Ledgers and forms.
b. Machine-records
(1} Detail cards.

{2) Summary cards.

(3) Tabulations.

Pv"i"’ﬂt'pn‘nll fo -Sfr"l.)(ll)r‘(‘",

AUTHORIZED DISPOSITION

Destroy when 3 years old.

Destroy when 3 years old.

Destroy when 2 years old.

Destroy 3 years after item is

withdrawn from plant account.

Destroy when 3 years old.

Destroy when 3 years old.

Destroy when 3 years old.

Destroy when 6 months old.
Destroy when 6 months old.

Destroy when 1 year old.
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GENE RAL RECORDS SCHE DULE 9

Travel and Transportation Records

rela bonc
This schedule covers records -pe-rt-a-rm}rg to the movement of goods and persons under
Governmeni orders. The recor@j-eeenp?mg invnhtd:i—n‘:thggﬁmmen%s-eenkemundj bills of
lading, transportation requests, vouchers, and; &sséeiated records, ineluding those
prescribed by Titde 5 of the General Accounting Office Policy and Procedures Manual.
Copies of some records used to support payments become part of the accountable officers’
accounts, ol are accounting posting media. Their disposition may be covered by General
Records Schedule 6, Item L General Records Schedule 7, Item 4; or Iteny"l afd=g- of this

schedule.

a. Movement of goods. The key record is the bill of ladi‘:}gzlvqrt:(w};jch there are
copies for consignors, consignees, and the carriers themselves. T he, pepess related to and
normally filed with the bill of leding Haelf ere varied and often voluminous. These may
consist of shortage and demurrage reports, invoices, and other deseriptive data which
document the transaction. Included are records relating to the shipment of household
effects, authorized by law and regulations for military personnel and for civilian
employees of the Government. Agencies shipping certain valuables under the Government
Loses ipcSarli‘gmgm Act, which insures against loss, retain copies of schedules of material
shipped,}| relating to claims which may ensue, and other pertinent documents.

b. Movement of persons. The movement of persons is documented essentially
by copies of travel orders, authorizing travel and sutsequent payment, and standard form
vouchers showing payment for official travel. The primary copies of the travel orders are
the administrative copy maintained by the transportation unit controlling the issuance of
travel orders, and copies used for encumbrance of funds.

ITEM
NO.

I.. Freight Files.

Records relating to freight consisting of
“.export certificates, transit certifieates,
demurrage card record books, shipping
docufn ents pertinent to freight
sification, memorandum copies of
1 of commerical bills of lading,

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

X household goods.

a. Issuingoffice memoran
other than those identifi
b. All other copies.

c. Registers and control records
other than those identified in 1d.

Destroy 3 years after the period
of the account.

Destroy when 1 year old.

Destroy when 3 years old.

SUPERSEDED

G



SUPERSEDED

GENERAL RECORDS SCHEDULE 9

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

“~d.._Records, including registers and Destroy 6 years after the period
control récords,.an_jnternational of the account.

shipments of household goods move \
by freight forwarders.

2. Lost or Damaged Shipments Files.

Schedules of valuables shipped, Destroy when 3 years old.
correspondence. memoranda, reports.

and other records relating to the

administration of the Government

Losses in Shipment Act.

~3, Passenger Transportation Files

Memorandum copies of vouchers (SF
A), memorandum copies of
transportation requests (SF 1169),
travel horizations, transportation
request registers, and all supporting
papers. AO camfén

a. Issuing office memor Destroy when 3 years old.
b. Obligation.copy.

¢. _Unused ticket redemption forms, n no longer needed
" such as SF 1170, for administrative use.

2 /4 Passenger Reimbursement Files.
~

Records relating to reimbursing

o tndividuals, such as travel orders, per
diem vouchers, transportation requests,
hotel reservations, and all supporting
popers documentfng:é[ficm travel by
officers, employees, dependents, or others
authorized by law to travel.

a. Travel administrative office files. Destroy when 3 years old.

b. Obligation copies. Destroy when funds are obligated.
y/E/ General Travel and Transportation Files.

a. Correspondence, forms, and Destroy when 2 years old.

related records pertaining to
agency travel and transpor-

SUPERSEDED

Destroy when funds are obligated.
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GENERAL RECORDS SCHEDULE 9

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

tation functions, not covered
elsewhere in this schedule.

b. Accountability records. Destroy 1 year after all entries
are cleared.

SUPERSEDED



REQUEST FOR RECORDS DISPOSITION AUTHORITY

LEAVE BLANK

i JOB NO.
{See Instructions on reverse) M1—~CRS-87-18
TO! GENERAL SERVICES ADMINISTRATION DATE RECEIVED
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 6-23-87

1. F ROM (Agency or astablishmenti)
National Archives and Records Administration

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 U.SC. 3303a

2. MAJOR SUBDIVISION

fice of Records Administration
3. MINOR SUBDIVISION

ecords Appraisal and Disposition Division

the disposal request, including amendrments, is approved
except for jtems (hat may b marked "‘disposition not
aporoved.. or “withdrawn™ in column 10, |f no records
are proposed for gisposal, the signature of the Archivist is
netrequired.

4, WAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT.

Ronald L. Heise 724-1493

DATE ARCHIVIST OF THE UNITED STATES

q-;-&v(/

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authqrized 1o act for this agency in matters pertaining to the disposal of the agency’s records;
that the records propased for disposal in this Request of 2 page{s) are not now needed for the business of this

agency or will not be needed after the reiention periods specified; and

that written concurrence from the QGeneral

Accounting Office, if required under the provisions of Title 8 of the GAQ Manual for Guidance of Federal Agencies, is

attached.

A. GAO concurrence: is attached; or D is unnecessary.

v

B DATE C. SIGNATURE OF AGENCY. REPRESENTATIVE S TPitector, Records Appraisal
6/2;/?7 / % and Disposition Division
7

ITE-M 8. DESCRIPT!ON OF ITEM
NO. (With Incluaive Dates or Retentign Periada)

9. GAS OR 10. ACTION
SUPERSEDED TAKEN

JOB {NARS USE
CITATION onLY)

GENERAL RECORDS SCHEDULE 9, TRAVEL AND
RECORDS

1. Freight and Passenger Transportation Files.

covering freight and
Including registers and other control

Cut off at end of fiscal year.

schedule.
Destroy when 3 years old.
Records covering payment for

interstate transportation and

. Original vouchers and supporting documents

transportation charges of settled fiscal accounts.

Eg. Records covering payment for services
furnished when the charges for any single bill
of lading or passenger transportation requesﬁ
is less than one hundred dollars ($100).
EXCLUDING those covered by Item 14 of thisg

passenger transportation charges fon

transportation by freight forwarders of
unaccompanied baggage or privately owned
vehicles shipped separate from household

TRANSPORTATION

passenger

documents.

freight and

international

Y Forms

115-108 S U PER—@E(B EI ’ STANDARO FORM 115 (REV. 8-81)

Prascriped by GSA
FPMR (4] CFR} 101-]1).4



pnpe—
JOB NO. PAGE

REQUEST FOR RECORDS DISPOSITION AUTHORITY = CONTINUATION

OF
8. GRS OR 10. ACTION

'TTE- " 8. DESCRIPTION OF ITEM SUPERSEDED | TAKEN
NO i (Wilh [nciusive Dates or Retention Periods) JOB {NARS USE
. CITATION ONLY}

goods; the charges for which are published 1in
tariffs lawfully on file with the Interstate
Commerce Commission {ICC) or based on tenders or
quotations, pursuant to section 22 of the
Interstate Commerce Act offering a reduction from
the published ICC tariffs. EXCLUDING those
cavered by Itemv4d(3E this schedule.
la (4
_ Destroy when 3 years old.
{3
g{ Records covering payment for all other freight
‘ and passenger transportation charges not
cavered by Items 1afland 1 hove. EXCLUDING
those covered by Itemjéd;of this schedule.

Destroy when 6 years old.

(4)
. Records covering payment for freight and
passenger transportation charges for services
for which 1) notice of overcharge has been or
is expected to be issued, or if a rail freight
overpayment is involved, 2) deduction orxl
collection action has been taken, 3) wvoucher

contains inbound transit shipment(s), 4)
parent voucher has print of paid supplemental
bill associliated, 5) voucher has become

involved in 1litigation, or 6) any other
condition that requires the voucher to be
retained beyond the 3 or - 6-year disposal
period, suchh as detection of an undercharge.

Destroy when 10 years old.
h. [ssving ofbce memorandom Coypl e of Governmend
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SUPERIEDED PR 10111

GENERAL RECORDS SCHE DULE 10

Motor Vehicle Mainlenance and Operation Records

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

| CFK to1- 3%

A ~ egulation—No—24 prescribes policies 3*,’1}4; rocedures.
Standard F orm 82, which is an annual motor vehicle report required by the,Federal Supply « WA
Servicq{ General Services Administration, is the only standardized record. Certain cost”
and inventory control forms have been developed, but they are not mandatory., This
schedule covers agency records pertaining to the daily use and operation of the vehicles.

In general, records pertaining to motor vehicles reflect a threefold responsibility: (a) the
accumulation of cost and operating.data,for internal'%ccounting and management purposes
and for reports submitted to the, Federal Suppply, Service! (Standard Form 82, Annual
Motor Vehicle Report); (b) the maintenance of the vehicles themselves; and (¢) protecting
the interest of the Government in accident claims against it. The records themselves
consist of chauffeur service logs and reports, vehicle repair and maintenance check-off
sheets, cost ledgers, and claims correspondence and [orms.

ITEM
NO. DESCRIPTION OF RECORDS A UTHORIZED DISP C8ITION

L Motor Yehicle Correspondence Files,

Correspondence in the operating unit Destroy when 2 years old.
responsible for maintenance and

operation of motor vehicles not

otherwise covered in this schedule.

2. Motor Vehiele Operating and Main-
tenance Files,

a. Operating records including those Destroy when 3 months old.
relating to gas and oil consump-
tion, dispatching, and scheduling.

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

3. Motor Vehiele Cost Files.

Motor vehicle ledger and work sheets Destroy 3 years after
providing cost and expense data. discontinuance of ledger or
date of work sheet.

Motor Vehié\?\Reporl Files,

troy 3 years aftenNdate of
re pord,

See atleel el paqge m ”@w Y~
SUPERSEDED



SUPERSEDED

GENERAL RECORDS SCHEDULE 10

ITEM

NO. DESCRIPTION OF RECORDS AUTHCORIZED DISPOSITION

5. Motor Vehicle Accidents Files.

\

Records relating to.motor vehicle Destroy 6 years after case is
accidents, maintainetd.by transporta- . closed.
tion offices.

6. Motor Vehicle Release Files.
Records relating to transfer, sale,_ Destroy 4 years after vehicle
donation or exchange of vehicles. leaves agency custody.

7. Motor Vehicle Operation Files.
Records relating to individual Destroy 3 years after separation
employee operations of Government- of employees or 3 years after
owned vehicles, including driver recision of authorization to
tests, authorization to use, safe operate Government-owned
driving awards, and related vehicle, whichever is sooner.
correspondence.

SUPERSEDED



ITEM
NQ.

GRS /0 ,//,y;?

SUPERSEDED

In File Under GRS®MOTORVEH

DESCRIEFTION QF RECORDS

Motor vVehicle Report Files.

Reports on motor vehicles (other
than accildent, operating, and
maintenance reports), including
SF B2, Agency Report of Motor

Vehicle Data, and SF 82-D, Agcncy

Report of Sedan Data.

Motor Vehicle Accident Files.

Records relating to motor
vehicle accidents, maintained
by transportation offices,
including SF 91, Operator's
Report of Moror Vehicle
Accident, SF 91A, Investigation
Report of Moror Vehicle
Accident, and SF 94, Statement
of Witness.

Motor Vehicle Release Files.

Records relating to transfer,
sale, donation, or exchange of
of vehicles, including SF 974,
Agency Record Copy of U.S.
Government Certificate of
Relcase of Motor Vehicle.

-

+e )orfvzbuc feqg e For )%fyu 7/

AUTHORIZED DISPOSITION

Destroy 3 years after date ot
report.

Destroy 6 years after casc 1s
closed.

Destroy 4 years after vehicle
leaves agency custody.

SUPERSEDED



SOPERSEDED gt

GENERAL RECORDS SCHEDULE 1l

Space and Maintenance Records

This schedule provides for the dispasal of all copies, wherever located in an agency, of
records relating to space and maintenance, except as indicated below. Records
documenting these functions pertain to the acquisition, allocation, utilization, and release
of space and include related correspondence and reports submitted to the General
Services Administration f{or equivalent agency with similar Government-wide
responsibilities) as directed by law and by regulation {68-Stat—257%-and GSA—Real-Property (d/ ¢~ ).
Management-Regulation-No.-3}; correspondence and forms relating to the compilation of re/ 1/
directory service listings; identification credentials and related accountable records;
requests for building and equipment services; and correspondence files reflecting the
activities of the unit responsible far handling space and related matters within the

agency.

This schedule does not cover (a) copies of these records that are an integral part of
accountable officers’ accounts (Schedule 6); (b) records of procurement and supply
(Schedule 3); (c¢) records which reflect Government-wide programs (such as the records
held by the Public Buildings Service of the General Services Administration). Any records
created priar to the establishment of the Public Buildings Administratian in 1839 must be
offered to the National Archives and Records Seeviee before applying these disposition

imstructions. Ad juncstea tior

ITEM

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPCSITION
L Space and Maintemance General

Correspondence Files,

Correspondence files of the unit Destroy when 2 years old.
responsible for space and maintenance

matters, pertaining to its own

adaministration and operation, and

related papers.

2. Agency Space Files.

Records relating to the allocation,
utilization, and release of space
under agency control, and related
reports 1o the General Services
Administration,

vt v$
a. Building plan ﬂlesﬂiand retated olher Destroy 2 years after termination
agenoy records utlhzed lrﬂépaée of assignment, or when lease
planning, assignment, and adjust ment, is cancelled, or when plans are

superseded or obsolete,
b. Correspondence with and reports

to staff agencies relating to
agency space holdings and require ments,

SUPERSEDED



SUPERSEDED

GENERAL RECORDS SCHEDULE 1]

ITEM
NO. DESCRIPTION OF RECORDS

(1)  Agency reports to the General
Services Administration regarding
space-ecedpied—in-"Metropuolitan

Washi n_and "Cutsidet}
Distri £ Columbia-zmd

related-papers. witoding SFE

Requf;f v Spare, a.n.:'{ r‘f—l‘ﬁ)‘h

(2) Copies in subordinate report-
ing units and related work
papers.

3, Directory Service Files.

Correspondence, forms. and other
records relating to the compilation
of directory service listings.

4. Credentials Files.

Identification of credentials and re-
lated papers.

a. Identificatian credentials including
cards, badges, parking per mits,
photographs, agency permits to
operate motor vehicles, and
property, dining room and visitors
passes, and other identification
credentials.

b. Receipts, indices. listings, and
accountable records.

5. Building and Equipment Service Files.

Requests for building and equipment
maintenance services, excluding fiscal
copies.

AUTHORIZED DISPOSITION

Destroy when 2 years old.

{ decume whs

Destroy when | year old.

Destroy 2 months after issuance
of listing.

Destroy credentials 3
months after return to
issuing office.

Destroy after all listed
credentials are accounted
for.

Destroy 3 months after work
performed or requisition
cancelled.

SUPERSEDED




FPMR 101-11.
SUPERSEDED October 1982
GENERAL RECORDS SCHE DULE 12

Communications Records

The principal records documenting communication functions include messenger service
data; telecommunications service control and operational records; summary of long
distance telephone reports; postal records, consisting of post office forms and supporting
papers; mail control records and supporting and related papers; agency copies of penalty
mail reports; and records relating to private delivery services (such as United Parcel
Service).

This schedule covers the records described below, wherever localed in an agency, but does

not cover records which reflect Government-wide programs, such as records held by the /ic. -7
U.S. Postal Service and the Autemated—Dete—and-Telecommunications —Service "of the ,.fcrmafron
General Services Administration, rather than administrative management functions, Any /Pescurces
records created prior to January ), 1921, must be off ered 10 the National Archives and/?« tagaxens
Records $ervice bef ore applying these disposition instructions.

Aelmiw’s h'q,h‘nﬁ

ITE M
NO, DESCRIP TION OF RECORDS AUTHORIZED DISPOSITION
L Messenger Service Files.
Daily logs, assignment records and Destroy when 2 months old.
instructions, dispatch records,
delivery receipts, route schedules,
and related records.
2. Communication Correspondence,

Reports, and Reference Files,

a. Correspondence and related records Destroy when 2 years old.
pertaining to internal administra-
tion and operation,

b. Telecommunications general files Destroy when 3 years old.
including plans, reports, and
other records pertaining to
equipm ent requests, telephone
service, and like matters,

¢, Telecommunicatians statistical Destroy when 1 year old.
reports including cost and volume
data.

d. Telecommunications reference
voucher files.

(1)  Reference copies of vouchers, Destroy when 1 fiscal year old.

bills, invoices, and related
records.

SUPERSEDED



ITEM
NO.

SUPERSEDED

GENERAL RECORDS SCHEDULE 12

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

{2) Records relating to installa= Destroy | year after audit or
tion, change, removal, and when 3 years old, whichever
servicing of equipment. is sooner.

e. Copies of agreements with back= Destroy 2 years after expiration
ground data and other records ar cancellation of agreement.

relating to agreements for
telecommunications services.

Telecommunications Operational Files,

a. Message registers, logs, per- Destroy when 6 months old.
formance reports, daily load
reports, and related and similar

records.

b. Copies of incoming and original Destroy wbhen 2 months old.
copies of outgoing messages,
including SF 14, Telegraphic

Message.

c.\.\\dachine copies (hard cc}pies)\, De}hqxafter\nﬁsn}ﬁiéx
diacgland tapes ofoutgoing '
messiges.

Jelephone Summaries

Summaries of long dist elephone
report used td~indicate authori
use of telephone gérwige as well as
to audit expense vouchers.

Records. ) L )

il r"““’l“‘&' e L g™y
Post Office,forms and supporting papers,
exclusive of records held by the United
States Postal Service.

e 0flece cmd Pruiate 11.L¢;,Qcm?qm-1 €
A

a. Records relating to incoming or ) Destroy when | year old.
outgoing registered mail pouche w] 1
registered, certified, insured,,and i,-,ﬂp*"’v Y
special delivery mail including
receipts and return receipts.

b. Application for registration Destroy when 1 year old.
and certificatés of declared value n"—*-Q
of-matter subject-to-postal-sur-—
charge.

¢, Report of loss, rifling, delayf®
wrong delivery, or other improper
treatment of mail.

SUPERSEDED

¢
] ga’l 'n‘!.,u(" Y
cle Destroy when ! year old.




_ ¢ SUPERSED

®

LEAVE BLANK

REQUEST FOR RECORDS DISPOSITION AUTHORITY BSNN1-GRS-87-1 (Revised)

{See Instructions on raverse}

TO: GENERAL SEAVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEIVED

NOTIFICATION TS AGENCY

At LSNP RrEH Y88 ¥nd Records Administration

N accordance with the oroasiors of 44 WS C. 33C3a

the Ciscosal ‘eauest, including amendrents, 1s aparoves

] _
ff!?g Sfoﬁésé%ds Adminlstratlon excent or iems trat Mmay 2@ Mmarweg “oisDontich NO:

do0roved” or “‘withdrawn® in cciumn 1§ H no receros
are proposec for disnosal, the signature of tne Archivist s

eecoT8%8* KBprAsal and Disposition Division ot reqr 80,
4, NAME OF PERSON wITH wHOM TQ CONFER 5. TELEPMONE EXT, |DATE ARCHIVIST OF THE UNITED STATES
immy Harrison %24-2749

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that I am authorized to aCt for this agency i@ maiters pertaining o tne 2iscosal of the agency’s racorcs,

that the records proposed for gisposal in this Request of ______ pagels)

are not now needed for the business of tnis

agency or will not be needed after the reention periods specified; and that written concurrence from the General
Accounting Office, if required unager theé provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is

attacheaq,

A. GAQ concurrence: t] is attached; or D is unnecessary.

8. DATE C.SIGNATURE OF AGENCY REPRESENTATIVE B TITLE .
irector., Records Appraisal and
Disposition Division
. 9. GRS OR 10£ACTION
ITEM 8. DESCRIPTION QF ITEM SUPERSEDED KEN
NO {With Inclusare Dotes or Retention Perods) JoB {NRAARS USE
: CITATION ONLY)

Summaries. "
1. 4. Telephone Use Records

specified period provided by a

Administration, the Defense
Compunications Agency, and a PBX
(Private Branch Exchange) on an
agency's premises used to verify
whether telephone calls are unof
or official.

AUTHORIZED DISROSITION

Destroy six months after receipt.

Revision of General Records Schedule (GRS) 12,

Communications Records item 4, "Telephone

a. Call detail reports maintained in hard
copy or electronic form. Lists of long
distance telephone calls made during a

telephone company, the General Services

ficial

115-108 STANDARD FORM 118 (REV. 5-43)
S D E D Prescribed oy GSA .
CORER rat CFRAY 101-1) 4




SUPERSEDED

b. Routine administrative records for
call detail programs including such
records as annotated call detail
reports, lists of unofficial and
unidentified long distance telephone
calls made from specific telephone
exchanges and notices to employees of
unofficial calls, EXCLUDING records
used for investigative, audit or
financial purposes.

JT SITI
Destroy when one year old or when

administrative use has ceased, whichever is
later.

A

[NOTE: Disposition standards for substantive
investigative and audit records are covered by
GRS 25, Inspector General Records, items 3 and
4 (Investigative Case Files and Audit Case
Files). Financial records are covered by GRS
6, Accountable Officers' Accounts, items 1 and
8 (Accountable Officers' Files and Telephone
Toll Tickets). This item does not apply to
records maintained in those files.]

SUPERSEDED



ITEM
NO.

6.

SUPERSEDED

GENERAL RECORDS SCHEDULE 12

DESCRIPTION OF RECORDS

Mail and Delivery Service Control Files.

b.

f.

Records of receipt and routing of
incoming and outgoing mail and
items handled by private delivery
companies such as United Parcel
Service, excluding both those
covered by item 5 and those used
as indexes to correspondence
files.

Statistical reports of postage
used on outgoing mail and fees
paid for private deliveries
{special delivery, foreign,
registered, certified. and
parcel post or packages over

4 pounds).

Requisition for stamps (exclusive
of copies used as supporting
documents to payment vouchers).

Statistical reports and data
relating to handling of mail and
volume of work performed.

Records relating to checks, cash,
stamps. money orders, or any other
valuables remitted to the agency
by mail.

Records of and receipts for mail
and packages received through the
Official Mail and Messenger Service.

General files including correspondence,
memoranda, directives, and guides
relating to the administration

of mail room operations.

Locator cards, directories,
indexes, and other records relating
to mail delivery to individuals.

Penalty Mail Report Files.

Official penalty mail reports and all
related papers.

AUTHORIZED DISPOSITION

Destroy when 1 year old.

Destroy when 6 months old.

Destroy when 6 months old.

Destroy when | year old.

Destroy when ] year old.

Destroy when 6 months old.

Destroy when ] year old or when
superseded or obsolete, whichever
is applicable.

Destroy 5 months after separation
or transfer of individual or when
obsolete, whichever is applicable.

Destroy when 6 years old.

SUPERSEDED



SUPERSEDED

GENERAL RECORDS SCHEDULE 12

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

ITEM
NO.
8. Postal Irregularities File.

Memoranda, correspondence, reports Destroy 3 years after completion
and other records relating to of investigation.

irregularities in the handling of

mail, such as loss or shortage of

postage stamps or money orders, or

loss or destruction of mail.

SUPERSEDED




SUPERSEDED

April 12, 1984 FPMR 101-11.4
GSA Bulletin FPMR B-124, Supp. 2

GENERAL RECORDS SCHEDULE 13

Printing, Binding, Duplication, and Distribution Records

This schedule provides for the eetention-or disposal of all copies, wherever located in the
agency, of records relating to printing, binding, duplicating, and distribution, except as
indicated,in-the-several-items. The principal records documenting these functions are (a)
records pertaining to requests for service, control, production, and distribution of
individual jobs or projects (this material normally consists of requisitions requesting
service and registers or similar media utilized to control the receipt of the requisitions,
and to record the production, distribution and cast analysis within the operating units);
and (b) correspondence and report files reflecting the activities of the unit responsible for
handling, printing, binding, duplication, and distribution matters within the agency. Any
records created prior to January l, 1921, must be offered to the National Archives and
Records Service before applying these disposition instructions.
ﬁ‘{m'"'“mh‘w ca) the veeed cupy of printed ynater .a(s

This schedule does not cover, {B) records retained by agencies for on-site audit by the
General Accounting Office, and agency memorandum copies which are part of the
accountable officers' accounts {Schedule 6}; and (B} records which reflect agency programs
(such as those of the Government Printing Office and the Bureau of Engraving and
Printing) rather than administrative management functions.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITICN
L Publicationa Files.

a. Record co Submit SF lrih equest™or

ity.

of\directives, see GRS 16
for ms, see GRS 16, Item
and for'apeeches and news releages,
see GRS Item 1, (This item do
not cover copies and related
material retai in originating
office.)}

b. Al ot:er\copies. h oy when su}e{seded
\ \)r no longer needed,

B /2/ Administrative Correspondence Files.

Correspondence files pertaining to the Destroy when 2 years old.
administration and operation of the

unit responsible for printing, binding,

duplication, and distribution matters,

and related papers. cloccur e sy,

SUPERSEDED



SUPERSEDED

GSA Bulletin FPMR B-124 December 22, 1982
GENERAL RECORDS SCHEDULE 13

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION .
r}./S/. ’ Project Files.
Job or project records containing aft fermatror
e lat ] Bapers-and-date pertalning to the
” planning and executian of printing, -
binding, duplication, and
distributian jobs.
a. Filen pertaining to the accomplish- Destroy | year after completion )
ment of the job, cantaining of job.
requisitions, bills, samples,
manuqicrtpt clearances, and related
%‘e:cluswe of (1} requisitions
on the Public Printer and related
records; and (2) records relating to
services obtalned cutside the agency.
b, Files pertaining to planning and Destroy when 3 years old.
> other technical matters.
' 4 Control Files.
Control registers pertaining to Destroy | year after close of
requisitions and work orders. fiscal year In which compiled or ]
year after fllling of register,
whichever is applicable.
X, 5. Mailing Lists.
a. Corregpondence, request forms, and Destroy after appropriate revision
other records relating to changes of mailing list or after 3 months,
in mailing lists. whichever is sooner,

b. Card lists. Destroy individual cards when
- cancelled or revised.

e r \@W‘: Y plates s sts cil-v{‘/

58 JCP Reparts Files.

Reports to Cangress and related
records.

a. Agency report to Joint Committee Destroy when 3 years old.
on Printing regarding operation
of Class A and B Plants and inven-
tories of printing, binding, and
related equipment in Class A and

B Plants or in storage. .
G 7/. o_mwe/\, ;/A_. }a‘_,[u&,:a_/é_ : )‘/Mf;, Jne copey /
”i%—b& jw:u(o/ < 2 7‘4(“%@ fo e
€ uC } C(" aol %@—gﬁ Z/ca/_é_,m
a_;&_ﬁn q,/ M[MW /4? weelo Lhe < < q_,zu/ /4_2/1.4_.{'..;

01« o SHFIS %[ﬁ%‘éﬁcf to AMARA, C_’,:,’t._‘ C- L Ll il Aoie Mﬁ)ﬁﬁfﬁ-

u,—/:.:..-v\ Yoo i al PO




ITEM
NO.

%

SUPERSEDED

GENERAL RECORDS SCHEDULE 13

DESCRIPTION OF RECORDS

b. Copies in subordinate reporting
units and related work papers.

Internal Management Files.

Recoards relating to internal manage-
ment and operation of the unit.

AUTHORIZED DISPOSITION

Destroy 1 year after date of
report.

Destroy when 2 years old.

SUPERSEDED



SUPERSEDED FPMR 101-11.4

October 1982

GENERAL RECORDS SCHE DULE 14

Informational Services Records

This schedule covers certain records Wajrﬂng to informational services performed by
Government agencies in their day to ‘day affairs and in their relations with the public;
including records created in administering Freedom of Information Act and Privacy Act
programs. Except as otherwise specified in individual iter.ness, it applies o copies of these
records wherever located in an agency. Item 4 ane-6 apply Only to files maintained in the
office responsible for the operation of the informational activities of the agency or
subdivision thereof. Items'l6 through®28 describe the files accumulated jn carrying out
the provisions of the Freedom of Information Act, and item# /25 through 36 describe the
files created in administering the provisions of the Privacy Aect.

These records consist of inquiries, replies, and related correspondence; and in the case of
FOIA and Privacy Act files, reports and appeal ease files; and administrative background
material for formal informatianal releases. Closely related records such as certain
records relating to budget presentation, and printing, duplicating, and distribution are
covered by other general records schedules, }Any records created prior to January ], 1921,
must be offered to the National Archives’ and Records,Serviee before applying these

dispositian imnstructians, e Admcncshe brery
7

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

. \:ublic Relations Files. /
w_ Speeches, addresses, and comments, Permanent. (1) Offer textual

Remarks made at formal ceremaonies records to NARS in 5 year blocks
during interviews by heads when 20 y_efars old {e.g., offer

of aﬁ'encies or their senior 1970-74,block in1995). (2)

assist concerning the programs Off er dudiovisual records to

of their agencies. The speeches NARS in accordance with GRS 21.

and addresses ay be presented
to executives f other Federal
agencies, representatives of
State and local governments,
or private groups, such as
college and university st ucknts,
business associations, and cul-
tural news media commentators,
The format selected may bé paper,
audio or video tape or motion
picture film.

b. Newsreleases. Oneé copy of each Permenent. (1) Offer textual
prepared statement or announcement records\to NARS in 5 year blocks
issued for distpibution to the when 20 § rs old (e.g., offer
news media. /News releases 1970-74 block in 1995). (2)
announce eyents such as the Offer audiovisl.n.l\records to
adoption of new agency programs, NARS in accordance\with GRS 21,

termination of old programs, major
shif ts i ’policy, and changes in

SUPERSEDED




SUPERSEDED

GENERAL RECORDS SCHEDULE 4

ITEM

NO. DESCRIPTION OF RECORDS
senior agency personnel and may

\be a textual record such as a
fgmd press release or non-
textual record, such as film and
. ™ .

video or.sound recordings.

Infor mation SubjecpPﬂg_s..

,of‘formallybsignated
el -
ional offices, not covere

d
here in this schedule. \

Requests far information and copies
of replies thereto. involving no
administrative actions, no policy
decisions, and no special compilations
or research and requests for and
transmittals of publications, photo-
graphs, and other infaormational
literature.

Informatian Requests Files.

Acknowledgement Files.

Acknowledgement and transmittals of
inquiries and requests that have
been referred elsewhere for reply.

Press Service Files.

Press service teletype news and
similar materials.

¢ 6.

Information Project Files.

Informational service project case
files maintained in formally designated
informational offices.
s1. Commendation/Complaint Correspondence
Files.

Anonymous letters, letters of commenda-
tion, complaint, criticism and

suggestion, and replies thereto,

excluding those on the basis of

which investigations were made or

AUTHORIZED DISPOSITION

Submit SF 115, Request for
Records Disposition Authority.

Destroy when 3 months old or
when no longer needed,
whichever is sooner.

Destroy 3 months after

acknowledgement and referral.

Destroy when 3 months old.

Destroy | year after close of
file or 1 year after completion
of project.

Destroy when 3 months old.

SUPERSEDED




ITEM
NO.

SUPERSEDED

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

b

administrative action taken and
those incorporated into individual
personnel records.

Indexes and Check Lists.

Bibliographies, check lists, and Destroy when superseded or

indexes of agency publications and obsolete.
releases, except those used as

indexes to the public relations

files described in Item 1.

T Fheeqh so K’frf,-yh/,
9~through-15.—Rescrved.

W /l{

Freedom of Information Act (FOIA)

Requests Files.

Files created in response to requests
for information under the Freedom of
Information Act consisting of the
original request, a copy of the reply
thereto, and all related supporting
files which may include official

file copy of requested record or

copy thereof.

a. Correspondence and supporting
documents (EXCLUDING the
official file copy of the
records requested if filed

herein).
{l}  Granting access to all the Destroy 2 years after date of
requested records. reply.

(2) Responding to requests for
nonexistent records; to
requestors who provide
inadequate descriptions;
and to those who fail to
pay agency reproduction

fees.

{a} Request not appealed. Destroy 2 years after date of
reply.

(h) Request appealed. Destroy as authorized under Item
17.

SUPERSEDED



SURRRRGR Revure

ITEM
NO. DESCRIPTION OF RECORDS

(3) Denying access to all or
part of the records
requested.

{a) Request not appealed.
(b) Request appealed.
b. Official file copy of requested

records.

7. . FOIA Appeals Files.

Files created in responding to

administrative appeals under the FOIA

for release of information denied by
the agency, consisting of the
appellant's letter, a copy of the
reply thereto, and related supporting
documents, which may include the
official file copy of records under
appeal or copy thereof.

a. Correspondence and supporting
documents (EXCLUDING the
file copy of the records under
appeal if filed herein).

b. Official file copy of records
under appeal.

13 38T FOIA Control Files.

Files maintained for control purposes

in responding to requests, including
registers and similar records listing
date, nature, and purpose of request
and name and address of requestor.

SUPERSEDED

AUTHORIZED DISPOSITION .

b
Destroyﬁ years alter date of
reply.

Destroy as authorized under Item
17.

Dispose of in accordance with
approved agency disposition
instruction for the related
records, or with the related FOIA
request, whichever is later,

b

Destroy/years after [inal
determination by agency or

3 years after final adjudication
by courts, whichever is later.

Dispose of in accordance with
approved agency dispositicn
instructions for the related
record, or with the related FOIA
requests, whichever is later.




SUPERSEDED

April 12, 1984 - ' FPMR 10i-11.4
: GSA #8ulletin FPMR B-124, Supp. 2

. ' GENERAL RECORDS SCHEDULE 14
ECE)'M DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
a. Registers or listing. Destroy %years after date of
last entry.
b. Other files. Destroy ;'years after final action

by the agency or after final
adjudication by courts,
whichever is later.

"/‘,19‘. FOIA Reports Files.

Recurring reports and one-time
information requirements relating
to the agency implementation of the

Freedom of Information Act, including— € V‘/D‘/”“f 4/ eracency /,pe/ (/
annual reports to the Congressy o7 /e ofejla rlpmental € 7
A& “Anqual reports at departmental Permanent, ARS
or ag level. with.related age records )
approved for pefmanent retention
in agency ¢ orQ control
schedyle“or when't5.years old,

ever i$ sooner.

® | -

b. _Other-reports. Destroy when 2 years old or
deparbuental- o, @no longer needed for
@
e

[ Mafe: The GRS dees nct CoVer, g | A _administrative use.
r‘t ports Jhe tonqgrees, These ""f’pfr)} J[et i e /.-“_,/
57 }0 FOIA Administrative Files. be by, 4 S Lo Aransfer do o s
. g 4
Records relaung to the general Destroy when 2 years old or
agency implementation of the FOIA, sooner if no longer needed for
including notices, memoranda, administrative use.
* routine correspondence, and related
records.
j¢ Throngh 20

-21-through-24. Reserved.

21 257 Privacy Act Requests Files.

Files created in response to requests
from individuals to gain access to
their records or to any information
in the records pertaining to them,
as provided for under 5 U.S.C.
552a(dXl). Files contain original
request, copy of reply thereto, and

all related supporting documents,
. which may include the official file

(77 ¥ SHAs 10 bayrneqas Ay sannpy

5

SUPERSEDED
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ITEM
NO.

SUPERSEDED

December 22, 1982

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS

copy of records requested or copy
thereof.

.4, Correspondence and supporting
documents (EXCLUDING the official

file copy of the recards requested
if filed herein).

(I} Granting access to all the
requested records.

{Z) Responding to requests for
nonexistent records; to
requestors who provide
inadequate descriptions;
and to those who fail to
pay agency reproduction
fees.

{a) Requests not appealed
(b) Requests appealed.

{3) Denying access to all or part
of the records requested.
{a) Requests not appealed.

(b) Requests appealed.

b. Official file copy of requested
records.

Privacy Act Amendment Cage Files.

Files relating to an indlvidual's
request to amend a record pertaining
to that individual as provided for
under 5 U.S.C. 552a(d)(2); to the
individual's request for a review

of an agency's refusal of the

AUTHORIZED DISPOSITION

Destroy 2 years after date of
reply.

Destroy 2 years after date of
reply.

Destroy as authorized under
Item 28., o

Destroy 5 years after date of
reply.

Destroy as authorized under
Item '2.6.//;_ 2-

Dispose of in accordance with
approved agency disposition
instructions for the related
records, or with the related
Privacy Act request. whichever is
later.

SUPERSEDED




ITEM
NO.

-2T

SUPERSEDED

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS

individual's request to amend a
record as provided for under
552a{d){3); and to any civil action
brought by the individual against
the refusing agency as provided
under 5 U.S.C. 552a(g).

a. Requests to amend agreed to by
agency. Includes individual's
requests to amend and/or review
refusal to amend, copies of
agency's replies thereto,
and related materials.

b. Requests to amend refused by
agency. Includes individual's
requests to amend and to review
refusal to amend, copies of
agency's replies thereto,
statement of disagreement,
agency justification for
refusal to amend a record,
and related materials.

c. Appealed requests to amend.
Includes all files created in
responding to appeals under the
Privacy Act for refusal by any
agency to amend a record.

Privacy Act Accounting of

. Disclosure Files.

Files maintained under the provisions
of 5 U.5.C. 552alc) for an accurate
accounting of the date, nature, and
purpose of each disclosure of a record
to any person or to another agency,
including forms for showing the
subject individual's name,

requestor’s name and address,
purpose and date of disclosure,

and proof of subject individual's
consent when applicable.

AUTHORIZED DISPOSITION

Dispose of in accordance with
the appraoved disposition
instructions for the related
subject individual’s record

or 4 years after agency's
agreement to amend, whichever
is later.

Dispose of in accordance with
the approved disposition
instructions for the related
subject individual's

record, 4 years after fipal
determination by agency,

or 3 years after final
adjudication by courts,
whichever is later.

Dispose of in accordance with
the approved disposition
instructions for related subject
individual's recard or 3 years
after final adjudication by
courts, whichever is later.

Dispose of in accordance with
the approved disposition
instructions for the related
subject individual's records,
or 5 years after the
disclosure for which the
accountability was made,
whichever is later.

SUPERS3EDED



SUPERSEDED

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS

ITEM
NO.
24. 28,
2529,
\\k.
‘u
.,\i‘
N
b
N
.t\l
S Jaeter
2730.

27 ffif‘c'"*‘}}" 34,

Privacy Act Control Files.

Files maintained for control purposes
in responding to requests. including
registers and similar records listing
date, nature of request, and name
and address of requestor.

a. Registers or listings.

b. Other files.

Privacy Act Reports Files.

Recurring reports and one-time infor=
mation requirement relating to agency
implementatioanmé annual
reports to the Congress of the United
States. the Office of Management and
Budget, and t]i-ne Report on New Systemsy
ﬂf‘- (‘,n‘u‘f]lﬂﬂ-n al or Q{‘Jehfy eye /.
a.—Ammual-reportsat departmental™
or-agency level,

Privacy Act General Administrative
Files.

Records relating to the general
agency implementation of the
Privacy Act, including notices,
memoranda, routine correspondence,
and related records.

f?es ¢ wv‘*’-rlf.

AUTHORIZED DISPOSITION

Destroy 5 years after date of last
entry.

Destroy 5 years after final action
by the agency or final
adjudication by courts, whichever
is later.

approved for
in agency rec
schedule
whiche

Destroy when 2 years old.

Destroy when 2 years old or
sooner if no longer needed for
administrative use.

SUPERSEDED




SUPERSEDED

TTEM
NO. DESCRIPTION OF RECORDS
31 Mandatory Review For

NDeclassificylion Reguost:s

Files,

Files created in rosponue
requests tor Information
the mandatory

to
ricley

AUTHORIZED DISPOSTTION

of EFExecutive O
consisting of

review Provisions
vder (F.0.) 123%&
Lhe origional

requosl,

a copy of the reply

Fhereto, and all related
supporting files,
include the officisl Eile
of requested rocordn ot o
thereof.

d. Correspondonce ard
asupporting document:;
(EXCLUDING the ofticia
file copy ot ULl
filed heredirn,

whiclh may

copy
COpy

5
A1

records Lf
and sanitizing
insitructions, L0 Aapplicablae).

(1), Granting aceess to all
Ele rodgueas Led vacandss,

(2}. Responding ey roqg
for rum1exl5l{ﬁn:
records;
Wi providoe
descripltions: and
Ehose who fatl to
HeNCY

e
1ty

{(a). Reoguesit not
appealod.

{(b). Reruoil

(3). Danying aceess Lo

A L.! [-‘ le

AEEEM S

to roequestors
inadequate

Lo
Pay

roproduction

1lad.

all

or part of Lhe: roecords

racuested,

(a). Recquest not
appealad.

(LY. Redquest appealed.

L. Official €ile copy of

Nestroy 2 yeals after date
af reply.

-

NDescray 2
of reply.

-

yours aLtor

dale

Destroy as authorl zed
under Ttem 32

NDestroy 5 years after date
of reply.

Destroy as authorized
under TLtem 32,

Dispose of Iin accordance

SUPERSEDED



32.

33.

SUPERSEDED

requested records.

¢. Sanitizing instructions.

Mandatory Review for
Declassification Appeals Files.

Files created in responding to
administrative appeals under
the mandatory review provisions
of E.0. 12356 and its
predecessors for release of
information denied by the
agency. Fliles consist of the
appellant's letter, a copy of
the reply thereto, and related
supporting documents, which may
include the official file copy
of records under appeal or copy
thereof.

a. Correspondence and
supporting documents
(EXCLUDING the official
file copy of the records
under appeal if filed
herein).

b. Official file copy of
records under appeal.

Mandatory Review for
Declassification Contrgol Files.

Files maintained for controi
purposes in responding to
requests, including registers
and similar records listing
date, nature, and purpose of
request and name and address
of requestor.

a. Registers or listing.

with approved disposition
instructions for the

related records, or with the
related mandatory review
request, whichever is later.

Destroy when superseded, or
when requested documents are
declassified or destrovyed.

Destroy 4 years after final
determination by agency.

Dispose of in accordance
with approved agency
disposition instructions
for the related records,
or with the related
mandatory review request,
whichever is later.

Destroy 5 years after date

SUPERSEDED



3.

SUPERSEDED

h. Other files.

Mandalory Review for
Declassiticattion Reporbs TRl

Reports relaling Lo agoney
implomantation of the
mandatory roeview provigions of
E.Q0. 12306, incluading amntal
reports submitted ko Khe
Information Securtty Oversight
DEfice.

Mandatory Reviow {for
NDeclassificatvion Adminiglrabive

Files.

Records relating (o thoe gonoeal
agency implementaiicn of the
mandatory reviaew provicionsg of
E.0. 12356, inchiuling netices,
memoranda, corvosuamloneo,  alnd
related record:.

of last entry.

Dastroy 5 years after final
action by the agoncy.

Nestroy «whan 2 7ears old o
cooter 10 no Tonger naeadod
for administrabive gse.

Doestroy when 2 years old or
sooner L no longer needed
for administrative use,

SUPERSEDED




SUPERSEDED Ootaber 1082

GENERAL RECORDS SCHEDULE I5

Housing Records

The housing records covered by this schedule include files and data accumulated in the
maintenance and management of Federally owned and operated housing fecilities within
the continental United States for civilian employees of the Federal Government, military
personnel, and others eligible by law to reside in the projects. These facilities may
consist of low cost quarters located either within or adjacent to the confines of Federal
installations, or in a critical defense or other area. This schedule includes housing records
maintained by housing managers and housing or quarters offices, but does not cover the
headquarters of staff office files of the supervising agency, or the files of the HUD, the
Department of Health and Human Services, or the Veterans Administration pertaining to
program operations in planning and firancing housing facilities.

Maintenance records reflect repair and general upkeep of the housing project or units.
Management involves the assignment and rental of units, rent collection and other fiscal
operations, and overall supervision. However, rental charges for military personnel are
normally represented by checkages made against pay accounts,

Certain housing records are subject to the provisions of other General Records Schedules,
Supply and fiscal files are covered by General Records Schedules 3 and 6. Schedules 1, 2,
8, and 10 may also be involved. Many records of agent cashiers serving as housing rental
managers are similar to those of other Federal accountable officers and are disposable
under General Records Schedule 6.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISP GSITION
L Housing General Correspondence Files.
Correspondence files pertaining to Destroy when 2 years old.
the maintenance and management of
housing projects.
2 Housing Maintenance and Repair Files.

Maintenance and repair records for
irdivianal units.

8. Summary card or ledger record. Destroy 3 fiseal years fallowing
close of fiscal year in
which unitis clesed to tenancy
or leaves agency control.

b. Work orders, requisitions, and Destroy 3 fiscal years fallowing
related papers involved in clese of fiseal year in which
repair and maintenance work, work is done.

SUPERSEDED



ITEM
NO.

SUPERSEDED

GENERAL RECORDS SCHEDULE 15

DESCRIPTION OF RECORDS

Housing Management Files

Reports pertaining to housing
management, including expenditure,
survey, collection, and other
statistical and narrative data.

Housing Lease Files.

Copies of leases, renewals,
termination notices, and
related papers. clocomnen s,

Housing Assignment and Vacancy

Card Files.

a. Individual tenant cards.

b. Individual housing unit cards.

Housing Inventory Files.

Furnishing inventory files, pertain-
ing to items included in furnished
units.

Housing Application Files {other
than copies in lease files).

a. Rejected application files.

b. All others.

AUTHORIZED DISPOSITOIN |

Destroy when 2 years old.

Destroy 3 fiscal years following
close of fiscal year in which

(a} lease termination, lapse, or
cancellation occurs, or (b}
litigation is concluded, whichever
is later.

Destroy when tenant vacates
unit.

Destroy 3 fiscal years
after close of fiscal year
in which unit is closed to
tenancy or leaves agency
control.

Destroy 3 fiscal years
after close of fiscal year
in which inventory is
superseded.

Destroy 1 year from date
of rejection.

Destroy when 2 years old.

SUPERSEDED
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SUPERSEDED  october 1982
GENERAL RECORDS SCHEDULE 16

Administrative Management Records

This schedule provides for the retention or disposal of certain records relating to
administrative management activities in Federal agencies. These activities involve
the direction and contral of those staff and management improvement programs not
under line personnel directing and controlling substantive operations and programs.
They execlude records of operating personnel, budget, accounting, and printing
functions, which are covered by other General Records Schedules, but include
records of related specialized procedural and management staffs. Included within
the scope of the schedule are the most {requently found files which are created in
the course of organizational planning, development, and simplification of
procedures; records management activities; and administration of management
improvement programs. General Records Schedule 1 (Items 12 and 13) provide for
the disposition of case files on individuals involved in incentive award and similar
types of management improvement programs, Any records created prior to January
1, 1939, must be offered to the National Archives and Records -Serviee before
applying these disposition instructions. Bl min’s b Frer

The organizational locations and titles of edministrative management units vary
from agency to agency. They may be scattered at numerous levels or locations, or
may be centralized. For the purposes of this schedule, the nhomenclatiure standerds
set forth by the Senate Committee on Government Operations in Senate Report No.
245, 80th Congress, 1st session, are followed: the first organizationel level within
an agency is the bureau level; subordinate components are successively division,
branch, section, and unit.

This schedule is basad on the presumption that management activities are carried on
by & specialized person or unit with at least divison-wide and usually bureau-wide or
agency-wide responsibilities or by a group of such persons or units in an agency,
although its provisions are applicable to exactly comparable records of agencies
without such formal assignments of responsibility. Many similar or comparable
records created at lower organizational levels or in field offices vary so greatly in
content, value, and arrangement that they are not covered by this schedule,

Because of the nature of the activities documented by administrative management
records, a relatively large proportion of them are of continuing value. Files
pertaining to a management program in a well defined area, such as reports
management, consist primarily of detailed case files on each farm or report and for
a limited period of time are of administrative importance. Files of programs
covering broader and more diverse fields, such as organizational planning studies,
normally consist largely of project files, which are established for each separate
problem assigned [or investigation; the resulting case file is usually of continuing
value in documenting the history of how the agency conducted its business. In either
event there is a resicdue of ephemeral materials. These may include working papers
that do not have a direct bearing on the transaction, preliminary or intermediate
drafts of documents and prelimirary work sheets that do not represent signifieant
basic steps in the preparation of final drafts, letters or memoranda of transmittal
and acknowledgement, routing slips, and extra copies of documents.

SUPERSEDED



ITEM
NO.

SUPERSEDED

GENERAL RECORDS SCHEDULE 16

DESCRIPTION OF RECORDS

l.

N o‘(é

a\

b .

™~

+Formal Directives, Procedural
and Operating Manuals.

\,
Formal directives distributed as
ordtSs\, circulars, or in loose-leaf

ma.nuaﬁorm announcing major changes

procedures. Normally these are
issued by avthority of the head

of the agency,, Extensive procedufes
are frequently Yetailed in

lengthy operating, manuals.

in the a ?;Y'S policies and

a. Issuances relate

to‘agency
program function

b. Case.files related to (a)
ayuée whicbh document impor
aspects of the development of
the issuance.

c. Issuances related to routine
administrative functions
(e.g., payroll, procurement,
personnel).

d. Case files related to (c}
above which document aspects
of the development of the
issuance.

Publications.

ports, leaflets, file
other published or

AUTHORIZED DISPOSITION

Permanent. Offer to NARS/fn

5 year blocks when 20 years old
{e.g., offer 1970-74 block in
1995).

Submit SF 115, Request for
Records Disposition Authority.

Destroy when superseded or
obsolete.

Destroy when issuance is
destroyed.

SUPERSEDED




SUPERSEDED

April 12, 1984 FPMR 101-11.4
GSA Bulletin FPMR B-124, Supp. 2

GENERAL RECORDS SCHEDULE 16

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
a. Recor py with the s(Pportiné Submi\\SF 118, Request
N S .
papers which document the incep- for Records mpos:tlon
tion, scope, an rpose of the Authontv.
project. /\

b. Working papers and background em 10.

materials. .
2 A Records Disposition Files.

Descriptive inventories,' disposal

authorizations, schedules, and reports.

a. Basic documentation of records Destroy when related
description and disposition records are destroyed,
programs, including SF 115, or transferred to the
Request for Records Disposition National Archives,
Authority; SF 135, Records or when no longer needed
Transmittal and Receipt; for administrative or
SF 258, Request to Transfer, reference purposes.
Approval, and Receipt of
Records to National Archives
of the United States; and
related documentation.

b. Extra copies and routine corres- Destroy when no longer
pondence and memoranda. needed for reference.

Um%md’W\e&'lﬁLtbsf‘

material. schedule.
7 47 Forms Files.

a. Omne record copy of each form Destroy 5 years after related
created by an agency with related form is discontinued,
instructions and documentation superseded, or cancelled.

showing inception, scope, and
purpose of the form.

b. Working papers, background Destroy when related
materials, requisitions, speci- form is discontinued,
fications, processing data, and superseded, or cancelled.

control records.

SUPERSEDED




SUPERSEDED

FPMR 101-11.4
GSA Builetin FPMR 8-124 Supp. 2

ITEM
NO.

April 12, 1984

GENERALI RECORDS SCHEDULE 16

'DESCRIPTION OF RECORDS

N\
Management Improvement Reports.

Copihf\ eports smmittem

Office of M ment and Budget
related analyses and-feeder reports.

Records Holdings Files.

Statistical reports of agency

holdings {inctuding-SE-136)-
required-oy-the General-Services.

Administration, including feeder

" reports from all offices and

data on the volume of records
disposed of oy destruction or
transfer.

a. Records held by offices
which prepare reports on
agency-wide records holdings .
for-suomission-to-the-
General-Services Administration:

. Records held by other offices.

Project Control Files.

.Memoranda, reports, and other records

documenting assignments, progress, and
completion of projects.

Reports Control Files.

Case files maintained for each

- agency report created or proposed,

including puplic use reports. Included

are clearance forms, including SF 83;
copies of pertinent forms or descriptions
of format; copies of authorizing directives;
preparation instructions; and documents
relating to the evaluation, continuation,
révision, and discontinuance of reportmg
requirements.

AUTHORIZED DISPOSITION

-

115, Reques
isposition

Suomit S
for Record
Authority.

Destroy when 3 years old.

Destroy when1 year old.

Destroy | year after the
year in which the project
is closed.

Destroy 2 years after
the report is discontinued,

SUPERSEDED




SUPERSEDED
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GENERAL RECORDS SCHEDULE 16

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
—9.,—Siperseded by Hem-4b_af this schedule.

107 Work\ing Papers.

- L .

Project background records, such as Destroy 6 months after
studies, malvsé. otes, drafts, finﬁlxgtion on project
and interim repo::l.\ report or3 years after
completion df-ceport if
no final action is taken.
7317 Records Management Files.
Correspondence, reports, Destroy when § years old.
authorizations, and other Earlier disposal is authorized
records that relate to the if records are superseded,
management of agency records, obsolete, or no longer needed
including such matters as forms, for reference.

correspondence, reports, mail,

and files management; the use of
microforms, ADP systems, and

word processing; records management
surveys; vital records programs;

and all other aspects of records
management not covered elsewhere in
this schedule.

5 A Committee and Conference Files.

a. Records relating to establishment, {-
organization, membership, and policyy ¢

N_’I/m agency, advisoxy, or

intermational committecs.

bmit-SE 115, Request for
ecords Dis_yi‘c“);ition Rﬁthority.

‘g;Zi /Ihternal committees. Destroy 2 years after
termination of committee.
b. Records created by committees.

(1) Agenda, minutes, final
reports, and related records
documenting the accomplish-
ments of official boards and

committees. wia.n feneel Ay
by nConberps (}"!L#-" ﬂkan Heoo

(i@eco} fth}sﬁbnsnrai./ ubmit SF415, Request
r-Secretariat. f Re'érds ispcs/cilnu_n/“
Authority.

SUPERSEDED



SUPERSEDED

FPMR 101-11.4 August 27, 1984
GSA Bulletin FPMR B-124, Supp. 3 .

GENERAL RECORDS SCHEDULE 16

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

PNA
{b), All\other copies. Destroy when 3 years old
(VAR VIRAVI AR o (of) when no longer needed
for reference, whichever
is sooner. )
(2) Al other committee records. Destroy when 3 years old

or when no longer needed
for reference, whichever
is sooner.

¢. Records ereated to comply with
prowsnons of the Government
in the Sumshine Act.

A
Permanent, Offer to NARS”
with related formal minutes
approved for permanent
retention in agenecy records
control schedule.

(1)  Transeriptions and minutes
of closed meetings.

A
Permanent, Offer to NARS/
5 years after creation, or
when no longer needed for
current use, whichever is
sooner.

(2)  Electronic recordings for
which verbatim t.rnnsm-ipts
do not exist.

(3) Electronle recordings Destroy when no longer needed.
for which verbatim trans-
cripts do exist.

ﬂ.
(4) Annual Reports made to Permanent, “Qffer to NARY”
with related aganey records
approved for permanent retention
in agency records control
schedules or when 20 years old,
whichever is sooner.

SUPERSEDED



SUPERSEDED

August 27, 1984 FPMR 101-11.4
. GSA Bulletin FPMR B-124, Supp. 3
GENERAL RECORDS SCHEDULE 18
ITEM .
NO- DESCRIPTION OF RECORDS AUTHORIZED DISP OSITION
~13. Orgenizational Files.
' a. Organizational charts and Permanent. Offer to NARS
reorganization studies. in 5 year blogks when 20 years
Graphic illustrations which old {e.g., offer 1970-74 block
provide a detailed description in 1995),

ol\tpe arrangement and
administrative structure of the
functiogal units of an agency.
Reorganization studies are conducted

to design \&{I efficient organizational
framework most suited to carrying

out the agenc\:y:s programs and include
materials such as final recommendations,
proposals, and staf{ evaluations.

--These files also contain administrative
maps that show region boundarie$ and
headquarters of decentralized /

. agencies or that show the eographic
extent or limits of an ageney!s
programs and projects.

Permanent. Offer to NARS in
5 year blocks when 20 years old
(e.g., offer 1970-74 block in
995).

b. Functional statements. ,Formally
prepared descriptions of the
responsibilities assigned to
the senior executive officers
of an agency at the division
level and above./If the functional
statements are/printed in the
Code of Federal Regulations (CFR),
they are not’designated for
preservation as a separate series,

e. Agency’histories and selected Permanent. Offerto NARS in
bacl;ground materials. Narrative 5 year blocks when 20 years old
agenéy histories including oral (e.g., offer 1970-74 block in
history projects prepared by 1995).

37 ncy historians or publice

!

SUPERSEDED



SUPERSEDED
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GENERAL RECORDS SCHEDULE 16

ITEM
NO, DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

\\affairs officers or.by private
historians under contract to the
agengy. Some background materials
(such as.interviews with past- -and
present p}rs{)nnel) generated during
the research'stage may also be
selected for pt:}fqanent retention.
Excluded are electrostatlc copies
of agency documents made for
convenient reference.

g, Y Feasibility Studies.
Studies conducted before the Destroy when-the-completed
installation of any technology study-~is 5 years atd, o4 7o
or equipment associated with completion o Canc o Tien
information management systems, o F mfu.ly.

such as word processing, copiers,
micrographies, and communications.
Studies and system analyses for the
initial establishment and major changes
of these systems. Such studies typically
include a consideration of the
alternatives to the proposed system
and e cost/benefit analysis, including
an analysis of the improved efficieney
and effectiveness to be expected from
the proposed system.
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-~ SUPERSEDED

REQUEST FOR RECORDS DISPOSITION AUTHORITY - SENG.
{See Instructions on reverse) +1-"P3—67-15

LEAVE BLANK

TO: GENERAL SERVICES ADMINISTRATION DATE RECEIVED

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 6-10-87

1. FROM (Agency or estabiiahment) NOTIFICATION TO AGENCY
lational A %hives and Records Administration In accordance with the provisions of 4441 C. 3303

2. MAJOR SUBDIVI the disposal request, ¢cluding amendme’nts 1S aporoved

except F(.rr |.ems that r'na\.r Eas m:lrked 'disposition not

1ff1ce of RECOIdS Administration approvea” ar Uwitharawn s cclumn 10 1 no records

3. MINOR SUBDIVISION are proposed ‘or u:sposa&ée siynature of the Archivist i

od.

lecords_Appraisal and Disposition Division notreauired.

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT, |DATE / ARACHIVIST OF THE UNITED STATES
‘ean E. Keeting 724-1457 9.547%7

- y

6. CERTIFICATE OF AGENCY REPRESENTAT|VE

| hereby certify that | am authorized dact ior this agency in matters peraining to the disposal of the agency’s records;
that the records proposed for disposal in %ois Request of _____-page(s) are nol now needed for the business of nis
agency or will not be needed after the retention periods specified; and that written concurrence lrom the General
Accounting Office, if required under the provigions of Title.870f the GAQ Manual for Guidance of Federal Agencies, is

attached.

A. GAO concurrence: D is attached; or D is/unn' essary.

8. DATE C. SIGNATURE Of AGENCY REPRESENTATIVE D.TITLE

- —_——

S | f Vet e e Azt W
‘7”/‘}/'5/ /ffff?!ffzf %x‘{;ﬁzﬂ_— LA “4;’)""’ A

9. GRS OR 10. ACTION

aTIéM 8. DESCRIPTION OF (TE SUPERSEDED TAKEN
NO (With inclusive Dates or Retennion PenQds) JOoB {NARS USE
: CITATION ONLY)

L. Aﬁditlon to General Records Schedula 16,
//Administrative Management Records:

* i
A5. IRM Triennial Review Files.

Reports required by the General Services
Administration concerning reviews of
information resources management (IRM)
practices. 1Included are associated
correspondence, studies, directives, feeder
reports, and monitoring surveys and reports.

Destroy when 7 years ¢ld.

Prescribed by GSA

CDsaD 1) ~EQY IN/T.YY 4




|

~ -~ QUPERSEDED

LEAVE BLANK

REQUEST FOR RECORDS DISPOSITION AUTHORITY
{See Instructions on reverse)

JOB NO.

H1-CR3-87-16

TO" GENERALSERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEWED
e

6-18=57 7

1. FROM (Agency or antgbluthment)

NOTIFICATION TO AGENCY

National Archives and Records Administration . |

2. MAJOR SUBDIVISION

Office of Records ‘Administration
3. MINCR SUBDIVISION

Records Appraisal and\Disposition Division

In accordance wyith ;he/ornvismns of 43 U.S.C. 23303a
the disposal request’ including amendments, is approved
except for items~thal may be marked "‘disposition not
approved’! gr”“witndrawn™ in cclumn 10. I! no records
are proposed lor disposal, the signature ot the Archivist is
not required

rd

4. NAME OF PERSDN WITH WHDM TO EONFER 5. TELEPHONE EXT.

Jean E. Keeting

724-1457"
,/

B}ITE ARCHIVIST OF THE UNITEQ STATES
7"’
q-3-87 ‘Ekzxywiﬁlﬂ3}~«L

6. CERTIFICATE OF AGENCY REPRESENTATIUE

/

| hereby certify that | am authorized 10'8ct for this agency in matlers pertaining to the disposal of the agency's records;

lhat the records proposed for disposal in thjs Request of
agency or will not be needed after the re@nuon periods specified; and

page(s} are not now needed for the business of this

that written concurrence from the General

Accounung Oftice, if required under the provisions of Title B of the GAQ Manual for Guidance of Federal Agencies, is

attached.

A. GAOD concurrence: D is attached; or/

B. DATE C.SIGNATURE OF AGENCY P‘Q:RESENTAT'IVE D. TITLE
(4 - ) ; s
é/// ﬁth{% Dl\f’(/ﬁ/_ (C!(/-‘ - ié P“v‘é’yg
9. GRSOR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO. {With Inclusive Dates or Reiention Periods JoB {NARS USE
K CITATION ONLY)

Addition to General Records Schedule\:EF\
Administrative Management Records:

A46. Information Collection Budget Files.

Reports required by the Office of Management
and Budget under the Paperwork Reduction Act
about the number of hours the public spends
fulfilling agency reporting requirements.
Included are associated feeder reports,

report exhibits, correspondence, gdirectives,
and statistical compilations.

Destroy when 7 years old.

115108

SUPERSEBED

STANDARD FORM 115 (REV.8-8]
Prescribed by GSA
FRMR (a1 CFRY 101-11.4



® SUPERSEDED®

REQUEST FOR RECORDS DISPOSITION AUTHORITY

LEAVE BLANNK

{See Instructions on reverse) joB NO.
Tor N1-QRS=87-17
O GENERAL SERVICES ADMINISTRATION DATE RECEIVED

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 | 8-19-87

7

1. FROM jAsency dr eatablizhment)

2. MAJOR SUBDIVISION

ce_of Records Administration

3. MINOR SUBO!VISION

NOTIFICATION TO AGENCY

m&mcgmmi nistration In accorgance with me/(;:Ovisiom of 44 U.SC 3303a

not reqnyw.

the disnosal requeat’ including amendments, is apOrowen
excent for items thal may te marked “disdosition not
approved” or/“withdrawn’ in column 10, If ap records
are prooosed for Qisposal, the signature of the Archivist iy

Records Appraisal>™and Disposition Division

4. NAME OF PERSON WITH WHOM T CONFER

ARCHIVIST OF THE UNITED STATES

5. TELEPHONE EXT. |DATE
Jean E. Keeting i'f?h-lhs? ;/% 2 Q P /\-) é.
o f B R v s Ty

6 CEATIFICATE OF AGENCY HEPRESENTAY,VE Vd

i hereby certify that | am authorized “ﬁil for this agency in matters pertaining o the disposal of the agency's records;

that the recards proposed far dispesal in\this Request of

4 . : .
pagels) are not now needed for the business of this

agency or will not be needeg after Lhe rétention periods specif’ied; and that written concurrence from the General
Accounting Office, Il required under the prodsions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is

attached.

A. GAO concurrence: L | is attached: or @ {s unhec

B. DATE

ofiijen

L. SIGNATURE OF AGENCY REPRESENTATIVE

D. TITLE

|A! - /'r . ( )
: - — - b
Lty O - [ 7
o

N ey

; s
,g_;__f‘_‘ ./1 Ko e dad i et

—pe Tt
S ; . . °
/ L, Cavr " I T e L S

7.
ITEM
NO.

/a, DESCRIPTION OF ITEM
/in’th {nclusive Dates or Retennon Rernods)

T 5. GRSOR | 10.ACTION
SUPERSEDED TAKEN

JoB INARS USE
CITATION owLy!

115-108

Addition%(}emral Records Schedule }6,
\
Ad.ginistrative Management Records

/3 Documents published in the Federal Register

a., Files documenting the processing of notices announcing

committee meetings, including meetings open tc the public

under the Government in Sunshinme Act (5 U.S.C. 5520 (el (3);

hearing and investigations; filing of petitiona and
a pplications; issuance or revocation of a licenee; grant
application deadlines, the availability of certain

envirommental impact staterments; delegations of authority;

and other matters that are not dodified in the Code g_f_
Federal Regulations.

Lestroy when 1 year old.

b, Files documenting ths processing of semiannual
regulatory agenda,

Destroy when 2 years old,

(N0TEt) Agency files documenting the development, clears
ance, and processing of proposed and final rules for

publication in the Federal Register are not covered by the
General Records Schedules. 1hese records may be, but are
not necessarily, permanent. They must be scheduled indiv-

e Ao i B on anglysis and

)

STANDARD FORM 115 (REV.A8-83})



SUPERSEDED

Decenber 22, 1982 FPMR 101-11.4
October 1982

GENE RAL RECORDS SCHEDULE 18

Security and Protective Services Records

Security and protective services records include the various files created by agencies to
control and protect classified infermation; to protect Government facilities from
unauthorized entry, sabotage, or loss; to ensure the adequacy of protective measures at
privately-owned plants given- security cognizance by the Government; to determine
loyelty and fitness of individuals employed by, or Seeking employment from the
Government; and to develop and implement plans for the protection of life and property
under emergency conditions. Included are files of offices having Government-wide or
agency-wide responsibilities for security and protective services programs. Also included
are files of security units, guard forces, and other organizational elements documenting
the control of classified information, access to facilities, and like matters.

This schedule authorizes for disposal records documenting administrative actions relating
to the above functions. Records documenting Government-wide or agency-wide security
and protective services planning and programming, reflecting basic overall policies and
determimtions (Hem=1) are not authorized for disposal by this schedule. Variations
among agencies in methods of implementing statutory requirements for security and
protective services result in dissimilarities in program documentation. The application of
standard techniques of filing and disposition to such records through the medium of a
General Records Schedule is therefore impractical. Any records created prior to January
1, 1921, must be offered to the National Archives and Records Serviee before applying
these disposition instructions. Al sicidies hrafien

\Security and Protecti\be Ser vices ngﬂhq Records

Records accum ulatedmr anizational elements_having Government-wide or agency-wide
responsibilities for adminism of security and protective services programs. \

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISP GSITION

Security Policy Files

ls, directives, %pﬂrls Subm& quest for

ndence reflecting policies Records D

and procedu de/vefoped in the Authority.
administration i i

security and pfotecti

programs

Jties security and protective
services , personnel seeurity
clearance, and emergency planning.

Cilassified Infarmation A ccounting and Control Records

Records accumulating from measures taken by agencies to protect classified information
from unauthorized disclosure in sccordance with Executive Orders and statutory or

regulatory requirements. SUPERSEDED




SUPERSEDED

FPMR 101-11.4 August 27, 1984
GSA Bulletin FPMR B-124, Supp. 3 .

GENERAL RECORDS SCHEDULE 18

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

), A Classified Documents Administrative
Correspondence Files,

Correspondence files pertaining to Destroy when 2 years old.
the administration of security

classification, control, and aceounting

for classified documents, not

covered inftem3=or elsewhere in this

. Schedule. . : .
L Nete s This jleox does soe? Cover pecords c/;r;.:;ﬂ_ffdz}}f"ﬁﬁ-’:?-/,m e s nm/l";“‘? eotires
H ) ace vmtrilate m o erg vl ag ‘f?‘ﬁr(y-w:k 4
7\ 48- Document Receipt Files, rés g rhifres Fpe SEC orr ¥ anpld /;ﬁa/r-cﬂzxc SC e g
pPreqrany, 7 |

N

Records documenting the receipt Destroy when 2 years old. .
and issuance of classified
documents.

3. 4. Destruction Certificates Files.

Certificates relating to the Destroy when 2 years old.
destruction of classified documents,

Y. ﬁ Classified Document Inventory Files,

Forms, ledgers, or registers used to Destroy when 2 years old.
show .identity, internal routing, and

final disposition made of elassified

documents, but exclusive of classified

document receipts and destruction

certificates and documents relating to

Top Secret material covered elsewhere

in this schedule.

b/./ﬂ/, Top Secret Accounting and
Control Files.

a. Registers maintained at control Destroy 5 years after
points to indicate accountability documents shown on forms
over Top Secret documents, are downgraded, transferred,
reflecting the receipt, dispatch, or destroyed.
or destruction of the documents.

b. Forms ac¢companying documents to Destroy when related document
ensure continuing control, is downgraded, transferred,

showing names of persons handling or destroyed.
the documents, intra~office routing, .

and comparable data.

SUPERSEDED




ITEM
NO.

SUPERSEDED

GENERAL RECORDS SCHEDULE 18

DESCRIPTION OF RECORDS

L.

Access Request Files.

Requests and authorizations for
individuals to have access to
classified files.

Classified Document Container
Security Files.

Forms or lists used to record safe
and padlock combinations, names of
individuals knowing combinations,
and comparable data used to control
access into classified document
containers.

AUTHORIZED DISPOSITION

Destroy 2 years after
authorization expires.

Destroy when superseded by
a new form or list, or
upon turn-in of containers.

Facilities Security and Protective Services Records

Records relating to measures taken for the protection of Government-owned facilities and
privately operated facilities given security cognizance by the Government from
unauthorized entry, sabotage, or loss.

& B

7. 1.

10
1.

Security and Protective Services
Administrative Correspondence Files.

Correspondence files relating to
administration and operation of the
facilities security and protective
services programs, not covered by
Item 1 or elsewhere in this schedule.

Survey and Inspection Files.
(Government-owned facilities)

Reports of surveys and inspections

of Government-owned facilities
conducted to ensure adequacy

of protective and preventive measures
taken against hazards of fire,
explosion, and accidents, and to
safeguard information and

facilities against sabotage

and unauthorized entry.

Survey and Inspection Files.
(privately owned facilities)

Destroy when ¢ years old.

Destroy when 3 years old,
or upon discontinuance of
facility, whichever is
sooner.

12 0 - 85 - SUPERSEDED



[TEM
NO.

SUPERSEDED

GENERAL RECORDS SCHEDULE 18

DESCRIPTION OF RECORDS

it >

Reports of surveys and inspections
of privately owned facilities
assigned security cognizance by
Government agencies, and related

papem, (,('t'cuul. € fs,

Investigative Files.

Investigative files accumulating
from investigations of fires,
explosions, and accidents, consisting
of retail}ed copies of reports and
related ‘Papers when the original
reports are submitted for review
and filing in other agencies or
organizational elements, and reports

and related papers concerning occurrences

of such a minor nature that they
are settled locally without referral
to other organizational elements.

Property Pass Files.

Property pass files, authorizing
removal of property or materials.

Guard Assignment Files.

Files relating to guard assignments
and strength.

a. Ledger records.

b. Requests, analyses, reports,
change notices, and other papers
relating to post assignments and
strength requirements.

Police Functions Files.

Files relating to exercise of police
functions.

a. Ledger records of arrest, cars
ticketed, and outside police
contacts.

AUTHORIZED DISPOSITION

Destroy when 4 years old

or when security cognizance
is terminated, whichever

is sooner.

Destroy when 2 years old.

Destroy 3 months after
expiration or revocation.

Destroy 3 years after
final entry.

Destroy when 2 years old.

Destroy 3 years after final
entry.

SUPERSEDED




I ITEM

NO.

——_—

;J‘Jb{

SUPERSEDED

GENERAL RECORDS SCHEDULE 18

DESCRIPTION OF RECORDS

b. Reports, statements of witnesses,

warning notices, and other case documents

papers relating to arrest,
commitments, and traffic
violations.

c. Reports on contact of outside
police with building occupants.

Persona)l Property Accountability Files.

Files relating to accountability for
personal property lost or stolen.

a. Ledger files.

b. Reports, loss statements,
receipts and other pa*persdﬂf“f" ents
relating to lost and found
articles.

Key Accountability Files.

Files relating to accountability
for keys issued.

a. For areas under maximum
security.

b. For other areas.

Visitor Control Files.

Registers or logs used to record
names of outside contractors,
service personnel, visitors,
employees admitted to areas,
and reports on automobiles

and passengers.

a. For areas under maximum
security.

b. For other areas.

AUTHORIZED DISPOSITION

Destroy when 2 years old.

Destroy when 1 year old.

Destroy 3 years after
final entry.

Destroy when 1 year old.

Destroy 3 years after
turn-in of key.

Destroy 6 months after
turn-in of key.

Destroy 5 years after final
entry or 5 years after date of
document, as appropriate.

Destroy 2 years after final
entry or 2 years after date of
document, as appropriate.

SUPERSEDED



SUPERSEDED

GENERAL RECORDS SCHEDULE 18 .
ITEM
NO. DESRIPTION OF RECQRDS AUTHORIZED DISPOSITION
.19, Facilities Checks Files.

Files relating to periodic guard
force facility checks.

a. Data sheets, door slip Destroy when 1 year old.
summaries, check sheets,
and guard reports on
security violations (except
copies in files of agency
security offices covered by
Item 25 of this schedule).

b. Reports of routine after-hours Destroy when 1 month old.
security checks which either do
not reflect security violations,
or for which the information
contained therein is documented
in the files defined in Item 25
of this schedule.

/26. Guard Service Control Files.
a. Control center key or code Destroy when superseded or
records, emergency call cards, obsolete.

and building record and employee
identification cards.

b. Round reports, service reports Destroy when 1 year old.
on interruptions and tests, and
punch clock dial sheets.

c. Automatic machine patrol charts Destroy when 1 year old.
and registers of patrol and
alarm services.

d. Arms distribution sheets, charge Destroy 3 months after
records, and receipts. return of arms.
o 4
21. Logs and Registers.

Guard logs and registers not covered
elsewhere in this schedule.

a. Central guard office master logs. Destroy 2 years after
final entry.

b. Individual guard post logs of Destroy 1 year after
occurrences entered in master final entry.
logs.

SUPERSEDED



SUPERSEDED

December 22, 1982 GSA Bulletin FPMR B-124
GENERAL RECORDS SCHEDULE 18
® ..

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Personne] Security Clearance Records

Records accumulating from investigations of personnel conducted under Executive Orders
and statutory or regulatory requirementa.

fl
4,3{. Security Clearance Administrative
- Subject Files.

Correspondence, reports, and other Destroy when 2 years old.
records relating to the '

administration and operation of the

personnel security program, not

covered by Item 1 or elsewhere in

this schedule.

22
,23/. Personnel Security Clearance Files.

Personnel security clearance case
files and related indexes maintained
by the personnel security office of
.the employing agency.

. a. Case files documenting the Destroy upon notification
" processing of investigations of death or not later than
on Federal employees or applicants 5 years after separation or
for Federal employment, whether transfer of employee or no
or not a security clearance ls later than 5 years after
granted, and other persons, such contract relationsbip expires,
as those per{orming work for a whichever is applicable.

Federal agency under contract,
who require an approval before
baving access to Government
facilities or to sensitive data.
Theae files include questionnaires,
summaries of reports prepared by
the investigating agency, and other
records reflecting the processing of
the investigation and the status of
the clearance, exclusive of copies
of investigative reports furnished
by the investigating agency.

b.{ I_t}v:esggative reports and related Destroy in accordance with
' papers furnished to agencies by the investigating agency
investigative organizations for instructions.

use in making security/suitability
determinations.

SUPERSEDED



FPMR 101-11.4
GSA &ulletin 8-124% Supp. 2

SUPERSEDED

April 12, 1984

GENERAL RECORDS SCHEDULE 18

ITEM :
NO. DESCRIPTION OF RECORDS

c. Index to the Personnel Security Case
Files.

03/'2'0/. Personnel-Security Clearance Status Files.

Lists or rosters showing the current
security clearance status of individuals.

14-25. Security Yiolations Files,

Case files relating to investigations

of alteged violations of Executive Orders,
laws, or agency regulations for the
safeguarding of national security
information.

a. Files relating to alleged violations
of a sufficiently serious nature that
they are referred to the Departments
of Justice or Defense for prosecutive
determination, exclusive of files
held oy Department of Justice or
Defense offices responsicle for making
such determinations.

b. Alltlgtul'lngg’t'lles, exclusive

of papers placed in official
personnel folders.

26. Classified or Classifiable Infor-
mation Nondisclosure Agreements.

Copies of nondisclosure agreements,
such as SF 189, Classified Infor-
mation Nondisclosure Agreement,
signed by employees with access to
information which is classified

or classifiavle under standards put
forth by Executive Order 12356,
These forms should be maintained
separately from personnel security
clearance files.

8

" AUTHORIZED DISPOSITION

Destroy with related case

" file.

Destroy- when superseded or
obsolete, '

Destroy 5 years after close of
case.

Destroy 2 years after
completion of final action
or when no longer needed,
whichever is sooner.

Destroy when 50 years old.

SUPERSEDED




SUPERSEDED
!\Pril iz, 1984 FPMR lOI-'ll.u ) .
GSA Bulletin B8-124% Supp. 2

.' : ' GENERAL RECORDS SCHEDULE 18
ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Emergency Planning Records

‘Records accumulating from the formulation and implementation of plans, such as
evacuation plans, for protection of life and property during emergency conditions.

- gf;" . . ) O .
27, Emergency Planning Administrative
Correspondence Files.

Correspondence files relating to . Destroy when 2 years old.
administration and operation of ' '

the emergency planning program,

not covered vy Item | or elsewhere

in this schedule.

8. Emergency Planning Case Files.

Case files accumulated by otfices
responsiole for the preparation and
issuance of plans and directives,
consisting of a copy of each plan

or directive issued, with related et i

packground papers. olocvments, fﬂw

#. One record copy of each plan or Per
directive issued, if not inciuded supers

in the agency's permanent set of
master directives files.

in 1995).

y Destroy 3 years after issuance
if hgency/reco d copy,is maintai of a new plan or directive.
in a master directives file and all,

related background materials.

. C\'ase file ¢ of plan or-directiye
p V4 fE&d

\
g‘(‘ﬂf Emergency Directives Reference Files.

Destroy when obnsolete or
superseded;

files descrived in {tem 2

above), as well as those issued by
: other Fede agericies, State and loca
: governments, he private sector,

l} . ‘ S ’
I/L/afﬂ.'.'f/f Fhe f—":ﬂn‘jc’ncy ‘p}a # rs ot f'nc/ua/rq/ n _//-1‘- RGEPCy 5 .re’/ 07c

. vy Feo [A'rﬂ rves 'F;/,g; , @ re cord sef mvst be mardarn r’;.[ CLM:-( JF-(LP:/U/H(/
_;t;‘_ii’le r.";:-\l: {“t’!- {1; fk“:’ A’ja "t')\.q_,( ATAG[”.;(’J b j f‘-"fu ns ..("r: f?\ f’f‘ a.;( \rF//f, f
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3 of

SUPERSEDED

FPMR 101-11.4
GSA 8ulletin B-124 Supp. 2

GENERAL RECORDS SCHEDULE 18

}4 , (J} Emergency glanL_/ E}ie POrtsx -

Agency_ reporty of operations

tests, consisting of consolidated

or comprehensive reports reflecting
agency-wide results of tests

conducted under emergency plansy a+¢
q’_f.- rﬂl?: maen b ;W( wost  he .,I‘(/Lf't/v‘/f(/
Emergency Operations Tests Files.

251,

Files accumulating from tests conducted
under agency emergency plans, such as
instructions to members participating in
test, staffing assignments, messages, tests
of communications and facilities, and
reports (excluding consolidated and
comprehensive reports under Item 30

aoove).
Epeerhire
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olock in 1995)
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Destroy when 3 years old.

.,J_',T ol

=8 %wﬁf“ e

/)u‘,f;aﬂ b/ﬁ% fyﬁm 0-6/_




SUPERSEDED ENE 101114

GENE RAL RECORDS SCHEDULE 17

Cartographic, Remote Sensing Imagery, and Related Records

T his sehedule covers cartographic, remote sensing imagery, and related records that have
been created by or far agencies of the Federal Government and those acquired by Federal
agencies in the course of business, Records created prior to January 1, 1950, must be
offered to the National Archives amd Records, Sepviee before applylng d15p051t10n
instruetions set forth in this schedule. Acdagpis brafion

Cartographic records are graphic representations at reduced scale of selected cul tural and
physical features of the surface of the earth and other planetary bodies. They include
maps, charts (hydrographic, nautical, weather, and aeronautical), photomaps, atlases
cartograms, globes, and relief models. Related records are those records that form an
integral part of the map-making process, such as field survey notes, geodetic controls,
map history case files, source materials, indexes, and finding aids. Records of the map-
making process in automated storage end retrieval system are covered by General
Records Schedule 20.

Remote sensing imagery covers aerial photographs and other farms of visual images of the
surface of the earth or other planetary bodies taken from airborne or spaceborne vehicles
for the purpose of evaluation, measuring, or mapping the cultural and/or physical features
of the landscape, and related tabular and graphic indexes necessary for the proper
igentification and retrieval of these records. Conventianal eerigl photographs taken from
aircraft produce direct film images from cameras; other forms or imagery such as those
from orbiting satellites sometimes require a conversion or alteration of sensor data far
digital, electronic, or computerized forms to photographic or videographic images befare
they can be considered imagery. This schedule is limited to visual imagery. Digitized or
computerized data are covered by General Records Schedule 20.

Cartographic and remote sensing imagery records that may have continuing legal,
administrative, and research value are generally those thal have been created or acquired
in conjunction with the transaction of agency busiress or result from agency program
responsibilities which constitute evidence of the organization, functions, deecisions, and
operations of the Federal Government. Additional descriptive information applicable to
the disposition instructions for selected items is included in explanatary notes at the end
of this schedule,

The General Records Schedule for cartographic, remote sensing imegery, and related
records is broad in scope and meant to complement approved agency records schedules
and other General Records Schedules. If an item in this schedule is at variance or is
inconsistent with an approved agency records schedule, such discrepancies should be
brought 10 the attention of the Natianal Archives and Reco:-ds Service—NARS). In such
cases, disposition should be made in accordance with specnﬁc\mstrucuons provided by

[ eek

A .
A "f'ﬂ‘?‘"

NARS, VA Aelenini stra Fion [,{/Aﬁ’/f-z

SUPERSEDED



ITEM
NO. .

SUPERSEDED

GENERAL RECORDS SCHEDULE 17

DESCRIPTION OF RECORDS

Manuscript and Annotated Maps.

Hand-drawn maps {(generally in pencil,
ink, or colors on paper or tracing
cloth), maps made with stickup and
similar adhesives, and maps that bear
significant manuscript annotations,
changes, or additions. Included are
maps compiled in the office for
administrative use, for research,

or for exhibits and wall displays;

map enclosures to reports or
correspondence; original topographic
planetable sbeets, terrain sketches,
and nautical depth-sounding sheets
derived from field observations and
surveys; final manuscript "smooth
sheets” and "fair sheets" showing the
results of surveys; maps or aerial
photographic prints annotated with
field survey information, initial
hand-drawn photogrammetric
stereoplottings from aerial
photographs; and proof sheets or
overlays that bear annotations
resulting from field cbecking or
verification of survey data or that are
annotated to show source of information
used on the map.

Cartographic Records Prepared During
Intermediate Stages of Publication

Scribed plastic sheets, color
separation gsheets, composites
prepared as a step in the making of
color separation sheets, photographic
negatives, glass plate negatives, *
enlargements or reductions, color
pulls, proof copies subject to

final revision, "correction file"
maps annatated to show
corrections to be incorporated into
the next edition of the published
map, and similar items whose
informational content is duplicated
by the final published map.

AUTHORIZED DISPOSITION

Submit SF 115, Request
for Records Disposition
Authority.

Destroy 1 year after
publication of resultant
map or 1 year after no
longer needed for
revision.
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ITEM
NO

SUPERSEDED

GENERAL RECORDS SCHEDULE 17

DESCRIPTION OF RECORDS

Published Maps.

One copy of each published map,
atlas, portfolio, and photomap
produced by an agency, including
edition and variant, and all related
indexes {in map or other form).

Map History Case Files and Source
Material.

Map history and chart history case

files documenting the chronological
events in planning, surveying, field
work, and production and revision of
specific maps, and files containing

or describing the sources of
information for specific maps,
including map specifications, location
diagrams, notes kept by the
cartographers when making maps, maps
or photographs from which information
was abstracted, correspondence, reports,
bibliographies, lists of sources, and
papers showing information about the
origin and spelling of place names.

Maps on Microfilm.

a. If both original hardcopy maps
and microfilm copies exist.

b. If only the microfilm copies
exist.

Computer Related Maps.

a. One copy of each published,
manuscript, or computer produced
map produced by the agency that

shows such administrative information

as the general geographic coverage
of a computer system or the
geographic location of all input
stations used in the system.

AUTHORIZED DISPOSITION

Permanent. Break file
at regular intervals

{1 to 5 years) and offer
to NARS.

Submit SF 115, Request
for Records Disposition
Authority.

Submit SF 115, Request
faor Records Disposition
Authority.

Dispose of in accordance
with instructions for
related hardcopy records.

Submit SF 258, Request for
Transfer of Records.

SUPERSEDED



ITEM
NO.

SUPERSEDED

GENERAL RECORDS SCHEDULE 17

DESCRIPTION OF RECORDS

10-15,

b. Hardcopy maps acquired as
sources of data for a
computer system.

c. Computer-plotted maps
(hardcopy printouts or
microfilm output).

Globes, Terrain Models, and Raised
Relief Maps.
Three-dimensianal terrain models

and raised relief maps (made of plaster,
wood, plastic, or other material),

a. One representative sample of each
type.

b. Remaining items.

Finding Aids.

Graphic or written indexes and
other finding aids relating to
maps.

Survey Field Notes, Geodetic Controls,

and Computations (Hardcopy or Micro=
film).

Field notes from surveys, observa-
tions, and explorations, consisting

of a running account of tbe terrain,
geological notes, a record of water
depths, a daily log or journal, often

in the form of pocket-size notebooks
carried by the observer in the field,
triangulation diagrams, aerial photo-
graphs annotated with geodetic control
data, and survey computatians.

Reserved.

AUTHORIZED DISPOSITION

Submit SF 115, Request
far Records Disposition
Authority.

Submit SF 115, Request
far Records Disposition
Authority.

Permanent. Offer to NARS
within one year of production
or when no longer needed.

Dispose of when no longer
needed far agency use.

Dispose of in accordance
with instructions for related
maps.

Submit SF 258, Request {or
Transfer of Records.
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NO.

SUPERSEDED

GENERAL RECORDS SCHEDULE 17

DESCRIPTION OF RECORDS

16,

17,

Vertical and Oblique Aerial Film,
Conventional Aircraft.

Vertical and oblique film in black
and white, color, or "false color,”
including photo indexes {controlled
or uncontrolled mosaics), flight
line indexes or coordinate grid
systems used as finding aids.

a. Original or master negative.

b. Copy negatives, internegatives,
rectified negatives, and glass
plate negatives.

(1) Annotated.

(2) Unannotated.

c. Prints.

(1) Annotated.

{2) Unannotated.

Infrared, Ultraviolet, Multispectral
{Multi-Band), Video, Imagery Radar,
and Related Data Tapes, Converted to

AUTHORIZED DISPOSITION

a Film Base.

a. Original or master negative.

b. Prints.

Submit SF 115, Request
for Records Disposition
Authority.

Submit SF 115, Request
for Records Disposition
Authority.

Destroy when no longer
needed for agency use.

Submit SF 115, Request
for Records Disposition
Authority.

Destroy when no longer needed
for agency use.

Submit SF 115, Request
for Records Disposition
Authority.
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
(1) Annotated. Submit SF 115, Request
for Records Disposition
Authority.
(2) Unannotated. Destroy when no longer
needed for agency use.
18. Finding Aids.
Photo mosaics flight line indexes, . Dispose of in accordance
coded grids, coordinate grids, and with instructions for
other finding aids relating to remote related remote sensing
sensing imagery. imagery records.

EXPLANATORY NOTES

Ttems 1 through 9

The term "map” is used as a generic term for maps, charts, cartograms, and atlases. The
word "published” as used in this schedule means maps or charts reproduced by printing,
photograph, or similar processes in multiple copies, whether for limited or general
distribution. These may be in single sheet or bound format. If the agency has
systematically filed hand-corrected editions with other puhlished maps in a central or
master files, it is not desirable to break up the file by the removal of hand-corrected
copies; the file should be maintained in its original order.

Item 6b

These are published or manuscript maps acquired, from whatever source, by an agency for
the purpose of abstracting geographic information for input into a computer system. They
may be of enduring value because they explain the unique information used in the system
and they may be necessary to verify the original source of information. They also may
contain unique geographic information, beyond what has been abstracted for computer
use, not available elsewhere. If the maps are arranged numerically or alphabetically,
retain the original and complete order. Finding aids should be retained in conjunction
with the maps.

Item ¢
These maps must be evaluated by NARS on a agency-by-agency basis. The evaluation of
the maps must take into account the reproducihility, repetitive nature, access, and

legibility of the maps.

Item 7

Globes are often unique and valuable items of cartographic expression and as such they
may have enduring value (except multiple copies). One sample of each glohe produced or
accumulated by an agency in the course of its official husiness should be preserved
permanently.

SUPERSEDED
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Item 8

Graphic indexes are maps containing lines, symbols, or colors designed to show the
geographic coverage, limits of state, or completion of each item in a series or multiple
set of map records. Other finding aids may include written map lists, box lists, card file
indexes, or magnetic tape or other machine-readable finding aids.

Item 9

Survey notes in the form of automated data may be permanently vajuable in machine-
readable form. Guidelines for the disposition of automated records are found in General
Records Schedule 20. :

Itemn 16

Vertical aerial film consists of film images that are exposed with the optical axis of the
camera approximately perpendicular to the earth's surface and with the film image as
nearly horizontal as practicable. Oblique aerial film consists of film images that are
made with the camera axis directed between the horizontal and the vertical. Oblique
photography is generally used for reconnaissance purposes. Because oblique
reconnaissance photography may be repetitive, it is often possible to select representative
sample coverage rather than retaining full coverage of particular conditions, events or
phenomena. Represeniative samples may be selected by agreement with NARS.

Itemn 17

These sensor systems provide photographic imagery, sometimes after conversion or
transferral of information from raw data. The film is considered to be the primary
record. The raw data, if machine-readable, is covered by General Records Schedule 20.
(Nonphotographic sensor records such as microwave, radiometer, thermal infrared,
therma! uitraviolet, and nonimagery radar are not covered by this schedule.)

7
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GENERAL RECORDS SCHEDULE 19

Research and Development Records

These are records created by agencies which conduet technical and scientific research and
development activities in order to develop new concepts, techniques, equipment, and
materials, or modify Lhose in existence. The records relate to such phases of research and
development as the establishment of requirements and prelimimary characteristics,
experimentation, design, engineering, modification, tesling, and acceptance. They
accumulate al various agency organizational levels, such as offices responsible for
program direction, laboratories, proving grounds, and arsenals, Any records created prior
to January 1, 1921, must be off ered 1o the National Archives and Records Service before
applying these disposition instructions.

Scientific data accumulating during the conduct of a specific project are generally
recorded in laboratory notebooks, and later summarized in technical reports. While the
technical reports will normally show the progressive and {irml results ol the research
effort, they do not always show how these results were achieved, or when a theory,
device, or process was first conceived or reduced to practice. The laboratory notebooks
and other subsidiary scientific papers recard the methods and procedures wed daily by the
scientist in research performance, and possess potential reference value for future
scientific research, as well as for the establishment of patent or invention rights.

Research and development for some agencies is accomplished both by agency personnel
and by private commercial or research organizations whose services are contracted for by
the ageney. When the latter is used, the contractor is required to furnish the results of
research to the agency in the form of technical reports, experimental data, or comparable
media. All records furnished by the contractor pursuant to terms of the contract become
the property of the Government, and the provisions of this schedule apply to such records.

Work on a major research and development project or system may be assigned to various
organizational elements of an agency. These work assignments may be designated as
"sub-projects,” "tasks,"” or "phases." They are generally identilied with the major project
or system through the agency project numbering or classification system. The term
"project" as used in this schedule includes any related sub-projects, tasks, or phases. Itis
desirable that these related records be consolidated into a single project f{ile prior to
transfer to a Federal records center. However, on projects of long duration, where
volume or other factors preclude the retention of records until completion of the entire
project, records relating to individual sub-projects, tasks, or phases may be transferred to
F ederal records centers in the same manner as project case files defined under item 3 of
this schedule.

ITEM

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPUSITION

1. R&D Program Files.
Program documents, schedules, and SubmitSF 115, Request
correspondence maintained by offices for Records Disposition
responsible for execution, review, Authority.

and analysis of agency research and
development programs, and relating to
the general planning and supervision
of the programs.

SUPERSEDED
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
2. R&D Technical Committee and Board Files,
Agendas, directives. minutes of meetings,
and reports covering general operations
of the committee or board, and papers
relating to the establishment, revisian,
or termination of individual projects.
a. Official file of the committee Submit SF 115, Request for
or board maintained by the Records Disposition Authority.
Secretary, Chairperson, or other
designee.
b. Copies of committee or board Destroy when superseded or
files distributed to members. obsolete or upon termination
of membership, whichever is
SOOner.
3. R&D Project Case Files.
Records maintained at the laboratory Submit SF 115, Request for
or comparable level, reflecting a Records Diposition Authority.

complete history of each project
from initiation through research,
development, design, and testing, to
completion. They include (when
created by agency personnel or
received from contractors)
procurement files, consisting of

a copy of each contract or agreement
for research services with related
modifications, changes, or addenda;
project authorization documents;
project cards; technical
characteristics; test and trial
results; drawings, specifications,
and photographs considered to be
essential to document design,
modifications, and engineering
development; technical and progress
reports; notice of completion or
cancellation; reference to the
location of prototype models,

films, or other items too bulky

for inclusion in these files;

and correspondence influencing

the course of action taken on a
project.
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NO.

SUPERSEDED

GENERAL RECORDS SCHEDULE 19

DESCRIPTION OF RECORDS

R&D Project Lists.

Lists, card indexes, or other media
reflecting in a comprehensive manner
individual projects administered by
an agency.

R&%D Source Data Files.

Punch cards, electronic tape, or
comparable media used to collect

and assemble data of a preliminary

or intermediate character generated
from such processes as experiments

or observations of a routine,

repetitive nature, and used for
reference in arriving at determinations
in the conduct of research projects.

R&D Laboratory Notebooks Files.

Notebooks containing technical and
scientific data accumulating from the
conduct of research and development.

a. Notebooks containing data determined
by competent scientific or technical
personnel either to be
duplicated in technical reports
or elsewhere in project case files,
or to be of such a routine or
fragmentary nature that their
retention would not add significantly
to the project file.

b. Other notebooks.

R&D Technical Report Files.

An official file copy of each
technical report or unpublished
manuscript of report prepared
in connection with a project,
article reprints, final
narrative reports, statistical
and graphic compilations,
summarizations, and analyses.

AUTHORIZED DISPOSITION

Submit SF 115, Request for
Records Disposition Authority.

Dispose of when determined
by competent agency research
personnel that the files have
served all research purposes.
GRS 20, Machine-Readable
Records, provides disposition
guidelines.

Destroy 6 months after
completion or termination
of the related project or
projects.

Submit SF 115, Request for
Records Disposition Authority.

Submit SF 115, Request
for Records Disposition
Authority.
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NO.

SUPERSEDED

GENERAL RECORDS SCHEDULE 19

DESCRIPTION OF RECORDS

10.

11.

R&D Drawing and Specification Files.

An official file copy of each drawing
and specification showing final design
and technical characteristics of items
developed.

R&D General Correspondence Files.

Correspondence of general administrative
or housekeeping nature (exclusive

of papers containing scientific or
technical data), maintained by offices
other than those referred to in Item 1.

R&D Project Control Files,

Copies of documents contained in
project case files, preliminary
sketches, drawings. specifications,
and photographs determined by
competent scientific and technical
personnel not to be of sufficient
value for incorporation into project
case files, and correspondence
concerning such administrative
matters as travel, conferences,
consultations, and transmittal of
documents.

R&D Summary Progress Reports Files.

Reports submitted by laboratories or
other project offices to show the
initiation and degree of completion
of projects, and consolidated reports
prepared therefrom.

a. Copies of reports retained by
reporting offices.

b. Feeder reports used for
compilation of consclidated
reports, except as indicated
in c below.

AUTHORIZED DISPOSITION

See GRS 22, Design and
Construction Drawings and
Related Records, for
disposition instructions.

Destroy when 2 years old.

Destroy upon completion
or cancellation of project,

or earlier if no longer needed.

Destroy 1 year after
completion or cancellation
of related projects.

Destroy upon submission
of consolidated report.
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
¢. Consolidated reports, consisting Submit SF 115, Request for
of an official file copy of each Records Disposition Authority.
consolidated report and any
feeder reports containing
technical or scientific data
not fully documented in the
consolidated report.
12. R&D Investigative Files.
Records pertaining to exploration of
the feasibility of unsolicited proposals
for projects received from individuals.
a. Proposals resulting in authorized Same as for Item 3.
projects.
b. Rejected proposals. Destroy 5 years after
completion of investigation.
13. R&D Procurement Files.
Formal contracts or agreements with See General Records Schedule 3,
universities, commercial concerns, and Item 4.
individuals for research and development
work, and related papers, but exclusive
of technical or scientific data
furnished to the Government pursuant
to the terms of the contracts or
agreements and copies of contractual
documents filed in project case files
delined in Item 3 of this schedule.
14. R&D Technical Reference Files.

Copies of technical reports, Destroy when superseded
specifications, drawings, and or obsolete.
other technical and scientific

data received from Government

agencies, commercial concerns,

or other sources, used as a

reference source in the

performance of the research and

development function, but

exclusive of official file copies

of these documents.
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Machine-Readable Records

This schedule covers machine-readable records and the related documentation required to
service them. Machine-readable records require processing and decoding for conversion
to human-readable information and are usually stored on media which make them easy to
modify and update. This contributes to the mistaken notion that such records are
temporary or nonrecord material, especially as opposed to texlual records containing
equivalent information. Federal statutes and regulations define Federal records as the
products of government business and specifically include all media on which they may be
recorded. When information exists in both machine-readable and hard copy forms,
including computer output microform (COM), various factors bear on the decisions of
which medium should be retained {or archival purposes. Among these are the relative
cost of storage and preservation, the relative convenience of reference, and the facility
with which most hard copy forms may be regenerated from machine-readable files (a
process which is costly to reverse).

Data on magnetic tape, disk packs, magnetic drums, and punched cards may be scheduled
by General Records Schedule 20. This schedule should also be applied to new media such
as optical disk.

Machine-readable records differ from records on other media in four important ways:

1) The machine-readable media on which they are most of ten recorded are erasable
and reusable. This introduces a cost-effectiveness factor absent in other media.

2) Because of the fragile nature of the magnetic media on which most machine-
readable records are recorded, it is mandatory that such records be brought
under control as easrly as possible in their life cycle. I[deally, control should be
exercised at the time a system is created, even before it has generated records.

3) The ease of updating, revising, or reusing machine-readable records eauses their
life cycle to be brief and more complex than that of other recoras. While master
files are generally the form in which machine-readable records are retained for
archival appraisal, other versions are occasionally more suitable because they
contain more complete infarmation than related master files or because they are
particularly relevant to agency policy, decisions, or special reports.

4) Because machine-readable records must be subjected to electronic processing
and decoding to be converted to human-readable information, the records
revealing such processes must be scheduled with the machine-readable records.
These records are called "doecumentation” and are usually found in textual form.

The qualities that separate machine-readable records from those on other media make it
difficult to produce for them a Ssubject-criented general schedule analogous in form to
other general schedules. Thus, this schedule categorizes records for disposition standards
on the basis of the kinds of records or [iles that are common to most A DP systems. [t is
divided into Lhree parts:
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Master files (Part I) constitute the definitive state of a data file in a system at a
given time. Such files are categorized herein only partly on the basis of subject
content. Other important considerations regarding disposition are the format of the
data file and the manner in which it is updated. Such variables influence the
informational value of a file.

Processing files (Part II) are those machine-readable files, aside from master files,
which comprise the life cycle of most computerized records prior to the production
of a given master file. Processing files = from work files and input/source files to
some valid transaction files — are employed to create and use a master file. They
are presented here separately from master files for the sake of clarity and because
they generally do not qualify for long-term retention. Those files for which disposal
is not authorized are so treated because they may contain more complete
information than the related master file or be especially relevant to agency policy,
decision, or special reports — adequate reasons for initiating archival appraisal. The
proper scheduling of processing files can increase the availability of space on
machine-readable media and reduce agency expenditures for stocks of magnetic
media.

Documentation (Part I} covers those records required for servicing machine-
readable records = for converting them from human-readable information to
encoded data and vice versa. These are an organized series of descriptive
documents required to initiate, develop, operate. and maintain specific applications
of ADP systems. As might be expected. the disposition of documentation is linked
to the disposition of the related machine-readable files.

"Data automation planning and operational records™ are no longer included in General
Records Schedule 20. They are textual records and relate to an agency's planning,
procurement, and operational processes. Thus, they may be scheduled by reference to
other appropriate General Records Schedules.

It should be emphasized that machine-readable records that do not fit categories listed in
this schedule are not authorized automatically for disposal. Disposition of such records
should be authorized by submission to the National Archives and Records Service of a
completed SF 115, Request for Records Disposition Authority.

The decision-table format, rather than the columnar format, is used herein to assist the
user in conceptualizing the many categories and subcategories of records involved.
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Part I = Master Files

File function/

contract and are
in the possession
of the contractor

[tem designation Consisting of Which are Then
1 Statistical economic data on such created or received by Submit SF 115, Request
file topics as Federal the agency in pursuance for Records Disposition
expenditures, of Federal law or in Authority.
organizational connection with the
economic profiles, transaction of public
intranational or business
international trade,
business conditians,
productivity. and/or taxes
2 created under contract Submit SF 258. Request
and are in the possession for Transfer of Records.
of the contractor
3 social data on topics such created or received Submit SF 115, Request
as the family structure, by the agency in for Records Disposition
education, health, behavior, | pursuance of Federal Authority.
opinions, employment, law or in connection
criminal acts and with the transaction
investigations, housing, of public business
transportation. personal
economics, demographics,
and/or groups of individuals
4 created under

Submit SF 258, Request

for Transfer of Records.
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File function/

Item designation Consist ing of Which are Then
5 natural resources data created or received by Submit SF 115, Request
related to the use, the agency in pursuance for Records Disposition
condition, management, of Federal law or in Authority.
and/or ownership of land, connection with the
water, minerals, and /or transaction of public
wildlife business
6 created under contract Submit SF 258, Request
and are in the for Transfer of Records.
possession of the
contractor
7 emergency operations created or received Submit SF 115, Request
data that document military | by the agency in for Records Disposition
or civil operations during pursuance of Federal Authority.
war, national emergencies, law or in connection
natural disaster, with the transaction
and /or civil strife of public business
8 created under contract Submit SF 258, Request
and are in the for Transfer of Records.-
possession of the
contractor
9 political or judicial created or received Submit SF 115, Request
data that document such by the agency in for Records Disposition
activities as elections, pursuance of Federal Authority.
special investigations, law or in connection
and/or court proceedings with the transaction
of public business
10 created under Submit SF 258, Request

contract and are
in the possession
of the contractor

for Transfer of Records.
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Part I - Master Files

File function/

Item designatian Consisting of Which are Then
11 national security and created or received Submit SF 115, Request
international relatians by the agency in for Records Disposition
data that document such pursuance of Federal Authority.
activities as strategic law or in connection
and foreign policy with the transaction
assessment, intelligence of public business
collection, public opinion
in foreign countries, and
international negotiations
including military
assistance and arms
limitation
12 created under Submit SF 258, Request
contract and are for Transfer of Records.
in the possession
of the contractor
13 Scientific data such as environmental, | created or received National Data
file oceanographic, atmospheric, | by an agency or Center: Submit SF 115,
terrestrial, and/or national data center Request for Records
extraterrestrial in pursuance of Disposition Authority.
observations and Federal law or in
measure ments, medical connection with
research and/or animal the transaction
or plant husbandry of public business
investigations and held in a
national data center
14 created or received Agency:

by an agency and
not duplicated in
in a national data
center

Submit SF 115, Request
for Records Disposition
Authority.
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Part I = Master Files

File function/

Item | designation Consisting of Which are Then
15 created under Submit SF 258, Request
contract and are for Transfer of Records.
in the possession
of the contractor
16 created or received Agency:
by an agency in Dispose of after three
pursuance of Federal or more update cycles.
law or in connection
with the transaction
of public business
and duplicated
in a national data
center
17 data used in the used in research and Dispose of after three
development, development programs or more update cycles
fabricatian, or when no longer
construction, testing, required for the
and/or routine program.
operation of such things
as instruments, vehicles,
machinery or spacecraft
18 digital or analog not calibrated

data used in observation
or measurement activities
or in research and
development programs

or validated

Dispose of after
subsequent magnetic
media have been
created. 1/
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1Schedule subsequent magnetic media under Part I, items 13-17.
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Part I = Master Files

File function/

Item designation Consisting of Which are Then
19 Federal loan data on individual loans data on Submit SF 115,
and/or grant or grant applications characteristics of Request for
file or awards individual Records
applicants or Disposition
recipients and Authority.
their awards
20 summary or Dispose of after
aggregate fiscal three or more
values used for update cycles.
accounting purposes
21 Informatian indexes or tracking used to facilitate Dispose of as
retrieval file |systems to textual access to these provided for the
or nontextual records materials related records.
22 indexes to "library used to facilitate Dispose of as
materials” access to published reference
documents or material.
reports.
23 Summary file |aggregates of created from files Submit SF 115,
individual observations not authorized for Request for
disposal under this Records
General Records Disposition
Schedule Authority.
24 created from files Dispose of

authorized for
disposal under this
General Records
Schedule

as provided
for related
data.
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Part 1 - Master Files

File function/

Item | designation Consisting of Which are Then
25 Sample and/or | data selected from created for files Submit SF 115,
subsample file { a larger census or not authorized for Request for
survey file disposal under this Records
General Records Disposition
Schedule Authority.
26 created for files Dispose of
authorized for as provided
disposal under this for related
General Records data.
Schedule
27 Housekeeping |data for routine required far GAO Dispose of
file administrative site audit in accordance
"housekeeping” processes with
such as fiscal instructions
accountability, supply applicable to
management. payroll hard copy. 2/
administration, and/or
motor pool operations
28 not required for Dispose of in
GAOQO site audit accordance
but serve as with
record copy instructions
applicable to
hard copy. 2/
29 not required for Dispose of as

GAO site audit
and do not serve
as record copy

reference
material.

0¢ F1NAIHIS SAHOITd ‘TVHANID

ZInstructions for hard copy equivalents are available in General Records Schedules 1 = 16.
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Part I = Master Files

File function/

Item | designation Consisting of Which are Then
30 Publication source output data created without Dispose of upon
file extracted from the destroying the publication when
system to produce a source file not required for
printed publication republication.
31 Print file source output data created from files Dispose of
extracted from the authorized for when
system to produce disposal superseded or
printouts of obsolete.
tabulations, ledgers,
tables, registers
and/or reports
32 created from files Dispose of when
not authorized for superseded or
disposal obsolete.
33 Security data identical in retained in case Dispose of
backup file format to a master file the master file as provided
is damaged or for the
inadvertently related
erased master file.
34 Technical data essentially duplicated created for the Dispose of
reformat in another master file specific purpose of as provided
file but which is written with information exchange for the

varying technical
specifications such as

density, character code,

blocking and labeling

related master
file.
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SUPERSEDED




0T

SUPERSEDED

Part 1 = Processing Files

File function/

Item designation Consisting of Which are Then
1 Work file new media, or media not used by computer operatory Available for
included in a library to facilitate the immediate use
control system, or files processing of a specific or reuse.
whose retention dates job and/or system run
have expired
2 Test file data used in testing a routine or benchmark data | Dispose of when
system sets constructed or used no longer needed.
for the purpose of testing
3 Input/Source |data abstracted from input/ | converted to magnetic Dispose of
file source documents or other media after verification
media and entered into the of data on related
system for each update magnetic media.
cycle
4 used for updating and Dispose of after
required to support three or more
reconstruction of a update cycles.
master file
5 not used as input to a Submit SF 115,
file and not required to Request for Records
reconstruct a master file Disposition
Authority.
6 retained by ADP Dispose of when

07 ATNAAHIS SAYOIFY "TVHANED

operational elements as
back-up to magnetic media

no longer needed.
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Part II = Processing Files

Item

Files function/
designation

Consisting of

Which are

Then

10

officially designed to
replace or serve as the
record copy in lieu of
the hard copy or other
input/source document

Dispose of in
accordance with
instructions
applicable to the
to the hard copy.

data created by another
agency 1/

files that the creating
agency routinely made
available to other
agencies or to the
public

Dispose of as
reference material,

the result of a request

of the receiving agency
for a special tabulation,
extract or master files
designed to meet the need
of the receiving agency

Submit SF 115,
Request for Records
Disposition
Authority

punched cards that contain
original entry with film

or written inserts {such

as aperture cards)

source documents

Dispose of in
accordance with
instructions applicable
to the hard copy.

0Z ATNAIHIS SMIOD3U TVHANID

1 If the receiving agency reformats, edits, merges, analyzes, summarizes, or otherwise processes the data in a

file from another agency, then the files created during such processing are files of the receiving agency.

The receiving agency should schedule the resulting files according to the appropriate category in Part I,
Master File.
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Part II - Processing Files

File function/

Item designation Consisting of Which are Then

11 Intermediate |[data that is manipulated, used in the process of Dispose of after master
input/output sorted. and/or moved from creating or updating a file has been proven
file one run to a subsequent run master file satisfactory.

12 Valid data used with a master used for independent Submit SF 115, Request
transaction file for creation of an analysis for Records Disposition
file updated master file Authority.

13 not used for independent Dispose of after

analysis three or more update
cycles.

14 Audit trail "statistical” data generated | used to validate a master | Dispose of in accordance
file during the creation of a file during a processing with instructions for each

master file

cycle

appropriate cycle of the
master file.
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Part I - Documentation

File function/

£1

Item designation Consisting of Which are Then
1 Data systems | documents containing for a disapproved Dispose of one
specifications | definitions of the proposed system year after final
system including functional action.

requirements, data
require ments, system/
subsystem specifications.
requests for the system,
and authorizing directives

2 for an approved system Dispose of one
for which all related year after discontinuance
magnetic data files are of the system.

authorized for disposal

3 for an approved system Retain with related
for which any related data file.

magnetic data file is
not authorized for

0¢ FINAHEHOS SAYOITA TYHIANHD

disposal
4 System test descriptive material including |for an approved system Dispose of one year
documentation] test plans and test analysis year after completion
reports of testing.
) for a disapproved proposed | Dispose of when
system no longer needed.
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Part Il = Documentation

File function/

Item | designation Consisting of Which are Then
6 File definitions of the logical for a system for which all | Dispose of with
specifications |and physical characteristics |related magnetic data files| related data file.
of each record, element or are authorized for disposal
item of data in the file,
including names and tags or
labels; relative position,
form, format and size of
data elements (record
layout); specifications
1 of all codes used; cross- for a system for which Retain with related
reference code manual; related magnetic data file | data file.
security and privacy is not authorized for
restrictions; and validity disposal
characteristics; update and
access conditions; recording
medium and volume; sample
copy of each input/source
document
8 User guides information which handbooks, guides to data

sufficiently describes
the functions of the
system in non-ADP
terminology so that
users can determine its
applicability and when
and how to use it; serves
for the preparation of
input data and the
interpretation of results

availability, and
procedures for
querying files

Retain with data systems
specifications.
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Part Il - Documentation

File function/

Item | designation Consisting of Which are Then
9 Qutput detailed descriptions of listings of each type of Retain with related
specifications | products of the system that |output by title and tag, data file.
are to be used outside the format specifications,
computer center selection criteria, volume
and frequency. media,
graphic displays and
symbols, security and
privacy conditions, and
disposition of output
10 Reports printed final reports for systems which require | Retain one copy
containing the statistical retention of related data with related file
tabulation and an analysis specifications.
of the findings of a study
or survey including a
narrative description of
methodology employed
11 Information series of machine general-purpose programs | Dispose of when
retrieval instructions designed to no longer needed.
retrieve information from
specific data systems
12 special-purpose programs | Dispose of with
for data files for which related data file.
disposal is authorized
13 special-purpose programs | Retain with

for data files for which
disposal is not authorized

related data file.
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GENERAL RECORDS SCHE DULE 21

Audiovisual Records

Scope

This schedule covers audiovisual and related records created by or for agencies of the
Federal Government as well as those acquired in the course of business. Audiovisual
records more than 30 years old must be offered to the National Archives and Records
Service (NA RS) before applying disposition instructions set forth in this schedule.

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

This schedule does not cover: (1) cartographic records, (2) remote sensing imagery
recorded on film or magnetic tape, (3) microform copies of textual records, or (4)
research and development source data, Cartographic records and remote sensing imagery
recorded on film are covered by GRS 17; digitized or computerized data are covered by
GRS 20; microform copies of textual records may be covered by other General Records
Schedules, depending on the informational content of the textual records; and research
and development source data are covered by GRS 19,

Record Elements

For each type of audiovisuel record, the specific record elements (origirels, negatives,
prints, dubbings, etc.) required by 41 CFR 101-11.4114 for preservation, reproduction,
and reference are listed. Since audiovistal records covered by this schedule include those
produced under contract, by grant, and acquired from outside sources as wel as those
produced internally, maintenance and control of these record elements for records subject
to the disposition "Submit SF 115" are essential, whether the record elements are stored
in agency or contractor facilities.

Disposition Instructions

The word "destroy":is used to authorize the destruction of data or information. Erasable
media such as magnetic tape should be reused whenever practical Silver-bearing
photographic film must be destroyed in accordance with 41 CFR 101-42.3, "Recovery of
Precious Metals and Strategic and Critical Materials."

The irstruction "SubmitSF 115" requires that the records be included in either an agency's
comprehensive records schedule or a specific request for disposition authority, unless they
have been described on an agency records schedule approved by NARS after May 14, 1973.
The introduetion to the General Records Schedules provides additional information on
scheduling records which have no authorized disposition in this General Records Schedule.
When describing these records in a comprehensive records schedule or a specific request
for disposition authority, agencies may be guided by the categorical descriptions in this
General Records Schedule, but these descriptions are not a substitute for specific agency
pre pared descriptions that are required to schedule the records.
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This' General Records Schedule authorizes the disposal of certain records without further
concurrence from NARS. Agencies are encouraged to include specific series descriptions
for such records in their comprehensive schedules while citing the governing disposition
instruction from this General Records Schedule as the authority for destroying the
records. -

Still Photograpby

Record Elements

(a) Black-and-white and color negative photography: the original negative, a
captioned print. and, for color negative photography, a duplicate negative if
one exists; *

(b) Color transparency and slide photography: the original and a duplicate;

{c) Slide sets or filmstrips and accompanying audio recordings or scripts: 2

copies.

ITEM

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

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

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

needed.

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

4. Duplicate items in excess of record Destroy when no longer
elements required for preservation, needed.
duplication and reference by 41 CFR
101-11.411-4.

5. Official portraits of senior agency Submit SF U5, Request for
officials. Records Disposition Authority.

6. All other black-and-white photograph Submit SF 115.

files (not identified in Items 1, 2,
3, or 4 above).

* Negative and print files may be maintained in separate agency offices; in these cases,

elements should be scheduled as distinct series.
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Still Photography (Cont'd)

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
7. All other color negative, large Submit SF 115.
format or 35mm transparency files
(not identified in Items 1, 2,
3, or 4 above).
8. All other slide or filmstrip programs Submit SF 115.

(not identified in Item 3 above).

Graphic Arts

Record Elements

(a} posters: 2 copies

(b) original art: original and a photographic copy, if one exists.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
. 9. Viewgraphs Destroy one year after use
or when no longer needed.

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

needed.

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

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

13. Posters distributed agency-wide or Submit SF 115, Request for

to the public. Records Disposition Authority.
14, Original artwork of unusual or Submit SF 115,

outstanding merit.
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Motion Pictures

Record Elements

{a) Agency sponsored films: the original negative or color original plus separate
sound track, an intermediate master positive or duplicate negative plus
optical sound track, and a sound projectiaon print or a video recording;

{b) Acquired films: two projection prints or one projection print and a video
recording;

(c) Unedited footage: the original negative or color original, work print, and an
intermediate master positive or duplicate negative if one exists,
appropriately arranged, labeled, and described.

ITEM

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

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

program.

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

17. Routine surveillance footage. Destroy when no longer

needed.

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

19. Duplicate prints and pre-print Destroy when no longer
elements required for preservation, needed.

20. Agency-sponsored films intended for Submit SF 115, Request for
public distribution. {These include Records Disposition Authority.
informational, educational, and
recruiting films.)

21. Agency-sponsored television news Submit SF 115,
releases and information reports.

22. Agency-sponsored television public Submit SF 115.
service {(or "spot") announcements.

23. Agency-sponsored training films that Submit SF 115.

explain agency functions or activities
intended for internal or external
distribution.
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Motion Pictures {Cont'd}

AUTHQRIZED DISPOSITION

Submit SF 115 (see also GRS
3, Item 18).

Submit SF 115.

ITEM

NO. DESCRIPTION OF RECORDS

24. Films produced under grant that are
submitted to the agency.

25. Films acquired from outside sources
(other than those identified in Items
15 and 16 above) that document or are
used to carry out agency programs.

26. Documentary footage (except that
footage identified in Items 17 and
18 above) shot for research and
development, fact-finding or other
studies.

27. Stock footage, outtakes and trims

Submit SF 115.

created during the course of an
agency-sponsored production.

Video Recordings

Record Elements

Offer immediately for deposit
in the stock film collection.
Special Archives Division,
NARS.

The original or earliest generation of recording, and a dubbing if one exists.

ITEM

NO. DESCRIPTION OF RECORDS

28. Programs acquired from outside sources
for personnel and management training.

29. Programs acquired from outside sources
for personnel entertainment and recreation.

3. Rehearsal or practice tapes.

31. Internal personnel and administrative
training programs that do not reflect
the mission of the agency. (These
include "role-play” sessions, management
and supervisory instruction, etc.)

32. Routine surveillance recordings.

33. Routine scientific, medical or

AUTHORIZED DISPOSITION

Destroy cne year after
completion of training program.

Destroy when no longer needed.
Destroy immediately.

Destroy one year after
completion of training program.

Destroy when no longer needed.

engineering recordings.

Destroy when two years old or
when no longer needed.
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Video Recordings (Cont'd)

DESCRIPTION OF RECORDS

34.

35.

36.

37.

38.

39.

41.

42.

43.

45.

Recordings that document routine
meetings and award presentations.

Duplicate dubbings and pre-mix elements
in excess of those elements required for
preservation. duplication, and reference
by 41 CFR 101-11.411-4,

Agency-sponsored video productions
intended for public distribution.

(These include informational, educational,
and recruiting productions.}

Agency-sponsored television news releases
or information reports.

Agency-sponsored television public
service (or "spot”) announcements.

Agency-sponsored training programs
that explain agency functions or
activities (other than those
identified in Item 31) intended for
internal or external distribution.

Internal management news or information
programs.

Recordings of public meetings or speeches,
agency-sponsored conferences, guest
speakers, and testimony of agency
officials before the Congress and

at other hearings.

Programs produced under grant that
are submitted to the agency.

Programs acquired from outside
sources (other than those identified

in Items 28 and 29) that document or
are used to carry out agency programs.

Media appearances by top agency
officials.

Documentary recordings (except those
identified in Items 32-35 above)

AUTHORIZED DISPOSITION

Destroy when no longer needed.

Destroy when no longer needed.

Submit SF 115, Request for
Records Disposition Authority.

Submit SF 115,

Submit SF 115.

Submit SF 115.

Submit SF 115.

Submit SF 115.

Submit SF 115 (see also
GRS 3, Item 18).

Submit SF 115.

Submit SF 115.

Submit SF 115.
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Video Recordings {(Cont'd)

DESCRIPTION OF RECORDS

shot for research and development,
fact-finding or other studies.

Sound Recordings

Record Elements

AUTHORIZED DISPOSITION

(a) Conventional mass-produced, multiple copy disc recordings: the master
tape. matrix or stamper. and one disc pressing.

(b) Magnetic audio tape recordings (reel-to-reel, cassette or cartridge}: the
original or earliest generation of each recording, and a dubbing. if one

exists.

ITEM

NO. DESCRIPTION OF RECORDS

46. Recordings of meetings made exclusively
for notetaking or transcription.

47. Dictation belts or tapes.

48. Pre-mix sound elements created during
the course of a motion picture.
television, or radio production.

49. Library sound recordings (e.g.. effects.
music).

50. Daily or spot news recordings available
to local radio stations on a call-in
basis.

51. Duplicate dubbings in excess of those
elements required for preservation.
duplication. and reference by 41 CFR
101-11.411-4.

52. Agency-sponsored radio programs
intended for public broadcast.

53. Agency-sponsored radio news releases
and information programs.

54,

Agency-sponsored radio public service
(or "spot™ announcements.

AUTHORIZED DISPOSITION

Destroy immediately after
use.

Destroy immediately after
use.

Destroy immediately after
use.

Destroy when no longer needed.

Destroy when six months old or
when no longer needed.

Destroy when no longer
needed.

Suhmit SF 115, Request for
Records Disposition Authority.

Submit SF 115,

Submit SF 115,
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Sound Recordings (Cont'd)

AUTHORIZED DISPOSITION

Submit SF 115.

Submit SF 115.

Submit SF 115.

Submit SF 115 (see also
GRS 3, Item 18).

Submit SF 115.

Submit SF 115.

Submit SF 115.

Related Documentation

ITEM

NO. DESCRIPTION OF RECORDS

55. Internal management news or information
programs.

86. Recordings of public meetings or
speeches, agency-sponsored
conferences, guest speakers,
and testimony of agency
officials before the Congress
and at other hearings.

57. Oral history collections.

58. Recordings or programs produced under
grant that are submitted to the agency.

59. Recordings or programs acquired from
outside sources that document or are
used to carry out agency programs.

60. Media appearances by top agency
officials.

61. Documentary recordings made for
fact-finding or other studies.

ITEM

NO. DESCRIPTION OF RECORDS

62. Production files or similar files
that document origin, development,
acquisition. use. and ownership.

{(May include scripts, contracts,
transcripts, releases, etc.)

63.

Finding aids for identification, retrieval,
or use. (May include indexes, catalogs,
shelf lists, log books, caption sheets,
shotlists. continuities, etc., and may

be in text, card, microform, or
machine-readable format.)

AUTHORIZED DISPOSITION

Dispase of according to
instructions covering the
related audiovisual records.

Dispose of according to
instructions covering the
related audiovisual records.
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Design and Construction Drawings and Related Records

This schedule provides guidelines for the disposition of design and construction drawings
and related records that have been created or received by agencies of the Federal
government in connection with their official activities, Drawings refer to those graphic
and engineering records that depict conceptual as well as precise measured information
essential for the planning and construction of statie structures such as buildings, bridges,
canals, and other public works projects, as well as miscellaneous engineering projects such
as machinery, weapons, and equipment. Related records are comprised chiefly of indexes
and finding aids, specifications, and three-dimensional models, Most design and
construction records lose their usefulness to the agency after specific periods of time.
Generally speaking, drawings pertaining to the design process lose their administrative
wefulness after the final construction plans are accepted; these records should be
considered iractive after the completion of the construction project. Precise measured
drawings which are wsed during the construction process have a continuing value during
the life of the structure, especially for repair and maintenance projects. The origimal
construction drawings as wel as repair and alteration drawings (or microform copies)
should be considered active while the structure is still used, maintained or owned by the
Federsl government,

After the design and construction files are no longer useful to the agency, certain records
have continuing historical value, particularly for the architectural historian, historic
preservationist, and social historian. Since it is uneconomie and unnecessary to retain a
complete set of drawings for each construction project sponsored by the Federal
government, it iS necessary to make a selection of records for permenent preservation.
This selection must take into consideration not only the types of records but also the
nature of the individual constructian projects. The general intent of any selection should
be based on documenting the structures and projects that are architecturally, historically,
and technologically significant. Criteria for the selection of the significant records are
contained in the notes following the schedule. The selection of individual buildings or
projects should be meade by agency personnel with appropriate historical training, subject
to the approval of NARS., However, any records created prior to January 1, 1921, must be
off ered to NA RS before applying the disposition irstruction in this schedule. :

This schedule relates primarily to records on the design and construetion of buildings.
However, the principles established here can also be applied to other static structures and

miscellaneous ongineering projects.
Those records which pertain to the design process generally consist of:

Preliminary Drawings. Drawings and sketches that are conceptusl in nature.
These drawings, which are usually freehand studies that show the basic design of
the strueture, include the arrangement of rooms, general appearance of
elevatians and [loor plans as well as other details under consideration,

Presentation Drawings. Pictorial and unmeasured drawings prepared by the
architect to present his ideas. They include color renderings or perspective
views of the outside elevations, as well as general floor plans.
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Models. Three dimensional, reduced-scale models which are prepared for
illustrative or presentation purposes.
The records which pertain to the construction process usually consist of:

Intermediate and Prefinal Drawings. Intermediate stages of drawings which are
created and reviewed in preparation of the final working drawings.

Final Working Drawings. Architectural and engineering drawings which consist
of the master tracings and acceptable reproducibles. These drawings provide
information about various aspects of the construction of the building including
architectural (floor plans, interior and exterior elevations, and sections),
ornamental, structural, mechanical, electrical, and air-conditioning details, as
well as site and landscaping plans. This is probably the most important class of
records since they provide not only detailed instructions for the erection of the
building but also present a comprehensive and detailed picture of its design.

"As Built" Drawings. Annotated copies of final working drawings or additional
drawings which show changes in the initial construction from the original design.

Shop Drawings. Detailed drawings prepared by construction contractors or
subcontractors of particular parts of the building which they are to supply or by
manufacturers of products to be assembled in their shops. These drawings which
include plans for architectural embellishments and interior design such as tile
and marble work, special cabinet work, elevators, or beating systems, not only
provide instructions for agsemblying the products on the job site, but may also be
necessary for future repair and preservation projects.

Repair and Alteration Drawings. Original drawings which depict repairs and
alterations to the building as it was originally constructed.

Contract Drawings. Copies of the oariginal workings on which contract
negotiations are based.

Standard Drawings. Final drawings for standard details and other documents
created in their preparation.

Project Specifications. Guides for individual construction projects which outline
material requirements and explain the materials and manufactured items
depicted on related drawings.

Space Assignment Plan. Drawings which depict outline floor plans used for space
assignments.
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DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1.

Federal Structures Design Files.

Preliminary and presentation drawings
and models of Federal structures and
engineering projects.

a. Files selected for architectural,
historical, and technological
significance (see notes at end of
schedule for selection criteria).

{1) Drawings. Permanent. Offer to NARS
within 5 years after completion
of project.

{2} Models. Submit SF 115, Request for
Records Disposition Authority.

b. Files not included under Item Dispose of when no longer

la of this schedule. needed for administrative

purposes.

Federal Structures Construction Files.

Intermediate and prefina), final working,
"as built," shop, repair and alteration,
contract, and standard drawings; project
specifications, with documents relating

to their preparation; and space assignment
pPlans of Federal structures and engineering

projects.

a. Files selected for architectural, Permanent. Offer to NARS
historical, and technological when file is inactive (see
significance (see notes at end introduction to this schedule).

of schedule for selection criteria).

(1)  Final Working Drawings.

(2) "As Built" Drawings.

{3) Shop Drawings.

(4} Repair and Alteration Drawings.
{5) Standard Drawings.

(6) Specifications and related records.
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DESCRIPTION OF RECORDS

b. Files not included under Item 2a
of this schedule.

Other Architectural and Engineering
Drawings.

Original manuscript and duplicate

drawings submitted to Federal agencies

hy private firms or other Federal
agencies to meet Federal minimum
standards.

a. Drawings interfiled with related
case files.

b. Drawings filed separately from
related case files.

Measured Drawings.

Drawings produced by such agencies
as the Historic American Buildings
Survey and Historic American
Engineering Record.

Finding Aids.

Indexes and other finding aids to
design and construction files.

Microfaorm Files.

Microfarm copies of design and
construction files.

AUTHORIZED DISPOSITION

Dispose of when no longer
needed for administrative
purposes.

Dispose of in accordance

with the approved disposition
instructions applicable to the
records of which they are a part:

Submit SF 115, Request for
Records Disposition Authority.

Permanent. Offer to NARS
when administrative use ceases
unless another depository is
specified by law.

Dispose of in accordance
with instructions covering
the related design and
construction records.

Submit SF 115, Request
for Records Disposition
Authority.
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EXPLANATORY NOTES

Items la and 2a.

Criteria for the selection of architecturally, historically, and technologically significant

Architectural Significance

Original Design. Primary consideration should be given to those buildings
which are essentially original in design. Although it may incorporate
standard features, a uniquely designed building is one that was designed to
meet specific needs or functions, and whose basic design is not repeated in
another building.

Standard or Repetitive Design. In cases where buildings use a standard or
repetitive design, it is not necessary to retain permanently a file for each
building. However, a file should be retained for the buijlding most
representative of the basic design, for each variant of standard designs, and
for each repetitive but slightly different design.

Architectural Style. Buildings whicb embody the distinguishing
characteristics of either a period or a regional architectural style.
Innovations. Buildings which include architectural or engineering
innovations.

Historical Significance

Administrative Functions and Activities. Buildings which are associated
with the major functions of the Federal government (executive departments,
agencies, and bureaus) and the major activities of the various Federal
agencies (post office, customs houses, court houses, forts, hospitals).

National Events or Personalities. Buildings which are associated witb events
or persons who represent the broad history of the country.

Noted Architect. Drawings by noted architects or engineers of both

proposed and constructed buildings.

Controversial. Buildings which were involved in controversy in regards to
their design, construction, or utilization.

Technological Significance

This category includes files for such objects as ships, airplanes, spacecraft,
weapons, machinery, equipment, and furniture. Since this is a broad
category which covers many different types of technical structures, specific
details have not been attempted. However, permanent records relating to
these objects can be chosen more selectively than records relating to
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buildings. In general, files which show how the project was designed,
constructed, and altered, should be retained for a selection of the most
unique structures and for a representative sample of repetitive and similar
structures.

A selection which is to be based on engineering and historical significance
should consider projects which include engineering innovations or
prototypes, projects which have achieved national acclaim or controversy,
or projects which represent the major product of an agency (such as NASA's
spacecraft or TVA's hydroelectric projects). Representative samples should
be based on the type of structure or project, cost, and regional variations.
Structures and criteria used by the Historic American Engineering Record
and similar comprehensive lists can serve as a guideline and minimum
standard.

It should be noted that comprehensive plans for projects such as river and
harbor improvements, landscape plans, plans of systems related to a
complex of buildings like military or educational institutions, or master
plans for urban or regional parks, are closely related to maps. These
comprehensive plans can be evaluated in terms of cartographic records (see
General Records Schedule 17), while individual structures within the system
can be evaluated on the basis of this schedule.

Item 2a(3)

"As Built" drawings that are the same as or very similar to the final working drawing
should not be retained permanently and are included for disposal under Item 2Zb.

Item 6

The National Archives and Records Service generally does not recognize microfilm as an
adequate substitute for design and construction drawings unless film, processing, and
storage meet the standards as prescribed in FPMR 101-11.5, and unless the microimage
meets certain minimum standards developed by NARS for legibility and mathematical
accuracy. Only under these conditions and with the approval of NARS may original
drawings or specifications be disposed of. However, microfilm should not be substituted
for color renderings or drawings, or for final working drawings of buildings with major
historical or architectural significance, such as those listed (or potentially listed) by the
National Register of Historic Places and similar organizations. In this case microfilm
should be used for reference purposes, but it should not be considered the permanent
recard copy. Microfilm is advised for those files which are extensive and repetitive, and
for those buildings of lesser importance, particularly those with similar or repetitive
designs or those which are not likely to be renowned historically or architecturally.

SUPERSEDED
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- GSA Bulletin FPMR B-124, Supp. 1
November , 1983 At tachment

. GENERAL RECORDS SCHEDULE 23

P

Records Common to Most Offices

This schedule provides for the disposal or retention of certain records common to most
offices in all Federal agencies. The records covered by this schedule relate to routine
internal administrative and housekeeping activities. The records generally serve
facilitative or informational purposes. They are not basic program records and are not
part of official program files. They are often extra copies of documents whose record
copies must be scheduled oy submitting an SF 115, Request for Records Disposition
Authority, or are scheduled in the office of primary responsibility by such other General
Records Schedules as Schedule 5, fudget Preparation, Presentation, and Apportionment
Records, and Schedule 16, Administrative Management Records.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Office Administrative Files.

Records accumulated by individual offices Destroy when 2 years old
that relate to the internal administration or when no longer needed,
or housekeeping activities ol the office whichever is sooner.

rather than the functions for which the
office exists. In general, these records
relate to the office organization, staffing,

expenditure of funds, including budget recends

. procedures, and communications; the

papers; day-to-day administration of office
personnel including training and travel;
supplies and office services and equipment
requests and receipts; and the use of office
space and utilities. They may include copies
of internal activity and workload reports
(including work progress, statistical, and
narrative reports whieh=ave prepared in the
office and forwarded to higher levels) and
other materials that do not serve as official
ace Jgocumentation of the programs of the office. _

[ Note: This schedule is not applicable to — i, AN R g
the record copies of organizational charts, sss=—csccce-
functional statements, and related records
that document the essential organization,
staffing, and procedures of the agency,

a-

Ji

Whic v are ﬂ:’r‘waﬂ oL

2. Schedules o

Calendars, appointment oooks, schedules,
logs, diaries, and other records

documenting meetings, appointments,
telephone calls, trips, visits, and other
activities of Federal employees while serving

. in an official capacity. Materials determined

SUPERSEDED
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ITEM
NO.

Attachment

November 22, 1983

GENERAL RECORDS SCHEDULE 23

DESCRIPTION OF RECORDS

to be "personal records" are not covered by

this item.

d.

Records containing substantive
information relating to the official
activities of high level officials,

the supstance of which has not been
incor porated into memoranda, reports,

.-correspondence, or other records

included in the official files.

(High level officials include the
heads of departments and independent
agencies, their deputies and
assistants; the heads of program
offices and staff offices

including assistant secretaries,
administrators, and commissioners;
directors of offices, bureaus, or
equivalent; principal regional
officials; staff assistants to

those atorementioned officials,
such as special assistants,
confidential assistants, and
administrative assistants; and
career Federal employees, political
appointees, and officers of the
Armed Forces serving in equivalent
or comparable positions.)

Records of other than high level
Federal employees as defined in
"a" apove containing supstantive
information relating to official
activities, the suostance of
which has not been incorporated
into official files.

Routine materials containing no
substantive information

regarding the daily activities

of other than high level

officials as defined in "a" aoove;

and records of all Federal employees
containing supbstantive information,
the supstance of which has peen
incorporated into official files.

AUTHORIZED DISPOSITION

(1) Suomit SF 258, Request for
Transfer of Records.

(2) If the offer is not accepted,
destroy the records when 6
years old.

Destroy when 2 years old.

Destroy when no longer
needed.

SUPERSEDED
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NO.

SUPERSEDED

GENERAL RECORDS SCHEDULE 23

DESCRIPTION OF RECORDS

Suspense Files.

Dar;,h L] J‘_.

Papers arranged in chronological
order as a reminder that an action
is required on a given date or that
a reply to action is expected and,
if not received, should be traced
on a given date.

a. A note or other reminder to
take some other action.

b. The file copy. or an extra
copy of an outgoing
communication, filed by the
date on which a reply is
expected.

Transitory Files.

Doceme v by

.Rapers_of short-term interest which

have no documentary or evidential value
and normally need not be kept more
than 90 days. Examples of transitory
correspondence are shown below.

a. Requests for information or
publications. Routine requests for
informatian or publications and copies
of replies which require no
administrative action, no policy
decision. and no special compilation
or research for reply, such as
requests for publications or other
printed material.

b. Letters of transmittal. Originating
office copies of letters of transmittal
that do not add any information to that
contained in the transmitted material,
and receiving office copy if filed
separately from transmitted material.

AUTHORIZED DISPOSITION

Destroy after action is taken.

Withdraw papers when reply

is received. (1} If suspense

copy is an extra copy, destroy
immediately. (2) If the suspense
copy is the file copy,
incorporate it into the official
files.

Destroy when 3 months old or
when no longer needed,
whichever is sooner.

SUPERSEDED
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GENERAL RECORDS SCHEDULE 23 .
ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
c. Quasi-official notices.
Memoranda and other papers
that do not serve as the basis
of official actions, such as
notices of holidays or charity
and welfare fund appeals,
bond campaigns, and similar
papers.
5. Routine Control Files.
Job control records, status cards, Remove from related records and
routing slips, work processing sheets, destroy when work is completed
correspondence control forms, receipts or when no longer needed for
for records chargeout, and other operating purposes.

similar records used solely to control
work flow and to record routine and
merely facilitative actions
taken.
6. Technical Reference Files. .
\Comes of documents retained o

Reweu.vannually and

strictly for reference and d/estroy material of no
infarmational purposes and further reference value.
which are not part of the official

files. Include copies of reports,
studies, special compilations of
data. drawings, periodicals,
books, clippings, ext lnonrecord)
copies of "policy and pr edént”
files. brochures, catalogs. ndor
price lists, and pubhcatnons

prepared lntern}llf and external

Note: Refer/ence materials relevan

to permanent records accessioned

by or s {duled to be accessloned\
by the“National Archives should

be pffered to NARS for appraisal
(/sub:nit SF 258).

7. Finding Aids.

Indexes, lists, registers, and other
finding aids necessary for the
efficient use of other records.

SUPERSEDED
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GENERAL RECORDS SCHEDULE 23

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
a. Finding aids for series that have Submit SF 115, Request for
been accessioned by the Natianal Records Disposition Authority.

Archives and those relating to
major program case files not
previously authorized for disposal.

b.  All other finding aids. Follow disposition instructions
for the records to which they
relate, or destroy when no
longer needed for reference.

SUPERSEDED
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GENE RAL RECORDS SCHEDULE 24

Temporary Commissions, Committees, and Boards Records.

This schedule relates to records that are most often created by a temporery commission,
committee, board, conference, task force, or similar orgenization. These organizations
are usually established by an A ct of Congress or Executive Order for a period of two years
or less to study specific problems and report their findings to Congress and/or the
President. Since most of these organizations are attached to other Federal agencies to
handle their administrative records, such as those relating to personnel, payroll, and {iscal
matters, this schedule rclates mainly to the program records of the organizations.
Program records are those records created or received and maintained by an agency in the
conduct of the substantive functions for which it was created. They include records
produced by contractors and consultants for the agency. Program records may consist of
textual {menuscript) and/or non-textual (machine-readable and audiovisual) records.

Records which are required to be offered to the National Archives are indicated under the
disposition authority as "Submit SF 258." This Request for Transfer of Records should be
submitted to the National Archives and Records Service at least 60 days prior to the
termination of the organization.

For convenience, the term "Commission” is used in this schedule to cover all types of
temporary organizations.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Commission Meetings Files.

The meetings files of a Commission, Submit SF 258, Request
including those held in executive for Transfer of Records,
session, generally consist of 60 days prior to the

the agenda, minutes of meetings termiration date of

and briefing materials for the the Commission.

Com missianers.

2. Public Hearings Files.

The public hearings files Submit SF 258,
generally consist of the edited

and unedited transeripts of the

hearings.

3. General Correspondence Files,

General correspondence files consist Submit SF 258.
of letters received and copies of

letters sent concerning the overall

mission of the Commission.

4, Publication Files

Publication files consist of ane Submit SF 258.
copy of each published report,

SUPERSEDED
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GENERAL RECORDS SCHEDULE 24 .

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

study. pamphlet, booklet, poster,
and other publications produced
by or for the Commission,

5. News Release Files.

News release files consist of one Submit SF 258.
copy of each release issued by the
Commissian.

6. Speech Files.

Speech files consist of one copy Submit SF 258.
of each speech by Commission

executives relating to the

mission of the Commission.

7. Press Conference Files.

Press conference files consist of Submit SF 258.
the transcripts of each press
conference held by the Commission.

8. Organizational Files.

Organizational files consist of Submit SF 258,
records relating to the overall
organization of the Commission
and any changes to it. Included are
organizational charts, functional
statements, budget records,
biographical information on
Commissioners, directives or
memorandums to the staff
concerning their responsibilities,
and related materials.

9. Unpublished Studies Files.

Unpublished studies files consist of Submit SF 258,
the final version of each unpublished

study or report prepared by the

Commission staff or by an individual

or organization under contract.

SUPERSEDED
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GENERAL RECORDS SCHEDULE 24

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

10. Project Subject Files.

Project subject files consist Submit SF 258.
of all records relating to a

specific project from inception

to completion. Included are
correspondence with other

Federal agencies, State and

local governments, private
companies, organizations. and
institutions, and private

individuals; questionnaires;
memorandums; staff and contractor
studies and reports; and related
records.

11. Audiovisual Files.

Audiovisual files consist of still Submit SF 258.

pictures, motion picture films. See General Records
sound recordings. video recordings, Schedule 21, Audiovisual
and related documentation Records. for guidelines.
produced by or for the Commission.

12. Chronological Files.

Chronological or reading files Submit SF 258.
maintained at the Commissioner

level or for the entire Commission,

excluding [iles maintained by

individual staff members or

project offices.

13 = 15. Reserved.

16. Machine-Readable Files.

Machine-readable files consist of

records which require processing

and decoding for conversion to
human-readable information and

are usually stored on media, such as
computer tape or random access computer
disc, which make them easy to store,
modify, and update. The major

kinds of machine-readable records

may include:

a. Mission Oriented Master Files.

SUPERSEDED
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GENERAL RECORDS SCHEDULE 24

@

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Records constituting the
definitive state of a data file
in a system at a given time. The
principal types of mission
oriented master files contain
statistical information
including economic, social,
natural resources, political
or judicial data; national
security or international
relations information; and
scientific information
including environmental,
oceanographic, atmospheric
and medical data.

1} When created or received
by the Commission in
pursuance of Federal law
or in connection with
the transaction of
public business.

2) When created under contract
and are in the possession
of the contractor.

Machine-Readable Indices
{Information Retrieval Files).

Records used to facilitate
access to textual or non-textual
records.

Housekeeping Master Files.

Records documenting the
routine administrative
Processes, such as fiscal
accountability, supply
management, and payroll
administration.

Mission and Housekeeping Processing

Files.

Submit SF 258.

Submit SF 258,

Submit on the SF 258
for the related records.

See General Records
Schedule 20, Part I,
Items 27, 28, 29.

SUPERSEDED




I ITEM

NO.

17 = 19,

21.

22.

23.

SUPERSEDED

GENERAL RECORDS SCHEDULE 24

DESCRIPTION OF RECORDS

Records including input, work,
and valid transaction files which
comprise the life cycle of
computerized records prior to
the production of a given
master file.

e. Documentation.

Records required for servicing
machine-readable records.

They include file

specifications, user guides,
output specifications, codebook,
input form, record layouts,
editing procedures. and reports.

Reserved.

All Records Not Covered Elsewhere in

This Schedule or in the Other General

Records Schedules.

Staff Reference Files.

Staff reference files include drafts of
correspondence, reports and studies;
copies of materials retained under
other items of this schedule; and
publications from other government
agencies, or private organizations
and institutions.

Matling Lists.

Lists of individuals and organizations
that are to receive copies of the
Commission reports.

General Administrative Files.

General administrative files are those
pertaining to the internal operation
of the Commission, such as personnel,
payroll, and fiscal records. The
agency to which the Commission is
attached for administration maintains
the official files.

AUTHORIZED DISPOSITION

See General Records
Schedule 20, Part II.

See General Records
Schedule 20, Part II.

Submit SF 258.

Destroy when obsolete,
superseded, or on termination.

Destroy when obsolete,
superseded, or on termination.

(a) Transfer to the
administrative agency any
records needed to complete
their files.

{b) Destroy remaining files
on termination.

SUPERSEDED
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GENERAL RECORDS SCHEDULE 24

ITEM

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

24. Transitory Correspondence.
Correspondence requiring no substantive Destroy when request is
reply, such as requests for publications completed or on termination.
and general information.

25. Rejected Offers.

Records offered to the National Archives Destroy immediately.
but appraised as lacking sufficient

research or other value to warrant

permanent retention.

SUPERSEDED
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April 28, 1986 NARA Bulletin 86-2

GENERAL RECORDS SCHEDULE 25

Inspector General Records

The Inspectors General monitor agency programs and operations to prevent and
reduce waste and fraud and to improve agency management. The Inspector General
Act of 1978, as amended, and other legislation established an Office of Inspector
General (OIG) in selected government agencies. Several other agencies have
created nonstatutory  OIGs. An  OIG conducts and supervises audits
and investigations; recomends policies to pramote economy, efficiency, and
effectiveness and to prevent fraud and abuse; and reports problems, deficiencies
and progress to the agency head. Statutory OIGs must submit semiannual reports to
the Congress. This schedule covers investigative, audit, and related records
created or maintained by an OIG in performing its duties and responsibilities.

This schedule {l) does not cover records created or accumulated by Inspectors
General of military agencies (i.e., the Department of Defense and all DOD
camponents) and the Central Intelligence Agency and ({2) may not cover all records
created or accumulated by Inspectors General of other agencies. 01G
records, including machine-readable records, are not authorized for disposal
unless they are covered by this schedule, by another General Records Schedule, or
by an agency schedule approved by the National Archives and Records
Administration. Disposition of such records may be effected only after NARA
approval of an SF 115, Request for Records Disposition Authority.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1. Policy and Procedures Files.

. Records defining and documenting

~the policies required for
dlrectlng, controlling, and
carrying- out OIG operations, =lo]
records on plannlng and developlng
0IG policies andﬂproceGUres.
Consist of manualé?‘handbooks,
directives, égg,worklng papers.

a. One record copy of each Lf\qg Permanent. Cut off when
1ncluded in the agency's perm superseded or obsolete. Offer
nent set of master directives to NARA in 10 year blocks
‘files or the record set of when 10 years old.
publications.

b. All other copies en no longer needed.

c. Working papers and background Destroy when no.longer needed.
materials,

SUPERSEDED
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April 28, 1986 NARA Bulletin 86-2

GENERAL RECORDS SCHEDULE 25
ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

2. Semiannual Report to the Congress
Files.

Reports prepared by the statutory
OIGs and submitted to the Congress,
and working papers. The reports
summarize the activities of the 0IG
for the six-month periods ending
March 31 and September 30. For
details on the composition of these
reportsS, see Section 5, Public Law
95-452, as amended by P.L. 97-252.

a%%rmanent. Cut off upon

transmission o the SS.
Offer to NARA in 10 year blocks™
when 10 years old.
b. Other copies of the report. Destroy when no longer needed.
c. Working papers. Destroy when no longer needed. .

3. Investigative Case Files.

Case files developed during
investigations of known or alleged
fraud and abuse and irregularities
and violations of laws and regqu-
lations. Cases relate to agency
personnel and programs and
operations administered or financed
by the agency, including contrac-—
tors and others having a relation-
ship with the agency. This in-
cludes investigative files relating
to employee and hotline complaints,
and other miscellanecus complaint
files. Files consist of investi-
gative reports and related docu-
ments, such as correspondence,
notes, attachments, and working

papers.
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April 28, 1986

ITEM
NO.

GENERAL RECORDS

DESCRIPTION OF RECORDS

5.

a. Files containing information or
allegations which are of an
investigative nature but do not
relate to a specific investiga-
tion. They include anonymous
or vague allegations not
warranting an investigation,
matters referred to
constituents or other agencies
for handling, and support files
providing general information
which may prove useful in
Inspector General
investigations.

b. All other investigative case
files.

Audit Case Files.

Case files of internal audits of
agency programs, operations, and
procedures, and of external audits
of contractors and grantees.
Consist of audit reports,
correspondence, memoranda, and
supporting working papers.

Indexes to Case Files.

Used as references to investigative
and audit case files.

NARA Bulletin 86-2

SCHEDULE 25

AUTHORIZED DISPOSITION

Destroy when five years old,.

Place in inactive file when case
is closed. Cut off inactive file
at end of fiscal year. Destroy 10
years after cutoff,

Cut off file at end of fiscal year
after close of case. Destroy 8
years after cutoff.

Destroy when superseded or
obsolete.

SUPERSEDED
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Arcbwes

Washington, DC 20408

June 3, 1587

Subject: Updating the subject index to the GRS
NIRC Staff Members

In connection with the revision of the General Records Schedules
(GRS), Jean XKeeting has asked for assistance in updating the
subject index to the schedules. She requests that you forward
index terms for newly approved GRS items on which you have worked.
Ssubmit index terms for items on which you are currently working as
you complete them. Review of the existing subject index will
demonstrate the manner in which current GRS entries are refe-
renced, which we will continue to follow. TIf you have questions
about referencing a specific item, please see Jean.

Attached is a copy of the most recent status report on our GRS
revisions, which indicates who is handling specific revisions.
Please check for your individual assignments and submit index

terms for any items that are newly approved. We appreciate your
COOperation in this matter.

Id /
dlv‘c.ﬂ Lo
HENR OLF£;L%R

Civilian Appraisal Branch
cc: Jean Keeting

DOC: HW GRS"INDEX (W)

SUPERSEDED
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SUPERSEDED

FPMR 101-11.4

GSA Bulletin FPMR B-124, Supp. 3

Subjec

Accidents, General (see Investigative Files) ¢/ J
Accident, Motor Vehicle Report < &
Accountable Officers' Returns &

Accountability @ # 2 ¢ £ 3¢

¢4 Classified documents ¢/
_ # Forms, transportation requestsJ
}}; 4 Keys, security and protective J
Zz+ Personal property, files .J

¢ 4 Transportation and travel ¢}
F2 e £ 34

4 Accountable officers' return
Availability of funds
Collection of funds
Correspondence
Custody of funds
Deposit of funds
Exception, notices of, GAQ

s‘J

Settlement, certificates of
Support documents
Surety, personnel bond

Accounts & F 72 o F3¢

s Accounts, general
-4 Allotment <t
v Posting and control media <

Acquisition of Real Property, Title Papers <
Administrative Files (Office) &/

Administrative Management
Committees
Directives
Feasibility studies
Forms
Management improvement
Organization
Projects
Publications
Records management
Reports control

SUPERSEDED
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FPMR 101-11.4
GSA é&ulletin 8-124, Supp. 2

Aerial Film

ADP (see Machine-Readaole)
Affirmative Action Plans
Allotment Ledgers

Annual Supergrade Position Report
Appeals
Adverse action
Privacy Act Amendment case files
Classification
Grievance
Performance rating
FOIA request files

Applications
Employment
Grants
Research and development projects
Housing
Apportionment and Reapportionment {see Budget)
Appropriation Warrants

Arrests

Audiovisual

Contracts '
Finding aids
Graphic arts
Artwork
Flyers
etterhead
landing originals
Poster
Line copies, charts & graphs
Photo-mechanica roduction
Viewgraphs
Motion pictures
Agency activities
Duplicates
Educational
Engineering
Entertainment
Grants
News releases
Quttakes

SUPERSEDED

April 12, 1984

Schedule Item
17 16
1 26
7 3
| 7c

) o
14 26
| 7d
i 3la
1 23
14 17
| 15
3 14
19 12
15 7
(S 1
18 15
21 62
21 63
2l 9-14
2l 10
21 10
21 14
21 10,13
21 12
21 11

15-27
23
19
20
18
16
24
2]
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Schedule Item

Motion Pictures (cont.)
Policy (agency programs) 3 U 25
Public service announcements 21 22
21 20
21 28
21 18
21 27
21 17
21 21,22
21 15,23
21 82
21 62
Sound recordings 21 48-61
Appearances {media) 21 60
Conferences 21 58
Dictation 21 47
Documentation 21 38,61
Dubbings 21 51
Effects 21 49
Grant-produced 21 58
Hearings 21 58
Internal management 21 55
Meetings 21 46
Media production 21 48
News recordings 21 30
News releases 21 53
Oral history collections 21 57
Pre-mix elements 21 49

Public service announcements
Radio programs
Speeches
Studies
Testimony {Congress)
Still photography
Ceremonial
Duplicates
Filmstrips (Internal training)
Others (not in items 1-4)
Black and white

Color
Pilmstrips, slides

Passports

Personnel identification

Portraits (senior officials)

Slides (intemnal training)
Video recordings

Agency activities

SUPERSEDED
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April 28, 1986 NARA Bulletin 86-2
Schedule Item

Video recordings (cont'd.)

Appearances (top officials) 21 44
Awards presentation 21 34

\Qﬁnferences 21 41
D ings 21 35
Educational 21 36
Engineehing 21 33
Entertainmant 21 29
Grant-produc 21 42
Hearings 21 41
Internal managemént 21 40
Management instrucd®N 21 31
Medical 21 33
Meetings 21 34
News releases 21 37
Qutside sources 21 43
Practice tapes 21 30
Public service announcements 21 38
Recruiting 21 36

Resecarch and development 21 45
Role-playing sessions 31
Scientific 33
Speeches 21 11
Surveillance 21 32
Television 21 38
Testimony 21
Training 21 28,31,39
Audit Case Files 25 1y |
Automobile Permits 11 4
Awards (Personnel) 1 12
Bid and Proposal Files 3 6
Acceptable bidders 3 64,14
Cancelled 3 6c,l4a
Successful 3 6a,l4b
Unsuccessful 3 6b,l4a
Bills of Lading 9 1
Binding 13 3
Boarde—Temporary —21 I-25—
Bonds
Personnel surety 6 6
Savings 2 5,6,7
Budget
Apportionment 5 6
Correspondence files 5 1,3
Estimates 5 2

SUPERSEDED
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GSA Bulletin FPMR B-124

December 22, 1982

. Budget (eont.)

Reports
Work papers

Buijlding Space and Maintenance

. Calendars

Allocation
Correspondence
Credentials
Directory service
Plans

Release

Reports ,
Request for services
Utilization

Carrier (see Transportation)

Cartographic

Aerial film

Charts
Aeronautical
Hydrographie

Color pulls

Color separation sheets

Composites

Data tapes

Field survey notes

Pinding aids

Glabes and models

Map histories

Maps
Computer
Correction
Hand drawn
Microfilm
Published
Raised relief

Ageney policy changes
Classification appeals
Contract appeals

Emergency planning
~Grants—

NS

Informational services
Map history

Schedule

wnoen

11
11

11
11
11
11
11
11

23

SUPERSEDED

Item

1,2b
4a

2b




SUPERSEDED

FMPR 101-11.4 April 12, 1984
GSA Bulletin FPMR 8-124 Supp. 2
Schedule Item .

Case Files (cont.)

Personnel
Incentive awards 1 12a,13
Security 18 23
Privacy act amendment " 14 26
Property disposal 4 2
nt —~9— —_
Surplus property 4 1,6
Certificates
Classified document destruction 18 4
Eligibles (employment) 1 5
Export 9 1
Performance rating 1 23
Settlement 6 3
Tax exemption 3 13
" 2 18
Title 3 2
Transit 9 1
Charts (see Cartographic)
_ Civilian Personnel (see Personnel)
Classified Documents
Access control ‘ 18 7
Accounting 18 6
Administrative correspondence 13 2
Container security 18 8
Classified Information and Control
Access control 18 7
Container security 18 8
Correspondence 13 . 2
Destruction certificates 18 4
Inventory 18 5
Receipt 18 3
Classified or Classifiable Information
Nondisclosure Agreement 18 ‘ 26
Clearance (see Personnel Security Clearance)
College Personnel Program ) 1 3
Commendation Letters 1 12¢
Commissions, [emporary 2% B 3 S—

SUPERSEDED
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Schedule Item
Committees 1 12
- 5. -2
— e ~1=25
Communications
Administrative 12 2
Cocrrespondence 12 2
Equipment 12 2b,2d(2)
Long distance telephone reports 12 4
Messages 12 3b,3c
Operation 12 3a
Reports
Administrative 12 2b
Load 12 la
Performance 12 la
Statistical 12 2¢c
Telephone 12 4
Vouchers 12 24
Complaints, Discrimination 1 26
Construction (see Design and Construction)
Condrac? ";‘,P,afaf's Case Files 3 i
Contracts 3 4
" 19 13
" 21 62
Contractors' Employment Practices, EEQ 1 26d(1)
Contractors' Payrolls 3 12
Contractor's Statement of Contingent or
Other Fees 3 20
Control Files (Routine) 23 5
Correspondence
Accounting 6 5
Budget 5 1,3
Building and space maintenance 11 1,2b
Classified information and control 18 2
Communications 12 2
Cost accounting 8 2
Emergency planning 18 27
Expenditure accounting 7 1
Facilities, security 18 9
Grants 3 17
Housing 15 1
Informational services 14 4,7
Motor vehicle 10 1
Pay 2 2
Personnel 1 3,17a,17c,

SUPERSEDED
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SUPERSEDED

Schedule Item
Correspondence {cont.) .
Personnel security i8 23
Plant aceounting 8 -2
* Printing, administrative 13 3.
Procurement 3 3
Property disposal 4 4
Research and development 19 9
Security and protective service 18 9
Space and maintenance 11 1
Stores aceounting 8 2
Surplus praoperty 4 4
Transportation 9 )
Travel 9 S
Cost Accounting
Correspondence 8 2
Ledgers "8 8
Reports 8 7
Credentials 11 4
) : 18 13,20a
Deductions, Payroll 2 15
Design and Construetion
Construction files 22 2
Design files 22 1
Drawings 4 7
" 22 1,2,3,4
Finding aids 22 5
Microform files 22 6
Models 22 1a(2)
Specifications 22 2
Directives
Master set 16 1
Emergency planning .18 28
Diserimination Complaints 1 26
Dispensary Control Files ‘ 1 20
Drawings (Design and Construction}
Alteration 22 2
As-Built 22 2
Contract ' 22 2
Design 19 |
" 22 (1)
Manuscript 22 3
Maps : 17 1
Measured 22 4
Microform 22 5

SUPERSEDED
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December 22, 1982

Drawings (cont.}
Preliminary
Real property

Research and development
Federal structures design

Presentation
Repair

Shop

Space assignment
Standard’

Driver Tests

Electroni¢ Data Processing (sce Machine-Readable)

Emergeney Planning
Case [iles
Correspondence
Directives
Directives reference files
Operations tests
Plans
Reports

Employee Records (sce Personnel and also Payroll)

Employee Safety
Employee Transfer and Detail
Equal Employment Opportunity Complaints
Erasable ¥icedia (see Machine-Readable)
Estimates, Budget
Executive Developimment Program
Expenditure Accounting
Allotment
Correspondence
Ledgers

-Maehtpe—readabte-fites——
Posting and control

Facilities, Security
Correspondence
Inspections and surveys
Investigation

Feasibility Studies

Federal e Lrece ot P RESEDED

GSA Bulletin FPMR B-124

Schedule Item
4 7
19 10
22 1
22 1
22 2
22 2
22 2
22 2
10 7
18 28
18 27
18 28
18 29
18 31
18 28
18 30
1 3Ja
1 14
1 26
5 2
1 3
7 3
7 1
7 2
20 [-27-25—
7 4
18 9
I8 10,11
18 12
16 4

7;[



SUPERSEDED

FPMR 101-1L4 August 27, 1984

GSA Bulletin FPMR B-124,Supp. 3
Schedule Item

Films
Agency activities 21 23
Duplicates 21 19
Educational 21 20
Engineering 21 18
Entertainment 21 16
Grants 21 24
Outtakes 21 27
Policy 21 25 ’
Recruiting 21 20
Research and development 21 26
Scientific medical 21 18
Stock footage 21 27
Surveillance 21 17
Training 21 15,23

Finding Aids ;
General (*23 Cr
Gartographic. B3, ~8;18.
Design and eonstruction 22- 5.

Flexitime Attendance Records {see Payroll)

Followup Files (see Suspense Files)

Forms 16 4
Freedom of Information Act Files
Administrative 14 20
Appeals 14 17
Control 14 18
Reports 14 16
Requests 14 19
Freight 9 1,2
Functional Statements 16 13b
Gasoline Sales Tickets 6 7
General Accounting Office
Machine-readablefiles- -~ - 20 1-27-
Notices of exception 6 2
Site audit 6 1
Support documentation 6 7,8,9
Globes 17 7
Government in the Sunshine Act 16 12¢
Government Losses in Shipment Act 9 2

SUPERSEDED



April 28, 1986

Schedule ITtem
Grants
Applications 3 14
—m——"" " {research—and—develepment) 19 35
Case files 3 T 15
L —"—{reseatch and Aevelopment) 19 — 3
Control files 3 16
Correspondence 3 17
Machine=veadable files 2Q 10520
“PIO‘d'DCtS _H3_‘_‘“—-::'_-:?}.‘B'_
Graphic Arts (see Audiovisual) 21 9-14
Guard
Assignment 18 14
Facility checks 18 19
Service control 18 20
Logs and registers 18 21
Voo 140 beae Ul Clarms )
Health Programs, Civilian / 45
Dispensary logs 1 20
Health record card 1 19
Individual cases 1 21
Machine-readable files 20 I 3,4,
Reports 13-16
1 22
Histories, Agency 16 13c
Household Effects, Shipment of 9 1
Housing
Applications 15 7
Assignment 15 5
Correspondence 15 1
Furnishings inventory 15 6
Lease 15 4
—Maehine=readablefiles — 296 —I—3+4
Maintenance and repair 15 2
Reports 15 3
Requests (EEQ) 1 26e
Tenant 15 5a
Vacancy 15 5
Incentive Award Case Files 1 12
Indexes (see Finding Aids)
Informational Services
Acknowledgement files 14 4
Bibliographies 14 8
Correspondence 14 4,7
Freedom of information 14 16-20
Information—rebrtevai—systen— 29 2122
i LI—1l=13 .

SUPERSEDED
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Schedule Ttem
Informational Services (Cont.)
Information management system studies 16 14
Press conference transcripts 14 1
Press releases 14 1
Press service files 14 5
Privacy Act files 14 25-29
Project case files 14 6
.Publications 14 1
Requests 14 3
Speeches 14 1
Subject files 14 2
Inspections, Safety and Security
Government~owned facilities 18 10
Privately-owned facilities 18 11
Inspectors General 25 1-5 |
Identification Credentials 11 4
Interview, Exit 1 8
Inventory 3 % 10
Investigation 18 12
Investigative case files (Inspectors General) 25 3
Invitations 16 12b(2)
Invoices, Stores Accounting 8 3 t
Job Descriptions 1 7
Key Control, Security 1g 17
Labor Management Relations 1 29
Laberatory-NUteboDks — = 19 &
Leave 2 8,9,10

SUPERSEDED
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December 22, 1984

‘II' Ledgers

Allotment

Cost report
General accounts
Plant accounting
Subsidiary

Levy and Garnishment
Losses in Shipment Aet, Government

~Machine-Readable Records

Backup media

Guides

Informaticn retrieval
Instruetions
Master reference

Scientifie
. Statistical
Summary

Print file
Publications
Reports
Source data

Specifications
File
Output
System

Temporary media

Test data

Test documentation

Valid transaction

Wark file

| Mai)
L Administration
Corfrfiec ZControl
pela ared' Jenvery” Loss report
s
Evpres
iwid(eJ

SUPERSEDED
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" GSA gulletin FPMR 8-124 Supp. 2
Schedule [tem .

Mail (cont.)

Messenger service 12, 5 1,6f,6h,
orer " gkt 7Penalty mail routing > TS

0 7Receipt and rout:ng _ 1= ol
ottt Tles  Receipts 12 Ja,6f
l’fc‘. ﬂ,.p*" Registered mail ' .12 5a,6b
Stamps _ 12 - 6e,6C
~Statistical reports . 12 6b,6d
Mailing Lists - ' - 13 5
Maintenance ‘ 11 1,5

Management (see Administrative Management)

Manuals _ . 16 . i
Manpower Management : _ i 29a
Maps (see Cartographic)

Medical Records (see Persorinel)

Merit Promotion Case Files ' 1 . 33
Messenger Service 12 12a(1)
Models :
Cartographic _ 17
Design and construction 22 _ 1(2)
Motion Picture (also see Audiovisual) 21 15-27
Production files 21 .- 82
Motor Vehicle _ :
Accidents : ' 10 5
Correspondence 10 1,7
Cost and expense data 10 3.
Maintenance , 10 Z2b
Operation 10 , 2a
Releases . : 10 6
Reports : 10 - 4
News Releases . 14 . 1b —=—
21 21,37,50,53 7

7)l q HC{fL-‘{UPy KPU,C)C‘J {0?"‘ DPF"QIJ‘!IﬁJICa f?'c;;

’ AL'( SIS ira {"“"C- | { ?{ : . 331 | .
A-’ I‘Jt’ﬂ ,5 f‘?‘ _
(‘,v‘w'f""! Th :
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Nondisclosure Agreements (see Classified or
Classifiable Information Nondisclosure
Agreements)

Nonerasable Media (see Machine-Readable)

Notification of Personnel Action

Numerical Forms Files
Offices, Records Common to Most

Finding Aids

Office Administrative Files
Routine Contro!l Files
Schedules of Daily Activities
Suspense Files

Technical Reference Files
Transitory Files

Official Personnel Folders
Organizational Charts
Organizational Records
Overseas Employment
Parking Permits

Passes

Pay
Allotments
Applications for leave
Bonds
Authorization
Purchase
Receipt and transmittal
Registration
Budget authorization
Correspondence

Individual earnings and service cards

Insurance deductions
Leave record

Personnel Action, Notification of

Time and attendance reports

15

Schedule

-t

16

23
23
23
23
23
23
23

16
16

il

11
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SUPERSEDED

1986

Payroll

Change slips
Correspondence
Fiscal schedules
Flexitime attendance
Levy and garnishment

NARA Bulletin 86-2

Schedule

NN NN N

Machine-readable—fites

Payrolls (memorandum copy)
Registers
Reports
Administrative
Retirement
Taxes
Taxes
Wage survey

Performance Rating
Personal Injury

Personnel (Civilian)

Adverse action

Affirmative Action Plans

Application record card

Applications for employment

Appointments

Awards

Certificates of eligibles (originals)

Certificates of eligibles (copies
from OPM)

Certification request control index

Correspondence

Counseling

"Delegated agreements"

Discrimination cases

Displaced employee program application
and registration sheet and control
card

Dispensary logs

Driver tests

Employee interviews

Employee record card

Equal Employment Opportunity

Evaluations '

Examination announcement case files

Examinations

Financial disclosure reports

Grievance

Health record cases

Health records, individual

Health unit control files

Incentive Awards

SUPERSEDED

Ll ol [l NN NN

o
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o
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Item

15

2
16
b
23

—20—TF27=29

13
14

17
21
18c
18
24

23

32

31lb

26h

34c
15,34qg9,j
4

12
341

5

34m
3:17afl7c
18a,34a
27

34

26

34n,0

20

2

8

6
9,23a,26
7c(l) {b),3a
344

341

25

3la

21

19,21

20

12a
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April 28, 1986

Personn

Photogr

Reports
Informational files
Injury enel flness
Interviews
Labor-Management relations
Leave
Letters of reference
Motor vehicle operation
Notification of Personnel Action
Official Personnel Folder
Performance ratings
Personnel security case files
Position classification
Appeals
Standards
Survey
Position descriptions
Position identification strips
Reduction-In-Force (RIF) records
Registers of eligibles
Reports

Schedule

=
O HHFOHFNHFHRFFH

—

= b

Audits of delegated examining opera-

tions

Statistical

Time and attendance
Retention registers
Retirement
Security clearance
Security violation
Service record card
Standards of conduct
Temporary records
Test material stock control
Time and attendance
Training
vacancy announcements

el Security
Case files
Correspondence
Status
Violations

aphs (also sce Audiovisual)

Plant Accounting

Police

Policy

Account cards
Correspondence
Ledgers
Structures

Records
Files

Budget
Security

SUPERSEDED
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18
18
18

21

@ oo

18
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Item

13
18

32,35

8

29
8,9,10
10

7

14
1,10
8,23
23

7d

7a

7c

7b

11
17b(1).,31b
34e

34p
16,22,26f
3
17b
21
24
25
2
28
10
34b
3
30
33

23
22
24
25,26

1-8

—
~

H
-
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Schedule Item
Postal Irregularities 12 8
Postal Records 12 5
Posters (also see Audiovisual) 21
Press Releases and Press Conference Transcripts 14 1
Press Service 14 5
Printing
Correspondence 13 2
Issuances 13 1
Mailing lists 13 $
Management 13 7
Planning 13 3b
Projects 13 3a
Publications 13 1
Reports to Congress 13 6
Registers 13 4
Privacy Act
Administrative 14 30
Amendment cases 14 26
Control records 14 28
Disclosure 14 27
Reports 14 29
Requests 14 28
Procedural Issuances 18 1
Procurement
Bids and proposals 8

3
Bond and surety g< 3 4. 19

i 2 /57
2Pl Contracts L4->
w“”arf /h d Contractors' payrolla 3 12 N
Correspondence 3 I 4.
4+ “Inventories ¥ 10°
formEr Machine-resdable fites—— 20— 1-27-26—
ol PretTgyste Purchase orders 3 1,4
Qa.h" Real property acquistion 3 2
Requisitions 3 1,4,7,8,9
Supply management 3 5
Survey, reports of 3 10¢
Unique programs 3 1
Tax exemption certificates 3 13
Telephone statements 3 11
Production Piles {Audiovisual) 21 82

18

SUPERSEDED
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April 28, 1986

Schedule Item
Promotion-Merit 1 3,33
Proposals {(also see Bids) 3 6,14
Property Disposal
Correspondence 4 4
Excess personal property reports 4 5
Excess real property reports 4 3
Real property disposal 4 7
Surplus property 4 1,2,%6
Publications {see also individual subject}) 13 1
14 1
16 2
20— T 30
Public Relations Records 14 1
Purchase Orders 3 1,14
Recordings
Sound 21 46-61
video 21 28-45
Records Disposition Files 16 3
Records Holdings Files 16 6
Records Management Files 16 li
Recruitment Advertising 21 20
Reduction—-In~Force (RIF} Records (sec Per-
sonnel)
Reemployment Rights 1 ib
Reports
Accident, motor vehicle 10 5
Budget 5 5
Building space and maintenance 11 2b
Communications 12 2,4
-~ Control l6 8
Cost accounting 8 7
Emergency planning 18 30
Freedom of Information 14 16
Health programs, civilian 1 22
Housing 15 3
Inspectors General, to Congress 25 2
Joint Committee on Printing 13 6a
Long distance telephone 12 4
Losses in Shipment Act, Government 9 2
—Maehbiresreadable~ zmmm = 20 i

SUPERSEDED
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Schedule Item
Reports (cont.)
Motor vehicle 10 4
Pay 2 3
Payroll 2 17,18¢,21
Privacy Act 14 29
Property disposal 4 3,5
Space and maintenance 11 2
Statistical
Communications 12 2c
Mail 12 8b,6d
Personnel 1 16,22,261
Surplus property 4 3,5
U.S. Savings Bonds 2 7
Requisitions
Bindings 13 3
Control registers 13 4
Dwplication 13 3
Housing maintenance and repair 15 2b
Information 14 16,25
Nonpersonal 3 8
Printing 13 3
Procurement 3 1,4
Public Printer 3 7
Stamps 12 6a
Supplies and equipment 3 8
rch and Development
Committee and board files 19 2
orrespondence 19 1,9
ings and specificatlons 19 8
Indices 19 4
Investigative-files 19 12
Laboratory note 19 5
Machine-readable fil 20 I
Procurement 19 13
Program files 19 1
Progress reports 19 11
Project case files 19 3
Projeet control files 19 T~ 10
Reference files 19 14
Source data files 19
Technical reports 19 7
Retirement 2 21
Safety and Security Inspections 18 10
Schedules of Deily Activities 23 2

20

SUPERSEDED
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December 22, 1982 GSA Bulletin FPMR B-124

Schedule ~ Item

Science (see Research and Development)

Scripts 21 62
Security and Protective Services
Correspondence 18 9
Guard assignment and strength 18 14
Guard force facility checks 18 19
Guard log and registers 18 21
Guard service control 18 20
Investigations 18 12
Key accountability 18 17
Lost or stolen property 18 16
Police files 18 15
Property pass files 18 13
Survey and inspection 18 10,11
Visitor control files 18 18
Selective Placement 1 5,14
Shortage and Demurrage Reports 9 1
Site Audit Records (see also GRS 2, 9} 6 1
Sound Recordings (also see Audiovisual) 21 46-61
Space and Maintenance
Allocation and utilization 11 2
Correspondence 11 1
Credentials 11 4
Directory service listings 1 3
Maintenance 11 5
Reports 11 2
Specifications 4 1
e — 8,10—
22 2
Specches 14 la
Statement of Employment and Financial Interest 1 25b
Statistieal-MasterFite 28 ——d-1=}3—
Still Pietures (also see Audiovisual) 21 1-8

Stores Accounting
Correspondence
Invoices
Returns and reports
Work papers

SUPERSEDED
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FPMR 101-11.4 August 27, 1984
GSA Bulletin FPMR B-124, Supp. 3

Schedule Item
Suggestions-E mployee 1 12a(1)
Sunshine Act 16 12¢ [
Supply
Inventory 3 10
Managemaent 26 H-27=29_. 1
Requirements 3 5
Requisitions 3 7,8,9
Surety Bond Files 6 6
Surplus Property Correspondence 4 4
Personal property 4 1,6
Real property 4 2,7
Reports 4 3,5
Suspense Files 23 . 3
Tax Exemption Certificates 3 13
Tex Files 2 18

Techhica]l Reference Files —

Technology (see Research and Development)

Telecommunications 12 2,3
Telephone Statements and Toll Slips 3 11
6 8

Television (agency sponsored)

News releases 21 21,37,50,53

Public service announcements 21 22,38,54
Temporary Commissions, Committees, and Boards 24 1-24
Title Papers 3 2 ’
Time and Attendance Reports \ 2 3
Training Records 1 30
Transit Certificates 9 1
Transitory Files 23 4

SUPERSEDED
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April 12, 1984 FPMR 101-11.4
GSA Bulletin FPMR 8-124 Supp. 2

Schedule Item
Transportation
Accountability 9 b
Bills of Lading 9 l
Correspondence 9 3
Freight records 9 1
Lost or damaged shipment 9 2
Travel
Accountability 9 5
Authorization 9 3
Correspondence 9 5
Orders 9 4
Reimbursement 9 4
Requests 9 3
Youchers 9 3
U.S. Postal Service Records 12 5
U.S. Savings Bonds
Payroll savings 2 ]
Receipt and transmittal 2 6
Registration 2 5
Reports 2 7
Vacancy announcements o 33 .
Video Recordings {see also Audiovisual) 21 . 28-45
Visitors' Passes -_ 11 4
Vital Records (Security copies of payroll) 2 ' 13
Youchers : . '
Communications 12 2b
General . 6 1
Passenger transpoctation 9 3
Wage survey : 2 24
Whitten Amendment Review - | 7c
Work Papers
Administrative management 16 4b,10
Budget 3 4
Publications 16 10
Stores accounting 3 b

23
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GENERAL RECORDS SCHEDULES

FORMS INDEX

STANDARD FORMS INDEX

SF NUMBER TITLE GRS CITATION
1 Printing and Binding Requisition 3(7); 13(3)
1A Binding Instructions 3(7); 13(3)
1B List of Books to be Bound 3(7); 13(3)
1C Printing and Binding Requisition 3(7); 13(3)

for Specialty Items

2 U.S. Government Lease for 3(1,4)
Real Property

2A General Provisions, Certification 3(1,4)
and Instructions = U,S. Government
Lease for Real Property

2B U.S. Government Lease for Real- 3(1,4)
Property (Short Form)

7 Service Record 1(2)

7A Service Record=Continuation 1(2)

7B Employee Record 1(6)

7D Position Identification Strip C1{11)

14 Telegraphic Message - 12(3)

15 Claim for 10-Point Veteran 1(1)
Preference

18 Request for Quotations 3(1,4,8)

19 Invitation, Bid and Award 3(1,4,6)

19A Labor Standards Provisions 3(1,4)

19B Representations and Certifications 3(1,4)

{(Construction and Architect =
Engineer Contract)

20 Invitation for Bids (Construetion 3(1,4)
Contract)

SUPERSEDED
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@
SF NUMBER TITLE GRS CITATION
21 Bid Form (Construction Contract) 3(1,4,6)
23 Construction Contract 3(1,4)
24 Bid Bond 3(1,4)
25 Performance Bond 3(1,4)
25A Payment Bond 3(1,4)
25B Continuation Sheet (For Standard 3(1,4)
Forms 24, 25, and 25A)
26 Award/Contract 3(1,4,6)
28 Affidavit of Individual Surety 3(1,4)
30 Amendment of Solicitation/ 3(1,4,6)
Modification of Contract
33 Solicitation, Offer and Award 3(1,4,6)
34 Annual Bid Bond 3(1,4,6)
35 Annual Performance Bond 3{1,4,6)
36 Continuation Sheet 3(1.,4,6)
37 Report_of Procurement by Civilian 3(5)
Executive Agencies
374 Report on Procurement by Executive 3(5)
Agencies
39 Request for Referral Eligibles 1(5,34)
392 Request and Justification for 1(5,34) ‘

Selective Factors and Quality
Ranking Factors

44 Purchase Order-Invoice-Voucher 3(4):6(1)
44ad Purchase Order-Invoice-Voucher 3(4);6(1)
2

SUPERSEDED
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SF NUMBER TITLE GRS CITATION
46 U.S. Government Motor Vehicle 11(4)
Cperator's Identification Card
47 Physical Fitness Inquiry for 10(7}
Motor Vehicle Operators
49 Certification of Insured 1(1)
Employee's Retired Status (FEGLI)
S0 Notification of Personnel Action 1(1,14);2(11)
S0A Notice of Short-Term Employment 1(1,14):2(11)
50B Notification of Personnel Action 1{1,14);2(11)
51 Request for Insurance (FEGLI) 1(1)
52 Request for Personnel Action 1(1)
54 Designation of Beneficiary (FEGLI} 1(1)
55 Notice of Conversion Privilege 1({1})
56 Mgency Certification of Insurance 1{1})

Status (FEGLI)

59 Request for App;oval of ton- 1{1,34k)
Campetitive Action

6l Appointment Affidavits 1(1)

61B Declaration of Appointee 1(1)

62 Agency Request to Pass Over a 1(5)

Preference Eligible or Object to
an Eligible

66 Official Personnel Folder (1)

66A Official Personnel Folder Tab 1(1)
Insert

69 Incentive Awards Program Annual 1(3)
Report

SUPERSEDED
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SF NUMBER TITLE GRS CITATION
71 Application for Leave 2(8)
72 Report of Aetion After Agency Full 18(23)
Field Investigation
73 Report of Action After CSC or PBI 18(23)
Section 8(d) Full Field Investigation
74 Notice of Transmittal of Investigative 18(23) \
Reports for Security Determination ]
79 Notice of Security Investigation 18(23)
81 Request for Space 11(2)
82 Agency Report of Motor Vehicle Data 10(4)
83 Clearance Request and Notice of 16(4¢87 (?)
Action ’
85 Data for Nonsensitive or 18(23)
Noncritical-Sensitive Position
85A National Agency Check Data for 18(23)
Nonsensitive or Noncritical-Sensitive
Position
86 Security Investigation Data for 18(23)
Sensitive Position
91 Operator's Report of Motor Vehicle 10(5)
Accident
91A Investigation Report of Motor Vehicle 10(5)
Accident
04 Statement of Witness 10(S)
97 & The United States Government 4(8); 10(8)
874 Certificate of Release of a
Motor Vehicle
)] Notice of Intention to Make 3(12)
a Service Contract and Response »
to Notice '
4

SUPERSEDED



SF NUMBER

98A

99
108

113A

1138

113E

114

114A

1148

114C

114C-1

114C-2

114C-3

114C-4

114D

SUPERSEDED

TITLE

Notice of Intention to Make a
Service Contract and Response
1o Notice (Attachment A)
Notice of Award of Contract

Statement of Receipts

Monthly Report of Federa! Civilian
Employment

Payroll Report of Federal Civilian
Employment

Semi-Annual Report of Federal
Participation in Enrollee Programs

Sale of Government Property-Bid and

A ward

Sale of Government Property=Item
Bid Page==Sealed Bid

Sale of Government Property=Item
Bid Page=Sealed Bid

Sale of Government Property=General

Sale Terms and Conditions

Sale of Government Property=Special

Sealed Bid Conditions

Sale of Governmentl Property=Special

Sealed Bid=Term Conditions

Sale of Government Property=Special

Spot Bid Conditions

Sale of Government Property=Special

Auction Conditions
Sale of Government Property—

Amendment of Invitation for Bids/
Modification of Contract

SUPERSEDED

GRS CITATION

3(12)

3(4)
7(4)

1{16)

2(17)

1(16)

4(1,6)

4(1,6)

4(1,6)

4(1,6)

4(1,6)

4(1,6)

4(1,6)

4(1,6)

4(1,6)



SF NUMBER

114E

114F

15

115A

118

118A

118B

L18C

119

120

120A

121

122

123

123A

126

SUPERSEDED

TITLE

Sale of Government Property--
Negotiated Sales Contract

Sale of Government Property==Item
Bid Page==Spot Bid or Auction

Request for Records Disposition
Authgrity

Request {or Records Disposition
Authority--Continuation Sheet

Report of Excess Real Property

Building, Structures, Utilities,
and Miscellaneous Facilities

Land-Schedule B--Supplement to
Report of Excess Real Property

Related Personal Property

Contractor's Statement of Contingent
or Other Fees

Report of Excess Personal Property

Continuation Sheet (Report of Excess
Personal Property)

Annual Report of Utilization and
Disposal of Excess and Surplus
Personal Property

Transfer Order--[Excess Personal
Property

Transfer Order-=Surplus Personal
Property

Transfer Order--Surplus Personal
Property==-Continuation Sheet

‘Report of Personal Property for

Sale

SUPERSEDED

GRS CITATION

4(1,6)

4(1,6)

16(3)

16(3)

4(3)
4(3)

4(3)

4(3)
3(1,4,6, 20)

4(5)

4(5)

4(5)

4(5)

4(5)

4(5)

4(5)
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SF NUMBER TITLE * GRS CITATION

128A : Report of Personal Property for 4(5)
‘Sale {Continuation Sheet) :

127 : Request for Official Personnel 1{17)
Folder (Separated Employee)

132  Apportionment and Respportionment  5(6)
Schedule

138 Report on Budget Execution 5(8)

135 " Records Transmittal and Recelpt 16(3)

135A " Records Transmittal and Receipt 16(3)
(Continuation Sheet)

136 o Annua) Summéry of Records Holdings 16(8)

137 Agency Records Center - Annual 18(8)
Report

138 Identification Card | 11(4)

144 Statement of Prior Federal Civilian 1(1)
and Military Service

145 Order for Telephone Service 3(4); 12(2)

145A Continuation Sheet—Order for 3(4); 12(2)
Telephone Service '

145B Agency Request for Telephone Service 3(4); 12(2)

147 Order for Supplies or Services 3(4); 6(1)

148 Order for Supplies or Services 3(4); 6Q1)

Schedule - Continugtion

150 Deposit Bond-Individual [nvitation, 4(1,6)
: Sale of Government Personal Property '

151 Deposit Bond-Annual Sale of 4(1,8)
Government Personal Prope_rty

SUPERSEDED



SUPERSEDED
FPMR 101-11.4

GSA Bulletin FPMR 8-124 Supp.2
SF NUMB8ER TITLE
152 Request for Clearance, Procurement

or Cancellation of Standard and
Optional Forms

171 Personal Qualifications Statgment
171A Continuation Sheet for Standard
Form 171 "Personal Qualifications
Statement" '
172 Amendment to Personal

Qualifications Statement

173 Joo Qualifications Statement

177 Statement of Physical Aoility for
Light Duty Work

180 Request Pertaining to Military
Records

182 Request, Authorization, Agreement

and Certification of Training

189 Classified Information Non-

disclosure Agreement

203 Annual Audiovisual Report

211 Request for and Designation of Cashier

215 ‘ Depasit Ticket

224 ' Statement of Transactions

225 Report on Ovligations

230 ) - US Government Payroll Savings
Plan-Consolidated Quarterly
Report

248 Annual Report on Federal Advisory
Committee

243A Annual Report on Federal Advisory

Committee (Continuation Sheet)

8

SUPERSEDED

April 12, 1984

GRS CITATION .

16(4)

1(1,15,33)

o

1(1,15,33)

I(1, 15, 33)

1{1, 15, 33)
1{1)

14(25)

(1)

18(26) l
16(6}

6(6)

6(1) !
6(l)

3(5)

2A7)

16(12)

16(12)




SF NUMBER

249

249A

250

252

254

255

258

269

270

271

272

272A

273

274

401-463 0 - B3 - 13

SUPERSEDED

TITLE

Membership List on Federal Advisory
Committee

Membership List on Federal Advisory
Committee (Continuation Sheet)

Annual Report on Federal Advisory
Committees, Summary Sheet

Architeet-Engineer Fixed-Price
Contract

Architect-Engineer and Related
Services Questionnaire

Architect-Engineer and Related
Services Questionnaire for Specific
Project

Request to Transler = Approval and
Receipt of Records to National
Archives of the U.S.

Financial Status Report

Request for Advance or
Reimbursement

Outlay Report and Request for
Reimbursement for Construction
Programs

Federal Cash Transactions Report

Federal Cash Transactions Report
(Continuation)

Reinsurance Agreement for a
Miller Act Performance Bond

Reinsurance Agreement for
a Miller Act Payment Bond

SUPERSEDED

GRS CITATION

16(12)

16(12)

16(12)

3(1,4)

3(1,4)

3(1,4)

16(3)

3(1,4,15)

3(1,4,15)

3(1,4)

3(1,4,15)

3(1,4,15)

3(1,4)

3(1,4)



SF NUMBER

275

278

278A

281

300

304

306

307
308

311

344

360

361
362

363

SUPERSEDED

TITLE

Reinsurance Agreement in Favor
of the United States

Finaneial Disclosure Report

Information Sheet-Finanecial
Disclosure Report

FPDS = Summary of Contract Actions
of $10,000 or less and Subcontracting
Data on Selected Prime Contracts
Budget Schedules = General

Object Classification

Detail of Permanent Positions

Supplementary Source Document

Request for Determination and
Response to Request

Agency Information Security Program
Data

Multiuse Standard Requisitioning/
Issue System Document

Request for Clearance of an
Interagency Reporting Requirement

Discrepancy in Shipment Report

U.S. Government Freight Loss/Damage
Claim

(DISCON) Diserepancy in Shipment
Confirmation

SURERSEDED

GRS CITATION

3(1,4)

1{25)

1(25)
3(1,4)
5(2)
5(2)
5(2)

5(2)

3(1,4)

18(1,2)

3(9)

16(4)

9(2)
9(2)

5(2)




SF NUMBER

364

365

1012

1012A
1013A
1013C

1034

1034A

1035

1035A

1036

1038

1047

1048

1049

SUPERSEDED

TITLE

Report of Discrepancy

Annual Report of Disposal of Foreign
Excess Property

Travel Youcher

Travel Voucher {(Memorandum)
Payroll for Personal Services
Payroll for Personal Services

Public Voucher for Purchases and
Services Other Than Personal

Publie Youcher for Purchases and
Services Other Than Personal
(Memorandum)

Public Voucher for Purchases and
Services Other Than Personal
(Continuation Sheet)

Public Voucher for Purchases and
Services Other Than Personal
{(Memorandum} {Continuation Sheet}
Statement and Certificate of Award

Advance of Funds Application and
Account

Public Voucher for Refunds

Memorandum = Public Youcher
for Refunds

Public Voucher for Refunds

SUPERSEDED

GRS CITATION

9(2)

4(6)

6(1)
9(3)
2(13)
2(13)

6(1)

(1)

6(1)

6(1)

6(1); 3(4)

9(4)

6(1)
6(1)

6(1)



SF NUMBER

1050

1069

1075

1080

1081

1093

1094

1094A

1096

1097

1098

1103A

1104

1109A

SUPERSEDED

TITLE

Public Voucher for Refunds
(Memorandum)

Voucher for Allowances at Foreign
Posts of Duty

Pay Receipt for Cash Payment = Not
Transferable

Voucher for Transfers Between
Appropriations and/or Funds

Youcher and Schedule of Withdrawals
and Credits

Schedule of Withholdings Under the
Davis-Bacon Act (40 U.S.C. 276a)
and/or The Contract Work Hours and
Safety Standards Act (40 U.S.C.
327-333)

U.S. Tax Exemption Certificate

U.S. Tax Exemption Certificate

GRS CITATION

6(1)

6(1)

2(13)

6(1)

6(1)

3(1,4); 3(12)

3(13)

3(13)

(Documentation on Certificate Numbers)

Schedule of Voucher Deductions

Voucher and Schedule to Effect
Correction of Errors

Schedule of Canceled Checks

U.S. Government Bill of Lading~
Memorandum copy

U.S. Government Bill of Lading-
Shipping Order

U.S. Government Bill of Lading-
Continuation Sheet (Memo)

SUPERSEDED

6(1); 2(16)

6(1)

6(1)

9(1)

9(1)

9(1)




SF NUMBER

1113

1113A

1126

1128

1128A

1129
1129A

1131A

1132

1143

1145

1145A

1150
1151

1152

1154

SUPERSEDED

TITLE

Public Voucher for Transportation
Charges

Publie Voucher for Transportation
Charges (Memorandum)

Payroll Change Slip

Payroll for Personal Services =
Payroll Certification and
Summary

Payroll for Personal Service =
Payroll Certification and
Summary = Memorandum

Reimbursement Voucher

GRS CITATION

6(1)

6(1); 9(1,3)

1(1); 2(15)

6(1)

2(13)

6(1)

Reimbursement Voucher (Memorandum) 6(1)

U.S. Government Transit Bill of
Lading = Memorandum Copy

U.8. Government Transit Bill of
Lading = Shipping Order

Advertising Order

Voucher for Payment Under Federal

Tort Claims Act

Voucher for Payment Under Federal

Tort Claims Act = Memorandum

Record of Leave Data

9(1)

9(1)

6(1)

6(1)

6(1)

2(10)

Nonexpenditure Transfer Authorization 6(1)

Designation of Beneficiary = Unpaid
Compensation of Deceased Civilian

Employee

Public Voucher for Unpaid
Compensation Due a Deceased
Civilian Employee

SUPERSEDED

1{1)

6(1)



SUPERSEDED

SF NUMBER TITLE GRS CITATION .

1154A Public Voueher for Unpaid 6(1)
Compensation Due a Deceased
Civilian Employece = Memo

1156 Publie Voucher for Fees and 6(1)
Mileage of Witnesses

1156 A Public Voucher for Fees and 6(1); 9(4)
Mileage of Witnesses = = Memorandum

1157 Claim for Witness Attendance Fees, 9(4)
Travel, and Miscellaneous Expenses

1164 Claim for Reimbursement for 9(4)
Expenditures on Official Business

1165 Receipt for Cash = Subvoucher 6(1)

1166 Voucher and Schedule of Payments 6(1)

1166A Voucher and Schedule of Payments- 6{1)
Memo

1167 Voucher and Schedule of Payments 6(1)
(Continuation Sheet)

1167A Voucher and Schedule of Payments 6(1)
{Continuation Sheet) (Memorandum)

1169A U.S. Government Transportation 9(3)
Request-Memorandum

1170 Redemption of Unused Tickets 9(3)

1172 Certification in Lieu of Lost 9(3)
U.5. Government Transportation
Request

1176 Publie Voucher for Unpaid Pay 6(1)

and A lowances Due a Deceased
Member of the Armed Forces

1176 A Public Voueher for Unpaid Pay 6(1)
and A llowances Due a Deceased
Member of the Armed Forces =
Memorandum

SUPERSEDED




SUPERSEDED

SF NUMBER TITLE GRS CITATION

1177 U.S. Savings Bond lssue File 2(6)
Action Request

1182 Subseriber List for Issuance 2(5)
of United States Savings Bonds

1183 Subseriber List for Issuance 2(5)
of United States Savings Bonds

1185 Schedule of Undeliverable 6(1)
Checks for Credit to Government
Accounts

1186 Transmittal for Transportation 9(1)
Schedules and Related Basic
Documents

1187 Request for Payroll Deductions 2(4)

for Labor Organization Dues

1188 Revocation of Voluntary Authorization 2(4)
for Allotment of Compensation for
Payment of Labor Organization Dues

1189 Request by Employee for Payment 2(4)
of Salaries or Wages by Credit
to Account at a Financial Organization

1192 Authorization for Purchase and 2(4)
Request for Change: U.S. Series EE
Savings Bond

1198 Request by Employee for Allotment of 2(4)

Pay for Credit to Savings Accounts
with a Fipancial Organization

1203A U.S. Government Bill of Lading, 9(1)
Privately Owned Personal Property-
Memorandum Copy

1204 U.S. Government Bill of Lading, 9(1)
Privately Owned Personal Property-
Shipping Order

1205 U.S. Government Freight Waybill - 9(1)
Privately Owned Personal Property

SUPERSEDED



SF NUMBER

1206

1218

1219

1220

1221

1303

2800

2801

2801A

2801B

2801C

2801D

2802

2803

2804

SUPERSEDED

TITLE

U.S. Government Freight Waybill-
Privately Owned Personal Property

Statement of Accountability
(Account Current) U.S. Dollar
Account

Statement of Accountability

Statement of Transactions According
to Appropriations, Funds, and
Receipt Accounts

Statement of Transactions According
to Appropriations, Funds, and Receipt
Accounts (Forecign Service Account)

Request for Federal Cataloging/Supply
Support Action

Application for Death Benefits =
Civil Service Retirement System

Application for Retirement = Civil
Service Retirement System

Supcrior Officer’s Statement
in Connection with Disability
Retirement

Physician's Statement for Employee
Disability Retirement Purposes

Transmittal of Medical and Related
Documents for Employce Disability
Retirement

Request for Medical Records (To
Hospital or Institution) in
Connection with Disability Retirement

Application for Refund of Retirement
Deductions

Application to Make Deposit or
Redeposit

Application to Make Voluntary
Contribution

SUPERSEDED

GRS CITATION

9(1)

6(1)

6(1)

6(1,5)

6(1,5)

3(3,5)

1(1)

1{1)

1(1)

1(1)

1(1)

1(1)

1{1)

1(1)

1




~ Qo ‘e

April 12, 1984

SF NUMEER
2805

2807

2807-1.

2807-2

2808

2809

2810

2811

2812

2812A

2815

2816

2823

5515

SUPERSEDED

FPMR 101-11.4

GSA 8ulletin FPMR 8-124 Supp. 2

TITLE

Request for Recovery of Debt
Due the United States (Civil
Service Retirement System)

Register of Separations and
Transfers = Civil Service
Retirement System

Register of Adjustments -
Civil Service Retirement System

Annual Summary Retirement Fund
Transactions

Designation of Beneficiary =
Civil Service Retirement System

Health Benefits Registration Form-
Federal Employees Health Benefits
Program

Notice of Change in Health Eenefits
Enrollment

Transmittal and Summary Report to
Carrier - Federal Employees Health
Benefits Program

Report of Withholdings and
Contributions for Health
Benefits, Group Life Insurance,
and Civil Service Retirement

Report of Withholdings and
Contributions, Continuation

Employee Service Statement

Election of Coverage and Benefits

GRS CITATION

2(23)

2(21)

2(21)

2(21)

1(1)

1(1)

1)

217)

2(17)

Debit Youcher 6(1) =

Designation of Beneficiary

17

-SUPERSEDED -



SUPERSEDED

GSA Bulletin FPMR B-124

OF NUMBER

7
8

12
13
13A
13B
13C
16

17
20
26
30 -
37

40A

49

50

OPTIONAL FORMS INDEX

TITLE

Property Pass
Position Description

Request for Door Title Cards
and Holders

Form Design Guide Sheet
(8"x 10 1/2"

Form Design Guide Sheet
(16" x 10 1/27)

Form Design Guide Sheet

For 33 -1/3/% Reduction

of B"x 10 1/2"

ADP Form Design Spacing Guide

Sales Slip (Sale of Government
Personal Property)

Notice to Bidder
Notice of Surety

Data Bearing Upon Scope of
Employment of Motor Vehicle

Operator

Motor Vehicle Service and
Inspection Work Orders

Nomination for Interagency
Training

Motor Vehicle Service Authorization

Inquiry for United States Government

Use Only

Inquiry for United States Government

Use Only

SUPERSEDED

December 22, 1982

GRS CITATION

11(4)
1(7)

11(5)
16(4)
16(4)
ie(o
16(4)
4(1,8)

4(1,6)
4(1,8)
10(5)

10(2)

1(30)

- 10(2)

1{15)

1{13)

!‘.

w




OF NUMBER

o1

99
a9

60

61

62
63
68

101

108
111
112

113

114

115
116

117

SUPERSEDED

TITLE

Inquiry for United States Government

Use Only

U.S. Government Identification (Card)

Contract Pricing Proposal

Contract Pricing Proposal
(Research and Development)

Subcontracting Program = Quarterly
Report of Participating Large

Company on Subecontract Commitments

{(To Small Business Concerns and
Minority Business Enterprises and
Labor Surplus Area Concerns)
Safe or Cabinet Security Record
Security Container Information

Record of Travel Expenses

Summary Worksheet for Estimating
Reporting Costs

Daily Vehicle Usage Report
Combination Safe Card
Classified Material Receipt

Regist er=Distribution of Classified
Material

Register=Destruction of Classified
Materials (Non-Record Copies)

Top Secret Cover Sheet
Record of Top Secret Material

Notice of Security Violation

SUPERSEDED

GRS CITATION

1(15)

11(4)
3(1,4)

3(1,4)

3(1,4)

18(8)
18(8)
9(4)

16(8)

10(2)
18(8)
18(6)

18(6)

18(6)

18(5)
18(6)

18(25)



OF NUMBER

118

119

122

123

131
136
137

138

140

141

144

151
151(H)
152(H)

152A(H)

153

153A

SUPERSEDED

TITLE

Record of Violation

Record of Material Removed for
Overnight Custody

Report of Closing Hours Security
Check

Top Secret Document Inventory
Record

Stock Control Card

Application for Retirement=Foreign
Service Retirement Syslem

Designation of Beneficiary
Application for Refund of Retirement
Contributions (Foreign Service
Retirement System)

Election to Receive Exira Service
Credit Towards Retirement {or
Revocation Thereof)

Application for Service Credit

Temporary Duty (TDY) Official Travel
Authorization

Incoming Telegram
Incoming Telegram (Hectograph)
Outgoing Telegram (Hectograph)

Outgoing Telegram (Hectograph,
Continuation Sheet)

Outgoing Telegram

Outgoing Telegram {Continuation
Sheet)

SUPERSEDED

GRS CITATION .

18(19,25)

18(5,6)
18(19)
18(6)

3(10)

1{(1)

1(1)
1(1)

1(1)

1(1)
9(3)

12(3)
12(3)
12(3)
12(3)

12(3)

12(3)




OF NUMBER

158

160

163

164

187
189
189A

189B

189C

190

191
191A
199

200

202
202A
203

SUPERSEDED

TITLE
General Receipt

Request for Records (Freedom of
Information Act)

Employee Suggestion Form

Meritorious Service Inerease
Certificate

Telegram Repeat Request
Travel Reimbursement Voucher

Travel Reimbursement Voucher
(Memo)

Travel Reimbursement Voucher
(Continuation Sheet)

Travel Reimbursement Voucher
{Memo Continuation Sheet)

Foreign Service Emergency Locator
Information

Outgoing Telegram
Outgoing Telegram {Continuation)

Notice of Shipment of Effects
Residence-to-Residence Method

Monthly Record of Vehiele Operation
Cost

Leave Record
Leave Summary

Privacy Act Information Request

SUPERSEDED

GRS CITATION

6(1)

14(16)

1(12)
1(12)

12(3)
6(1)
6(1); 9(3)

6(1)

6(1); 9(3)

1(6)

12(3)
12(3)
9(1)

10(2)

2(3)
2(3)
14(25)



OF NUMBER

205

206

206A

208
1014
1014A
1015
1016
1016B

1017C

1017G
1101
1114
1114A
1114B

1120

1121

1127

SUPERSEDED

TITLE

Statement of Operating Cash Advance
and Replenishment Voucher

Purchase Order, Receiving Report
and Voucher

Purchase Order, Receiving Report
and Voucher (Continuation Sheet)

Statement of Collections
General Ledger

General Ledger
Allotment Ledger
Distribution Ledger
Distribution Ledger

Register of Alotment Ledger
Transactions

Journal Voucher

Miscellaneous Obligation Record
Bill for Collection

Official Reccipt

Collection Voucher

Transportation Request
Accountability Record

Bill of Lading Accountability
Record

Individual Pay Card

SUPERSEDED

GRS CITATION , .

6(1)

3(4)

3(4)

6(1)
7(2)
7(2)
7(3)
7(4)
7(4)

7(4)

7(4)

7(3)
6(1)
6(1)
6{(1); 4(6)

9(5)

9(1)

2(1)




OF NUMBER
® .
1130A

1135
1136

1137

U.S. GOYERNMENT PRINTING OFFICE :

A

SUPERSEDED

TITLE

Time and Attendance Report

Time and Attendance Report (For
Use Abroad)

Time and A ttendance Report
Time and Attendance Report

Leave Record

1983 0 - 401-463

SUPERSEDED

GRS CITATION

2(3, 9

2(3, 9)

2(3)
2(3)

2(9)





