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FPMR 10M1.4
October 1982

INTRODUCTION TO THE GENERAL RECORDS SCHEDULES

General Records Schedules (GRS) are issued by the Administrator, General Services
Administration, 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 forms 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 materials, the records officer 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 file 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, II, 16, 17, and 21 have other delimiting dates.
Some items 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 schedule.

In 1978 use of the GRS was made legally 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 115, 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
recondied 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 managanent of
Federal Civilian Bnployees. 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 Itenagement, the Bureau of Medical Services (PHS/HHS), the
Office of Workers' Conpensation Programs (DOL), and the Equal Elnployment
Opportunity Gcmmission. Any records created prior to January 1, 1921, must
be offered' to the National Archives and Records Administration for pooaiblo
p&niianent retention before these disposition instructions may be applied.

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

Item
No. DESCRIPTION Ob' RECORDS Al/THORIZED DISPOSITION

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
"tanporary" side of the OPF.)

Folders,coverino periods of-Folders,coverino periodj
employmenttenTrtneted,p:
to January 1, 1921.

r lor
Subinit“-Sit.258, Request for
Transfer of~R55or<

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

h:
C-(4)

Transferred employees.

Separated employees.

See Federal Personnel Manual for
instructions relating to folders
of employees transferred to
another agency.

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 DISPOSITION

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

2. Service Record Cards, /r fc^nJ
' '>> rt/v-/.w. y

Service Record Card {Standard Form
7 or its equivalent).

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

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

3. Personnel Correspondence Files.

Correspondence, reports, memoranda,
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 onployees.

a. Accepted offers

b. Declined offers:

(1) When name is received from
certificate of eligibles.

(2) Temporary or excepted
appointment.

(3) All others.

5. Certificate of Eligibles Files.

Copies obtained fran 0PM of cer
tificates of eligibles with related
requests, forms, correspondence,
and statement of reasons for
passing over a preference eligible
and selecting a nonpreference
eligible.

Transfer to NPRC (CPR), St. Louis,
Missouri. Destroy 60 years after
earliest personnel action date.

Destroy 3 years after sep>aration
or transfer of employee.

Destroy when 3 years old.

Destroy immediately.

Return to 0PM with reply and
application.

f k
File ..in»idc application (see item
15 of this schedule).

Destroy immediately.

Destroy v4ien 2 years old.
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GENERAL RECORDS SCHEDULE 1
;iTEM
NO.

6.

DESCRIPTION OF RECORDS

Employee Record Cards.

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

AUTHORIZED DISPOSITION

Destroy on separation
or transfer of employee.

-7. Position Classification Files.

a. Position Clasification 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.

(a) Case File.

(b) Review File,

b. Position Descriptions.
pes.htK (iKc/"ipf ^ U'/iir/

,, Fileo doocribing c^stablislied puatt-ieBS
includiog^ information on title, series,
grade, duties and responsibilitieSj

•(1) Record'copy.

Destroy when superseded or
obsolete.

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

Destroy when 2 years old.

I h. : ^AiFftheVcopies*

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

/'\rf « •:irc
p^gsfFoy^^when position is aboHsKe)i^
or description superseded. 2/

c. Survey Files.

(1) Classification Survey Reports.
Survey reports on various
positions prepared by classi
fication specialists,
including periodic reports.

Destroy when 3 years old or
2 years after regular inspection,
whichever is sooner.
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ITEM
NO

GENERAL RECORDS SCHEDULE 1

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

(2) Inspection, Audit and Survey
File. Correspondence,
memoranda, reports and other
records relating to inspections,
surveys, desk audits and
evaluations.

d. Appeals Files.

Case files relating to classifi
cation appeals.

Destroy when obsolete or
superseded.

Destroy 3 years after case is
closed.

8. Interview Records. S ^

f'\ ►Correspondence, reports and other
records relating to interviews
with employees.

r^Destroy 6 months after transfer
or separation of employee. ^

9. . Performance Rating Board Case Files. ^ S ^

^Copies of case files forwarded to OPM
^ relating to performance rating board

reviews. ^

^ Destroy 1 year after case is
closed. ^

1^3 10. t«»b Temporary Individual Employee Records.

, , All copies of correspondence and forms
j. , maintained on the left side of the

Official Personnel Folder In accord
ance with Federal Personnel Manual.
Chapter 293, and Supplement 293-31.

^ 3 11. Position Identification Strips. ^ ^ PS ^

' Destroy upon separation or
transfer of employee or when
1 year old, whichever is sooner. ^

f I ft t(b)
Strips such as Standard Form 7D,

12- 'Tab

used to provide summary data on each
position occupied. ^

Employee Awards Files. ^ ^

a. General awards records.^

('
I

/^■^/Destroy when position is
cancelled or new strip is
prepared. ^

Case files including
recommendations, approved
nominations, memoranda,
correspondence, reports and
related handbooks pertaining to

,yV Destroy 2 years after approval
or disapproval. ^

­
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ITEM
NO.

GENERAL RECORDS SCHEDULE 1

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

3,
■fA^.

f
b.

agency-sponsored cash and
non-cash awards such as
incentive awards, within-
grade merit increases,
suggestions, and outstanding , ..UJ' '''1
performance. ^ L-y -k

00
(2) j'^^Correspondence or memoranda ^^Destroy when 2 years old. ^

pertaining to awards from
other government agencies
or private organizations. <1

I ^
Length of Service and Sick Leave ^

kf

Awards Files.

Records including correspondence,
memoranda, reports, computations
of service «ind sick leave, and
list of awardees. ^

Destroy when 1 year old. A

c. ^^Letters of Commendation and
Appreciation.

Copies of letters recognizing
^“^estroy when 2 years old. ^

length of service and retirement and
letters of appreciation and
commendation for performance,
EXCLUDING copies filed in the
Official Personnel Folder, -si

X d. Lists or Indexes to Agency Award
^ 3 ] Nominations.

Lists of nominees and winners.
9

and indexes of nominations.
^^Destroy when superseded or

obsolete. ^
I Departmental Level Awards ^ilesy ,\ci c.-’i’e kiy Jie A"X on.i'l

Records gating to ii^ards Vnade
at the depaHmental lV^(el or
higheKlSecretary^ Awards,
Presidential, etc.)^

"^ Submit SF 115, Request for
Records Disposition Authority^, ^

^4

Incentive Awards Program Reports. ^

j'4'O Reports pertaining to the operation /^-^Destroy when 3 years old. ^
^ of the Incentive Awards Program. ^
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GENERAL RECORDS SCHEDULE 1

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

f-5
14. Notifications of Personnel Actions. ^ ^

i5i ^^^Standard Form 50 documenting initial

employment, promoticns, transfers
in or out. separation, and all other
individual personnel actions,
exclusive of those in Official
Personnel Folders. ^ ^

f'
Chronological file copies,
including fact sheets,
maintained in personnel offices. ^

f^-^Destroy when 2 years old.

fA-^ b- All other copies maintained in
personnel offices.

l^^Destroy when 1 year old. ^

15. Employment Applications. ^ ^

Applications (Standard Form 171) and
related records. EXCLUDING records
relating to appointments requiring
Senatorial confirmation and applica
tions resulting in appointment which
are filed in the Official Personnel
Folder (see item 1 of this schedule). (J

f^Destroy upon receipt of OPM
inspection report or when 2 years
old. whichever is earlier,
provided the requirements of the
Federal Personnel Manual
Chapter 333, Section A-4, are
observed. ^

16. Personnel Operations Statistical Reports. (J ^ ^

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

relating to personnel.

f

r'

Operating personnel office records relating
to individual employees not maintained
in Official Personnel Folders and not
provided for elsewhere in this schedule. c-J

fit
a. Correspondence and forms relating f^Destroy when action is

to pending personnel actions. ^ completed.

f/H3 b. Retention Registers. ^ f'^

, -r-f/3 (1) Registers from which f" ^Destroy when 2 years old.
reduction-in-force actions
have been taken. ^

SUPERSEDED
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GENERAL RECORDS SCHEDULE 1

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Registers from which no
reduction-in-force actions
have been taken. ^

^4 j3> c. All other correspondence and forms. (J

18. Duplicate Documentation and Personnel
Files Maintained Outside Personnel Offices.

Destroy when superseded or
obsolete. ^

^^estroy when 6 months old. ^

a.

1-^

Supervisor's Personnel Files. ^

19.

20.

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

b. 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. If information is summeirized on
statistical report.

b. If information is not summarized.

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

Destroy when 6 months old.

Destroy 6 years after date
of last entry.

Destroy 3 months after last entry.

Destroy 2 years after last entry.
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GENERAL RECORDS SCHEDULE 1

ITEM
NO.

2J.

DESCRIPTION OF RECORDS
• I.- >

AUTHORIZED DISPOSITION

Item 21. Employee Medical Folder (EMF)

a.

J
Mr:

Long-term medical records as defined in the last entry.
•Federal Personnel Manual (FPM), chapter 293. ?MR

5,1981)
{1} Transferred employees

• See FPM for instructions relating to the'
disposition of EMFs of employees
transferring to another agency.

(2) Separated employees

\

22.

Transfer Employee Medical Folder to 'the
National Personnel Records Center'(CPR),
111 Winnebago Street, St.• Louis
Missouri 63118, 30 days after ,'j
separation except in situations outlined'
in FPM Supplement 293-31 regarding'the''

23.

^1 sncjii-rrtrans£er-''bf^Official Personnei-* Folders-.''^,'
..Li.Kulrv^l NPRC‘will ^destroy 75-years-'after b'ii'ttf^.'

2date of employee; 60 years'^after date pf
v:"-3vthe earliest-document in-the folder'’*'if"--

'• '-,-‘",'the date of birth cannot be ascertained,'
.v.uil 'or 30 years'after latest'separation; • f

. J T c\-

ate of

whichever is later.
Temporary or shoft-^term records as de£ined-'in
the FPM

byee
eptable
late of
ice of

Individual Employee Health Case Files created luction
prior to establishment of the EMF system that
have been retired to the FRC

Destroy 1 year after separation’or transfer '
of employee. Do not transfer-to FRC. . • -

------Destroy"60 years'after retirement'to'FRC.
on.

procedure.

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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Deceober 22, 1982 GSA Bulletin FPMR B-124
GENERAL RECORDS SCHEDULE 1

ITEM
NO.

•f fYii
DESCRIPTION OF RECORDS

(4) Ail other summary

AUTHORIZED DISPOSITION

r^.
performance appraisals records,
including performance appraisals
and job elements and standards
upon which they are based. ^

Destroy 3 years after
date of appraisal. ^

f ^ -r
(5) Supporting documents. ^ l Destroy 3 years after

date of appraisal or when
no longer needed, whichever
is sooner. ^

b. <^SeS appointees (as defined in 3 use

'/f»^

3132a(2)). ^ FS cJ

, V^ (1) /^Performance records si^erseded
through an administrative,
judicial, or quasi-judicial
procedure. ^

(2) E*ei fur iit'Ance-related records
pertaining to a fomrerSES
appointee;

^^M^ther performance appraisals,
along with job elements and
standards (job expectations)
upon which they are based.

(jO Siqiporting documents. ^

^Destroy upon supersession. ^

Disposition.pending,

r >
Destroy 3 years after
date of appraisal, exclusive
of any interim service as a
Presidential appointee. ^

r^Destroy 3 years after
date of appraisal or when

^ no longer needed, whichever
r . ' OPO^ hes yjrf ^ 1. ^11 i/n'i.Ui is sooner. ^ ^

\ la -Js T/'r ffrhi/f r,- ^ ct>$/■<-/•s
^ ^ -.Presidential appointees, ><fccr,/s Dieposition pendiitg. no/

ho.,'e C(f^/.yr/.'n^ iy 3 ^ ^

•2<h Mulut Vdncle Operation-Files: " ’'See-GRS-HMt«m-7r
Financial Disclosure Reports. ^

a. ^^eports and related documents
submitted by individuals as required
under the Ethics in Government Act
of 1978 (P.L. 93-321). ^ ^

of/rP>

-------- ----------------- ----- ---

SUPERSEDED
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FPMR 101-11.4
GSA ftjlletin FPMR 6-124 Supp. 2

April 12, 1984

GENERAL RECORDS SCHEDULE I

ITEM
NO.

f

DESCRIPTION OF RECORDS
ii\ I Records including SF 278A for

individuals filing according
to Section 201d of the Act,
and not suosequently con
firmed oy the U.S. Senate.

(2) ' All other records including
SF 278. ^

b. f All other statements of employment
and financial interests and related
records, including confidential
statements filed under Executive
Order 11222. <1

AUTHORIZED DISPOSITION

Destroy 1 year after nominee
ceases to oe under consideration
for appointment; EXCEPT that
documents needed in an on
going investigation will t>e
retained until no longer needed
in the investigation. ^

^^Destroy when 6 years old;
EXCEPT that documents needed
in an on-going investigation
will oe retained until no longer
needed in the investigation. ^

P^estroy when 6 years old;
EXCEPT that documents needed
in an on-going investigation
will oe retained until no longer
needed in the investigation. ^

3
Jii. Equal Employment Opportunity Records.

^ a. Official Discrimination Complaint

<J

Case Files. it

^Originating agency's file
containing complaints with related
correspondence, reports, exhioits,
withdrawal notices, copies of decisions,
records of hearings and meetings,
and other records as descrioed in
29 CFR 1613.222. Cases resolved
within the ag'encyi'oy EEOC, or oy
a U.S. Court. ^

r ^Destroy 4 years after resolution
of case. ^

f'

b. Copies of Complaint Case Files. ^
l^louplicate case files or documents

pertaining to case files retained
in Official File Discrimination
Complaint Case Files. ^

c. iBackground Files. <1 ^

FS-<J

/"destroy 1 year after resolution
of case. ^

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

GENERAL RECORDS SCHEDULE 1
ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Background records not filed in the Destroy 2 years after final

i-3
'j/j^

Official Discrimination Complaint
Case Files.

d. Compliance Records. <3

resolution of case. ^

1'^ (1)
,, 1^" .

rm

Compliance Review Files. ^ ^

✓^ ,^eCuii*r»i ('.7
^ Reviews, background papers r^TJestroy when 7 years old.

and correspondence relating
to contractor employment
practices. ^

pj- ,
Destroy when 3 years old.

^ 3

(2) EEO Compliance Reports. ^

Employee Housing Requests. ^ ^

Forms requesting agency assist
ance in housing matters, such as
rental or purchase. ^

^ ^Destroy when 1 year old. ^

o

1^

1
f. Employment Statistics Files. ^

■A

I' kmployment statistics relating
to race and sex. ^

g. EEO General Files., A ^ fJ

^ destroy when 5 years old. ^

r-3
iA'C>

/^(^'eneral correspondence and copies

of regulations with related re
cords pertaining to the CivU
Rights Act of 1964, the EEO Act of
1972, and any pertinent later
legislation;and agency EEO
Committee meeting records including
minutes and reports. ^

h. EEO Affirmative Action Plans (AAP). Ai> ^

^ Destroy when 3 years old, or
when superseded or obsolete,
whichever is applicable. ^

0) Agency copy of consolidated
AAP(s). ^
fiy

(2) Agency feeder plan to con­
solidated AAP(s). ^

^ ^Destroy 5 years from date of

plan. A
-^Destroy 5 years from date of
feeder plan or when admin
istrative purposes have oeen
served, whichever is sooner. fJ

SUPERSEDED
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FPMR 101-11.4
GSA Bulletin FPMR B-124 Supp. 2

April 12, 1984

GENERAL RECORDS SCHEDULE 1

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

. 1'^ (3) fl>‘ Report of on-site reviews ^'^Destroy 5 years from date of
of Affirmative Action
Programs. ^

report. ^

(4) f^^gency copy of annual (''^Destroy 5 years from date of
report of Affirmative
Action accomplishments. ^

report. ^

2^*^. Personnel Counseling Records ^
<1

f , a. Counseling Files. ^

C'Reports of interviews, analyses
suid related records. J

I' Destroy 3 years after termination
of counseling. ^

? '

P
^ b. Alcohol and Drug Abuse Program. ^ ^

f r^Records created in planning,
^f{*' coordinating and directing an

^ ^ alcohol and drug abuse program.^

fdestroy when 3 years old. ^

O.A
<

Standards of Conduct Files. ^

f ‘

rki^orrespondence, memoranda, and other
records relating to codes of ethics
and standards of conduct. ^

0^, Labor Management Relations Records. ^ ^ <J

a. ^ S.,abor Management Relations General

c ^' Destroy when obsolete or
superseded. J

and Case Files. ^

f Correspondence, memoranda, reports
and other records relating to the
relationship between management . ^
and employee unions or other groups: <1 ^

f/r»^
(1) Office negotiating agreement.^

(2) Other offices. ^

abor Arbitration General and

Destroy when 5 years old.

^■^Destroy when superseded
obsolete. ^

A

f

Case Files. ^ FS ^

Correspondence, forms, and
background papers relating to
labor arbitration cases. ^

Destroy 5 years after final
resolution of case. ^

SUPERSEDED

-

. 

SUPERSEDED
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April 12, 1984 FPMR 101-11.4
GSA Bulletin FPMR 6-124,Supp. 2

GENERAL RECORDS SCHEDULE 1

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

'fA?.

^ training Records, a J

a.- Training-Aids. A. ,/,'l 'c//" '-'Ta. _ Training Aids. \ <».«/’/•/<'f'r^ \ct-na.K>, Sr^cels .vLicl> 7 V / s-i'i-/,
Submit 5F 115, Request for ^(1) One-copy-of-eaeh-manuair

syJlabttsrteirttroolfrand
other-training oid dovclcped
by-%he-agency.

J^ecor^s-Disposi4ion
Authority. he.

-(2) Training aids ffOTn other
ageneies-or-privato
instituttons?

DestFoy-when-ohsoifile or
superseded.

fA.5

1'A3

a.p- General file of agency-sponsored .
training, e/cfbifJib rf<mi c.v/ n .

(1) r^'Correspondence, memoranda, ^ destroy when 5 years old or
agreements, authorizations,
reports, requirement reviews,
plans, and objectives relat
ing to the establishment and
operation of training, courses
and conferences,

5 years after completion of a
specific training program. ^

ji-j fAS

V>.
ri -f

-Ta2 tab

ryvwc-

(2) Background and workpapeK.

Employee training.

Correspondence, memoranda, reports
and other records relating to the
availability of training and
employee participation in training
programs sponsored by other govern
ment agencies or non-government
institutions. fc>

Destroy when 3 years old. ^

ri-Destroy when 5 years old or
when superseded or obsolete,
whichever is sooner. ^ py ^

iIm'< ihif
7^ Pi-j-v

lei'tf.filesy

V-

Desu^y-when-superseded-or
obsolete.

^Reference -lile of pamphlets,
""notices, catalogs and other
records which provide information
on courses or programs offered by
government or non-government j c! uif,' scz-fse^-^’y
organizations*-~ar.c- ^7&r ’

V .prev-c^'i'y
13

C Kciu.i/rci

-----

SUPERSEDED

— 

— -

— 

­

­

" 

’-

SUPERSEDED



  
 

    

   

   

       
 

  

      

     
     
     

    
    
     

    
      

    
     

  

       

      
 

     
     

    
   

    
     

       
    

   
    

    
    

     
        

     

      
 

    
    
    
       

    
    
     

   

    
   
 

 

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

GENERAL RECORDS SCHEDULE I
ITEM
NO. DESCRIPTION OF RECORDS

r-',.
AUTHORIZED DISPOSmON

f>fA S’!- T.0 Ji\, T’AC' Grievance. Disciplinary and Adverse
Action Files,

■7r\i

p; TAB r.AiJ

a. Grievance, Appeals Files (5 CFR 771).

f2

Records originating in the review
of grievance and appeals raised
by agency employees, except EEO
complaints. These case files
include statements of witnesses,
reports of interviews and hearir^,
examiner's findings and recommendations,
a copy of the original decision,
related correspondence and exhibits,
and records relating to a
reconsideration request. ^

b. Adverse Action Files (5 CFR 752). 4J

f'i'Destroy 3 years after case is
closed. ^

r-1

Case files and related records
created in reviewing an adverse
action (disciplinary or non-
disciplinery removal, suspension,
leave without pay, reduction-in-
force) against an employee. The
file includes a copy of the proposed
adverse action with supporting

statements of witnesses;
employee's reply; hearing notices,
reports and decisions; reversal
of action; and appeal records,
EXCLUDING letters of reprimand- , ,
ijlii'fK Clr£ J" f e. C^Cfi'a'ai i>l(' ^

32. T/iB Personal Injury Files. 4

^Destroy 4 years after ease is
closed. ^

F5^
(UForms, reports, correspondence and
related medical and investigatory
records relating to on-the-job
injuries, whether or not a claim for
compensation was made, EXCLUDING
copies filed in the ©€frei8l^R€CSQnnEl'^^'"vV'’«‘
Folder and copies submitted to ''
the Department of Labor.

14

Destroy when 9 yeai'S-oldi
I (Suspended-per OSA-PPMR
I BuUetin-B^136,-March'21',

C.>7
>Ct( /

/-

4

SUPERSEDED

_ 

SUPERSEDED



  

   

   

  

    

      
     

   
    

   
    
    
     
      
  

   
      

   

 

   
      

    
     

    
 

   

  

 

      
  

   

 

 

  
  

    
   
    

    
     

   
  
   

    
 

    

      
  

    
   

    
    

 
      

    

      
 

    
      

April 28, 1986

GENERAL RECORDS SCHEDULE 1
ITEM
NO. DESCRIPTION OF RECORDS

NARA Bulletin 86-2

f’i Merit Pronotion Case Files.

fi| TAij
ftRecords relating to the prcmotion
of an individual that document
qualification standards, evaluation
methods, selection potcedures, and
evaluations of candidates,
EXCLUDING, any records that
duplicate informacion in the
pronotion plan, in the Official
Personnel Folders, or in any other
personnel records. ^

"SnS Examining and Certification
Records. J rS / / 7^/

■ft\h
D ^g,Records created under delegated

•TAPj
•Tf^£'

the authority of
U.S.C. 1104 between the Office of
Personnel Management and agencies
allowing for the examination and
certification of applicants for
employment.

Correspondence ^ F S'
r'i

,^1 7^8 TA8

AiyraORIZED DISPOSITION

f Destroy, 2 years after ,tbe/
personnel action ©f-after-the

vAiichever is sooner. ^

r-

c.)D\

7A6 ’TAf.

ph
Correspondence concerning
applications, eligibles cer
tification, and all other
examining and recruiting
operations including but not
limited to correspondence from
the Congress, White House, and
general public; and corres
pondence regarding accommo
dations for holding
examinations and shipment of
test materials.

Test material stock control ^
rO

l'

I Break annually. Destroy 1 year
after break. ^

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

I 1^6
jU 7*8 ef‘0'. ^)plication Record Card (0PM

Form 5000A, or equivalent). ^

ri-
Destroy when test is superseded or
obsolete. ^

F'-
Break after examination. Destroy
no later than 90 days after break.

SUPERSEDED

, 

­

­
­

SUPERSEDED



    

   

  

     
 

  

  
  

    
   

   
    

   
   
 

     
    

     
   

    
    

   

   
   
   
 

    

     
    
     

 

 

     
   

     
   

    

    
     

   
    

      
       
      

  

     
  

    
      

    
     

    
    

     
      

    
  

     

April 28, 1986 NARA Bulletin 86-2

GENERAL RECORDS SCHEDULE 1
ITJM
NO. DESCRIPTION OF RECORDS

7^ |3 gExamination Announcement Case' Files.

7.^3

n

wo

I'^j, -TAB !•

r-l

Correspondence regarding
examination requirements,
original drafts of examination,
and announcement issued
(exclusive of correspondence,
and other records concerning
qualification standards, job
specifications and their
development). ^

Rj^istec of eligibles (0PM Form
5001-C, or equivalent document
that records eligibility for an
individual for Federal jobs).

Letters to applicants denying
transfer of eligibility (0PM
Form 4896, or equivalent).

Cancelled and ineligible
applications. The application,
supplCT\ental forms, and
attachments. ^

Test Answer Sheets ^ ^

Written test answer sheets for
both eligibles and ineligi-
bles. Filed by date of
processing. ^

AUTHORIZED DISPOSITION

Destroy 5 years after termination
of related register. ^

Break records on individuals with
terminated eligibility annually.
Destroy 5 years after break.^

when entire register is ter
minated, destroy 5 years after
termination date. (Registers
established under case examining:
Destroy after audit by local 0PM
area office or 90 days after final
action is taken on the certificate
v^ichever is sooner.)^

Break annually. Destroy 1 year
after break. 4J

Ineligible applications may be
returned to the applicant with the
notice of ineligibility, unless
otherwise directed by the local
0PM area office. Destroy in
eligible ^jplications not returned
and cancelled applications 90 days
after date of action or vrfien
register is terminated, whichever
is sooner. ^

P.
Destroy when 6 months old. ^

SUPERSEDED

­

­

SUPERSEDED



    

   

  

 

  

   
  

 

   
      
    

  

  

   

 
   

     
   

     
  

   
     

     
 

     

       
    

    
    

    
    

    
   

   
  

     
    

       
     

     
     

    
     

      
 

 
   

 
 

     
    

      
  

    
     
    

    
    
 

     
  

 
     
  

April 28, 1986 NARA Bulletin 86-2

GENERAL RECORDS SCHEDULE 1
ITEM
NO. DESCRIPTION OF RECORDS

r-3 7.AB

rl tab lAi

Lost or Exposed
Case Files. 4J

F-J'

Test Material

Records showing the circum
stances of loss, nature of the
recovery action and corrective
action required. ^

tab Eligible applications.
Pi 7AB register. ^

pj taE
(2) On inactive register.^

Request for prior approval of
personnel actions take*^by
agencies on such matters as
pronotion, transfer,
reinstatement, change in
status, etc., submitted by SF
59, OFM 648, or equivalent
forms. ^

jp.X^ Certificate Piles. J F5 J

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 recanmended
that both the file copy and the
audited report copy of the
certificate be kept in this
file. Files should be arranged
to permit reconstruction or
validation of actions taken in
the event of appeal or legal
action, j

DISPOSITION

f' ^
Break files annually,

after break.
Destroy 5

years

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

r Destroy 1-12 months after
eligibles are placed on inactive
register, depending on spece
availability and difficulty of
replacing the application forrestoration. ^

(^^Break annually. Destroy 1 year
after break. 4J

f i-
Break annually. Destroy 5 years
after break. ^

SUPERSEDED

­

SUPERSEDED



    

   

  

   
  

    
 

  

 

     

  

   

     
  

    
   

     
 

      
 

 

April 28, 1986 NARA Bulletin 86-2

GENERAL RECORDS SCHEDULE 1
ITEM
NO. DESCRIPTION OF RECORDS

"TAd n.

T/>B 0-

MB f-o.

fl
%.

ptCertiC.
index.

(DEP) application and
registration sheet. ^

f/

DEP control cards, if
maintained. ^
i^t.

examining operations. ^

^ <r-'

//'rtgS H/l [ ' / V

2 oSj i3''

J
A/r-

■ ,4 Cr^ -/

xr^ J

DISPOSITION
Break annually. Destroy 1 year
after break. ^

'"^Destroy upon expiration of
anployee's DEP eligibility. ^

Break annually. Destroy 2 years
after break.

TfCDestroy 3 years after date of the
report. ^

%

<Dp-s-h^'’y ^

SUPERSEDED

SUPERSEDED



  
 

   

    
           

              
              

             
              

             
              
             
           

            
             

 

               
    

              
             

              
             
             

            
       

              
          

          
               
            
             

              
            

             
             
        

              
             

                
               

             
            
             

             

             
            

            
              

 

FPMR 101-U.4
October 1982

jusf' GENERAL RECORDS SCHEDULE 2

Payrolling and Pay Administration Records
^^/'•^^/^ayroUing and pay administration records pertain to disbursements to civilian employees

of the Government for personal se’vices. This schedule applies to 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 secticri U7(b) of the Budget and Accounting Procedures Act of
1950; (c) records relating to tax withholding, savings bonds, or fidelity bonds, or other
records held by the appropriate units of the Treasury Department responsible for the
related Government-wide programs; and (d) Office of Management and Budget files
reflecting agency personnel needs and problems. Any records created pricH* to January!,
1921, must be offered to the National Archives and Records^Sewce before applying these
dispositioi instrueticrs.

Papers required by the Comptroller General to be maintained for site audit or to be
phyfficnllji Qurufmie^ttfTthe-GenerBKAeitounting Offionfare

® segments of accountable officer's accounts. In no event may disposal be made of records
pertaining to accounts, claims or demands involving the Government of the United States
which have not been settled or adjusted by the General Accounting Office unless the
agency concerned has written approval of the Comptroller General, as reqiured by 82
Stat. 1301 (44 U.S.C. 3309). Most Federal civilian pay accounts are prepared and
maintained in accordance with Title 6 Pay, Leave, and Allowances and incorporated in
the GAO Manual for Guidance of Federal agencies.

In the payrolling, proceffi different types of records are accumulated. In many cases the
records will be^"l thMhTri^'^readable form, as the payrolling process has been almost
univetsaDy converted to electronic data processing throughout the Federal government.
Under Title 6 of the GAO Manual these records are normally site-audited on a sample
basis by GAO representatives who examine primarQy the earnings record card, payroll
change slips that are prepared to document changes in normal pay, certification sheets
containing the agnatures of the certifying officer, checklists prepared in lieu of the more
formal payrolls by Department of the Treasury or local dsbursing personnel, source
personnel documents such as basic time and attendance reports, and copies of personnel
actiai forms documenting changes in pay. In addition, pay registers and other accounting
devices are maintained to check and balance the accounts.

All payroll systems require the maintenance of a leave card, to which information is
posted from more detailed records kept by time and attendance clerks located throughout
an agency. Two basic f<xms or variations of them are used by most agencies: (a) Standard
Form 1137, which shows leave taken by an employee over a twcryear period; and (b)
Standard Form 1130, which is a combiraticn time and attendance and leave record
designated to be maintained in agencies in which the time-keeping function is
decentralized. One Standard Form 1130 is maintained for each employee each pay period,
and the current leave status figure is accumulated from pay period to pay period.

Other records incioJental to 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 transaclicns, and other records not pertaining
to individuals, but rather to the general administration of the payrolling office and the
payroUirg functioi.

SUPERSEDED

-

— 

— 

SUPERSEDED



    

   

  

    
     

 

  

   
     

    

    

        

    
 

  

   

    
    

     
    

 

   

     
   

     
     
      
      
      

       
     

       
  

    

     
    

 

       
  

     
     

 

    
      

    
    

ITEM
NO.

GENERAL RECORDS SCHEDULE 2

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Individual Accounts Files.

Individual earning and service
cardsi such asOptional Form 1127
or equivalent.

Payroll Correspondence Files.

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

Time and Attendance Reports Files.

a. Perm ouch as Optional Form 1130 or
equivalent.

(1) Payroll preparation and
processing copies.

AD 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.

Transfer to the National Personnel
Records Center (NRPC), St.
Louis, Missouri, (a) If filed
in official personnel folder (OFF)
or in individual pay folder adjacent
to the OPF, destroy with the
OPF. (See GRS 1, Item 1.) (b)
If not in or filed adjacent to
the 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
15 sooner.

Destroy 6 months after the end of
the pay period.

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

U.S. Savings Bond Authorization.
Standard Form 1192 or equivalent, and
authorization for individual allotment
to the Combined Federal Campaigns.

SUPERSEDED

­

SUPERSEDED



     

   

  

    
   

     

    
   

     
  

     

  

     
 

    

     
    

  

      
     

 

  

 

    
     

    
    

     
    

   
     

    
     

      
  

    
      

     
 

    
    

 

     
      

  

    

     
 

    

      
       

      
  

December 22, 1982 GSA Bulletin FPMR B-124

ITEM
NO.

5.

7.

8.

GENERAL RECORDS SCHEDULE 2

DESCRIPTION OF RECORDS

If record ia maintained
on earning record card.

If record is not maintained
elsewhere.

b. AU other authorizations^ including
union dues and savings.

If record is maintained on
earning record card.

If record is not maintained
elsewhere.

Bond Registration Files.

Issuing agent's copies of bond
registration stubs.

Bond Receipt and Transiaittal Files.

Receipts for and transmittals of
U.S. Savings Bonds and checks.

Bond Purchase Files.

Forms and reports with related papers
pertaining to deposits and purchases
of bonds.

Leave Application Files.

AUTHORIZED DISPOSITION

Destroy when superseded or
after separation of employee. If
employee transfers within an
agency or between agenciesi
these authorizations must also be
transferred. See Treasury Fiscal
Requirements Manual, para. •>•7
6030.10 for instructions relating |

-to savings bonds authorizations,
and FPM Chapter 550, Subchapter
3, Part 8, for instructions relating
to CFC authorizations.

•</f.

ifJed
Destroy 3 years after^euperaeMien
or 3 years after separation of
employee. See (1) above for
transfer instructions.

Destroy when superseded or
after transfer or separation
of employee.

Destroy 3 years after supersasaimj
or 3 years after transfer or
separation of employee.

Destroy when 2 years old.

Destroy 3 months after date
of receipt.

Destroy when 3 years old.

Application for Leave, SF 71, or
equivalent, and supporting papers t/ff ‘ f
relating to requests for and approval
of taking leave.

SUPERSEDED

-

SUPERSEDED



     

   

  

      
  

      
   

    
    

     
        

    

 

 

      
  

     
     

 

    

     
    

  

        
       
  

     

  

     

       
     

    

   

    

     
     

    
 

      
     

 

    

     
      

     

    

  

GSA Bulletin FPMR B-124 December 22, 1982
GENERAL RECORDS SCHEDULE 2

ITEM
NO.

9.

DESCRIPTION OF RECORDS

a. If ^ timecard has been
initialed by employee.

b. If timecard has not been
initialed by ^ employee.

Leave record cards such U37
or equivalent maintained separately
from pay and earnings records, and

■S^ 0¥ 1130 when used as a leave record.
0^

a.

b.

Pay or fiscal copies.

Other copies.

AUTHORIZED DISPOSITION

Destroy at tie end of applicable
pay period. '

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

Destroy when 3 years old.

Destroy 3 months after the
end of the period covered.

Leave Data Files.

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

a. Original copy of SF 1150.

b. Agency copy.

U. Notification of Personnel Action Files.

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

a. Pay or fiscal copy.

b. All other copies.

12. Budget Authorixation Reference Files.

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

File on right side of official
personnel folder. See GRS 1,
item 1.

Destroy when 3 years old.

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

See GRS 1. item 14.

Destroy when superseded.

SUPERSEDED

SUPERSEDED



   

   

 

     
    

       
 

     
     

    
  

   

      

     
 

 

    
   
    
    

     
     

 

     
     

    

   

       
     

 

  

     
       

     

     
  

   

  

     
      

     

    

      
   

     
    

           
    
 

GENERAL RECORDS SCHEDULE 2
ITEM
NO.

13.

DESCRIPTION OF RECORDS

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. All other copies.

(1) If earning record card is
maintained.

If earning record card is
not maintained.

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, when 3 years old.
Destroy when 10 years old.

Payroll Control Files.

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

Payroll Change Files.

Payroll change slips, exclusive of
those of the OPF. such as SF 1126.

a. Copy used in GAO audit.

b. Disbursing officer copy used
in preparing checks.

c. All other copies.

Fiscal Schedules Files.

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

Destroy after preparation of
check.

Destroy 1 month after the end
of the pay period.

Memorandum copies of fiscal schedules
used in the payroll process.

a. Copy used I'n GAO audit. Destroy after GAO audit or when
3 years old. whichever
is sooner.

SUPERSEDED

­

SUPERSEDED



   

  

   

    

    
     

    

      
   

 

     

 

   
    

     
   

  
     

   

      
       

   
     
 

  

   

   

   

    
     
      

  

  

   
     

    

 

       
  

    

    

     
   

     

    

  

    

    

GENERAL RECORDS SCHEDULE Z
ITEM
NO.

18-

DESCRIPTION OF RECORDS

b. All other copies.

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
workload and personnel
management purposes.

b. All other reports and data.

Tax Files.

a. Withholding tax exemption
certificates, such as IRS
Form W-4, and similar state
tax exemption forms. >

W
b. Returns on income taxes^such

as IRS Form W-2.

c. Reports of withheld Federal taxes,
such as IRS Form W-3, with related
papers, including reports
relating to income and social
security taxes.

~W 4iKK>me Tax Retttm-FHes.

■B0T Tax Report Filos.-

1^. itr Retirement Files.

a. Reports and registers.

Reports, registers or other
control documents, and other records
relating to retirement, such as SF
2807 or equivalent.

b. Assistance files.

Correspondence, memoranda, annuity
estimates, and other records used
to assist retiring employees or

AUTHORIZED DISPOSITION

Destroy 1 month after the end of
the pay period.

Destroy when 2 years old.

Destroy when 3 years old.

Destroy 4 years after form
is superseded or obsolete.

Destroy when 4 years old.

Destroy when 4 years old.

See-Item 4Se-of-this schedule.

Destroy when 3 years old.

Destroy when 1 year old.

SUPERSEDED

' ' 

-

. 

SUPERSEDED



   

    

    
 

  

     
     
    

   

     
      
    
      
     

      
        

   

  

      
   
       
    

   
      

     
     

    
    

    

    

    

    
   

ITEM
NO.

GENERAL RECORDS SCHEDULE 2

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

.23'.

^ik.

survivors claitn insurance or
retirement benefits.

Insurance Deduction Files.

Reports and related papers including
copies of vouchers and schedules of
payments pertaining to insurance
deductions.

Levy and Garnishment Files.

Official Notice of Levy or Garnish
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.

Wa^e survey reports and data, working-
and related correspondence

pertaining to area wages paid for each
employee class; background papers
establishing need. authori2ation.
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).

Destroy when 3 years old.

Destroy when 3 years old.

Destroy after completion of
second succeeding wage survey.

SUPERSEDED

­

SUPERSEDED
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GENERAL RECORDS SCHEDULE 3

Procurement, Supply and Grant Records

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

Any recMds ereat^ pricr^to^ 18^5 must first be offered to the National Archives and
Records tor ^ permanent retention before applying the disposal
instructicns. Eloquently copies of procurement papers become integral parts of the other
files in the agency, such as project files of various types or general subject files
pertaining to program operatiots; such copies are not covered by this schedule because
they cannot be considered and evaluated separately from the files of which they are a
part.

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

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 yet been settled or
adjusted by the General Accounting OfQce without written approval of the Comptroller
General, as required by 44 U.S.C. 3309.

Records documenting procurement and sn>ply in the agencies are largely standardized by
various regulations of the Comptroller General and the Ad mi nistrator of General Services.
The physical arrangement of the transacticn files themselves differs in the various
agencies, however. In aD agencies the official contract files, for example, contain a
minimum core of specified documents, but there are also other documents that vary in
accordance with what the individual agency deems to be best for its own operating
purposes.

The key procurement file is the transacticn case file containing the formal contract or
inform^ purchase order or lease instruments and all related papers. The documents
flowing into the transacticn file differ in detail, tait they include, in additicn © the
purchase document, specifications, bids, schedules of delivery, initiating requiation,
invoices, and correspondence. Other copies of these documents, made for expediting and
other administrative purposes, are scattered throughout the inspecUcn, shipping,
expediting, and other units of the agency procurement organizaticn.

Other files related to the procurement and supply function include reports iced for supply
management purposes the agency creatirg the records as well as the staff agency
involved with Government-wide programs. They also include local requisition and slock
inventory files and other minor sipply papers.

Of a specialized character in the procurement field are the title papers documentirg the
acquisition of real property (by purchase, condemnation, donation, exchange, or
otherwise). These papers are required by the Government as Icng as the property remaire
in Goverrunenl hands or if it has been sold or released conditionally or with recapture

SUPERSEDED

­

— — 

SUPERSEDED



   

             
                

                
    

               
              

               
      

              
          

           
            
             

        

 

  

  
 

   
   

    
    

   
    

   

  

     
      

    

 

  
 

   
   

 

   
    

 

     

 

  
    

   

    
 

    
     

    
    

    
    

     
   

 

GENERAL RECORDS SCHEDULE 3

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

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

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

This schedule hao been levised to include^ thc-.rooct frequently- -foand 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.

/. Z.

DESCRIPTION OF RECORDS

Unique Procurement Files.
Procurement file^asj^

)elow) documenting theHqitiation
ahd^evelopment of transactions
that obviate from established
precedeins with respect to
general agei^CT procurement
programs, other than those
covered by Item 13.

Real Property Files.

Title papers documenting the acquisition
of real property (by purchase, condemnation,
donation, exchange, or otherwise), ercco

AUTHORIZED DISPOSITION

SF L15, Request
isposition Authori

». property acquired prior
to January 1, 1921.

X pc.nv/j reUh'i''^

SHtee Jonuar^irivel, other
than abstract or certificate
of title.

^jc. Abstract or certificate of title.

£ yl/p/f.'

CVV t I,.,0+ iy Gfes I yu-. j /

2

' <• rec
ht'

Submit SF U5, Requost-ior
Rocordo Disposition-Autbority..

Dispose 10 years after
unconditional sale or release by
the Government of conditions,
restrictions, mortgages or other
liens.

Transfer to purchaser after
unconditional sale or release
by the Government of conditions,
restrictions, mortgages, or other

iy /ff/Vm
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GENERAL RECORDS SCHEDULE 3

2

ITEM
NO.

;ar

3'

DESCRIPTION OF RECORDS

General Correspondence Files-

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

Routine Procurement Files.

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

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

(1) Transactions of more than
and all construction

contracts exceeding $2,000.
■H i-S"/

(2) Transactions of $l&700tr or
less and construction con
tracts under $2,000.

AUTHORIZED DISPOSITION

Destroy when 2 years old.

b. Obligation copy.

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

Supply Management Files.

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

y.A,X^<Cfo. ( I

Destroy 6 years and 3 months
after final payment.

Destroy 3 years after final
payment. (Gluse file dl-the-et
of the fiscal year, retain 3,
years and destroy, ex^
that files on which-actions
are pending sJjatttDe brought
forward tp^e next fiscal
year>^es for destruction
ll

Destroy when funds are obligated.

Destroy upon termination or
coropJetion.

r. UJ

i- O
/ ./U fr.

--------

SUPERSEDED
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ITEM
NO.

GENERAL RECORDS SCHEDULE 3

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

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. 481).

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

b. Copies in other reporting units,
and related worK papeve. Jcn.i-fi'k.

Solicited and Unsolicited Bids
and Proposals Files.

Successful bids and proposals.a.

b. Solicited and unsolicited
successful bids and proposals.

V)
H When filed separately from

contract case files.
'7
When filed with contract
case files.

Cancelled ^olicitations^iles.

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 action up to
the time of cancellation, and
evidence of the cancellation.

Unopened ^ids.

/Jj.

Destroy when 2 years old.

Destroy when 1 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. p

SUPERSEDED
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SUPERSEDED



   

 

  

       

  

    
     

      
  

   

    

  

   
     

     
    
   

  

     
  

  

    

 

  

  

 

    

     
  

     
   

    

     
   

    

      

    
      

     
       
     
     

 

GENERAL RECORDS SCHEDULE 3
ITEM
NO.

■'7.

7. A.

"ie.

DESCRIPTION OF RECORDS

d. Lists or pard ))^iles of Acceptable
bidders.

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 cancellation of requisition.

Destroy 3 years after period
covered by related account.

Destroy when 1 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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ITEM
NO.

GENERAL RECORDS SCHEDULE 3

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

]S.

c- Report of survey files and other
papers used as evidence for ad
justment of inventory records,
not otherwise covered in the GRS.

Telephone Records.

Destroy 2 years after date of
survey action or date of posting
medium.

IJ.

\i:

Telephone statements and toll slips.

Contractors' Payroll Files.

Contractors' payrolls (construction
contracts) submitted in accordance
with Labor Depcirtment regulations,
with related certifications, anti-
kickbacK affidavits, and other related
papers.

Tax Exemption Files.

Tax exemption certificates and
related papers.

"^Grant Application Files.

Destroy 3 years after period
coveted by related account.

Destroy 3 years after date of
completion of contract unless
contract performance is subject
of enforcement action on such
date.

Destroy 3 years after period
covered by related account.

r

Applications, uiL-uimuiiiJa, correspondenccy
apd other records relating to^Hie
dac4si
pyopoeala.

a, Unsuccessful (rejected or with
drawn) applications.

Ij, Accepted applications.

Destroy 3 years after rejection
or withdrawal.

Dispose-of-witlv-felated-gxaat.
ca6e-flle-(see-item-l5_of this
schedulaL

__ G^rant Gase^iles., iok‘C-U mc/ijJt- Acct'/

f.v>pusids or applications, contracts,
prcnect reports, stutH^, certifie^tCT,

^ agr^ments. rnemoran^, cor^spon^nce,
»u( ^ \ aitd tJther records relatiftg to/receipt,\^

^ V * / revie\, award, evaluation^.status and
.. monitorinc of erants: allocation of fund!

OMS. e /y/'"’£
Suhmit''S^n5jJi£que^t^f^
Records Dlspositron^inlio^ity.

A >\C

orcc'
II /"

S-'n-^U
hui'-i

-J.

monitoring of grants; allocation of funds,
and project budgets-

Cl;\ f-i'-'jfi

ajA^A ] 6

A/c
//.i-

’O'

ikf
/iMf 6^ ( 'I

//At..'/

/-

S/--//S

SUPERSEDED
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GENERAL RECORDS SCHEDULE 3

ITEM
NO. DESCRIPTION OF RECORDS

G^ant Con tro 1 Fil

Indexe
records relaiijjg to control of
assigning numbe^»..cir identifying
projects, applications and grants.

tn- n V ^
Grant.

AUTHORIZED DISPOSITION

S'
.ed-er

Files.

'aT~~~~«Qorrespondence and/or subj^t
fileS^ncluding TnemoraTui^7 studies.
reportsT^OMnS. and otKer records
relating to the l?g€d^^tablishment
of the grant pjogramTTTe'pQijcies
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.

/ a;/^ A'c'/c hc'c-
' Final Product Files.

Published reptarts, books, studies'^
audiovisual m»erials, or any'other
final grant product and.related

'records in textual or machine-readable
form.

Submit''^ 115, Rp^uest for
Records i>i^ppSition Authority.

Destroy when 1 years old.

Contract Appeals Case Files.

Submit SF U5, Request for
Records'Disposit^M Authority.

Contract appeals case file^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 pcirties concerned; final
decisions; and all other related papers.

Destroy lO years~after~final
action-Qg-decision.

a
(I

7^^
CtC'

l)iJX
0--cAj1: 1

401-**63 0 B3 3- -

SUPERSEDED
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ITEM
NO.

/'/•

GENERAL RECORDS SCHEDULE 3

DESCRIPTION OF RECORDS

Contractor's Statement of Contingent
or Other Fees.

Standard Form 119. Contractor's
Statement of Contingent or Other Fees,
or statement in lieu of the form,
filed separately from the contract
case file and maintained for
enforcement or report purposes.

c^crz^l

AUTHORIZED DISPOSITION

Destroy when superseded,
obsolete, or no longer
needed, whichever is
sooner.

J* r

■1 ^

AJ-.Ci 

SUPERSEDED

SUPERSEDED



  
 

    

  

                
           

             
             

            
                

           
              

            

  

               
               

            
    

              
 

          
             

             

            
             

             
            
      

      

   

    

     
     

     
    

   
     

     

  
      

    

    
  

   
  

FPMR 101-11.4
October 1982

GENERAL RECORDS SCHEDULE 4

Properly 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 Sersrices Administration
transferred to the new agency the functions of the former War Assets Administration
relating to properly disposition. This sdiedule is not applicable to transaction 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 Stale controL Any surplus property transaction

^ files dat^ prior to the establishment of the former Procurement Division of the
"^'^'""^epartment oTTreasury in 1933 must be oftered to the National Archives and Records

<^4. h 'jn t

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 44 U.S.C. 3309.

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

a. Standard Form 114, 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, Qiarterly
Report of Utilization and Dispca^ of Exces and Surplus Personal Property. Agencies use
SF 120 to report excess personal property to the regicnal General Services Administraticn
offices, which initiate screwing action. The quarterly reports are submitted to the
Office of i^ersonal Properiv. imtim and Disposal Servic^, General Services
Administration, which consolidates the data. /y a.,^/

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPCSmON

Surplus Property Precedential Case
les.

2.

Case fftea.on sales of surplus per
sonal propeHyfas described in Item
6 below) docurn^nfing the initiation
and development orttansacticns that
deviate from establisheiSpC^cedents,
with respect to general ag^
disposal or to major disposal
programs.

Property Disposal Cast^Ues.
Case files on disp6^ of surplus

real and relalea personal property.

Submit'SF U5, Request fca-
Iwords Disposition Authority.

SubmilSTMjS, Request for
Records Disobsilicn Authority.

SUPERSEDED
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GENERAL RECORDS SCHEDULE 4

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

V/.

-Excess Real Prdberty Report's.

Property Disposal Correspondence Files.

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

Excess Personal Property Reports.

Surplus Property Case Files. _j j

Case files on sales of surplus personal
properly, comprising invitations, bids,
acceptances, lists of materials, evidence
of sales, and related correspondence
(other than those covered in items 1
and 2). j _ . ,

a. ee'Transactions after-July f-^S,
of more than S1O-;0M;

and Ipaiin.mtinp*; before July
47 oI mof?Tha&^i2iW(r.

Transac tions afterTOly
2&rW4, of or less;
ami■tr'aHsae4i«ne-before-July

-abr 1974. uf S2JQlLpr less^

Real Property Files.

Records necessary or convenient for
the use of real property sold, donated,
or traded to nun-Federal ownership,
including, if pertinent as
determined by the releasing agency,
site maps and surveys, plot plans,
architect's sketches, working diagrams,
preliminary drawings, blueprints,
master tracings, utility outlet plans,
equipment location plans, specifications,
construction progress photographs, in
spection reports, building and equipment

Subinit-SF-115«'Request-for-Records
Disposition-Authori ty.

Destroy when 2 years old.

Destroy when 3 years old.

Destroy 6 years after final payment.
-(PtaggjirTT»crtive-file-on-final
_payment-an3^^twffl«fsr;;t02Federa1•

RecordsCeirter-£-years-thef5«tIter;)

Destroy 3 years after final payment.
id-cf eaeh

.fiscal-y^app^tain^-yfearsrand
destfOy-except^-thM filoa:an«wbich
■^tif>r>fe-are-pendinft^PULbe:broueht
forward^torthernest=£iscaj^^^^
filesrCor^diepoaal-therewith.)

Transfer to new custodian upon
completion of sale, trade, or
donation proceedings, or acceptance
of purchase money mortgage.
(Also see GRS 22, Design and
Construction Drawings and
Related Records.)

- -

SUPERSEDED
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GENERAL RECORDS SCHEDULE U

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. . .

' ll ^ hecacSi' S.^r-e or ‘
l-y ^ h <r.<

SUPERSEDED
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GENERAL RECORDS SCHEDULE 5

Budget Preparaticn, Presentation, and Apporticnmenl Records

Budget and apportionment records include the various files accumulated in an agency in
the course of fcymuiating its budget for submission to the Office of Management and
Budget (0MB) and to the Congress; in defending its requests for funds before both bodies;
and after enactment of an appropriation bill, in ensuring that the funds are used in such a
way as to suffice for the appropriate period of time. The funds are made available to the
agency by 0MB, usually in quart«*ly porticns, and the agencies must indicate and justify
regularly to 0MB their proposed rale of expendture. After the funds have been made
available to the agency, its own controls over the funds are in its expenditure accountir^
records (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
aS agencies, except that it does not apply to records of the 0MB 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,Sewte before applying the disposition irBtruclions.

Agency budget recorols are normally created at all levels of agency organization. They
show proposals from all operating levels as well as the bureau-wiote and agency-wide
coorolinaling work done by formally organized budget offices. Therefore the records
consist of oJetailed work papers and budgetary statements developed by single operatir^
units, the more significant budget statements and related papers representing
consoliolated submissions prepared at the bureau or eojjivalent level and forwarded to the
agency budget office', and the records at the highest level pertaining to the budget
submission for the entire agency.

The nature of the budget presentation itself is standardized by 0MB which prescribes
formal and procedures for all Federal agencies. However, the internal reports and papers
which sipport the budget and are used in its preparation vary from agency to agency. The
budget submisscn, a record copy of which is usuaUy designated by the ageno^, is a
oluplicate of the set of papers submitted to 0MB. These include summary statements of
appropriations and expenditures, statements of contract authorizations, and statements of
receipts as well as narrative summary statements which highlight the principal features of
the agency requests and immediately related supporting documents. The narrative
presents the policies and the programs of the agency which the budgetary requests are to
support. In addition to the summaries, the submisaon includes schedules of obligations
and statemaits pertaining to each type of appropriation and fund under which the
individual agaicy operates. Finally, Oft© 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

SUPERSEDED



   

    

  

     
    

    
   

   
   

  

  

      
   
    

     
    

   
   

    
 

    
  

     
  

 

     

  

    
    

   
    

    

    

     
      

     
         

     
    

     
   

  
     

  

 

      
      
 

ITEM
NO.

GENERAL RECORDS SCHEDULE 5

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Budget Policy Files.

sCortespondence or subject files in
foMsally organized budget offices
docucb^ting agency policy and
procedures governing budget adminis
tration, ano>eflecting policy
decisions affecbiqg expenditures
for agency prograi

Budget Estimates and tifications'Files.

a. Copies of budget estimates and
justifications prepared or
consolidated in formally organYs.ed
budget offic^-^ the bureau (or
equivalent) or higher organizationaP
leveh/Cicluded are appropriation
l^guage sheets, narrative

^statements, and related schedules
and data.

Submit SF 115, Requpst'^for
Records Dispositiw Authority.

Submit SF 115, Request for
Records Disposition Authority.

/, 3.

b. Working papers and background
materials.

Budget Correspondence Files.

Correspondence files in formally
organized budget offices pertaining to
routine administration, internal
procedures, and other matters not

See Item^ of this schedule.

Destroy when Z years old.

procQQiiP63« diiQ n3 3tt6rs not y
covered elsewhere in this schedule, ^va.11^0,‘n^y i"

re?/n /r)..-, 1'^ V o net
. / I. ^ i.Budget Background Records.

Working papors, 6ost statements, and
rough data^accumulated in the prepara
tion of annual budget estimates,
including duplicates 0f,papero-doo

•*cribed and originating
offices' copies of reports submitted
to budget offices.

ikt Cl It

Destroy 1 year after the close
of the fiscal year covered by
the budget.

UhJ
Ufe^l

SUPERSEDED
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ITEM
NO.

if.

GENERAL RECORDS SCHEDULE 5

DESCRIPTION OF RECORDS

Budget Reports Files.

Periodic reports on the status of
appropriation accounts and apportion
ment-

a. Annual report (end of fiscal year).

b. All other reports.

Budget Apportionment Files.

AUTHORIZED DISPOSITION

Destroy when 5 years old.

Destroy 3 years after the end
of the fiscal yecir.

Destroy 2 years after the close
of the fiscal year.

Apportionment and reapportionment
schedu]es> proposing quarterly obliga
tions under each authorized

A ■ ,
[Ajch. ,

, LL-.—--rA/ r- - J p a .... r .../ a

C (

c'T.L^^r

y J^Jy/
r.-1 'tA

>•// • y'/u -<Lr .uLCc-W^S- '^n^Cy
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GENERAL RECORDS SCHEDULE 6

FPMR IOI-U.4
October 1982

Accountable Officers' Accounts Records

This general scheckJle 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 created prior to January 1, 1921, must be offered to
the National Archives and Records Service before applying these disposition instructions.

Accountable officers' accounts include record copies of all records concerned with the
accounting fcr, availability, and status of public funds. There are several types of
"accountable officers," such as: (a) the collecting officer, who receives monies owed to
the Federal Government and ensures that it is credited to the proper acco’-nt; (b) the
disbursing officer who is responsible for providing documentaticn to GAO ance he
accomplishes the actual payment of public monies to proper Federal creditors; and (c) the
certifying officer, whose signatire on a summary attests to the authenticity of vouchers
listed on the schedule.

Disbursements for 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 Financial Operaliois within the Treasury Department. Since July 1949,
disbursements have been made for most agencies on the basis of certified schedules, with
tl* detailed vouchers transferred to GAO from the agency or held in agency space if site
audit was involved. This procedure was extended and confirmed by GAO General
Regulations No. 115, issued January 29, 1952, which promulgated a standard form voucher
and schedule of payments (Standard Forms 1166 and 1167) for use by all agencies effective
July 1, 1952, and formally elimimted the transfer of vouchers of the Chief Disbursing
Officer.

This schedule has been revised to include records held for on-site audit GAO, as
described in Item la below. Under ort-ate audit, vouchers, contracts, schedules,
statements of transacticrs and accountability and other related supporting documents are
retained in agen'*y space for GAO auditors. Section 5 of the Post Office Department
Financial Control Act of 1950 and Section U7(b) of the Budget and Accounting Procedures
Act of 1950 (whenever the Comptroller General determines that auoit shall be conducted
at the site) reojuire agencies to retain these records, which are under GAO cognizance.
G/'O has given general authority to the agencies, if the records are no longer required for
acminislralive purposes, to transfer all audited records and any unaudited records more
than one full fiscal year old to Federal Records Centers. However, to transfer unaudited
accountable officers' accounts less than one year old, permission must be obtained from
the Director, Office of Administrative Services, GAa Because the records heretofore/“'-‘'‘"'•''/y
transferred to GAO are retained in the agency, some agencies have eliminated the '
creation of memorandum copies as described in Item lb of this schedule.

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

SUPERSEDED

SUPERSEDED
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April 12, 1984

ITEM
NO.

1.

GENERAL RECORDS SCHEDULE 6
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Accountaole Officers' Files.

a. Original or rioDon copy of account
aole officers' accounts maintained
in the agency for site audit oy GAO
auditors, consisting of statements of
transactions, statements of account-
aoility, collection schedules,
collection vouchers, disoursement
schedules, disoursement vouchers,
and all other schedules and vouchers
or documents used as schedules or
vouchees, exclusive of freight records
and payroll records. If an agency is
operating under an integrated accounting
system approved oy GAO, certain required
documents supporting vouchers and/or
schedules are included in the site audit
records. These records document only
the oasic 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 riODon copy, and all additional or
supporting documentation not involved
in an integrated system are covered oy
succeeding items in this schedule.

Site audit records include, out are not
limited to, the Standard Forms and
Optional Forms listed oelow.
Also included are equivalent agency forms
which document the oasic financial
transaction as descrioed aoove.

SF 215, Deposit Ticket
SF 224, Statement of Transactions
SF 1034, Puolic Voucher for Purchases

and Services Other Than Personal
SF 1036* Statement of Certificate and Award
SF 1047, Puolic Voucher for Refunds
SF 1069, Voucher for Allowance

at Foreign Posts of Duty
SF 1080, Voucher for Transfer Between

Appropriations and/or Funds

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

SUPERSEDED

-

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

GENERAL RECORDS SCHEDULE 6

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

r

SF 1081, Voucher and Schedule of
Withdrawals and Credits

SF 1096, Schedule of Voucher Deductions
SF 1097, Voucher and Schedule to Effect

Correction of Errors
SF 1098, Schedule of Cancelled Checks
SF 1113, Public Voucher for Transportation

Charges
OF 111^, Bill of Collection
OF lll^A, Official Receipt
OF lll^B, Collection Voucher
SF 1129, Reimbursement Voucher
SF 11^3, Advertising Order
SF 11*5, Voucher for Payment Under

Federal Tort Claims Act
SF 1154, Public Voucher for Unpaid

Compensation Due a Deceased
Civilian 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
SF1218, 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, Statement of Transactions
According to Appropriation,
Funds, and Receipt Accounts
(Foreign Service Account)

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

(2) All other records described
under l.a. above.

b. Memoranaum or extra copies of
accountable officers’ returns
including statements of trans
actions and accountability, all
supporting vouchers, schedules,

Disposition not authorized.

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

E)estroy~3'ye^rs~after-th€-peftod
of-the-aGcoum.

CUU\ I L- O'u.
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ITEM
NO.

3.

l*.

5.

GENERAL RECORDS SCHEDULE 6

DESCRIPTION OF RECORDS

and related -fiapeM.not covered
elsewhere in this schedule, and
excluding freight records covered
by Schedule 9 and payroll records
covered by Schedule 2.

GAO 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
certificates of deposit, other than those
records covered by Item 1 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
personnel management purposes.

AUTHORIZED DISPOSITION

Destroy 1 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.

Destroy when 2 years old.

SUPERSEDED

SUPERSEDED
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GENERAL RECORDS SCHEDULE 6

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

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

Federal Personnel Surety Bond Files.

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

(1) Bonds purchased before
January 1,1956.

(2) Bonds purchased after
December 31,1955.

Destroy 15 years after bond
becomes inactive.

Destroy 15 years after the end
of ttoe bond premium period.

)

J

8.

9.

/<?•

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

Gasoline Sales Tickets.

Hard copies of saies 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.

dfccc-^}\^

u

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 years old, whichever is
sooner.

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

i-4^- Un^A^h-c/
iA.
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GENERAL RECORDS SCHEDULE 7

Expenditire Accounting Records

Expenditure accounting records are the ledgers and related documents maintained by all
Federal agencie to show in summary fashicr how their funds, appropriated ar>d non-
appropriated, are spent after aUotment by the Office of Management arid Budget (0MB),
and the sources and nature of any receipts. The key records are the general ledger
accounts, which constitute, as a unit, the heart of the agency accounting sy'tem. These
ledgers summarize the firencial status and firsncial transacticns of the agency, showing
the current status of funds available for expenditure, the amounts due and coQected for
the account of the Government, accumulate expenditures and liabilities, and the values
of stock, equipment, and other property in agency custody. They are controls that serve
not only as central fiscal records, but also a primary source of data fcr top management
concerned with agency solvency, expenditures, and program costs.

The general ledgers are subdivided into arbitrarily created accoiart titles, which are based
on [^^aiTjs, projects, costs, and funds. Supporting them are a group of subsidiary ledgers
and pft^ids'further detailing the informatioi in the general ledgers or serving as posting
media to the ledgers themselves. To the extent that they reflect appropriation
e4>enditures, the general ledgers are si^ported by allotment ledgers, which at all times
show the current unobligated balance of funds allotted for specific agency purposes and
thereby provide a safeguard against over expenditure by operating officials. The
allotment ledgers are general contrcds over expenditures, and they in turn summarize and
are supported by mere detailed controls that normally take the form of project or job
orders which authcrize exact and specific expenditure.

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

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

b. Journal vouchers and similar internal control documents created to
authorize and convey entries to the geno’al 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. Ccmsequently, the ledgers are the source of
the data included in the basic apportionment reports to the 0MB and the Treasury
Department, and over-all reports of agency fiscal condition which may be required by the
General Accounting Officer (Schedules 6 and 8). The adequacy for audit purposes of the
general ledger accounts is normally considered by General Accounting Office auditors to
be indicative of the suitability of the agency's entire accounting system and the reliability
of ifi firancial data.

This schedule does not a[ply 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 Jsmuary 1, 1921, must be offered to the
National Archives end Records^Servieo before applying these disposition instructions.

SUPERSEDED

SUPERSEDED
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GENERAL RECORDS SCHEDULE 7

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 ^ of the Records Disposal Act of July 7, 1943, as amended (44 U.S.C.
372).

ITEM
NO.

1.

2.

DESCRIPTION OF RECORDS

Expenditures Accounting General
Correspondesnce 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, zmd re
flecting expenditures in summary.

Appropriation Allotment Files.

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

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.

Expenditure 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.

Destroy when 3 years old.

Destroy when 2 years old.

SUPERSEDED
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­

SUPERSEDED
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GENERAL RECORDS SCHEDULES

Stores, Plant, and Cost Accounting Records

Specialized stores, plant, and cost accounting records are maintained by most agencies,
particularly ttose with extensive plant and stock inventories. These records, which
esBentially reflect the net monetary worth of an agency 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 Records^^ewce befcx'e applying these dispositicn iretructions.

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 mcnetary worth of such materials. Custody is established by accomplished copies of
material movement documents, and stores accounting information data are normally
reviewed and consolidated by means of records and returns submitted to agency
headquarters, where the information is used for procurement planning, budget, 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. Summary data on plant value are also available in pertinent ledger accounts.

b. Plant Accounting. These records consist [X'imarily 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, but in addition are a
principal source of data on the capital investment in physical plant (as distinguished from
mainienanoe 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.

c. Cost Accountir^. These records are designed to accumulate and show data
on the costs oT agency deration, the direct and indirect costs of production,
administralioi, and the performance of program functicns of the agency. The data, which
are normally accumulated by means of cost reports and statistics accumulated by
operating 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 requisiticns for material <x 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 operation and in preparing budget estimates.

ITEM
NO. DESCRIPTION OF RECORDS

Plant AccoWiting Files.

AUTHORIZED DISPOSmON

t account cards-^d ledgers per-
tainin&<o structures.

Plant, Cost and Stores General
Correspondence Ffles.

Correspondence files of units respon
sible for plant, cost, and stores
accounting operations.

mitSF 115, Reqaesl for
Records Disposition Auttjprity.

Destroy when 3 years old.

SUPERSEDED

­

SUPERSEDED



   

  

  

     
   

  

    

   

     
  

  

    

      

  

     

      
  

   

    
      

  

   

 

 

 

 

    

    

    

      
   

     

    

    

     

     

    

GENERAL RECORDS SCHEDULE 8
ITEM
NO.

7

3/-

.0.

DESCRIPTION OF RECORDS

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,

^ JI, Ac',fe rU( fv re-i

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.

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 b months old.

Destroy when 1 year old.

2

lujj

SUPERSEDED
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SUPERSEDED
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GENERAL RECORDS SCHEDULE 9

Travel and Transporlaticn Records

This schedule covers records po.rlaining to the movement of goods and persons, yn^er
Government orders. The recordl^eepw^ involv&d.in th^rgiovomont6 contora oK)ufld^*biiis of
lading, transportation requests, vouchers, and^'ass^iated records, including those
prescribed by Title 5 of the General Accounting Office Policy and Procedures Manual.
Copies of some records used to support payments become part of the accountable officeFs'
accounts, or are accounting posting mrfia. Their disposition may be covered by General
Records Schedule 6, Item 1; General Records Schedule 7, Item 4; or Itenja^ and » of this
schedule.

a. Movement of goods. The key record is the bill of ledii^i of^wl^ieh there are
copies for consignors, consignees, and the cairiers themselves. The^‘^tplM^''related to and
normally filed with the bill of lading rtaalf are varied and often voluminous. These may
consist of shortage and demurrage reports, invoices, and other dcocriptive data which
document the transacticn. Included are records relating to the shipment of hous^old
effects, authorized by law and regulations for military personnd and for civilian
employees of the Government. Agencies shipping certain valuables under the Government
Loses ij^^Sru^m^ent Act, which insures against los, retain copies of schedules of material
shippedrelating 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 isuance of
travel orders, and copies used for encumbrance of funds.

ITEM
NO.

1..

A-'
0-

<1

DESCRIPTION OF RECORDS

Freight Files.

Records relating to freight consisting of
\export certificates, tranat certificates,

demurrage card record books, shipping
do^mpents pertinent to freight
classifKfiticn, memorandum copies of
Governrneqt ot commerical bills of lading,
shortage anovdemurrage reports, and all
supporting doebments; and including
records relatir^ ibs^he shipment of
hoisehold goods.

AUTHORIZED DlSPOSmON

a. Issuingoffice memoraimtm copies
other than those identifie^Hn Id.

Destroy 3 years after the period
of the account.

b. All other copies. n. Destroy when 1 year old.

c. Registers and control records
other than those identified in Id.

'\Deslroy when 3 years old.

SUPERSEDED
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GENERAL RECORDS SCHEDULE 9

ITEM
NO.

A

V-/

DESCRIPTION OF RECORDS

~d»^ Records, including registers and
con trorpScord6,-cuiJnterna tional

AUTHORIZED DISPOSITION

Destroy 6 years after the period
of the account.

shipments of household goods moved'
by freight forwarders.

Lost or Damaged Shipments Files.

Schedules of valuables shipped,
correspondence, memoranda, reports,
and other records relating to the
administration of the Government
Losses in Shipment Act.

Passenger Transportation Files-

Memorandum copies of vouchers (SF
A), memorandum copies of

trans]^rtation requests (SF 1169).
travel aiLfhorizations, transportation
request regtst^s, and all supporting
papers. Joc.“rHf^

Destroy when 3 years old.

a. Issuing office memorandtim copy. Destroy when 3 years old.

b. ObligiUim^copy. Destroy when funds are obligated.

c. ^Unused ticket redemption forms. DestroyVh^ no longer needed
such as SF 1170. for administrative use.

Passenger Reimbursement Files.

Records relating to reimbursing
individuals, such as travel orders, per
diem vouchers, transportation requests,
hotel reservations, and^all s^porting
papBiB documenf^ngj'offi<nal travel by
officers, employees, dependents, or others
authorized by law to travel.

a. Travel administrative office files.

b. Obligation copies.

General Travel and Transportation Files.

a. Correspondence, forms, and
related records pertaining to
agency travel and transpor-

Destroy when 3 years old.

Destroy when funds are obligated.

Destroy when 2 years old.

SUPERSEDED

SUPERSEDED



   

   

    
   

        
 

GENERAL RECORDS SCHEDULE 9

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

tation functions, not covered
elsewhere in this schedule.

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

SUPERSEDED

SUPERSEDED



    
   

 
 

  
       

 

    
    

  
         
       

       
         

          
 

  
   

  
    

       
  

       

      

                      
                     
                  

                    

         

        
  

   
     

       

    

      
   

      
     

     

     
        

      
       

        

    

      
    
    
     
     

    

  
 

  

 

      
   

   

REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLANK

JOB NO.
Hl-GRS-87-18

GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON. DC 2040S

DATE RECEIVED
6-23-87

1, F-KUM (Aget<cy or eitabltthmeol)

National Archives and Records Administration
NOTIFICATION TO AGENCY

In accordance >viiP the orovlsions o( 44 U.SC. 3303a
ine disposal reouesi, including amendments, is aoprovad
e«cept (or items ihat may marked 'disposllion not
approved or "wiindrjwn" in column 10. I( no records
are proposed (or aisoosal. the signature ol the Archivist is
not required.

2. |i4AJOR SUBDIVISION

Office of Records Administration
3. MINOR SUBDIVISION

Pftrorria Appraisal and Disposition Division
4. HAME OF PtRSON WITH WHOM TO CONFER

Ronald L. Heise

e OTiemATP rte orscMr'v Dcoek'cc kjt a ti\/c

5- TELtPHONE EXT.

724-1493
DATE ARCHIVIST OP THE UNITED STATES

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records;
that the records proposed 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 retention periods specified; and that written concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is
attached.

A, GAO concurrence; 15] is attached; or 1I is unnecessary.

□.DATE C- SIC^TURE OF AGENC^REPRESeNTATI VE “^Ditector, Records Appraisal
and Disposition Division

7.
ITEM
NO.

a. DESCRIPTION OF ITEM
(Wiiri inclu«ii» Datei or Retention PeriodH

GENERAL RECORDS SCHEDULE 9, TRAVEL AND TRANSPORTATI
RECORDS

Freight and Passenger Transportation Files.

ZZ-. Original vouchers and supporting documents
covering freight and passenger
transportation charges of settled fiscal accounts.
Including registers and other control documents.

Cut
%

(%)

P-

off at end of fiscal year.

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

Destroy when 3 years old.

Records covering payment for freight and
passenger transportation charges foi
interstate transportation and Internationa]
transportation by freight forwarders of
unaccompanied baggage or privately ownec
vehicles shipped separate from householc

9. GflSOR
SUPERSEDED

JOB
CITATION

ON

lO. ACTION
TAKEN

(NAfis useONLY)

iis-ice NSN 7S40-00-634-4064 STANDARD FORM 115 (REV. 8-aj)
PrascriDsd sy GSA
FPMA (4| CFRJ 10M1.«

SUPERSEDED

" 

SUPERSEDED



      
 

    
     

      
 

 

        
       
        
       
       

      
      

    

       
     

      
     

    

      
     

         
          

      
       
     

       
      
       
       
       
      

    

   
 

  

 

 
  

   

             
     

   
   

REQUEST FOR RECORDS DISPOSITtON AUTHORITY CONTINUATION
JO0 NO. PAGE

7,
tTEM
NO.

8. DESCRIPTION OF ITEM
(With Inclusto* Dotft or Rot0nlion Periodti

9. GRSOR
SUPERSEDED

JOS
CITATION

10. ACTION
TAKEN

(NARSUSE
ONL Y/

goods; the charges tor which are published in
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
covered by Item^44 of this schedule.lA (i)

Destroy when 3 years old.
(3^

.<4-

t.

Records covering payment for all other freight
and passenger transportati^on charges notcovered by Items 1a(0and 11?^bove. EXCLUDING
those covered by IternyW-of this schedule-

KWDestroy when 6 years old.

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 or
collection action has been taken, 3) voucher
contains inbound transit shipment(s), 'I)
parent voucher has print of paid supplemental
bill associated, 5) voucher has become
involved in li.tigation, or 6) any other
condition that requires the voucher to be
retained beyond the 3 or 6-year disposal
period, such as detection of an undercharge.

Destroy when 10 years old.

,^,vrrc.:l h-Mr .f /-A-,./,
irar>s'^'crh-1u'7^ rCiu(‘£f^

,5) . anj

^ f'

-H-

6^
ci'i.uv e-i

Oi j
f «/

•'£ P /c/

c-

0^ji?r/ Ul.r r-y /'<- ,urCe./i=^4

115-204 Pour coplM, Including o'lglnal lo be tubmitted
IQ the NitlQiul Arehivet end Recerdi Service,

STANDARD FORM 115-A |PEv. 12-33)
Prescribed by CSA
PPMR (41 CPR) 101-11.4

SUPERSEDED
-

. 
’ 

’ 

’ 

SUPERSEDED



     
 

   

     

            
 

      
               
           

             
             

             
         

          
             

             
            
       

  

   

     
    

     
    

    
 

     
      

   

    
     

   

      
    

  

 

    

    

    

    
    

   

     
   

    

c> fiS ''/P CO FPMR 101-11.4
October 1982

If'

GENERAL RECORDS SCHEDULE 10

jyiotor Vehicle Maintenance and Operation Records

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

ici-
fi^TSonal Pmperty Management'RegutHticn^No. -24 prescribes policies procedures.
Standard Form 82, which is an annual motOT vehicle report required by the^’^ederal Supply ci«/
Service^ General Services Administratioi, 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 operaticr of the vehicles.

In general, records pertaining to motor vehicles reflect a threefold responsibility: (a) the
accumulaticn of cost and operating.dataffor internal Mcountingand management purposes
and for reports submitted to the^rederal Supp|ily,"Serviccf(Standard Form 82, Annual
Motor Vehicle Report); (b) the maintenance of the vehicles themselves; and (c) protecting
the interest of the Government in accident claims against it. The records themselves
consist of chauffeur service logs and reports, vehicle repair and maintenance check-off
sheets, cost ledgers, and claims correspondence and forms.

ITEM
NO.

3.

DESCRIPTION OF RECORDS

Motor Vehicle Correspondence Files.

Correspondence in the operating unit
responable for maintenance and
operaticn of motor vehicles not
otherwise covered in this schedule.

Motor Vehicle Operating and Main­
tenance Files.

a. Operating records including those
relating to gas and oil consump-
tich, dispatcSiing, and scheduling.

b. Maintenance records, including
those relating to service and
repair.

Motor V^icle Cost Files.

Motor vehi<ile ledger and work sheets
providing cost and expense data.

Motor Vehic^Report Files.

AUTHORIZED DISPCSmON

Destroy when 2 years old.

Destroy when 3 months old.

Destroy when 1 year old.

Destroy 3 years after
discontinuance of ledger or
date of work sheet.

(eporls on motor'Vehicles (other than
accident, operating aJltkinaintenance
repor

itroy 3 years afterdate of

~ 

SUPERSEDED

SUPERSEDED



   

   

   

    
  

 

   

      

     
    

   

     
  

    
    

    
     

    

     
      

    
  
   

GENERAL RECORDS SCHEDULE 10

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Motor Vehicle Accidents Files«

Records relating t\^otor vehicle
accidents, toainiainedsby transporta
tion offices-

Motor Vehicle Release FileV,

Destroy 6 years after case is
closed.

1.

Records relating to transfer, sale,
donation or exchange of vehicles,

Motor Vehicle Operation Files.

Destroy 4 years after vehicle
leaves agency om^dy.

Records relating to individual
employee operations of Government-
owned vehicles, including driver
tests, authorization to use, safe
driving awards, and related
correspondence.

Destroy 3 years after separation
of employees or 3 years after
recision of authorization to
operate Government-owned
vehicle, whichever is sooner.

SUPERSEDED

­

SUPERSEDED



 

   

   

   

     
    

   
      

      
   

    

    
   

   
    

    
    

    
     

 

      

      

   

    
     

     
     

   
   

     
  

 

GUS fo

In File Under GRS'MOTORVEH

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

4. Motor Vehicle Report Files.

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

5. Motor Vehicle Accident Files.

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

Destroy 3 years after date of
report.

Destroy 6 years after case is
closed.

6. Motor Vehicle Release Files.

Records relating to transfer,
sale, donation, or exchange ,of'
of vehicles, including SF 97A,
Agency Record Copy of U.S.
Government Certificate of
Release of Motor Vehicle.

Destroy 4 years after vehicle
leaves agency custody.

Go ferr- //■ 7

SUPERSEDED

SUPERSEDED



   
 

    

   

               
           

           
            

        
           

            
         
           
             

                
           

            
            

               
            

  

    
 

 

     
     

     
    

 

  

    

     
     

     
     

    
    

   

     
     
      

  

     
     

    

t CO FPMR 101-11.4
October 1982

GENERAL RECORDS SCHEDULE U

Space and Maintenance Records

This schedule provides for the disposal of aD 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, aDocation, utUization, and release
of space arKl include related correspondence and reports submitted to the General
Services Administration (or equivalent agency with similar Government-wide
responsibilities) as directed ty law andTagC regulaticr (60 Stat. 25T and
M anagement-Regulation-No.-^); correspondence and forms relating to the compilation of
directory stfvice listings; identificatim credentials and related accountable records;
requests for building and equipment services; and correspondence files reflecting the
activities of the unit responsible fcr 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 BuilcfingsSo'viee of the General Services Administration). Any records
creal^ prior to the establishment of the Public Buildings Administration in 193 9 must be
offered to the National Archives and Records Sci*-vh?g before applying these disposition
irelructions.

ITEM
NO.

1.

DESCRIPTION OF RECORDS

Space and Mainterance General
Correspondence Files.

AUTHORIZED DISPCSfTlON

Correspondence files of the unit
responsible for space and maintenance
matters, pertaining to its own
administration and operation, and
related papers.

Agency Space Files.

Destroy when 2 years old.

Records relating to the allocation,
utilizaticn, and release of space
under agency control, and related
reports to the General Services
Administration.

a. Buildir^plan files,^and eeiated
ageooy records utilized ir^^pa^e
planning, assignment, and adjustment.

Destroy 2 years after termination
of assignment, or when lease
is cancelled, or when plans are
superseded or obsolete.

b. Correspondence with and reports
to staff agencies relating to
agency space holdings and requirements.

SUPERSEDED

SUPERSEDED



   

  

     
  

    
   

   
    

 

 

    

    
     

  

    
    

   

 

    

     
 

    
 

   
    

    
    
     

    

   
    
 

     
 

    
   

     

     
    

     
   

ITEM
NO.

3.

GENERAL RECORDS SCHEDULE 11

DESCRIPTION OF RECORDS

(1) Agency reports to the General
Services Administration^rogarding
space occupied in "Metropolitan
Washington" and "QmsiUe lUe
01*!*^!**^ ‘•'f Ci^iHii^irii"‘7Tlid
P«}a^e4-^pap^rs. ; KitociiV <[ l

ft'f rtlafeA

AUTHORIZED DISPOSITION

Destroy when 2 years old.

4.

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

Directory Service Files.

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

Credentials Files.

Destroy when 1 year old.

Destroy 2 months after issuance
of listing.

Identification of credentials and re
lated papers.

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

Destroy credentials 3
months after return to
issuing office.

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

Destroy after all listed
credentials are accounted
for.

5. Building and Equipment Service Files.

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

Destroy 3 months after work
performed or requisition
cancelled.

SUPERSEDED

­

­

SUPERSEDED



  
 

   

 

         
          

            
             

             

             
             
          

        
              
      

      

    

     
   

    
  

    

  
   

     
    

  

    

   
    

    
   

   

    

  
     

    

   
 

     
    

     

FPMR 101-11.4
October 1982

GENERAL RECORDS SCHEDULE 12

Communicaticns Records

The principal records documenting communication functions include messenger service
data; telecommunications service control and operaticnal 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 perwlty
mail reports; and records relating to private delivery services (such as United Parcel
Service).

This sdiedule covers the records described below, wherever located in an agency, but does
not cover records which reflect Government-wide programs, such as records held by the rt
U.S. Postal Service and the Automated Data and Telecommunicatiais' Service'^f The
General Services Administration, rather than administrative management functions. Any
records created prior to January 1, 1921, must be offered to the National Archives and''^«'i“j‘ /*«'H/"
Records Service before applying these disposition instructions.

fTEM
NO. DESCRIPTION OF RECORDS A UTHORIZED DISPOSITION

Messenger Ser vice F iles.

Daily logs, alignment records and
instructions, dispatch records,
delivery receipts, route schedules,
and related records.

Destroy when 2 months old.

Communicaticn Correspondence,
Reports, and Reference Files.

a. Correspondence and related records
pertaining to internal adminislra-
licn and operatioi.

Destroy when 2 years old.

b. Telecommunicatiois general files
including plans, reports, and
other records pertaining to
equipment requests, telephone
service, and like matters.

Destroy when 3 years old.

c. Telecommunicatiois statistical
reports including cost and volume
data.

Destroy when 1 year old.

d. Telecom municatiois reference
voucher files.

(1) Reference copies of vouchers,
bills, invoices, and related
records.

Destroy when 1 fiscal year old.

- -

SUPERSEDED

’ 

SUPERSEDED



   

  

     
    

  

     
     
    

 

 

      
     

 

     
   

  

    
    

     

    

      
    

    

   

    

 

   
    

       
   

   

     
       

  

    

 

   
  

     
    

   
    
   

    

    
    

     
     

  

    

    

GENERAL RECORDS SCHEDULE 12

ITEM
NO. DESCRIPTION OF RECORDS

(2) Records relating to installa
tion, change, removal, and
servicing of equipment.

e. Copies of agreements with back
ground data and other records
relating to agreements for
telecommunications services.

AUTHORIZED DISPOSITION

Destroy 1 year after audit or
when 3 years old, whichever
is sooner.

Destroy 2 years after expiration
or CcUicellation of agreement.

3. Telecommunications Operational Files.

a. Mesage registers, logs, per
formance reports, daily load
reports, and related and similar
records.

Destroy when 6 months old.

b. Copies of incoming and original
copies of outgoing messages,
including SF 14, Telegraphic
Message.

:.'^\Machine copifea^ard c<^i^),
discs, and tapes oT-<xntgoing^
mesagea.

5.

Telephone Summaries

Summarib&^f long disHuTceK^elephone
report used t^Sn^icate authori:
use of telephone set’vi^ as well as
to audit expense vouchers.

Postal Records.-*-ds. / '
4

Post Office,forms and supporting papers,
exclusive of records held by the United
States Postal Service.

Destroy when 2 months old.

Desltoy after~'lz^^[ni^ioit^

DestrPyL^ter the close-«f_Jthe
fiscal yearTn^hich auditec

a.

b.

c.

Records relating to incoming or
outgoing registered mail pouche5,^^;^Lt,
registered, certified, insured,^and ^
special delivery mail including
receipts and return receipts.

Destroy when 1 year old.

Application for registration ^ .
and certificate of declared value
j0^ffi^er-Bubject-to-postal-sur-
charge.

Report of loss, rifling, delayj’*^'
wrong delivery, or other improper
treatment of mail.

Destroy when 1 yecir old.

Destroy when I year old.

SUPERSEDED

-

­

­

~ 

SUPERSEDED



    
   

 
 

    
       

   

   

        
       

        
         

         
 

       

 
   

      

                      
                   
                  

                    

         

         
 

    
     

   
  

       
     

   

       
       

      
     
     

   
     

     
     
     

 

 

    

     
   
  

REQUEST FOR RECORDS DISPOSITION AUTHORITY
{See Instructions on raverse)

UtAVI iLANfC

J0BN^1_GRS_Q7_1 (Revised)
□ATE neceiveoGENERAL SERVICES ADMINISTRATION

NATIONAL ARCHIVES AND RECORDS SERVICE. WASHINGTON. DC 20406
Records Administration NOTIriCATION TO AGENCV

Administration
e\;orai®'if^iii'f4Tsal and Disposition Division

In icccraaree i-t OfO/ijiorj o aa y.SC. 33CJa
rtie cijcoiai 'eaijesi. inciualng ameror-ena, d aoo'oveo
eiceo; far ner*is mat ae rr.anea "aisocjitor. no:
aocroveO" or "rttitnarawn" in cciumn 10 if no 'eccros
ar« DroDOsec tor oisDOSal, jignarure ot me Arcnivisl it
not reouireo.

4. NAME OF PERSON WITH WHOM TO CONFER

Immy Harrison
CCftTlP^CATEOF ACgNCV REPRESCMA Tl vi"

5. TELEBMONE e.*T, DATE

24-2749
ARCHIVIST OF THE UNITED STATES

I hereby certify tnai I am autnoriced to act for this agency 13 matters oertaining to me discosal of the agencv's recorcs,
that the records proposed for oisoosai in this Request ofpageis) are not now needed for the business of mis
agency or will not be needed after the retention periods specified: and that written concurrence from tne General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is
attached.
A. GAO concurrence; fa is attached; or 1 is unnecessary.

e. DATE C. SISNATuRE OF AGSNCV REPHeSENTATIVE feirector, Records Appraisal and
Disposition Division

7.
ITEM
NO.

8. DESCRIPTION OP ITE.W
rll'lt i InelutBM Ooln or litunnan PrnoiU)

9. cnsoRSUPERSEDED
JOB

CITATION

lOiACTtON
MKEN

(Nkes use
ONLY}

Revision of General Records Schedule (GRS) 12,
Cotmnunications Records item 4, "Telephone
Summaries."

4. Telephone Use Records

a. Call detail reports maintained in hard
copy or electronic form. Lists of long
distance telephone calls made during a
specified period provided by a
telephone company, the General Services
Administration, the Defense
Communications Agency, and a PBX
(Private Branch Exchange) on an
agency's premises used to verify
whether telephone calls are unofficial
or official

AUTHORT7Fn HTSPOSITION

Destroy six months after receipt.

n$-ioa NSN 7S40-00-e34-«0*« STANDARD FORM 11S (R6V. f-IJ)
PrticrIM oy GSA
POMO rPRl 4

---------------------------------------

I 

SUPERSEDED

‘ 

’ 

. 

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.

AUTHORIZED DISPOSITION

Destroy when one year old or when
administrative use has ceased, whichever is
later.

(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
0 (Accountable Officers' Files and Telephone
Toll Tickets). This item does not apply to
records maintained in those files.]

SUPERSEDED

SUPERSEDED



   

   

     

      
     

     
     

    
       

    

    

     
      
    

   
   

    
 

     
     

   

     
      
   

      
      

    
 

       
     

    

     
    

   
   

    
     

    

    

     
 

    

    

    

    

    

       
    

 

     
      

   

    

GENERAL RECORDS SCHEDULE 12

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

6. Mail and Delivery Service Control Files.

a. 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.

Destroy when 1 year old.

b. 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).

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

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

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

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

g. Genera] files including correspondence,
memoranda, directives, euid guides
relating to the administration
of mail room operations.

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

7. Penalty Mail Report Files.

Official penalty mail reports and all
related papers.

Destroy when 6 months old.

Destroy when 6 months old.

Destroy when 1 year old.

Destroy when 1 year old.

Destroy when 6 months old.

Destroy when 1 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



   

   

  

   
     

     
       

      
    

     
 

ITEM
NO.

GENERAL RECORDS SCHEDULE 12

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

8. Postal Irregularities File.

Memoranda, correspondence, reports
and other records relating to
irregularities in the handling of
mail, such as loss or shortage of
postage stamps or money orders, or
loss or destruction of mail.

Destroy 3 years after completion
of investigation.

SUPERSEDED

SUPERSEDED



   
     

   

     

              
            

          
           
           

              
             
             

           
               

     

               
            

            
              

     

  

 

    
   

     
     

    
     
   

     
        
     

    

 

  

 

    
  

   
    

     
     

     
    

    

    

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

GENERAL RECORDS SCHEDULE 13

Printina. Binding. Duplication, and Distribution Records

This schedule provides for the retention-^ disposal of all copies, wherever located in the
agency, of records relating to printing, binding, duplicating, and distribution, except as
indicated.in-the-mivtiral itenw> The principal records documenting these functions are (a)
records pertaining to requests for service, control, production, and distribution of
individual jobs or projects (this material normally consists of requisitions requesting
service and registers or similar media utilized to control the receipt of the requisitions,
and to record the production, distribution and cost analysis within the operating units);
and (b) correspondence and report files reflecting the activities of the unit responsible for
handling, printing, binding, duplication, and distribution matters within the agency. Any
records created prior to January 1, 1921, must be offered to the National Archives and
Records,Serrtee before applying these disposition instructions.

This schedule does not cover^ (tt) 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 b); and (1^ 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.

DESCRIPTION OF RECORDS

Publicatiiwa Files.

Record cop^KH maintained in
duplicating or distribution
unit, of each publ^ation, poster,
chart, regulation, bbqUet, and similar

aterial. For the disph^tion
o'fv^irectives, see GRS Ib^i^m 1;

see GRS 16, Item
and fof^eeches and news releases,
see GRS lA, Item 1. (This item do
not cover copjes and related
material retain^ in originating
office.)

b. All^ther^opies.

Administrative Correspondence Files.

AUTHORIZED DISPOSITION

Submit SF 115, EequestHpr
ecords Disposition Authority

Des^oy when su^e^seded,
obsolete, or no longer needed'

Correspondence files pertaining to the
administration and operation of the
unit responsible for printing, binding,
duplication, and distribution matters,
and related papers, dccv.v

Destroy when 2 years old.

SUPERSEDED

, 

SUPERSEDED



     
    

    

 

      
   

      
   

 

     
     

  

    
 

    
   

      
      
    

     
  

    

 

    
   

      
       

     
  

 

    
     

  

    
       

  

      
  

 

  

     

     
    
        

     
      

    

    

     

 

GSA Bulletin FPMR B-124 December 22, 1982

ITEM
NO.

GENERAL RECORDS SCHEDULE U

DESCRIPTION OF RECORDS AUTHORIZED DlSPOSmON

J. Project Files.
/,■

Job or project records containing eH-
U''''T^pere'«nd-datft-pertainiBg to the

'' planning and executioi of printlngf
binding, duplication, and
dlatrlbutioD jobs.

a. Files pertaining to the accompllsh-
mest of the Job, containing
requisitions, bills, samples.

Destroy 1 year aftt
of job.

completiflB

manuscript clearances, and related
p^pCTS^eaclusiee of (1) requisitions
on the Public Printer and related
records; and (2) records relating to
s0vices obtained outside the agency.

b. Files potainlng to planning and
oth0 technical matters.

Destroy when 3 years old.

Control Flies.

Control registers potalning to
requisitions and work orders.

Destroy I year after close of
fiscal year In which compiled or 1
year aft0 filling of reglrter,
whlchevCT is applicable.

Mailing Lists.

a. Correspondence, request f«ms. and
other records relating to changes
in mailing lists.

Destroy after appropriate reeialaB
of mailing list or after 3 aonthst
wblcheen is soono.

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

c.\ ^^Pla cils,when

JCP Reports Files.

Reports to Congress and related
records.

Agency report to Joint Committee
on Printing regarding operation
of Clam A and B Plants and Inven*'
tories of printing, binding, and
related eqtilpment in Clam A and
B Plants or in storage.

Destroy when 3 years old.

>(
2/ / / / P Hu.

tt 'V' CQ.irU^

SUPERSEDED

SUPERSEDED
— 
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GENERAL RECORDS SCHEDULE 13

item
NO.

h-y.

DESCRIPTION OF RECORDS

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

Internal Management Files.

Records 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 SCHEDULE 14

Informaticnal Services Records

This schedule covers certain records c/^aining to informational s^vices 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 individjal item^^, it applies to copies of these
records wherever located in an agency. Item^ ‘tand-6 apply only to files maintained in the
office responsible for the operation of the informational activities of the agency or
subdivision thereof. ItemsI^S through'^ describe the files accumulated in carrying out
the provisions of the Freedom of Information Act, and item#^ througn-Sfr describe the
files created in administering the provisions of the Privacy Act.

These records consist of inquiries, replies, and related correspondence; and in the case of
FOIA and Privacy Act files, reports and appeal case files; and administrative background
material fa* formal informaticnal releases. Closely related records such as certain
records relating to budget presentation, and printing, duplicating, and distribution are
covered by other general records schedules. lAny records created prior to January 1, 1921,
must be offered to the National Arehiveyand Records^^Scrvieo before applying these
disposition instructions.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSTTION

Public Rclaticns Files.

Vv Speeches, addresses, and comments.
^Remarks made at formal ceremcnies

ahd during interviews by heads
of ^ncies or their senior
assisi^i^concerning the programs
of their agencies. The speeches
and addresseS'cnay be presented
to executives from other Federal
agencies, representatives of
State and local goverWients,
or private groups, such as,
college and university students,
business associations, and cuH
tural news media commentators.
The format selected may be paper,
audio or video tape or moticn
picture film.

b. News releases. One copy of each
prepared statem^enl or announcement
issued for distpfbuticn to the
news media.^News releases
announce events such as the
adoption of new agency programs,
termination of old programs, major
shifts ip^policy, and changes in

Permanent. (1) Offer textiBl
records to NARS in 5 year blocks
when 20 years old (e.g., offer
1970-74.blockinl995). (2)
Offer,audiovisual records to
NARS in accordance withGRS21.

Perrh^ent. (1) Offer textual
recor<^o NA RS in 5 year blocks
when 20 years old (e.g., offer
1970-74 bloOk^n 1995). (2)
Offer audiovistBj records to
NARS in accord^ce,^ith GRS 21.

SUPERSEDED

SUPERSEDED



   

   

 

     
       

    
      

  

 

    
    

   

  

     
     

    
     

      
   

    

 

    
     

    

  

     
 

  

    
     

 

  

    
    

    
      

    

     
  

      
    

  

    
  

    

      
      

 

    

ITEM
NO.

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

//•

/. /•

7.

J.'S'

6.

senior agency personnel and may
be a textual record such as a

'■formal press release or non
textual record, such as film and
video OTsSound recordings.

Information Subject»PfI«.

Subject fjlei^f formally designated
informa^onal offices, not covered'

rhere in this schedule.

Information Requests Files.

Requests for 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 informational
literature.

Acknowledgement Files.

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

Press Service Files.

Pres service teletype news and
similar materials.

Information Project Files.

Informational service project case
files maintained in formally designated
informational offices.

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

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

Destroy when 3 months old.

SUPERSEDED

­

­

­

SUPERSEDED



   

    

    
    

 

   

    
     
     

     
    

    

     
 

      
      

     
       
     

     
     
 

    
   

     
    

     
 

    
   

   
  

      
   

   

  

      

      

     

ITEM
NO.

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

administrative action taken and
those incorporated into individual
personnel records.

Indexes and Check Lists.

Bibliographies, check lists, and
indexes of agency publications and
releases, except those used as
indexes to the public relations
files described in Item 1.

-^--tjwouftb4ST~R»scrved.

Destroy when superseded or
obsolete.

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).

Granting access to all the
requested records-

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.

(b) Request appealed.

Destroy 2 years after date of
reply.

Destroy 2 years after date of
reply.

Destroy as authorized under Item
17.

SUPERSEDED

SUPERSEDED



   

  

      
    

   

  

 

     

     

      

  

     
     

      
     

      
     

     
      
   

    
   

      
   

      
 

  

     
     

     
      

     

     
   

    
      
   

   
    

     
    

     
   

    
      

   

GENERAL RECORDS SCHEDULE 14

ITEM
NO. DESCRIPTION OF RECORDS

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

(a) Request not appealed.

(b) Request appealed.

AUTHORIZED DISPOSITION

Destroy/^ years after dale of
reply.

Destroy as authorized under Item
17.

b. Official file copy of requested
records.

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.

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.

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

Destroy^years after final
determination by agency or
3 years after final adjudication
by courts, whichever is later.

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

SUPERSEDED

SUPERSEDED



   
    

   

  

   

  

 

     
 

      
      

   
  

  

    
   

     
     

          

     
 

   
   
   

    
   

  

  

  

      
      

 

 

 

     
     

   
    

 

      
      

 

 

    

      
      
      

      
      

    
      

    
     

April 12, 1984

ITEM
NO.

//■

FPMR lOl-ii.4
GSA euUetin FPMR B-124,Supp. 2

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS

a. Registers or listing.

b. Other files.

AUTHORIZED DISPOSITION

Destroy Xyears after date of
last entry.

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

FOIA Reports Files.

Recurring reports and one-time
information requirements relating
to the agency implementation of the
Freedom of Information Act, inel«<Hftg- ev'tc.ency
annual reports to the Congres^ H e ’•fibril ^ ^ '

^ Anqual repp/ts at departmental
or agfeno^evel.

Permanent. Offer tp^ARS
with-related agency records
approvfed4or Mirnanent retention
in agency c0do(^ control
schedple^ wh^fijfears old,
whitliever is sooner.

re

h. Other-reports.
'T^f dees /v/
■ft

/

FOIA Administrative Files.

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

L -fra„s(o.- //c_

It -fl roi\

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

f/. 2X).

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

21-through-24. Reserved.

;?! Privacy Act Requests Files.

Files created in response to request
from individuals to gain access to
their records or to any information
in the records pertaining to them,
as provided for under ? U.S.C.
332a(dKl). Files contain origmal
request, copy of reply thereto, and
all related supporting documents,
which may include the official file

r1
I

— 

SUPERSEDED

SUPERSEDED



   

   

  

   

 

      

   
    

      
  

      
 

     
   

   
  

      
   

   

  

      
   

   

  

     

      

      

   

      

    
 

     
   

    
     
     

    

     
      

      
      

     
     

GSA Bulletin FPMR B-124

ITEM
NO. DESCRIPTION OF RECORDS

December 22, 1982

GENERAL RECORDS SCHEDULE 14

AUTHORIZED DISPOSITION

copy of records requested or copy
thereof.

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

(1) Granting access to all the
requested records.

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

(a) Requests not appealed

(b) Requests appealed.

Denying acces to all or part
of the records requested.

(a) Requests not appealed.

(b) Requests appealed.

Official file copy of requested
records.

Destroy 2 years after date of
reply.

Destroy 2 years after date of
reply.

Destroy^s authorized under
Item^.2^^^

Destroy 5 years after date of
reply.

Destroy as authorized under
Item 2-

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

1
Privacy Act Amendment Case Files.

Files relating to an individual'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

SUPERSEDED

SUPERSEDED



   

   

     
     

      
     

     
   

       
   
     

     
   

  

     
   

    
   

     
    

 

     
   
      

     
   
   

   
     

  

     
   

    
  
     

   
     

   
  

    
     

     
      
    

    
 

     
       

      
       

       
     

   
    

     
     

  

     
   

    
     

    
   

     
   

    
   

     
    

   
  

ITEM
NO.

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

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.

Dispose of in accordance with
the approved disposition
instructions for the related
subject Individual’s record
or 4 years after agency's
agreement to amend, whichever
is later.

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.

Dispose of in accordance with
the approved disposition
instructions for the related
subject individual's
record, 4 years after final
determination by agency,
or 3 years after final
adjudication by courts,
whichever is later.

2-3,

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.

f*rivacy Act Accountine of
Disclosure Files.

Files maintained under the provisions
of 5 U.S.C. 55Za(c) 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.

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

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

SUPERSEDED

SUPERSEDED



   

  

   

 

     
     

     
      

   

   

  

   

    
     

  
       
      
      

  

 

    

       

      
     

    
 

   
   

   
   

    
  

    

     
    
    

   
  

      
      

 

ITEM
NO.

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS

Privacy Act Control Files.

AUTHORIZED DISPOSITION

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.

•V

D

^'.30.

a. Registers or listings.

b. Other files.

Privacy Act Reports Files.

Recurring reports and one-time infor
mation requirement relating to agency
implementation,“tncUidin^ annual
reports to the Congress of the United
States, the Office of Management and
Budget, and the Report on New Systems*

-Aimual-teporis afdepartmental”
or-agency'level;

a.

b. Olliei lepOfTs.

Privacy Act General Administrative
Files.

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.

Permaiv^t. Offer t^NARS
with related agency^ecords
approved forpecmanent retention
in agency recpM^ontrol
schedule gi>^hen l^years old,
whichever is sooner.

(^estroy when 2 years old^

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

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

-----

SUPERSEDED

­

‘ 

SUPERSEDED



   

    
       

     
       

        
    

           
      
    
    

     
      

   
    

   
      
     

        

     
   

    
     

      
     

         
     
  

 

     
 

     

    

     
    

 

   

   

     
   

     
  

     
 

   
  

      

ITEM
NO. DESr.RTPTTON OF RECORDS AUTHORTZED nTSPO^TTTON

3 1. H.indatorv Rovit^w For
Declass i f ji:ul; i.on l::j Fi \

FU.es i:reat:etil in riispi^n;.:iL‘ to
requests Cor .in formai .l on urulrn
tlio mcin(.)ator/ ri-v i.i-.-w pr:i:)V i s ions
of, F,Ke.cut.LVO Order (F..O.) t2.33C5
<j(jn:3 i-s t iny of tin? cjr i >j i.na 1.
r'tqurssL, a copy oC the* reply
tliereto, and a.ll related
:ju[>portiny f.LIer;, wli.icli may
include the (.ifCLci.al Clle co['y
of requested roc'oeds oi; ..i cripy
thereof.

a. CorrosporKlont-'? and
;;upport i ny di:)cum';'nts
(EXCLUDING the ..rCLcia.i
fi.le copy (.it tlie t;e(:iM;(,ls LI
filed herein, .n;<l sani t.i/..Lny
Ins true ti.ijfi.s , i.C .'ippl l.';abl o)

(1). Grant.iti'j acc’ss to all
the rriques ted (■'■;<':uT:d;-.

(2). RespondLrig \\<i_ requests
for noiiex t;.-; v/^\ t;
records ; to requc.cs tci rs
wlio prov i.d(j i.nadequa to
doscr .i p t j (;)ris ; and to
those wl'.o fai.l to pay
a<j''au:y rc'prcidui.:tion
fe-;s

Destroy 2 yea.r:! after date
i.'f. reply.

(a ) . Request not
appea1ed

(b) . Requ's.d; ..tpp-s.iled .

(3). Denytuq access to .ill
or part oC Lli'? r^jcoids
rrpiues tei.l

(a), Requo.'d not
appealed

(b> . Risquest .appealed.

Dtsiuroy 2 yMCS .uCter i!:it.c
of r cqily

Oivs t a:3 ■.•luthor i/.ed
under: Item 32.

Destroy fi years after date
of reply.

Destroy as authorizc-vl
under Iliem 32.

Offtcidl file copy of Drsp<:>se of in accordance

SUPERSEDED

. 

. 

. 

. . 

. 

. 

SUPERSEDED



 

  

   
   

     
   
   

    
    

  

   
  

     
   

    
     

    
    

     
     

     
    

     
      

   
  
   

     
    

     
  

    
  

    
   

  
    
    

   
  

   
  

    
    
   

    
     

     
 

      

requested records.

c. Sanitizing instructions.

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 destroyed.

32. Mandatory Review for
Declassification Appeals Files.

Files created in responding to
administrative appeals under
the mandatory review provisions
of E.O. 12356 and its
predecessors for release of
information denied by the
agency. Files 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).

Destroy 4 years after final
determination by agency.

Official file copy of
records under appeal.

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

33. Mandatory Review for
Declassification 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.

Registers or listing. Destroy 5 years after date

SUPERSEDED

. 

SUPERSEDED



  

   
                    

    
        

      
     

   
       

 

 
 

  
       

     
     

       
     

   
 

  

  
 

  
 

      
     

       

      
     

    

35.

b. Other files.

M..unlii:or;v R.‘vi>.‘W i~i?r
0o(: 1 a s i, V. i ca1 ovi R' 'T) ii> r t:T i. 1 ■:

Rei^orts t.-ii>laI;i.ny la? ciyiiti':'/
impl C’lftont.-i t \ On? Cif l.'h' '
manilat(3ry n^vi ew prov i.on;-; ol
E.O. 1 235(1, incliiiliiig .innn.-il
reports nubculcted tc?
Information ;3e'.:ur I ty Ovor:; i ylit
Off ice.

for
A'Ini l VC;

Mandat(?rv Hf;vi ow
DeclaG.t i f i cm 1 i ofi___ ______________
Files.

Pocord.s rolat.iny r. Lii.,'
agency implemerUai.- ion (;>i: t:ho
mandatory review pcov: r: i ijn;: of
F.O. 12356, incliKling ni?L i.cc-s,
memoranda, cotro.';;.,c;(id';'i-;'.'r', ui'id
related recordii.

of last entry

Destr(?y 5
ac:tlc>n by

years after
Ll?G ayc-ncy.

i')i;:n.roy 'wl?.jn 2 yc-ars old ':>r
oo'.Hi'-T if no l;i(V.K;r needo.<l
for lulmiti i,:i I; rat i vcj

Do:;troy when 2 yoar.s old or
;;(?ijri(?r i.l: n>:i longer needed
for .tdmi ni.strati.vo use

i 

SUPERSEDED

■ 

. 

. 

SUPERSEDED



   
 

    

 

              
           

           
              

               
              

              
                
            

        

             
             

           
       

             
                

                
             

    

  

   

    
     

 

    

     
 

     

     
    

   

 

    

     
     
      

   

     
      
  

FP MR 101-11.4
October 1982

GENERAL RECORDS SCHEDULE 15

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 facilities within
the continental UnitedStates 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
iretallalicns, 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 pert&ning to
program operations in planning and f irencing 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 agairsl 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 S. 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.

rrEM
NO.

2.

DESCRIPTION OF RECORDS

Housing General Correspondence Files.

Correspondence files pertaining to
the maintenance end management of
housing projects.

Housing Maintenance and Repair Files.

Maintenance and repair records for
irdivicual units.

a. Summery card or ledger record.

b. Work orders, requisiticns, and
related papers involved in
repair and maintenance work.

AUTHORIZED DISPOSmON

Destroy when 2 years old.

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

Destroy 3 fiscal years foUowir^
close of fiscal year in which
work is olone.

SUPERSEDED

SUPERSEDED



   

   

  

    
   

    
   

    

   

    
   

     

     
      

     
    

    
 

    
 

   

    

    

    
     

      
    

  

   
      

    
    

   

  

    
     

    

     
 

    

GENERAL RECORDS SCHEDULE 15

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITOIN

3. Housing ManagemeDt Files

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

Destroy when 2 years old.

4. Housing Lease Files.

Copies of leases, renewals,
termination notices, and
related papery. cfoc^.r\&. »i ^ .

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.

5. Housing Assignment and Vacancy
Card Files.

a. Individual tenant cards.

b. Individual housing unit cards.

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.

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.

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

­

SUPERSEDED



   
 

    

  

             
         

            
          
          

           
          

               
         

        
            

             
           

            
    

          
              
            

             
            

           
   

             
              

              
           
          
              
           

           
            
             

              
            

           
            
            

              
             

             
            
             

        

FP MR 101-11.4
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 control of those staff and management improvement programs not
under line personnel directing and controlling substantive operations and programs.
They exclude records of operating personnel, budget, accounting, and printing
functicns, which arc covered by other General Records Schedules, but include
records of related specialized procedural and management staffs. Included within
the scope of the s<i^edule are the most frequently found files which are created in
the course of cx-ganizational 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 dispositicn of case files on individials involved in incentive award and similar
types of management improvement programs. Any records created prior to January
1, 1939, must be offa*ed to the National Archives and Records-Serviee before
applying these disposition instructions. tyah-t^

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

This schedule is based on the presumption that management activities are carried on
by a specialized person or unit with at least division-wide and usually bureau-wide or
agency-wide responsibilities or by a group of such persons or units in an agency,
although its provisions are applicable to exactly comparable records of agencies
without such formal assignments of resF>onsibility. 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.

Becatse of the nature of the activities documented by admirustrative management
records, a relatively large proportioi of them are of continuing value. Files
pertaining to a management program in a wen defined area, such as reports
management, consist primarily of detailed case files on each form or report and for
a limited period of time are of administrative importance. FQes of programs
covering broader and more diverse fields, such as organizaticnal planning studies,
normally consist largely of project fQes, which are established for each separate
problem assigned for 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 resicUe of ephemeral materials. These may include working papers
that do not have a direct bearing on the transaction, preliminary or intermei^ate
drafts of documents and prelimirery work sheets that do not represent significant
basic steps in the preparation of final drafts, letters or memoranda of transmittal
and acknowledgement, routing slips, and extra copies of documents.

SUPERSEDED

SUPERSEDED



   

  

   
  

    
     

    
     

    
      

     
   

 

 

  
 

  
   

     
 

    
       
    

     
  

      
  

   

     
    

     

    

    

   
   

     
     

   

GENERAL RECORDS SCHEDULE 16

ITEM
NO.

1.

DESCRIPTION OF RECORDS

\Formal Directives, Procedural
and OperatiPR Manuals.
\

Formal directives distributed as
ordet^, circulars, or in loose-leaf
manua^form announcing major changes
in the agmcy's policies and
procedur^ Normally these are
issued by authority of the head
of the agenc^ Extensive procedui
are frequently^tailed in
lengthy operatin^manuals.

AUTHORIZED DISPOSITION

a. t^-'agency

impor

Issuances relate
program function

b. Case^files related
above which document

^aspects of the development of
the issuance.

Permeuient. Offer to NAR^n
5 year blocks when ZO years old
(e.g., offer 1970-74 block
1995).

Submit SF 115, Request for
Records Disposition Authority.

/\lo
2.

(\ 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
issucince.

i\.

Destroy when superseded or
obsolete.

Destroy when issuance is
destroyed.

Publications.

PamphlbtSi/^ports, leaflets, file
manuals,^tspther published or
processM doc^ments, or the last
manu^ipt rep^t if not published,
relati^ to management projects.

SUPERSEDED

SUPERSEDED



   
     

   

  

    
   

     

    

 

   
  

 

  

  
   

     
   

    
    

    
  

     
    

    
     

 

     
  

  

 

      
      

   
    
   

   
  
    

 

   
   

    
  

     
   

 

    
  

 

     
    

  

   
   

  

April 12, 1984 FPMR 101-11.4
GSA Bulletin FPMR B-1Z4, Supp. Z

GENERAL RECORDS SCHEDULE 16
ITEM
NO. DESCRIPTION OF RECORDS

a.

b.

Recor^-CMy with the stipportin^
papers whibK^curn^nt the incep
tion, scope, a^-^rpose of the
proiect.

Working papers and background
materials.

AUTHORIZED DISPOSITION

SubmiV^SF 11^, Request
for Records'Uisposition
Authority^

eiD 10.

X Records Disposition Files.

Descriptive inventories, disposal
authorizations, schedules, and reports.

a. Basic documentation of records
description cuid disposition
programs, including SF 115,
Request for Records Disposition
Authority; SF 135, Records
Transmittal and Receipt;
SF Z58, Request to Transfer,
Approval, and Receipt of
Records to National Archives
of the United States; emd
related documentation.

b. Extra copies and routine corres
pondence smd memoranda.

Working ^
'material.

Forms Files.

er^andnacttground,.

One record copy of each form
created by an agency with related
instructions and documentation
showing inception, scope, arid
purpose of the form.

Working papers, background
materials, requisitions, speci
fications, processing data, and
control records.

Destroy when related
records are destroyed,
or transferred to the
National Archives,
or when no longer needed
for administrative or
reference purposes.

Destroy when no longer
needed for reference.
5een[te^n~lV'af_this

schedule.

Destroy 5 years after related
form is discontinued,
superseded, or cancelled.

Destroy when related
form is discontinued,
superseded, or cancelled.

SUPERSEDED

­

­
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­

SUPERSEDED



 
       

   

  

  
   
     
   

  

    
    
  

   
     

      
     

 

    
   

  

     
    

   
   

 

     

  

     
    

  

  

     
     

     
      

      
      

    
     
     

   

    

     
     

 

    
   

FPMR 101-11.4
GSA Bulletin FPMR 6-124 Supp. 2 April 12, 1984

GENERAL RECORDS SCHEDULE 16

ITEM
NO.

5.

4- X.

DESCRIPTION OF RECORDS

Management Improvenient Reports
Copies of'C^orts suDmitted^to'the,
Office of M^tag^ent and Budget
related analyses ^TlM^der reports

Records Holdings Files.

Statistical reports of agency
holdings (including SF 136)
required oy-the-General-Ser-viccs-
.Administration, including feeder
reports from all offices and
data on the volume of records
disposed of oy destruction or
transfer.

AUTHORIZED DISPOSITION

Suomit Sr 15, Request
for Recor< disposition
Authority.

/
o

g.

a. Records held oy offices
which prepare reports on
agency-wide records holdings,
fOF-suomission'Krthe'
GeneratervtceyAoministratlon'.

D. Records held oy 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 puolic 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,
revision, and discontinuance of reporting
requirements.

Destroy when 3,years old.

Destroy when 1 year old.

Destroy 1 year after the
year in which the project
is closed.

Destroy 2 years after
the report is discontinued.

SUPERSEDED

, 

SUPERSEDED



  
 

    

   

  

    

 

     
   

  

  

  
   

     
    

     
   

      
    

    
    

      
     

 

   

 

    
   

    
  

    

     
    

    
     

 

    
   

  
  

  

   

   
  

    
  

   
    

  
     

    
  

    
   

April 12, 1984
FPMR 101-11.4
GSA Bulletin FPMR B-U4,Supp. 2

GENERAL RECORDS SCHEDULE 16

ITEM
NO.

7,-«r

DESCRIPTION OF RECORDS

hy lt*»^Fn-d.h nt tViip ^rh«»Hulp.

Worlting Papers.

Proiect background records, such as
studies, analys^>iiotes, drafts,
and interim reports.

Records Management Files.

Correspondence, reports,
authorizations, and other
records that relate to the
management of agency records,
including such matters as forms,
correspondence, reports, mail,
and files mcinagement; 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.

Committee and Conference Files.

a.

AUTHORIZED DISPOSITION

Destroy 6 months after
final'^tion on project
report orv3 years after
completion^-.report if
no final action is taken.

Destroy when 6 years old.
Earlier disposal is authorized
if records are superseded,
obsolete, or no longer needed
for reference.

Records relating to establishment,
organization, membership, and policy^

MJ ^eragency, advisoK^,
^ 'international committecsT

internal committees.

Records created by committees.b.

bmit'S^ H^.Requ^t for
ecords Disposition Authority.

Destroy Z years after
termination of committee.

(1) Agenda, minutes, final
reports, and related records
documenting the accomplish
ments of official boards and
committees. y\\n . ><'=•■( py

bt f'S r\ ^^4-

(ail Rec^tds^
Var'-Secret^at.

Submit SF''H15, Request
f^»^Jledords\^epositiOn.-
Authority.

----------

SUPERSEDED

­

’ 

SUPERSEDED



 
     

  

   

  
    
   

    

     
    

   

    
  

    
   

  

   
   

  

    

 

     
     
   

 

     
     
   

 

    
    

   
    

 

   

     
     

    

    

   
    

    
    

      
  

FPMR 101-11.4
GSA BuUetln FPMR B-124, Supp. 3

August 27, 1984

GENERAL RECORDS SCHEDULE 16

ITEM
NO. DESCRIPTION OF RECORDS

. ^ A(b), AU'other copies.Vy V ^ •

(2) All other committee records.

Records created to comply with
provi^ons of the Government
in the Sunshme Act.

(1) Transcriptions and minutes
of closed meetings.

(2) Electronic recordings for
which verbatim transcripts
do not exist.

(3) Electronic recordings
for which verbatim trans­
cripts do exist.

(4) Annual Reports/made to
Congres^^jf^iisL^it/v^

AUTHORIZED DISPOSITION

Destroy when 3 years old
(Op when no longer needed
for reference, whidiever
is sooner.

Destroy when 3 years old
or when no longer needed
for reference, whichever
is sooner.

Permanent. Offer to NAR§^
with related formal minutes
approved for permanent
retention in agency records
control schedule.
Permanent. Offer to NARS^
5 years after creation, or
when no longer needed for
current use, whichever is
sooner.

Destroy when no longer needed.

Permanent.^Qffer to NAI^
with related agency records
approved for permanent retention
in agency records control
schedules or when 20 years old,
whichever is sooner.

SUPERSEDED

SUPERSEDED



   
     

   

   

 

   
 

   
    

   
    

     
    

   
    

      
     
     

     
      

    
     

      
  

   
    

   
    

      
     

    
     
    

    
   

   
    
    
   

    
       
    

     
       

     

     
      

     
 

August 27, 1984

ITEM
NO-

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

GENERAL RECORDS SCHEDULE 16

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Organizational Files.

Organizational charts and
reorganization studies.
Graphic illustrations which
provide a detailed description
of'the arrangement and
administrative structure of the
functl^aJ units of an agency.
Reorganization studies are conducted
to designefficient organizational
framework^most suited to carrying
out the agencyj^s programs and include
materials sucii as final recommendations,
proposals, and staff evaluations. /
These files also cont^n administrative
maps that show regional boundaries and
headquarters of decentralized ^
agencies or that show the^^o^aphic
extent or limits of an agency'
programs and projects.

Functional statements. /Formally
prepared descriptions of the
responsibilities assigned to
the senior executive officers
of an agency at the division
level and above./lf the functional
statements are'^rinted in the
Code of Feder'al Regulations (CFR),
they are no/designated for
preservation as a separate series.
Agency^stories and selected

back^ound materials. Narrative
agency histories including oral
hisU^ry projects prepared by
aeOncy historians or public

Permanent. O^fer to NARS
in 5 year blc^s when 20 years
old (e.g., offer 1970-74 block

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

995).

Permanent. OfferHo NARS in
5 year blocks when 2Xyeafs old
(e.g., offer 1970-74 block in
1995). \

SUPERSEDED

SUPERSEDED



 
     

  

   

   

     
     

   
    

    
       

    
    

    
 

 

    
    

    
   

     
  

      
     

      
     

     
     

      
      
  

  

   

    
  

 

   
 

 

 

 

  

  

 

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

August 27, 1984

GENERAL RECORDS SCHEDULE 16

FTEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

affairs officers or by private
"historians under contract to the
ag^n^. Some background^aterials
(such^vinterviews with past and
present p^^nnel) generated during
the researcn s^age may also be ^
selected for permanent retention.
Excluded are electrostatic copies
of agency document^made for
convenient reference.

Feasibility Studies.

Studies conducted before the
installation of any technology
or equipment associated with
information management systems,
such as word processing, copiers,
micrographics, and communications.
Studies end 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 a cost/benefit analysis, including
an analysis of the improved efficiency
and effectiveness to be expected from
the proposed system.

2]Uc^ ' JID.

. ^ / A-.,--//?

Destroy when the eempleted
study^s 5 years

0**-'
3C.'

"J

L- -fx. 'iU -Oodlk.J
b. J

/It,. -c-uv^'Z

/tiy\

/7^0i ^

3(r cr'/?

8

irrJ
"V.

-/J-4.

QcAAXc.^,^ 3
A iti? A

/ 0U\n
jJ

SUPERSEDED

SUPERSEDED



    
   

  
       

   
    

  

     

      

  

 

 
 

 

  
               

         
        

         

    

     
                     

                   
                 

                   

    

      

     

    
 

     
 

     
   

   

      
    

    
    

    
     

    

       
  

  

REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)

GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON. DC 20408

], FPOM (Agtnfy Of

lational Archives and Records Administration
ISK?2, MAJOR SUBO(VI

ffice of Records Administration
3. MINOR SoeOIVISION

A. NAME OF PERSON WITH whOnTtP CONFER

ean E. Keeting

andDisppsition Division

724-l4r>7

LEAVE BLANK
JOB NO.

i:i-'Tpr;-67-L5
DATE RECEIVED

6-10-87
NOTIFICATION TO AGENCY

In accordance wi;h the crovisioos oi d4^.SC. 3303a
the disposal reciuesl, cnclLding am^dmiTnts, i$ aporoveo
e«ceot for Items mat may t»' prarked 'oisoosltiort not
aooroved" or wiTrtQrawnJ_..,d cclumn 10 If no records
are orooosed for oisRosa*;me signature oi tfe Archivist is
noireQuirpd.

/__________DATE ARCHIVIST OF The UNITED STATES

J*Jl

6. CERTIFICATE OF AGENCY REPRESENTATo VE

I hereby certify that I am authorized i\act for this agency in matters pertaining to the disposal of the agency's records;
that the records proposed for disposal in This Request o'.'page(s) ate not now needed for the business of this
agency or will not be needed after the reWnion periods specified; and that written concurrence from the General
Accounting Office, if required under the prov\ions of Tiilt^S of the GAO Manual for Guidance of Federal Agencies, is
attached.

A. GAO concurrence: is attached, or

e. DATE

7.
ITEM
NO,

C. SIGNATURE OF AGENCY REPRESENTATIVE

fr'/it/i/r

D. TITLE

. / I r j

e. DESCRIPTION OF iTEiX

Datea or

9. GRSOn
SUPERS60ED

JOB
CITATION

10. ACTION
TAKEN

tfvAns useOiLY)

,Addition to General Records Schedul^^16,
/ Administrative Management Records:

^^15. IRM Triennial Review Files.

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

Destroy when 7 years old.

ns-iw NSN 7540-00-434-4064 STANDARD FORM IIS (REV. 8 a3)
PreicriMO Dy CSA
COABD r-eos 4

SUPERSEDED

” 

'' 

SUPERSEDED



    
   

 
 

 
      

 

     
       

   

   
  

   

  
               

        
        

          
  

       
  

       

    
                    

                   
                  

                  
 

       

     

    
    

      
  

    

   

       
       
        

    
     

    
  

    

  
 

       
   

   

request for records disposition authority
(See Instructions on reverse)

LEAVE BLANK
JOB NO.

87-16
GENERAb$ERV>CES ADMINISTRATION
NATIONaL'ARCHIVES and records service. WASHINGTON. DC 20408

DATE BECEIVED
6-18 S7

1. E ROM tAStncy or t)

National Archives and Records AHim ni si-rAt ^nn
2. MAJOR SUBDIVISION \

0fflce of Records Administration
3. MINOR SUBOIVISION

Records Appraisal an^Disposition Diviqinn

.MOTIFlCATION TO AGENCV

In accordance wi;ti tHe provisions 44 U.SC. 3303a
the disposal requosiT incliading ameriOrr'ents, is aPOrovea
except for i;eij>s' tf'al mav t» marked "disDosllior. not
approved' 9r" vjitnOrawn" In column 10. I! no records
are proposed lor disposal, tne signaiure ot the Arcni/ist is
noi regu'reO
/

a. NAME or aebson with whom to SONPEA

Jean E. Keeting
5. TELEPHONE EXT.

724-1457/
ARCHIVIST OP THE UNITED STATES

-- 1
6. CeHHFICATE OP AGENCV REPRESENTATIVE

I hereby cenify that 1 am authorized io\ct for this agency in matters pertaining to the disposal of the agency’s records;
that the records proposed for disposal in tHis Request of /_____page(s) are not now needed for the business of this
agency or will not be needed after the relation periods specified; and that written concurrence from the General
Accounting Office, if required under the provi^n^of'Title 8 of the GAO Manual for Guidance of Federal Agencies, is
attached. '

A. GAO concurrence; CH is attached; or 0isunnece

B. DATE

o/r,!'67
7.

ITEM
NO.

C. SIC^TURE OF A^cENC^P^ReSeNTATIVE D. TITLE

e. DESCRIPTION OF ITEM
Inclutiue Dote* or flefenflon Perioj*,

Addition to General Records Schedule lo'>
Administrative Management Records:

9. GRS OR
SUPERSEDED

JOB

CITATION

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, directives,
and statistical compilations.

Destroy when 7 years old.

10- ACTION
TAKEN

tNARs use
ONLY)

ltS-108 NSN 7S40-00-634-4064 STANDARD FORM 115 (REv. a 83
PreicrlDea Dy CSA
CDPV1P ,41 CPRl 101-11.4

SUPERSEDED

-

’ 
' ’ 

SUPERSEDED



    
   

  
       

  

  

   
  

      
  

 

 

  
      
  

         
        

          
 

       

    
                     

                 
                  

                   

      

     

 
  

 

   

    
     

  

    

   

      

        
        

           
       

         
      
      

           
 

    

       
 

    

      
         

          
        

        
        

  
     

REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instnjciions on reverse)

GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE. WASHINGTON. DC 20406

1. FBOMi IA#»nc>

■TMAJOB SUBDIVISION*
Records Administration

■_ Ojrflee_Qf Records Adininlstratlon
3. MINOR SUBDIVISION

i. NAME OP PERSON WITm WmOM T^CONPEB

Jean E. Keeting

ueAve BCANK

Nl~QRS-a7»17
DATE RECKIVED

^-19-87
NOTIrICATlON TO AGENCY

In accoroarice wi',n_^m«'provislOf'5 of 4A U.SC 3303a
Ifie annaaCmftnti, is
e«ceoj tor itei^ ma; mav ou markeo "cjisooiction not
appfOvea" 0^‘'witriarawn" in column 10. II no records
are orooosed lor O'SDOsai, ne signature ot me Arcnivist is
not reouircd.

5. TELEPHONE EXT. OAT£y ARCHIVIST OP THt UNIT to STATES

72U-1U57 7 -i,-
6. CERTIFICATE OP AGENCV BEOHESENTAV,iVE

I hereby certify that I am authorized to act for this agency in matters pertaining 10 the disposal of the agency’s records:
that the records proposed for disposal irKihis Request of page(s) are not now needed for the business of this
agency or will not be needea after the r^seniion periods specified: and that written concurrence from the General
Accounting Office, if required under the prt^sions of Title 8 of^the GAO Manual for Guidance of Federal Agencies, is
attached.

A. GAOcoricurrence: (HI isauached;or E IS unr

0. DATE

<!■

C. SIGNATURE OP AGENCY REPRESENTATIVE^

(T- /Lc-1--1

o. title
v) i-L—C-'Ti-'-j-;

J •n-'

7
ITEM
NO.

8. DESCRIPTION OP '^Sm

/A'irh InctuiU/e Oote» or Ketfnnone^^dt)

9. GRSOR
SuPERSebED

JOB
CITATION

10. ACTION
TAKEN

(MAfiS use
OeJLYl

AdditioD-^o General Records Schedule

Ad^nistrative Management Records

IS Docunantfl published in the Federal Register

'15-1M

a* Files docunentisg the processing of notices announcing
comittee veetlngs, Including meetings open to the public
uiKler the Governnent in Sunshine Act (5 U>S.C. 5S2b (ej (3)j
tearing and investigations; filing of petitions and
a pplicationaj issuance or revocation of a license; grant
application deadlines, the availability of certain
environrental impact stateronts; delegations of authority;
and otter natters that arc not dodified in the Code of
Federal Regulations,

Destroy when 1 year old.

b. Files docuEienting the processing of semiannual
regulatory agenda.

Destroy vten 2 years old.

(NDlEt) Agency files documenting the developnant, clear
ance, and proceBsiBg of proposed and final rules for
publication in the Federal Register are not covered by the
Qeneral Records SctedulesT ftete^recorda nay be, but are
not necessarily, permanent. They must be scheduled indlv-
dually by each agency so NA^ can conduct.an an^sis^aai

A^,p. up. xB
NSN 7840-00-434^064 STANDARD FORM 115 (REV. a-B3)

i 

SUPERSEDED

' 

i 

SUPERSEDED
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DecQTiber 22, 1982 FPMR 101-11.4
October 1982

GENERAL 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 informaticn; 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
loyalty and Gtness of individuals employed by, or seeking employment from the
Government; and to develop and implement plans fcr the protecticn of life and property
under emergency conditions. Included are files of offices having Government-wide or
agency-wide responsibilities for security and protective so'vioes f^grams. Also included
are files of security units, guard forces, and other <x'ganization^ elements documenting
the control of classified informaticn, access to facilities, and like matters.

This schedule authorizes for disposal records documenting administrative actions relating
to the above functicrs. Records documenting Government-wide or agency-wide security
and protective services planning and programming, reflecting basic overall policies and
determinaticfis (ttem-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 documentatioh. 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 Service before applying
these dispositier instructions. m.ii ■ s h'n !

ySecurityand Protecti^ Services
;^e Progr^

responsibilities for administr

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Security Policy Files

Mahu^s, directives, pl^, reports
and correspondence reflecting policies
and proce^iresdevefoped in the
administrationand^ rection of
security and pfotectlv&^ervices
programs^mating to cla^tfi^
infcrrnadoi accounting and colrtcol,
facih^es security and protective
seances , personnel security
clearance, and emergency planning.

Submit
Records D
Authority.

!^est for

Classified Informaticn Accounting and Control Records

Records accumulating from measures taken by agencies to protect classified information
from unauthorized disdosure in accordance with Executive Orders and statutory or
regulatory requirements.

SUPERSEDED

SUPERSEDED
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FPMR 101-11.4
GSA Bulletin FPMR B-124, Supp. 3

August 27, 1984

GENERAL RECORDS SCHEDULE 18

riEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

, i- Classified D<xniments Administrative
Correspondence FllSi

Correspondence files pertaining to
the administration of security
classification, control, and accounting
for classified documents, not
covered in Item I'or elsewhere In this

Destroy when 2 years old.

^ 77i'J recc-rds. cU<-u .yt-j-f 1 1 o ^rcr. e'Mcrrs
Document Receipt FUes. .n

Records documenting the receipt
and issuance of classified
documents.

reiptryXii'h' tic.i' 9r<~ ^■ri ^ cr ^c/fUtf
'^r'a/f.f, "7

'' Destroy When 2 years old.

3- Destruction Certificates Files.

Certificates relating to the
destruction of classified documents.

Destroy when 2 years old.

Classified Document Inventory Files.

Forms, ledger^, or registers ised to
show.identity, internal routing, and
final disposition made of classified
documents, but exclusive of classified
document receipts and destruction
certificates and documents relating to
Top Secret material covered elsewhere
in this schedule.

Destroy when 2 years old.

Top Secret Accounting andC^trol Files.

a. Registers maintained at control
points to indicate accountability
over Top Secret documents,
reflecting the receipt, dispatch,
or destruction of the documents.

Destroy 5 years after
documents shown on forms
are downgraded, transferred,
or destroyed.

Forms accompanying documents to
ensure continuing control,
showing names of persons handling
the documents, intra-office routing,
and comparable data.

Destroy when related document
is downgraded, transferred,
or destroyed.

SUPERSEDED

SUPERSEDED



   

  

  

    
     

 

   
 

       
     

   
      

    

 

    
 

    
      

 

     

            
          

    

    
  

    
     

    
     

      

     
 

     
   

    
     

     
     
   
   

  

    

     
    

   

    
  

 

GENERAL RECORDS SCHEDULE 18
ITEM
NO.

U-
DESCRIPTION OF RECORDS

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 combinationsi 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 tum-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-

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.

f-, yi. 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.

to.

Destroy when 2 years old.

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

dl. Survey and Inspection Files.
(privately owned facilities)

U01-H63 0-83-7

-

SUPERSEDED

SUPERSEDED



   

   

     
    

   
    

     
    
   
 

 

   
    

    
     

     
      

    
     

       
     

   

    

  

    
    

    
  

   

     
 

      
 

   
     
     
 

  

    

      

      
    

     

GENERAL RECORDS SCHEDULE 18

ITEM
NO. description of records AUTHORIZED DISPOSITION

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

Destroy when 4 years old
or when security cognizance
is terminated, whichever
is sooner.

Investigative Files.

Investigative files accumulating
from investigations of fires,
explosions, and accidents, consisting
of retaii^ed copies of reports and

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.

Destroy when 2 years old.

Pronerty Pass Files.

Property pass files, authorizing
removal of property or materials.

Destroy 3 months after
expiration or revocation.

/3 >4. Guard Assignment Files.

Files relating to guard assignments
and strength.

a. Ledger records. Destroy 3 years after
final entry.

5f

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

Police Functions Files.

Destroy when 2 years old.

Files relating to exercise of police
functions.

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

Destroy 3 years after final
entry.

SUPERSEDED

SUPERSEDED



   

  

     
     

    
   

 

    

      
   

   

     
    

    

     
 

  

     

    

  

    
  

        
  

      
  

  

      
    
   

    
    
 

     

   

     
       

  

     
       

  

ITEM
NO.

GENERAL RECORDS SCHEDULE 18

DESCRIPTION OF RECORDS

b. Reports, statements of witnesses,
warning notices, and other oaee
papnri relating to arrest,
commitinents, and traffic
violations.

AUTHORIZED DISPOSITION

Destroy when 2 years old.

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

Personal Property Accountability Files.

Files relating to accountability for
personal property lost or stolen.

Destroy when 1 year old.

a. Ledger files. Destroy 3 years after
final entry.

b. Reports, loss statements,

relating to lost and found
articles.

Destroy when 1 year old.

Kev Accountabilitv Files.

Files relating to accountability
for keys issued.

a. For areas under maximum
security.

Destroy 3 years after
tum-in of key.

b. For other areas. Destroy 6 months after
turn-in of key.

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.

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

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

SUPERSEDED

SUPERSEDED



   

  

  

 

     
  

    
   

    
   

     
    

    

    

     
     

    
     

    
       
  

   

     
    

     
 

    

    

     
     

   

     
     

 

    

    

  

     
  

  

    
  

      
   

     

      
    

    
 

    
 

ITEM
NO.

19.

GENERAL RECORDS SCHEDULE 18

DESRIPTION OF RECORDS

Facilities Checks Files.

AUTHORIZED DISPOSITION

Files relating to periodic guard
force facility checks.

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

Destroy when 1 year old.

b. Reports of routine after-hours
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.

Guard Service Control Files.

a. Control center key or code
records, emergency call cards,
and building record and employee
identification cards.

Destroy when 1 month old.

Destroy when superseded or
obsolete.

b. Round reports, service reports
on interruptions and tests, and
punch clock dial sheets.

c. Automatic machine patrol charts
and registers of patrol and
alarm services.

Destroy when 1 year old.

Destroy when 1 year old.

/) 0 •

d. Arms distribution sheets, charge
records, and receipts.

Logs and Registers.

Destroy 3 months after
return of arms.

Guard logs and registers not covered
elsewhere in this schedule.

a. Centra] guard office master logs.

b. Individual guard post logs of
occurrences entered in master
logs.

Destroy 2 years after
final entry.

Destroy 1 year after
final entry.

SUPERSEDED

SUPERSEDED



      
   

   

   

          
    

    
 

    
    

     
    

       
 

   

    
     

      
  

     
   

     
    

      
     

      
    

     
    

    
    

     
     

     
      
     

    
   

     
    

   
    

    

   
      

     
     

     
   

  

    
   

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

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Personnel Security Clearance Records

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

^22^ Security Clearance Administrative
Subject Files.

V.

Correspondence, reports, and other
records relating to the
administration and operation of the
personnel security program, not
covered by Item 1 or elsewhere in
this schedule.

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
processing of investigations
on Federal employees or applicants
for Federal employment, whether
or not a security clearance Is
granted, and other persons, such
as those performing work for a
Federal agency under contract,
who require an approval before
having access to Government
facilities or to sensitive data.
These 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.

. Inves^iaative reports and related
furnished to agencies by

investigative organizations for
use in making security/suitability
determinations.

Destroy when 2 yeus old.

b.

Destroy upon notiflcatiOB
of death or not later than
5 years after separation or
trusfer of employee or no
later than 5 years after
contract relationship expires,
whichever is applicable.

Destroy in accordance with
the investigating agency
instructions.

SUPERSEDED

SUPERSEDED



 
    

  

   

  

       

   

      
    

  

     
      

      
    

 

    

    

      
      

      
      

    
      

     
 

    
   

 

   
  

    
     

   
      

    
     

     
     

    
 

      

    
    

     
  

    

 

FPMR 101-11.4
GSA ftjlletin 6-124 Supp. 2

April 12, 1984

GENERAL RECORDS SCHEDULE 18

ITEM
NO. DESCRIPTION OF RECORDS

c. Index to the Personnel Security Case
Files.

Personnel-Security Clearance Status Files.

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

Security Violations Files.

Case files relating to investigations
of alleged violations of Executive Orders,
laws, or agency regulations for the
safeguarding of national security
information.

AUTHORIZED DISPOSITION

Destroy with related case
file.

Destroy when superseded or
oDsolete.

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 responsiole for making
such determinations.

b. All,other tiles, exclusive
of^‘f«p^''^p1aced in official
personnel folders.

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 classifiable under standards put
forth hy Executive Order 12356.
These forms should be maintained
separately from personnel security
clearance files.

Destroy 5 years after close of
case.

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

Destroy when 50 years old.

. 8

SUPERSEDED

­

­

SUPERSEDED
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April 12, 1984 FPMR 101-11.4
G5A Bulletin B-124Supp. 2

ITEM
NO.

GENERAL RECORDS SCHEDULE 18

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Emeraency Planning Records

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

Emergency Planning Administrative
Correspondence Files.

Correspondence files relating to
administration and operation of
the emergency planning program,
not covered oy Item 1 or elsewhere
in this schedule.

. Destroy when 2 years old.

Emergency Planning Case Files.

Case files accumulated oy offices
responsiole for the preparation and
issuance of plans and directives,
consisting of a copy of each plan
or directive issued, with related
oackground papers. C K.H

One record copy of each plan or
directive issued, if not included
in the agency's permanent set of
master directives files.

Perrtaneni. Cut off when
supersede or ^solece.
Offer to NA^when 15 years
old in 10 ye^'^^ocks
(e.g., offer/1970^ clock
in 1995). /

Case file copy of plan or directWe
if '^gency^reco\;^d copy^Ls rjiainwined
in a^master directives file^nd all
related oackground materials.

Destroy 3 years after issuance
of a new plan or directive.

Emergency Directives Reference Files.

Copies of directives and plans issued oy
tlW agency (otherlthan those maintained
in ci^files descrloed in Item ^
aoove)7^s well as those issued oy FEMA,
other Fede?al^gencies, State and local
governnf)ents, ah<ljhe private sector.

Destroy'^yhen oosolete or
superseded^

I. 0>
rtcc il Se f he. i\eJ CLv^U -! c l\.ee^

It hp St-'h.n/rr.c-r. trt CL,I

p Ci r<»vv A n ly t c/"

SUPERSEDED

’ 

-

’ SUPERSEDED
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April 12, 1984

GENERAL RECORDS SCHEDULE 18

EmerRefKy .F^lanninR/fleportsx

•Ageocy-^e^orta-of operations
tests, consisting of consolidated
or comprehensive reports reflecting
agency-wide results of tests
conducted under emergency plans^ arC /

PeAnanent. Cut off wl^ related
plan or directive oecornei /
oDSolete or/is siWrsededA Off^
to NAR^^en l\^yeMs old^n ly
year olocw (e.g., dtfer 1970-79

Emergency Operations Tests Files.

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

if- spus. 7

Destroy when 3 years old.

cA/ n £^1^■

h
Cii''

' . yu,L^JU^n

6* 'Ay\ya

I A'U

T- C(_xs o(J

SUPERSEDED

SUPERSEDED



  
 

   

      

            
               

               
          

          

            
              

         
             

             
              

             
  

              
              

             
             

           
              

             
           

              
        

           
             

             
          

          
              

  

           
             

                
           

             
          

FPMR 101-11.4
October 1982

GENERAL RECORDS SCHEDULE 17

Cartograchic, Remote Sensing Imagery, and Related Records

This schedule covers cartographic, remote sensing imagery, and related records that have
been created by or for agencies of the Federal Government and those acquired by Federal
agencies in the course of busines. Records created prior to January 1, 1950, must be
offered to the National Archives and Records^Service befixe applying dispositiai
instructions set forth in this schedule. , j K-a /;f v

Cartographic records are graphic representations at reduced scale of selected cultural 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 and retrieval system are covered by General//^ ■
Records Schedule 20.

Remote s^ing imagery covers aerial photographs and other forms of vistBl 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 f^ysical features
of the landscape, and related tabular and graphic indexes necessary f^ the proper
identification €ind retrieval of these records. Conventional aerial 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 for
digital, electronic, or computerized forms to photographic or videographic images before
they cfin be considered imagery. This schedule is limited to visial 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 that have been created or acquired
in conjunction with the transaction of agency business or result from agency program
responsibilities which constitute evidence of the organization, functions, decisions, and
operatiois of the Federal Government. Additicnal descriptive infcxmaticn applicable to
the dispoation instructions for selected items is included in explanatory notes at the end
of this schedule.

The General Records Schedule for cartographic, remote sensing imagery, 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
broight to the attention of the Naticral Archives and Recordst&ervice (NARS). In such
cases, disposition should be made in accordance with specific)instructions provided by

SUPERSEDED

-

SUPERSEDED



   

   

    

     
       

      
      

   
     

      
    

      
     

   
    

    
     
    

      
      

    
    

  
   

     
    
     

       
      

   

     
   

    
   

        
    

     
    

     
    
    

     
      
     

    
    

    
   

    
   

      
  

ITEM
NO.

GENERAL RECORDS SCHEDULE 17

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. 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 sheets, 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 checking or
verification of survey data or that are
annotated to show source of information
used on the map.

2. Cartographic Records Prepared During
Intermediate Stages of Publication

Scribed plastic sheets, color
separation sheets, 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 annotated 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.

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.

SUPERSEDED

' 

SUPERSEDED



   

   

 

      
    

     
      
     

      

      
    

     
      

     
     

    
    
     

     
     

    
     

     
     

  

 

   
   
      
 

    
   

      
   

      

    
   

    
   

  

  

     
    

      
    

     
      

     
    

     
  

GENERAL RECORDS SCHEDULE 17

item
NO.

3.

4.

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.

AUTHORIZED DISPOSITION

Permanent. Break file
at regular intervals
(1 to 5 years) and offer
to NARS.

Submit SF 115, Request
for Records Disposition
Authority.

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

b. If only the microfilm copies
exist.

Submit SF 115, Request
for Records Disposition
Authority.

Dispose of in accordance
with instructions for
related hardcopy records.

Computer Related Maps.

a. One copy of each published,
mcinuscript, 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.

Submit SF 258, Request for
Transfer of Records.

SUPERSEDED

SUPERSEDED



   

  

     
     

 

   
   
 

     
 

   
       

    

      

  

 

     
     

     
    

    
    

       
      

       
      

       
   

     
   

 

    
   

    
   

    
     

    

     
   

    
    

     
  

 

GENERAL RECORDS SCHEDULE 17

ITEM
NO.

7.

8.

9.

DESCRIPTION OF RECORDS

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-dimensional 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 the terrain,
geological notes, a record of water
depths, a daily log or joumed, 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 computations.

AUTHORIZED DISPOSITION

Submit SF 115, Request
for Records Disposition
Authority.

Submit SF 115, Request
for Records Disposition
Authority.

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

Dispose of when no longer
needed for agency use.

Dispose of in accordance
with instructions for related
maps.

Submit SF 258, Request for
Transfer of Records.

10-15. Reserved.

SUPERSEDED

­

­

­

SUPERSEDED



   

  

     
 

      
      

    
    
     

    

    

   
    

 

 

 

 

 

   
    

      
  

    

 

 

    
   

    
   

    
   

    
   

     
  

    
   

GENERAL RECORDS SCHEDULE 17

ITEM-
NO.

16.

17.

DESCRIPTION OF RECORDS

Vertical and Oblique Aetial 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) Unanootated.

Infrared, Ultraviolet, Multispectral
(Multi-Band), Video, Imagery Radar,
and Related Data Tapes, Converted to
a Film Base.

a. Original or master negative.

b. Prints.

AUTHORIZED DISPOSITION

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,

SUPERSEDED

SUPERSEDED



   

  

 

 

 

     
     
      

 

 

    
   

    
   

    
   

   
 

 

   

                
              

            
              
            

                
         

 

              
             
               
               

           
            
             

  

 

              
            

   

 

              
              

              

GENERAL RECORDS SCHEDULE 17

ITEM
NO.

18.

DESCRIPTION OF RECORDS

(1) Annotated.

(2) Unannotated.

Finding Aids.

Photo mosaics flight line indexes,
coded grids, coordinate grids, and
other finding aids relating to remote
sensing imagery.

AUTHORIZED DISPOSITION

Submit SF 115, Request
for Records Disposition
Authority.

Destroy when no longer
needed for agency use.

Dispose of in accordance
with instructions for
related remote sensing
imagery records.

EXPLANATORY NOTES

Items 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 published 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 6c

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

Item 2

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 globe produced or
accumulated by an agency in the course of its official business should be preserved
permanently.

SUPERSEDED

SUPERSEDED
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GENERAL RECORDS SCHEDULE 17

Ugm 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 valuable in machine-
readable form. Guidelines for the disposition of automated records are found in General
Records Schedule 20.

Item 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. Representative samples may be selected by agreement with NARS.

Hem 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,
thermal ultraviolet, and nonimagery radar are not covered by this schedule.)

SUPERSEDED

SUPERSEDED
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GENERAL RECORDS SCHEDULE 19

Research and Development Records

These are records created by agencies which conduct technical and scientific research and
develoDment activities in order to develop new concepts, techniques, equipment, and
materials, or modify those in existence. The records relate to such phases of research and
development as the establishment of requirements and prelimirary characteristics,
experimentation, design, engineering, modification, testing, and acceptance. They
accumulate at various agency organizaticnal levels, such as offices responsible fc^
program direction, laboratories, proving grounds, and arsenals. Any records created prior
to January 1, 192i, must be offered to the Naticfial Archives and Records Service before
applying these dispoation 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 firfil results of 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 notebool€
and other subsidiary scientific papers record the methods and procedures leed daily by the
scientist in research perfOTmance, 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 agency. 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 pursiBnt to terms of the contract become
the property of the Government, and the provisions of this schedule apply to such records.

Work On a majex* research and development project or system may be assigned to various
O'ganixational elements of an agency. These work assignments may be designated as
"sub-fx^ojeets," "tasks," or "phases." They are generally identified 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. It is
desirable that these related records be consolidated into a single project file prior to
transf^ to a Federal records center. However, on projects of Icxig diraiion, where
volume or other factors preclude the retention of records until completion of the entire
project, records relatir^ to individial sub-projocts, tasks, or phases may be transferred to
Federal records centers in the same manner as project case files defined under Item 3 of
this schedule.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DlSPOSmON

1. R&D Program Files.

Program documents, sdiedules, and
correspiondence maintained by offices
responsible for execution, review,
and analysis of ag«icy research and
development programs, and relating to
the general planning and supa-vision
of the programs.

SubmitSFllS, Request
for Records Disposition
Authority.

SUPERSEDED

SUPERSEDED



   

   

     

     
     

       
     

    

      
     

    

     
  

      
   

    
    

    

   

     
     

     
    

     
    

     
   

    
       

     
    

   
   

    
   

     
    

   
    

     
    

    
      

     
   
       

     
  

ITEM
NO.

GENERAL RECORDS SCHEDULE 19

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, revision,
or termination of individual projects.

a. Official file of the committee
or board maintained by the
Secretary, Chairperson, or other
designee.

Submit SF 115, Request for
Records Disposition Authority.

b- Copies of committee or board
files distributed to members.

Destroy when superseded or
obsolete or upon termination
of membership, whichever is
sooner.

3. R&D Project Case Files.

Records maintained at the laboratory
or comparable level, reflecting a
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.

Submit SF 115, Request for
Records Diposition Authority.

SUPERSEDED

SUPERSEDED



   

   

   

      
     
    

 

    

     
     

      
    

     
    

     
     

     

    

    
     

    

     
     

   
    

      
        

    
     

   

  

     
  

    
    

     
    

   
   

    
   

     

     
  

    

      
    
    

     
   

   
   

  

    
   

ITEM
NO.

GENERAL RECORDS SCHEDULE 19

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

4. R&D Proiect Lists.

Lists, card indexes, or other media
reflecting in a comprehensive manner
individual projects administered by
an agency.

5. 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 proceses as experiments
or observations of a routine,
repetitive nature, and used for
reference in arriving at determinations
in the conduct of research projects.

6. 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.

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.

7. 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.

Submit SF 115, Request
for Records Disposition
Authority.

SUPERSEDED

SUPERSEDED



   

  

    

       
     
    

   

    
    
     

     
       

   

     
    

   
    

    
      

     
    

   
    

    

 

     
   

   
 

    

   
   
     

     

     
      

     
     

 

      
 

    
   

    
  

    
   

  

   
  

GENERAL RECORDS SCHEDULE 19

ITEM
NO.

8.

9.

10.

DESCRIPTION OF RECORDS

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.

AUTHORIZED DISPOSITION

See GRS ZZ, Design and
Construction Drawings and
Related Records, for
disposition instructions.

Destroy when Z years old.

Destroy upon completion
or cancellation of project,
or earlier if no longer needed.

11. 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 consolidated
reports, except as indicated
in c below.

Destroy 1 year after
completion or cancellation
of related projects.

Destroy upon submission
of consolidated report.

SUPERSEDED

SUPERSEDED



   

   

    
       

    
   

    
     

 

     
  

  

     
     
    

         

      
  

  

     
    

     
      

     
     

       
     
      

      

     
 

   

    
   

    
    

   
      

    
     
   

     
  

   
 

GENERAL RECORDS SCHEDULE 19

ITEM
NO.

12.

13.

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

c. Consolidated reports, consisting
of an official file copy of each
consolidated report and any
feeder reports containing
technical or scientific data
not fully documented in the
consolidated report.

Submit SF 115, Request for
Records Disposition Authority.

R&D Investigative Files.

Records pertaining to exploration of
the feasibility of unsolicited proposals
for projects received from individuals.

a. Proposals resulting in authorized
projects.

Same as for Item 3.

b. Rejected proposals. Destroy 5 years after
completion of investigation.

R&D Procurement Files.

Formal contracts or agreements with
universities, commercial concerns, and
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 <md copies of contractual
documents filed in project case files
defined in Item 3 of this schedule.

See General Records Schedule 3,
Item 4.

14. R&D Technical Reference Files.

Copies of technical reports,
specifications, drawings, and
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.

Destroy when superseded
or obsolete.

SUPERSEDED

SUPERSEDED
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GENERAL RECORDS SCHEDULE 20

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 noticn that such records are
temporary or nonrecord material, especially as opposed to textual records containing
equivalent informaticn. Federal statutes and regiiations define Federal records as the
products of government business and specifically include all media on which they may be
recorded. When informaticn 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 for 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 often recorded are erasable
and reusable. This introduces a cost-effectivenes 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 recorcte be brought
under control as early as possible in their life cycle. Ideally, control should be
exercised at the time a system is created, even before it has generated records.

3) The ease of ipdating, revising, or reusing machine-readable records causes their
life cycle to be brief and more complex than that of other records. While master
files are generally the form in which machine-readable records are retained for
archival appraisal, other versions are occasdonally more suitable because they
contain more complete informaticn 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 humari-reacbble information, the records
revealing such processes must be scheduled with the machine-readable records.
These records are called "documentation" 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 subject-oriented general schedule analogous in form to
other general schedules. Tlus, this schedule categorizes records fcr disposition standards
on the basis of the kinds of records or files that are common to most A DP systems. It is
divided into Uree parts:

SUPERSEDED

SUPERSEDED



   

                 
              
           

              
    

            
             

               
               

              
             

            
             

            
            

          

          
          
            

          
             
       

            
             

            
    

              
            

              
       

              
          

GENERAL RECORDS SCHEDULE 20

Master files (Part D 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 HI) covers those records required for servicing machine-
readable records for converting them from human-readable information to
encoded data and vice versa. TTiese 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 mciny categories and subcategories of records involved.

SUPERSEDED
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Part I Master Files

Item
File function/
designation Consisting of Which are Then

1 Statistical
file

economic data on such
topics as Federal
expenditures,
organizational
economic profiles,
intranationa] or
international trade,
business conditions,
productivity, and/or taxes

created or received by
the agency in pursuance
of Federal law or in
connection with the
treinsaction of public
business

Submit SF 115, Request
for Records Disposition
Authority.

nPI
z

P
1 created under contract

and are in the possession
of the contractor

Submit SF 258. Request
for Transfer of Records.

PI
nowo
w

3 social data on topics such
as the family structure,
education, health, behavior,
opinions, employment,
criminal acts and
investigations, housing,
transportation, personal
economics, demographics,
and/or groups of individuals

created or received
by the agency in
pursuance of Federal
law or in connection
with the transaction
of public business

Submit SF 115, Request
for Records Disposition
Authority.

Crt
nzp]
D
ci
r"PI

O

4 created under
contract and are
in the possession
of the contractor

Submit SF 258, Request
for Transfer of Records.

SUPERSEDED
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Part I Master Files

Item
File function/
designation Consisting of Which are Then

5 natural resources data
related to the use.
condition, management,
and/or ownership of land,
watei^ minerals, and/or
wildlife

created or received by
the agency in pursuance
of Federal law or in
connection with the
transaction of public
business

Submit SF 115, Request
for Records Disposition
Authority.

6 created under contract
and are in the
possession of the
contractor

Submit SF 258, Request
for Transfer of Records. oPI

zm

P
7 emergency operations

data that document military
or civil operations during
war. national emergencies,
natural disaster,
and/or civil strife

created or received
by the agency in
pursuance of Federal
law or in connection
with the transaction
of public business

Submit SF 115, Request
for Records Disposition
Authority.

p]
O
0
73
a

wn1
PI
oc

8 created under contract
and are in the
possession of the
contractor

Submit SF 258, Request
for Transfer of Records.

nP5
tvj
O

9 political or judicial
data that document such
activities as elections,
special investigations,
and/or court proceedings

created or received
by the agency in
pursuance of Federal
law or in connection
with the transaction
of public business

Submit SF 115, Request
for Records Disposition
Authority.

10 created under
contract and are
in the possession
of the contractor

Submit SF 258. Request
for Transfer of Records.

SUPERSEDED-

SUPERSEDED



    

  
  

       
      

     
     

    
   

  
   

 
 
  

    
     

  
  

      
       

     
   

    
  

   
    

    
  

  
      
    

   

Part I Master Files

Item
File function/
designation Consisting of Which are Then

11 national security and created or received Submit SF 115, Request
international relations 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 n
collection, public opinion zP5
in foreign countries, and §
International negotiations
including military sassistance and arms oo
limitation gw

12 created under Submit SF 258, Request wn
contract and are for Transfer of Records. a;w
in the possession Cl

c
of the contractor p]

13 Scientific data such as environmental. created or received National Data
roo

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
measurements, medical connection with
research and/or animal the tTcmsaction
or plant husbandry of public business
invest igations and held in a

national data center

14 created or received Agency:
by an agency and Submit SF 115, Request
not duplicated in for Records Disposition
in a national data Authority.
center

SUPERSEDED
-

SUPERSEDED



    

 
  

   

  
   

   
  

    
   

   
    

   
    
   

   
  

  

    
   

    
 

 
  

  
    

   
  

    
 

    
    
    

   

   
    

   
    

 

  
 

   
  

   
 

        

Part I Master Files

Item
File function/
designation Consisting of Which are Then

15 created under
contract and are
in the possession
of the contractor

Submit SF 258, Request
for Transfer of Records,

16 created or received
by an agency in
pursuance of Federal
law or in connection
with the transaction
of public business
and duplicated
in a national data
center

Agency:
Dispose of after three
or more update cycles. nnzM

gno
gto

17 data used in the
development,
fabrication,
construction, testing,
and/or routine
operation of such things
as instruments, vehicles,
machinery or spacecraft

used in research and
development programs

Dispose of after three
or more update cycles
or when no longer
required for the
program.

n*PI
oG
rPI

S3
o

18 digital or analog
data used in observation
or measurement activities
or in research and
development programs

not calibrated
or validated

Dispose of after
subsequent magnetic
media have been
created. ^/

^Schedule subsequent magnetic media under Part I, items 13-17.

#
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Part I Master Files

Item
File function/
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. otheir awards

r
20 summary or Dispose of after

aggregate fiscal three or more 2
values used for update cycles. §
accounting purposes

21 Information indexes or tracking used to facilitate Dispose of as
cn

retrieval file systems to textual access to these provided for the
or nontextual records materials related records.

C

22 indexes to "library used to facilitate Dispose of as
rn

materials” access to published reference hJ
o

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 as provided
disposal under this for related
General Records data.
Schedule

SUPERSEDED
-

SUPERSEDED



m 

   

  
  

  
 

   
    

 

   
   

  
 

  
 

   
  

  
 

  
  
  

   
 
  

   
  

  
  

  

   
 

  
  

 
  

  

  
   

   
 

   

 
  

  

  
   

    
  

  

             

Part I- Master Files

Item
File function/
designation Consisting of Which are Then

IS Sample and/or
subsample file

data selected from
a larger census or
survey file

created for files
not authorized for
disposal under this
General Records
Schedule

Submit SF 115,
Request for
Records
Disposition
Authority.

Zb created for files
authorized for
disposal under this
General Records
Schedule

Dispose of
as provided
for related
data.

aPI
•z

P
27 Housekeeping

file
data for routine
administrative
"housekeeping" processes
such as fiscal
accountability, supply
memagement. payroll
administration, and/or
motor pool operations

required for GAO
site audit

Dispose of
in accordance
with
instructions
applicable to
hard copy. 2/

TO
oo35
O
VI

VI
nX
wacr-m
N)
o

28 not required for
GAO site audit
but serve as
record copy

Dispose of in
accordance
with
instructions
applicable to
hard copy. 2/

29 not required for
GAO site audit
and do not serve
as record copy

Dispose of as
reference
material.

^Instructions for hard copy equivalents are available in General Records Schedules 1 16.

#
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SUPERSEDED
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Part I Master Files

Item
File function/
designation Consisting of Which are Then

30 Publication
file

source output data
extracted from the
system to produce a
printed publication

created without
destroying the
source file

Dispose of upon
publication when
not required for
republication.

31 Print file source output data
extracted from the
system to produce
printouts of
tabulations, ledgers,
tables, registers
and/or reports

created from files
authorized for
disposal

Dispose of
when
superseded or
obsolete.

32 created from files
not authorized for
disposal

Dispose of when
superseded or
obsolete.

33 Security
backup file

data identical in
format to a master file

retained in case
the master file
is damaged or
inadvertently
erased

Dispose of
as provided
for the
related
master file.

34 Technical
reformat
file

data essentially duplicated
in another master file
but which is written with
varying technical
specifications such as
density, character code,
blocking and labeling

created for the
specific purpose of
information exchange

Dispose of
as provided
for the
related master
file.

o
z
n

33
M
no50
oto
to
oX
PI
ocrPI

SJ
o

SUPERSEDED
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Part n Processing Files

Item
File function/
designation Consisting of Which are Then

1 Work file new media, or media not
included in a library
control system, or files
whose retention dates
have expired

used by computer operators
to facilitate the
processing of a specific
job and/or system run

Available for
immediate use
or reuse.

2 Test file data used in testing a
system

routine or benchmark data
sets constructed or used
for the purpose of testing

Dispose of when
no longer needed.

uEN
ERA

L

3 Input/Source
file

data abstracted from input/
source documents or other
media and entered into the
system for each update
cycle

converted to magnetic
media

Dispose of
after verification
of data on related
magnetic media.

RECO
RD

S
SCH

EI

4 used for updating and
required to support
reconstruction of a
master file

Dispose of after
three or more
update cycles.

W

M
o

5 not used as input to a
file and not required to
reconstruct a master file

Submit SF 115.
Request for Records
Disposition
Authority.

6 retained by ADP
operational elements as
back-up to magnetic media

Dispose of when
no longer needed.

#

1
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Part n Processing Files

Item
Files function/
designation Consisting of Which are Then

7 ■ officially designed to Dispose of in
replace or serve as the accordance with
record copy in lieu of instructions
the hard copy or other applicable to the
input/source document to the hard copy.

8 data created by another files that the creating Dispose of as
op:
z

agency 1/ agency routinely made reference material. wX
available to other ?
agencies or to the 33
public mno

9 the result of a request Submit SF 115, gw
of the receiving agency Request for Records CO
for a special tabulation, Disposition oX
extract or master files Authority PI

o
designed to meet the needs
of the receiving agency PI

N)

10 punched cards that contain source documents Dispose of in
original entry with film accordance with
or written inserts (such instructions applicable
as aperture cards) to the hard copy.

t-

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.

SUPERSEDED

-

SUPERSEDED



    

  
   

         
         

      

         
      

  

     
   

          
          
    

 

part n Processing Files

Item
File function/
designation Consist ing 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.

U 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. Cl

mz
13 not used for independent Dispose of after

zri

analysis three or more update
cycles. JD

P3
n

14 Audit trail "statistical" data generated used to validate a master Dispose of in accordance
O

g
file during the creation of a file during a processing with instructions for each

master file cycle appropriate cycle of the C/)
Q

master file. X
ma<=r
cn

o

M
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Part HI Documentation

Item
File function/
designation Consisting of Which are Then

1 Data systems
specifications

documents containing
definitions of the
system including functional
requirements, data
requirements, system/
subsystem specifications,
requests for the system,
and authorizing directives

for a disapproved
proposed system

Dispose of one
year after final
action.

ow

n
2 for an approved system

for which all related
magnetic data files are
authorized for disposal

Dispose of one
year after discontinuance
of the system.

P
sno70
o

3 for an approved system
for which any related
magnetic data file is
not authorized for
disposal

Retain with related
data file.

w
tA
nX
m

srp]

n:

4 System test
documentation

descriptive material including
test plans and test analysis
reports

for cin approved system Dispose of one year
year after completion
of testing.

o

5 for a disapproved proposed
system

Dispose of when
no longer needed.

M

SUPERSEDED
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Part m Documentation

Item
File function/
designation Consisting of Which are Then

6 File
specifications

definitions of the logical
and physical characteristics
of each record, element or
item of data in the file,
including names cind tags or
labels; relative position,
form, format and size of
data elements (record
layout); specifications
of all codes used; cross-
reference code manual;
security and privacy
restrictions; and validity
characteristics; update and
access conditions; recording
medium and volume; sample
copy of each input/source
document

for a system for which all
related magnetic data files
are authorized for disposal

Dispose of with
related data file.

7 for a system for which
related magnetic data file
is not authorized for
disposal

Retain with related
data file.

8 User guides information which
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

handbooks, guides to data
availability, and
procedures for
querying files

Retain with data systems
specifications.

o
m
zm

S
no
§
w
CO
o=cPI

ocr"M

ro
o
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Part HI Documentation

Item
File function/
designation Consisting of Which are Then

9 Output
specifications

detailed descriptions of
products of the system that
are to be used outside the
computer center

listings of each type of
output by title and tag>
format specifications,
selection criteria, volume
and frequency, media,
graphic displays and
symbols, security and
privacy conditions, and
disposition of output

Retain with related
data file.

Ti
mzm

10 Reports printed final reports
containing the statistical
tabulation and an <malysis
of the findings of a study
or survey including a
narrative description of
methodology employed

for systems which require
retention of related data

Retain one copy
with related file
specifications.

73
nno
gw
to
ozmoc

11 Information
retrieval

series of machine
instructions designed to
retrieve information from
specific data systems

general-purpose programs Dispose of when
no longer needed.

w
ts)
o

12 special-purpose programs
for data files for which
disposal is authorized

Dispose of with
related data file.

13 special-purpose programs
for data files for which
disposal is not authorized

Retain with
related data file.

SUPERSEDED
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GENERAL RECORDS SCHEDULE21

Audiovisual Records

Scope

This sdiedule covers audiovisual and related records created by or for agencies of the
Federal Government as weD 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 dispostion instructions set forth in this schedule.

Audiovisual records include still and moticrt picture fiiotography, graphic materials, and
sound and video recordings. Related documentation includes (1) production files or other
files documenting the creaticr, justificaticn, ownership, and rights to the records and (2)
finding aids ised 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, ca* (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 tjpe of audiovisual record, the specific record elements (origirels, negatives,
prints, dubbings, etc.) required by 41 CFR 101-11.411-4 for preso'valion, reproduction,
and rerffence are listed. Since audiovisiBl records covered by this schedule include those
produced under contract, by grant, and acquired from outside sources as well as those
produced internally, maintenance and control of these record elements for records subject
to the disposition 'SubmilSF 115" are esential, whether the record elements are stored
in agency or contractor facilities.

Dispostion Instructions

The word "destroy" .is used to authorize the destruction of data or information. Erasable
media such as magnetic tape should be rcised whenever practicaL Silver-bearing
photographic film must be destroyed in accordance with 41 CFR 101-42.3, "Recovery of
Precious Metals andStrategic and Critical Materials."

The iretruction "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 desCTibed on an agency records schedule approved by NARS after May 14, 1973.
The introduction 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 a substitute for specific agency
prepared des^iptions that are required to s^edule the records.

SUPERSEDED

SUPERSEDED



   

            
           

            
            

 

 

        
           

  

         

           

   

     
    

     
   

    
 

     
    

    
     

    
     
      

   

    
   

     
    

      

    

          
  

    
      

   

  

               
      

GENERAL RECORDS SCHEDULE 21

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 Photography

Record Elements

(a) Black-and-white and color negative photography: the original negativei 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
ceremonies, social events, and
activities not related to the
mission of the agency.

2. Personnel identification or
passport photographs.

Destroy when one year old
or when no longer needed.

Destroy when five years
old or when no longer
needed.

3. Internal personnel and administrative
training filmstrips and slide of
programs that do not reflect the
mission of the agency.

Destroy one year after
completion of training program.

4. Duplicate items in excess of record
elements required for preservation,
duplication and reference by 41 CFR
101-11.411-4.

Destroy when no longer
needed.

Official portraits of senior agency
officials.

Submit SF 115, Request for
Records Disposition Authority.

All other black-and-white photograph
files (not identified in Items 1, 2,
3, or 4 above).

Submit SF 115.

* Negative <md print files may be maintained in separate agency offices; in these cases,
elements should be scheduled as distinct series.

SUPERSEDED

SUPERSEDED



    

  

  

     
     

     
   

      
     

 

  

  

 

 

   

         

  

     
    

     
     
    

     

    
  

     
 

 

     
    

     
     

     
   

     
     

     
  

  

    

GENERAL RECORDS SCHEDULE 21

StiU Photography (Cont'd)

ITEM
NO.

7.

8.

DESCRIPTION OF RECORDS

All other color negative, large
format or 35aim tr«msparency files
(not identified in Items 1. 2,
3, or 4 above).

All other slide or filmstrip programs
(not identified in Item 3 above).

AUTHORIZED DISPOSITION

Submit SF 115.

Submit SF 115.

Graphic Arts

Record Elements

ITEM
NO.

9.

10.

n.

12.

13.

14.

(a) posters: 2 copies

(b) original art: original and a photographic copy, if one exists.

DESCRIPTION OF RECORDS

Viewgraphs

Routine artwork for handbills, flyers,
posters, letterhead, and other graphics.

Line and halftone negatives, screened
paper prints and offset lithographic
plates used for photo-mechanical
reproduction.

Line copies of graphs and charts.

Posters distributed agency-wide or
to the public.

Original artwork of unusual or
outstanding merit.

AUTHORIZED DISPOSITION

Destroy one year after use
or when no longer needed.

Destroy one year after final
publication or when no longer
needed.

Destroy when no longer needed
for publication or reprinting.

Destroy one year after final
production or when no longer
needed.

Submit SF 115, Request for
Records Disposition Authority.

Submit SF 115.

U0I-iiS3 0 83 -9-

SUPERSEDED
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GENERAL RECORDS SCHEDULE 21

Motion Pictures

Record Elements

ITEM
NO.

(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 projection 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.

DESCRIPTION OF RECORDS

IS, Films acquired from outside sources
for personnel and management training.

16. Films acquired from outside sources
for personnel entertainment and
recreation.

17. Routine surveillance footage.

18. Routine scientific, medical or
engineering footage.

19. Duplicate prints and pre-print
elements required for preservation,

20. Agency-sponsored films intended for
public distribution. (These include
informational, educational, and
recruiting films.)

21. Agency-sponsored television news
releases and information reports.

22. Agency-sponsored television public
service (or "spot") announcements.

23. Agency-sponsored training films that
explain agency functions or activities
intended for internal or external
distribution.

AUTHORIZED DISPOSITION

Destroy one year after
completion of training
program.

Destroy when no longer
needed.

Destroy when no longer
needed.

Destroy when two years old
or 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.

SUPERSEDED

SUPERSEDED



    

  

  

      
   

     
      

        
     

    
      

      
    

     
      

 

 

      
  

  

  

    
     

   

 

 

            

  

     
    

     
    

   

    
      

      
    

   

  

    
 

 

    
   

    

 

    
   

    

      
   

GENERAL RECORDS SCHEDULE 21

Motion Pictures (Cont'd)

ITEM
NO.

24.

25.

26.

27.

DESCRIPTION OF RECORDS

Films produced under grant that are
submitted to the agency.

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.

Documentary footage (except that
footage identified in Items 17 and
18 above) shot for research and
development, fact-finding or other
studies.

Stock footage, outtakes and trims
created during the course of an
agency-sponsored production.

AUTHORIZED DISPOSITION

Submit SF 115 (see also GRS
3, Item 18).

Submit SF 115.

Submit SF 115.

Offer immediately for deposit
in the stock film collection.
Special Archives Division,
NARS.

Video Recordings

Record Elements

ITEM
NO.

28.

29.

30.

31.

32.

33.

The original or earliest generation of recording, and a dubbing if one exists.

DESCRIPTION OF RECORDS

Programs acquired from outside sources
for personnel and management training.

Programs acquired from outside sources
for personnel entertainment and recreation.

Rehearsal or practice tapes.

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.)

Routine surveillance recordings.

Routine scientific, medical or
engineering recordings.

AUTHORIZED DISPOSITION

Destroy one 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.

Destroy when two years old or
when no longer needed.

SUPERSEDED

SUPERSEDED



    

  

  

    
   

     
       

    
  

   
   

    
  

    
  

   
   

   
     

    
      

   

     

      
   

    
      
  

     
    

    
     

        
      

     

 

    

    

     
  

  

  

  

  

  

     
   

  

  

    
    

  

ITEM
NO.

34.

35.

36.

37.

38.

39.

GENERAL RECORDS SCHEDULE 21

Video Recordings (Cont’d)

DESCRIPTION OF RECORDS

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
by41 CFR 101-11.411-1.

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, cmd 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 26 and 29) that document or
are used to carry out agency programs.

Media appearances by top agency
officials.

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.

Documentary recordings (except those
identified in Items 32-35 above)

Submit SF 115.

SUPERSEDED

SUPERSEDED



    

  

  

     
   

 

 

 

        
       

         
            

  

     
   

   

 

   

   

      
      

   

      

   

    

       
       

       
    

      

      
   

    

   
   

     
  

    
  

     
  

  

  

GENERAL RECORDS SCHEDULE 21

Video Recordings (Cont'd)

ITEM
NO. DESCRIPTION OF RECORDS

shot for research and development,
fact-finding or other studies.

AUTHORIZED DISPOSITION

Sound Recordings

Record Elements

(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.

46.

47.

DESCRIPTION OF RECORDS

Recordings of meetings made exclusively
for notetaking or transcription.

Dictation belts or tapes.

AUTHORIZED DISPOSITION

Destroy immediately after
use.

Destroy immediately after
use.

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).

Destroy immediately after
use.

Destroy when no longer needed.

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.

Destroy when six months old or
when no longer needed.

Destroy when no longer
needed.

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.

Submit SF 115, Request for
Records Disposition Authority.

Submit SF 115.

Submit SF 115.

SUPERSEDED

SUPERSEDED



    

  

  

     

     
  

   
    

    
   

  

     
      

     
      

     

     

    
   

 

  

  

  

     
   

  

  

  

 

  

     
    

   
    

  

     
      

      
     

      
 

 

    
   

  

    
   

  

ITEM
NO.

55.

56.

57.

58.

59.

60.

61.

ITEM
NO.

62.

63.

GENERAL RECORDS SCHEDULE 21

Sound Recordings (Cont'd)

description of records

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 heeirings.

Oral history collections.

Recordings or programs produced under
grant that are submitted to the agency.

Recordings or programs acquired from
outside sources that document or are
used to carry out agency programs.

Media appearances by top agency
officials.

Documentary recordings made for
fact-finding or other studies.

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

DESCRIPTION OF RECORDS

Production files or similar files
that document origin, development,
acquisition, use. and ownership.
(May include scripts, contracts,
transcripts, releases, etc.)

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

Dispose of according to
instructions covering the
related audiovisual records.

Dispose of according to
instructions covering the
related audiovisual records.

SUPERSEDED

SUPERSEDED
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GENERAL RECORDS SCHEDULE 22

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 ereat^ or received by agencies of the Federal
government in connection with their official activities. Drawing refer to those graphic
and engineering records that depict conceptual as well as precise measured information
essential for the planning and construction of static structures such as buildings, bridges,
canals, and other [jjblic works projects, as well as miscellaneous engineering projects such
as machinery, weapons, and equipment. Related records are comprised chiefly of indexes
and finding aids, specificaticns, and three-dimensional models. Most design and
construction records lose their iBefulness to the agency after specific periods of time.
Generally speaking, drawings pertaining to the design process lose their administrative
IBefulness after the final construction plans are accepted; these records should be
considered ireclive after the completion of the construction project. Precise measured
drawings which are iBed during the construction process have a continuing value during
the life of the structure, especially for repair and maintenance projects. The original
construction drawings as well as repair and alteration drawings (or microform copies)
should be considered active while the structure is still used, maintained or owned by the
Federal 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 uneconomic 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 permanent preservation.
This selection must take into consideration not only the types of records but also the
nature of the individial construction projects. The general intent of any selection should
be based on documenting the structures and projects that are architecturafly, 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 made by agency personnel with appropriate historical training, subject
to the approval of NARS. However, any records created prior to January 1, 1921, must be
offered to NARS before applying the disposition instruclior in this schedule.

This schedule relates primarily to records on the design and construction of buildings.
However, the principles established here can also be applied to other static structures eind
miseeQaneous engineering projects.

Those records which pertain to the design process generally consist of:

Preliminary Drawings. Drawings and sketches that are conceptual in nature.
These drawings, which are usually freehand studies that show the basic design of
the structure, include the arrangement of rooms, general appearance of
elevatioTs and flo»r 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 flocr plans.

SUPERSEDED

SUPERSEDED



   

         
   

          

          
         

         
          

           
         
        

              
             
           

           
           

         
              
            

           
            

              
      

          
        

          
  

          
   

         
         
   

            

GENERAL RECORDS SCHEDULE 22

Models. Three dimensional, reduced-scale models which are prepared for
illustrative or presentation purposes.

"nie records which pertain to the construction process usually consist of:

Intermediate and Prefipal 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, mechcuiical, electrical, and air-conditioning details, as
well as site cind landscaping plans. This is probably the most importcuit 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 heating systems, not only
provide instructions for asseroblying 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 original 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 cind manufactured items
depicted on related drawings.

Space Assignment Plan. Drawings which depict outline floor plans used for space
assignments.

SUPERSEDED

SUPERSEDED



   

  

   

    
     

 

     
   

      
   

 

 

      
   

   

    
      

     
    

      
      

 

    
   
     

    

  

  

 

   

 

    

 

    
     

 

     
  

     
   

    
     

   

GENERAL RECORDS SCHEDULE 22

ITEM
NO.

1.

2.

DESCRIPTION OF RECORDS

Federal Structures Desien Files.

Preliminary and presentation drawings
and models of Federal structures and
engineering projects.

a. Files selected for architectural,
historical, and technological
significcuice (see notes at end of
schedule for selection criteria).

(1) Drawings.

(2) Models.

b. Files not included under Item
la of this schedule.

Federal Structures Construction Files.

Intermediate and prefinal, final working,
"as built," shop, repair and alteration,
contract, and standard drawings; project
specifications, with documents relating
to their preparation; and space assignment
plans of Federal structures and engineering
proj ects.

a. Files selected for architectural,
historical, and technological
significance (see notes at end
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.

AUTHORIZED DISPOSITION

Permanent. Offer to NARS
within 5 years after completion
of project.

Submit SF 115, Request for
Records Disposition Authority.

Dispose of when no longer
needed for administrative
purposes.

Permanent. Offer to NARS
when file is inactive (see
introduction to this schedule).

SUPERSEDED

SUPERSEDED



   

  

       
  

    

    
     

      
     

     
 

     
  

 

     
     

    
 

 

      
   

 

 

     
   

    
    

    
      

     
  

    
    
    

  

    
   

    
 

     
 

    
   

GENERAL RECORDS SCHEDULE 22

ITEM
NO.

3.

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
by private firms or other Federal
cigencies 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.

Microform 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 axe 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.

Microform copies of design and
construction Hies.

Submit SF 115, Request
for Records Disposition
Authority.

SUPERSEDED

SUPERSEDED



   

 

   

          

 

          
          

            
             

 

            
             
           

            
      

       
         

       

 

        
         

           
        

          
         

          
   

          
    

 

           
          
          

          
          

GENERAL RECORDS SCHEDULE 22

EXPLANATORY NOTES

Items la and 2a.

Criteria for the selection of architecturally, historically, and technologically significant
files;

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 building most
representative of the basic design, for each variant of standard designs, and
for each repetitive but slightly different design.

Architectural Style. Buildings which embody the distinguishing
characteristics of either a period or a regional architectural style

innovations. Buildings which include circhitectural or engineering
innovations.

Historical Significance

Adnainistrative 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 with events
or persons who represent the broad history of the country.

Noted Architect. Drawings by noted architects or engineers of both
proposed cind 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

SUPERSEDED

-

SUPERSEDED



   

           
            

           

            
        

         
             

        
             

          
           

             
          
          

            
           

          
        

 

                
            

 

             
           

             
           
             
            

              
             
            

              
              

            
            

GENERAL RECORDS SCHEDULE ll

buildings. In general, files which show bow 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 cmd 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 2b.

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
rec(»d 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

SUPERSEDED



  
     

    
    

              
              
         

             
              
             

              
          
      

    

     
     

  

   

     
      

      
       
      
      

    
       

     
     

      
        

       
      

     
       

       
        

      
       

     
    

     
       

         
    

 

    
     

   
      
      

     

November 22, 1983
GSA Bulletin FPMR B-124, Supp. 1

Attachment
GENERAL RECORDS SCHEDULE 23

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 oy this schedule relate to routine
internal administrative and housekeeping activities. The records generally serve
facilitative or informational purposes. They are not oasic 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, fidget Preparation, Presentation, and Apportionment
Records, and Schedule 16, Administrative Management Records.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Destroy when 2 years old
or when no longer needed,
whichever is sooner.

1. Office Administrative Files.

Records accumulated oy individual offices
that relate to the internal administration
or housekeeping activities of the office
rather than the functions for which the
office exists. In general, these records
relate to the office organization, staffing,
procedures, and communications; the
expenditure of funds, including budget rccrJs ',
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 are prepared in the
office and forwarded to higher levels) and
other materials that do not serve as official

.documentation of the programs of the office.
£^No^1 This schedule is not applicable to

iKeTecord copies of organizational charts,
functional statements, and related records
that document the essential organization, _____
staffing, and procedures of the agency^ ,
Sco--eaS=t4,Htem-l^.

fd O If li ^ //v -Ci'hiii, flrrS/ V
2. Schedules oi Daily Activities.

•/- /

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

— 

SUPERSEDED



     
  

   

    

        
 

    
     

     
       

    
     

    
     
     

    
     

    
   

   
     

   
    

   
    

   
   

    
     

     
  

       
     

    
    

    
     

  

     
  

    
     

      
      

   
      

   

      
  

       
     

 

    

    

GSA Bulletin FPMR B-124, Supp. 1
Attachment November 22, 1983

ITEM
NO.

GENERAL RECORDS SCHEDULE 23

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

to oe "personal records" are not covered oy
this item.

a. Records containing substantive
information relating to the official
activities of high level officials,
the suostance of which has not oeen
incorporated 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, oureaus, or
equivalent; principal regional
officials; staff assistants to
those aforementioned 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 comparaole positions.)

o. Records of other than high level
Federal employees as defined in
"a" aoove containing suDstantive
information relating to official
activities, the suostance of
which has not oeen incorporated
into official files.

c. Routine materials containing no
suDstantive information
regarding the daily activities
of other than high level
officials as defined in "a" aoove;
and records of all Federal employees
containing suDstantive information,
the suostance of which has oeen
incorporated into official files.

(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

SUPERSEDED



   

   

  
  

    
       

        
       
      
   

       
   

       
    

    
      

    

    
     

      
     

     
     

  

    
      

       
      

   

     
    

     
     

    
     

      
     

 

    
      

        
     

      
   

      
    

  

ITEM
NO.

GENERAL RECORDS SCHEDULE 23

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

3. Suspense Files.
Dec i.T> fH
Papefe 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.

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.

4. Transitory Files-

.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
information 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 materi2il.

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

SUPERSEDED

SUPERSEDED



   

   

  
    

       
     

    
    
    

  

     
     

    
     

      
       

   

     
     

      
 

  

    
    

   
      
  

   
   
   
     

   
   

    
    

    
      
    
      

  

 

  
    
  

     
     

    

ITEM
NO.

GENERAL RECORDS SCHEDULE 23

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

c. Quasi-official notices.
Memoranda and other papers
that do not serve as the basis
of official actionSi such as
notices of holidays or charity
and welfare fund appeals,
bond campaigns, and similar
papers.

Routine Control Files.

Job control records, status cards,
routing slips, worX processing sheets,
correspondence control forms, receipts
for records chargeout, and other
similar records used solely to control
worK flow and to record routine and
merely facilitative actions
taken.

Remove from related records and
destroy when work is completed
or when no longer needed for
operating purposes.

Technical Reference Files.

Copies of documents retained
'"strictly for reference and
infbrtDational purposes emd
which ar^not part of the official
files- Includ^copies of reports,
studies, speciaLcompilations of
data, drawings, periodicals,
books, clippings, extbalnonrecord)
copies of "policy and prt
files, brochures, catalogs'^'vt;ndor
price lists, and publications

7.

prepared intern^ly and external!
Note! Reference materials relevant
to permanent records accessioned
by or sdieduled to be accessioned
by th^^ational Archives should
be offered to NARS for appraisal
(^ubmit SF 258).

Finding Aids-

Revi^vi-annually and
(^stroy material of no
'further reference value.

Indei^es. lists, registers, and other
finding aids necessary for the
efficient use of other records.

SUPERSEDED

SUPERSEDED



   

   

       
     

     
     

   

    

     
  

   
      

     
   

     

GENERAL RECORDS SCHEDULE 23

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

a. Finding aids for series that have
been accessioned by the National
Archives and those relating to
major program case files not
previously authorized for disposal.

b. All other finding aids.

Submit SF 115, Request for
Records Disposition Authority.

Follow disposition instructions
for the records to which they
relate, or destroy when no
longer needed for reference.

U01-it63 0 • 63 10-

SUPERSEDED

SUPERSEDED



  
 

   

     

              
          

                
              

             
             
            
               
             
             

       

               
              
               

   

               
 

  

  

      
     

    
     
     

 

    
    

     
   

 

  

    
     

     

  

 

    
      

     
   

 

 

     
    

 

FPMR 101-11.4
October 1982

GENERAL RECORDS SCHEDULE 24

Temporary Commissions, Committees, and Boards Records.

This schedule relates to records that are most often created by a temporary commission,
committee, board, conference, task force, or similar organization. These organizations
are usually established by an Act of Congress or Executive Order fora 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 fiscal
matters, this schedule relates 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 (manuscript) and/or non-textual (machine-readable and audiovisual) records.

Records which are required to be offered to the Naticral Archives are irdicated under the
disposition authority as 'Submit SF 258." This Request for Transfer of Records should be
submitted to the Naticnal Archives and Records Service at least 60 days prior to the
termination of the organization.

For convenience, the term "Commissicn" is used in this schedule to cover all types of
temporary organizations.

rrEM
NO.

1.

DESCRIPTION OF RECORDS

Commissicn Meetings Files.

The meetings files of a Commissicn,
including those held in executive
session, generally consist of
the agenda, minutes of meetings
and briefing materials for the
Commissicners.

AUTHORIZED DISPOSmON

Submits? 2 58, Request
for Transfff of Records,
60 days prior to the
termiration date of
the Commission.

Public Hearings Files.

The public hearings files
generally consist of the edited
and unedited transcripts of the
hearings.

General Correspondence Files.

Submits? 258.

General correspondence files consist
of letters received and copies of
letters sent concerning the overall
mission of the Commisson.

Submits? 258.

Publicaticn FUes

Publicaticn files consist of cne
copy of each published report.

SubmitSF 258.

SUPERSEDED

SUPERSEDED



   

  

    
    

    

  

 

      
       

  

 

      
     

    
   

  

  

     
     

    

 

  

    
     

    
       

   
   
   

   
    

   
  

  

  

     
      

      
      

   

  

ITEM
NO.

5.

GENERAL RECORDS SCHEDULE 24

DESCRIPTION OF RECORDS

study, pamphlet, booklet, poster,
and other publications produced
by or for the Commission.

News Release Files.

AUTHORIZED DISPOSITION

News release files consist of one
copy of each release issued by the
Commission.

Submit SF 258.

6. Speech Files.

Speech files consist of one copy
of each speech by Commission
executives relating to the
mission of the Commission.

Submit SF 258.

7. Press Conference Files.

8.

Press conference files consist of
the transcripts of each press
conference held by the Commission.

Organizational Files.

Submit SF 258.

Organizational files consist of
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.

Submit SF 258.

9. Unpublished Studies Files.

Unpublished studies files consist of
the final version of each unpublished
study or report prepared by the
Commission staff or by an individual
or organization under contract.

Submit SF 258.

SUPERSEDED

SUPERSEDED



   

   

   

    
      

    
    

   
    

   
   
   
  

    
     

  

 

     
    

    
   

     

  

    
    

      
    
    

 

   

  
   

   
  

  

 

    
    

     
   

       
      

       
     

    
 

    

ITEM
NO.

GENERAL RECORDS SCHEDULE 24

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

10. Project Subject Files.

Project subject files consist
of all records relating to a
specific project from inception
to completion. Included are
correspondence with other
Federal agencies. Slate and
local governments, private
companies, organi2ations. and
institutions, and private
individuals; questionnaires;
roemorcindums; staff and contractor
studies and reports; and related
records.

Submit SF 258.

11. Audiovisual Files-

Audiovisual files consist of still
pictures, motion picture films,
sound recordings, video recordings,
and related documentation
produced by or for the Commission.

12. Chronological Files.

Chronological or reading files
maintained at the Commissioner
level or for the entire Commission,
excluding files maintained by
individual staff members or
project offices.

13 15. Reserved.

Submit SF 258.
See General Records
Schedule 21. Audiovisual
Records, for guidelines.

Submit SF 258.

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

SUPERSEDED



   

   

   
      

        
    
    

  
   

   
    

   
   
  
  

  
  

    
    

    
    
   

 

    
     

  

  

  

  
  

    
     

     
   

   

   
  

    
  

   

   
    

   

    

GENERAL RECORDS SCHEDULE 24

ITEM
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 economict sociaL
natural resources, political
or judicial data; national
security or international
relations information; and
scientific information
including environmental,
oceanographic, atmospheric
and medical data.

When created or received
by the Commission in
pursuance of Federal law
or in connection with
the transaction of
public business.

When created under contract
and are in the possession
of the contractor.

Submit SF 258.

Submit SF 258.

Machine-Readable Indices
(Information Retrieval Files).

Records used to facilitate
access to textual or non-textual
records.

Submit on the SF 258
for the related records.

c. Housekeeping Master Files.

Records documenting the
routine administrative
processes, such as fiscal
accountability, supply
management, and payroll
administration.

See General Records
Schedule 20, Part I,
Items 27, 28, 29.

Mission and Housekeeping Processing
Files.

SUPERSEDED

SUPERSEDED
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GENERAL RECORDS SCHEDULE 24

ITEM
NO. DESCRIPTION OF RECORDS

Records including inputi 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.

17 19. 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
cind institutions.

Mailing 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 n.

See General Records
Schedule 20, Part III.

Submit SF 256.

Destroy when obsolete,
siq)erseded, 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

SUPERSEDED
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GENERAL RECORDS SCHEDULE 24

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

24. Transitorv Correspondence.

Correspondence requiring no substcintive
reply, such as requests for publications
and general information.

Destroy when request is
completed or on termination.

25. Rejected Offers.

Records offered to the National Archives
but appraised as lacking sufficient
research or other value to warrant
permanent retention.

Destroy immediately.

SUPERSEDED

SUPERSEDED



    

    

  

           
            

             
          
         

         
           

             
          

           

            
            

             
          
         

             
           

           
         

  

   

    
    

   
   

     
   

   
 

 

      
     

     
      

   

     

    
    

      
   

    

   

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; reconmends policies to preroote economy, efficiency, and
effectiveness and to prevent fraud and abuse; and reports problems, deficiencies
and progress to the agency head. Statutory OIGs must sutmit saniannual 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 {!) does not cover records created or accumulated by Inspectors
General of military agencies (i.e., the Department of Defense and all DOD
components) and the Central Intelligence Agency and (2) may not cover all records
created or accumulated by Inspectors General of other agencies. OIG
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.

1.

DESCRIPTION OF RECORDS

Policy and Procedures Files.

Records defining and documenting
'the policies required for
directing, controlling, and
carrying'Oi^t OIG operations^,/Also
records on planning and developing
OIG policies and'-ptocedutes.
Consist of manuals^^^ndbooks,
directives, and.workin^papers.

AITTHORIZED DISPOSITION

a. One record copy of each if'^t
included in the agency's perma
neht set of master directives
files or the record set of
publications.

b. All other copies

c. Working papers and background
materials.

Permanent. Cut off when
superseded or obsolete. Offer
to NARA in 10 year blocks
when 10 years old.

Destro^N^hen no longer needed.

Destroy when TOsj^nger needed.

SUPERSEDED

-

SUPERSEDED



    

   

  

     

     
      
     

      
     
      

      
      
     

    

 

     

  

  

    
     

     
     

     
    
    

    
     
     
    

     
    
    
    
    
    

   

       
   

    

    

April 28, 1986 NARA Bulletin 86-2

ITEM
NO,

2.

3.

GENERAL RECORDS SCHEDULE 25

DESCRIPTION OF RECORDS

Semiannual Report to the Congress
Files.

RepDcts prepaced by the statutory
OIGs and sut»nitted to the Congress,
and working papers. The reports
summarize the activities of the OIG
for the six-month periods ending
March 31 and September 30. For
details on the composition of these
reports, see Section 5, Public Law
95-452, as amended by P.L. 97-252.

1^-^ ppmrd rnfi^' of ____ _

/VJTHORIZED DISPOSITION

b. Other copies of the report.

c. viocking papers.

Investigative Case Files.

Case files developed during
investigations of known or alleged
fraud and abuse and irregularities
and violations of laws and regu
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. Ttiis in
cludes investigative files relating
to employee and hotline complaints,
and other miscellaneous ccmplaint
files. Files consist of investi
gative reports and related docu
ments, such as correspondence,
notes, attachments, and working
papers.

Permanent. Cut off upon
~li*s

Offer to NARA in 10 year blocRT'
when 10 years old.

Destroy \rfien no longer needed.

Destroy when no longer needed.

SUPERSEDED
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­
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April 28, 1966 NARA Bulletin 86-2

ITEM
NO.

GENERAL RECORDS SCHEDULE 25

DESCRIPTION OF RECORDS AUTOORIZED DISPOSITION

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.

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.

Used as references to investigative
and audit case files.

Destroy when superseded or
obsolete.

SUPERSEDED

­

SUPERSEDED



  

  

  

  

       

  

          
          
          

            
            

          
         

           
       

             
        

         
           

   

 
  

  

  

    

MationaL , .’ ,0^ Archives
Wasl}ingiOTi, DC 20408

June 3, 1987

Subject: Updating the subject index to the CRS

NIRC Staff Members

In connection with the revision of the General Records Schedules
(GRS), Jean Keeting 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.
Submit 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. If 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.
-u/
HENR]/wOLFINfe"ER
Civilian Appraisal Branch

cc: Jean Keeting

DOC: HW'GRS'INDEX (W)

National Anhivesand Records AdrrurUsmuion

SUPERSEDED

SUPERSEDED



  

 

 

 
     

    
 

      

    

    

      

   
    

    
    

     

       
  
   

   
 

   
   

    
  

   
  
  

  

 
   

  

        

    

 
 

 
  

 

 
 

  

   
 
 

  
 

   

 
 
 
 
 

   

 

  

   
  

  

 
 
 

 

August 27, 1984

,41 y'

0rf Jr’tj.

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

rf->< GENERAL RECORDS SCHEDULES
SUBJECT INDEX

Jifi' Accidents, General (see Investigative Files) ^

Accident, Motor Vehicle Report ^

^ ^ Accountable Officers' Returns
Accountability ^ ^ ^ ^ 3 «/

f.u) Classified documents
^ Forms, transportation requests

Keys, security and protective^!
Personal property, files «.J

f ^ Transportation and travel ^
fJ ^ 3 ^I P 2^ Accounting «

Accountable officers'returns
Availability of funds
Collection of funds
Correspondence
Custody of funds
Deposit of funds
Exception, notices of, GAO
Maohine^poodablc filoo
Settlement, certificates of
Support documents
Surety, personnel bond

F3^
Accounts, general ^

'ij Allotment
Posting and control media

Accounts ^ P’2

f y Acquisition of Real Property, Title Papers W

^ Administrative Files (Office) ^

Administrative Management
Committees
Directives
Feasibility studies
Forms
Management improvement
Organization
Projects
Publications
Records management
Reports control

Schedule

f 2 10

/= i 18
9^

18^
IS 3

FT- 9^

F 2-Q ^
6
6
6
6
6
6

-gfr----
6
6
6

7
7
7

3

23

16
16
16
16
16
16
16
1C
16
16

Item

FJ 5 <-^

r3 \J

F3 6 ^

F 3 17
3 16
3 5^/

1 ^
4
4
5
4
4
2

37 39
3

7,8,9
6

12
1

14
4
5

13
7,10

2
3,6,11

8

- - - -

-

SUPERSEDED

SUPERSEDED



 
    

 

  

  

 

    
 
 
    

 
  

    

     

  

 

   

 

 
 
 

 

 

    

 
 

 

  
 

FPMR 101-11.
GSA ftjlletin 6-12^1, 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

vudiovisual

April 12, 1984

Schedule Item

1
U

1
1
1

14

1
3
19
15

31d
26

7d
31a
23
17

15
14
12
7

18 15

Contracts 21 62
Finding aids 21 63
Graphic arts 21 9-14
. Artwork

Flyers 21 10
^\Letterhead 21 10

Otrts^nding originals 21 14
Posier^v. 21 10,13

Line copies, charts & graphs 21 12
Photo-mechanical>€production 21 11
Viewgraphs 21 9

Motion pictures 21 15-27
Agency activities 21 23
Duplicates \ 21 19
Educational \2l 20
Engineering 18
Entertainment 2l\ 16
Grants 21 \\ 24
News releases 21 21
Outtakes 21 \27

SUPERSEDED

' 

SUPERSEDED



  
   

  

  
 

 

 
 

  
 
 

 
 

 
 

 
 

  
 

  
  
  

   
  

   
 

 
  

 
 

   
    

 

    

 
 

 
  

  
 

 

Schedule Item

Motion Pictures (cont.)
\ Policy (agency programs) 21 25

\Public stfvice announcements 21 22
Recruiting 21 20
R^eareh and development 21 2$
SciWitific medical 21 18
StocV footage 21 27
Survetl^ce 21 17
TelevlsRn 21 21,22
TrainingX 21 IS,23

Producticv) fileV 21 62
Scripts \ 21 62
Sound recordings \ 21 46-61

Appearances (Redia) 21 60
Conferences \ 21 56
Dictation \ 21 47
Documentation \ 21 56,61
Dubbings \ 21 51
Effects \ 21 48
Grant-produced \ 21 58
Hearings \ 21 56
Internal management \ 21 55
Meetings \ 21 46
Media production \ 21 48
News recordings \ 21 50
News releases \ 21 53
Oral history collections \ 21 57
Pre-mix elements \ 21 49
Public service armourteements \ 21 54
Radio programs \21 52
Speeches Rl 56
Studies 61
Testimony (Congress) 2l\ 56

Still photogra[^ 21 \ 1-8
Ceremonial 21 \ 1
DipUcates 21 \ 4
Filmstrips (internal training)
Others (not in items 1-4)

21 \ 3

Black and white 21 \ ®

\ 7
Color 21

Filmstrips, slides 21

Pasports 21 2
Personnel identmeation 21 2
Portraits (senior officials) 21 5
Slides (internal training) 21 3

Video recordings 21 28^5
Agency activities 21 39

SUPERSEDED

SUPERSEDED



  

  
   

  
 

 
 

  
 
 

  
  

 
 

  
  
  

   

  
 

  

 

 

   
  

  
 

  

 

   

 

  

  
  

  

  

April 28, 1986

Video recordings (cont'd.)
Appearances (top officials)
Awards presentation

'Ni^nferences
DilbMngs
Educ^'tional
Eng ineebi^g
Entertainment
Grant-product
Hearings
Internal managem^i^^t
Management instruc^on
Medical
Meetings
News releases
Outside sources
Practice tapes
Public service announcements
Rectuiting
Research and development
Role-playing sessions
Scientific
Speeches
Surveillance
Television
Testimony
Training

Audit Case Files

Automobile Permits

Awards (Personnel)

Bid and Proposal Files
Acceptable bidders
Cancel led
Successful
Unsuccessful

Bills of Lading

Binding

RnardO ; Temporary

Bonds

NARA Bulletin 86-2

Schedule Item

Budget

Personnel surety
Savings

Appor tionment
Correspondence files
Estimates

21 44
21 34
21 41
21 35
21 36
21 33
21 29
21 42
21 41
21 40
21 31
21 33
21 34
21 37
21 43
21 30
21 38
21 36
21 45
^1 31

33
21 ^\ 41
21 32
21
21
21 28,31,39

25 ^4-

11 4

1 12

2 6
3 6d , 14
3 6c,14a
3 6a,14b
3 6b,14a

9 I

13 3

5
5
5

6
5,6,7

6
1.3

2

SUPERSEDED

' - ----------------------------------------
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December 22, 1982

Budget (eonL)
Reports
Work papers

Calendars
Carrier (see Tranaportation)
Cartographic

Case Files

GSA Bulletin FPMR B-124
Schedule Item

5
5

S
4

Allocation 11 2
Correspondence 11 1,2b
Credentials 11 4a
Directory service 11 3
Plans 11 2a
Release 11 2
Reports 11 2b
Request for services 11 3
Utilization 11 2

23 2

Aerial film 17 18
Charts

Aeronautical 17 1-8
Hydrographic 17 1-6

Color pulls 17 2
Color separation sheets 17 2
Composites 17 2
Data tapes 17 17
Field survey notes 17 9
Finding aids 17 8,18
Globes and models 17 7
Map histories 17 4
Maps

Computer 17 6
Correction 17 2
Hand drawn 17 1
Microfilm 17 5
Published 17 3
Raised relief 17 7

Agency policy changes 18 lb
Classineation appeals 1 7b
Contract appeals 3 19
Emergency planning 18 28

-Grants -4- ■tt*
•rt— ^ t nIV

Informational services 14 8
Map history 17 4

SUPERSEDED

SUPERSEDED



   
     

  

 

  
 

 

  
 

 

 

  

   

 
 

 
 

   
 

 

 

   
 

    

  

 

FMPR iOl-il.4 April 12, 1984
GSA eulietin FPMR &-I24 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

Surplus property 4 1,6

Certilicates
Classilied document destruction 18 4
Eligibles (employment) 1 5
Export 9 1
Performance rating 1 23
Settlement 6 3
Tax exemption 3 13

M 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 18 2
Container security 18 8

Classified Information and Control
Access control 18 7
Container security 18 8
Correspondence 18 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 12c

24----------- -------------

SUPERSEDED

SUPERSEDED



    

   

  

  
 

 

 

     
 

    

 

     
 

  

 

   
   

 
 
 
 

 
 

 

 

 

 

 

April 28, 1986 NARA Bulletin 86-2

Committees

Communications
Administrative
Coccespondence
Equipment
Long distance telephone reports
Messages
Opet at ion
Reports

Administrative
Load
Per formance
Statistical
Telephone

Vouchers

Complaints, Discrimination

Construction (see Design and Construction)
C0,\'h‘aci' F-i/fS

Contracts

Contractors' Employment Practices, EEO

Contractors' Payrolls

Contractor's Statement of Contingent or
Other Fees

Control Files (Routine)

Correspondence
Accounting
Budget
Building and space maintenance
Classified information and control
Communications
Cost accounting
Emergency planning
Expenditure accounting
Facilities, security
Grants
Housing
Informational services
Motor vehicle
Pay
Personnel

Schedule

16

-W

12
12
12
12
12
12

12
12
12
12
12
12

3
3

19
21

1

3

23

6
5

11
18
12

8
18

7
18

3
15
14
10

2
1

Item

12
-S-

1 t

2
2

2b,2d(2)
4

3b,3c
3a

2b
3a
3a
2c

4
2d

4
13
62

26d(1)

12

20

5

5
1,3

1,2b
2
2
2

27
1
9

17
1

4,7
1
2

3,17a,17c,
18a,34a

SUPERSEDED
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SUPERSEDED



 
  

  
   

 
  
   

    
   
  
  

 

 
  

 
 
 
 

 

 

  

  

 

  

    
 

 
 

 
 

 
 

 
  

 

 

Correspondence (eont)
Personnel security
Plant accounting

' Printing, administrative
Procurement
Property disposal
Research and development
Security and protective service
Space and maintenance
Stores accounting
Surplus property
Transportation
Travel

Schedule

18
8

13
3
4

19
18
U
8
4
9
9

Item

23
• 2

3
3
4
9
9
1
2
4
5
5

Cost Accounting

Credentials

Correspondence
Ledgers
Reports

Deductions, Payroll

Design and Construction

Directives

Discrimination Complaints

Dispensary Control Files

Drawings (Design and Construction)
Alteration
As-Built
Contract
Design

It

Manuscript
Maps
Measured
Microform

8
8
8

11
18

22
22
22
19
22
22
1?
22
22

2
8
7

13,20a

Construction Hies 22 2
Design files 22 1
Drawings 4 7

It 22 1,2,3,4
Finding aids 22 5
Microform files 22 6
Models 22 la(2)
Speoifieations 22 2

Master set 16 1
Emergency planning . 18 28

26

20

2
2
2
8

1(1)
3
1
4
6

SUPERSEDED

SUPERSEDED



  

 

    

 

 
  

  

 

 

    

 
  

  
 

      

 

   

   

   

 

  

 

  
    

 

  
 

 

December 22, 1982

Drawings (coni.)
Preliminary

GSA Bulletin FPMR B-124
Schedule Item

Real properly 4 7
Research and development 19 10
Federal structures design 22 1

Presentation 22 1
Repair 22 2
Shop 22 2
Space assignment 22 2
Standard 22 2

Driver Tests 10 7

Electronic Data Processing (see Machine-Readable)

Emergency Planning
Case fi les 18 28
Correspondence 18 27
Directives 18 28
Directives reference files 18 29
Operations tests 18 31
Plans 18 28
Reports 18 30

Employee Records (see Personnel and also Payroll)

Employee Safety 1 3a

Employee Transfer and Detail 1 H

Equal Employment Opportunity Complaints 1 26

Erasable Media (see Machine-Readable)

Estimates, Budget 5 2

Executive Development Program 1 3

Expenditure Accounting
Allotment 7 3
Correspondence 1
Ledgers 7 2

on T rtn nn
Posting and control

6U

7
« id *

A

Facilities, Security
Correspondence 18 9
Inspections and surveys 18 10,11
Invest igation 18 12

Feasibility Studies 16 4

3 Vci

SUPERSEDED

SUPERSEDED



 
     

 

     

    

     
 

 
 
 

  

   

  

  

 

 

 

  
 

 

  

 
 

  
 

 

    

    

FPMR 101-U.4
GSA Bulletin FPMR B-124,Supp. 3

Films

Finding Aids

Flexitime Attendance Records (see Payroll)

Followup Files (see Suspense Files)
e

Forms

Freedom of Information Act Files
Administrative
Appeals
Control
Reports
Requests

Freight

Functional Statements

Gasoline Sales Tickets

General Accounting Office

August 27, 1984

Schedule Item
Agency activities 21 23
Duplicates 21 19
Educational 21 20
Engineering 21 18
Entertainment 21 16
Grants 21 24
Out takes 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

General
^23 r?

Audiovisual
-Gaptogpapbic ~6rl8-
Design and oonstruction 2^ 5-

14
14
14
14
14

16

6

20
17
18
16
19

1,2

13b

7

•Machine"i't'mJaUfe~files.......... 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 12c
Government Losses in Shipment Act 9 2

-------------- -------- --------

SUPERSEDED

— 
-

SUPERSEDED



     

 

 
  

  

    

 
  
  

   
       

   
  

   
  

  

 

   

 
  

 
  

      
   

 

   

   

 
  

 
 

   
 

 

 

  
 
 

 

  
 

 

 

  

April 28, 1996 NARA Bulletin 86-2

Schedule Item

Grants
Applications

Case files
(research and deve-tepmefl-fe4-

■ffesearch ana de\7F16pTnent')
Control files
Correspondence

tiles
-PrtstJncts

Graphic Arts (see Audiovisual)

Guard
Assignment
Facility checks
Service control
Logs and registers

1 ie’.. tx'ji < i' ^ C-fc' ^
Health Programs, Civilian

Dispensary logs
Health record card
Individual cases
Machine-readable files
Reports

Histories, Agency

Household Effects, Shipment of

Housing
Applications
Ass ignment
Correspondence
Furnishings inventory
Lease
Haehi-rrcn^'a'aable f i I'Bs
Maintenance and repair
Reports
Requests (EEO)
Tenant
Vacancy

Incentive Award Case Files

Indexes (see Finding Aids)

Informational Services
Acknowledgement files
Bibliographies
Correspondence
Freedom of information
Infopmati on referievat rys-l

3

3

3
3

"Zt!'
"3-

18
18
18
18

I
1
1
1

20

1
16

15
15
15
15
15

-2B-
15
15

1
15
15

14
14
14
14

14

15
3-

16
17

19-

9-14

14
19
20
21
jr
20
19
21

• 3,4,
13-16

22
13c

7
5
1
6
4

I 3-H-
2
3

26e
5a

5

4
8

4.7
16-20

and III 11 13

11

---------

----------

---------

- -

SUPERSEDED
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April 28, 1986 NARA Bulletin 86-2

Schedule

Informational Services (Cont.)
Information management system studies
Press conference transcripts
Press releases
Press service files
Privacy Act files
Project case files

. Publications
Requests
Speeches
Subject files

Inspections, Safety and Security
Government-owned facilities
Privately-owned facilities

Inspectors General

Identification Credentials

Interview, Exit

Inventory

Investigation

Investigative case files (Inspectors General)

Invitations

Invoices, Stores Accounting

Job Descriptions

Key Control, Security

Labor Management Relations

Labo r a tOL y No

Leave

16
14
14
14
14
14
14
14
14
14

18
18

25

11

1

3

18

25

16

8

1

18

1

Item

14
1
1
5

25-29
6
1
3
1
2

10
11

1-5

4

8

10

12

3

12b(2)

3

7

17

29

8,9,10

SUPERSEDED
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December 22, 1984

Ledgers
Allotment
Cost report
General accounts
Plant accounting
Subsidiary

Levy and Garnishment

Losses inShipment Act, Government

lachine-Readable Records

Backup media
Guides
Informaticn retrieval

Instructions
Master reference

^rmediate data
files

Gr
He lecping
Loan
Re-fcrmaf
Scientific
Statistical
Summary

Print file
Publications
Reports
Souroe data

Specificatierts
File
Output
System

Temporary media
Test data
Test documentatim
Valid transaction
Work file

Mail
I Administration

^Control
i Loss report

GSA Bulletin FPMR B-124
Schedule Item

7
8
8
8
7

20
20

20
20
20

m 6,7

m 1,2,3

D 12,13

12 / 2-I i

3
8
2

1,6
4

23

2

I 33
m 8

m 11-13
1 21,22

n 11
I 19,20
I 27-29
I 19,20

I 34
I 13-18
I 1-12

I 23,24
I 31,32

I 30
m 10

6
n 3-10

3

5e

SUPERSEDED

SUPERSEDED



 
     

 
  

   
   
 

  

 

  

    

  

  

   

    

  

 

 

  

 

   

 

   

  

 

 
 
 

  

  
 

   

 

FPMR 101-11.4
GSA Bulletin FPMR B-124 Supp. 2

MaU (com.)
Messenger service

"^Penalty mail routing
■^Receipt and routing

Receipts
Registered mail
Stamps
Statistical reports

Mailing Lists

Maintenance

Management (see Administrative Management)

Manuals

Manpower Management

Maps (see Cartographic)

Medical Records (see Personnel)

Merit Promotion Case Files

Messenger Service

Models

Motor Vehicle

News Releases

April 12, 1984

Schedule item

y)l a. C>^class> f‘ca

Al-,
'

€ per ^ ^

c^jexTi

12
12
12
12

13

11

1€

1

H

I H

5a,6f
5a,6b
6e,6c
6b,6d

5

1,5

I

29a

t 12 12a(l)

Cartographic 17 7
Design and construction 22 1(2)

so see Audiovisual) 21 15-27
Production files 21 62

Accidents 10 5
Correspondence 10 1,7
Cost and expense data 10 3
Maintenance 10 2b
Operation 10 2a
Releases 10 6
Reports 10 4

14 lb ^
21 21,37,50,53-'7

z-x

3 I

SUPERSEDED

— 

, ' 

SUPERSEDED



     
   

   

   

  

    

 
  
  

   
 
  
 

  

 

 

 

 

  

 

  

 

    
 

 
   

   

Nondisclosure Agreements (see Classified or
Classifiable Information Nondisclosure
Agreements)

Schedule Item

Nonerasable Media (see Machine-Readable)

Notification of Personnei Action 1 14
2 11

Numerical Forms Files 16 4

Offices, Records Common to Most

Finding Aids 23 7
Office Administrative Files 23 1
Routine Control Files 23 S
Schedules of Daily Activities 23 2
Suspense Files 23 3
Technical Reference Files 23 6
Transitory Files 23 4

Official Personnel Folders 1 1

Organizational Charts 16 13

Organizational Records 16 13

•Overseas Employment 1 3

Parking Permits 11 4

Passes 11 4

Pay
Allotments 2 4
Applications for leave 2 8
Bonds

Authorizat ion 2 4
Purchase 2 7
Receipt and transmittal 2 6
Registration 2 S

Budget authorization 2 12
Correspondence 2 2
Individual earnings and service cards 2 1
Insurance deductions 2 22
Leave record 2 9,10
Personnel Action, Notification of 2 11
Time and attendance reports 2 3

15

SUPERSEDED

SUPERSEDED



    

  
  

  
  

  
    

  

 

 

 

 
  

   
   
   
 

  
  

 
    

  
 

 
 

    
     

 
 
 
  

  

    

   

   
   
    

  

 

 
 

 

 

 

 
 
 

 

 
 
 
 

  

 

 
 
 
 
 
 
 
 

April 28, 1986 NARA Bulletin 86-2

Payroll
Change slips
Cor respondence
Fiscal schedules
Flexitime attendance
Levy and garnishment

f i 1 'TT»
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
Certificates of

from 0PM)
Certification request control index
Correspondence

Schedule

2
2
2
2
2

Item

eligibles (originals)
eligibles (copies

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

Cases

-M-
2
2

2
2
2
2
2

1
1

1
1
1
1

1

1

1
1
1

1
10

1
1
1
1

1
1
1
1
1
1

15
2

16
3b
23

■i 27-fT
13
14

17
21

18c
18
24

31b
26h
34c

15,34g, j
4

12
341

5
34m

3,17a,17c
16a,34a

27
34
26

34n ,o
20

7
8
6

9,23a,26
7c(l)(b),3a

34d
34i

25
31a

21
19,21

20

---------I 

SUPERSEDED
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April 28, 1986 NARA Bulletin 86-2

Schedule Item

Reports 1 13
InEotmatLonal tiles 1 18
Injury '.UnfiS 1 32^
Interviews 1 8
Labor-Management relations 1 29
Leave 2 8,9,10
Letters of reference 1 10
Motor vehicle operation 10 7
Notification of Personnel Action 1 14
Official Personnel Folder 1 1,10
Performance ratings 1 8,23
Personnel security case files 18 23
Position classification

Appeals 1 7d
Standards 1 7a
Survey 1 7c

Position descriptions 1 7b
Position identification strips 1 11
Reduction-In-Force (RIF) records
Registers of eligibles

1 17b(l),31b .
34e I

Reports
Audits of delegated examining opera

t ions 34p
Statistical 1 16,22,26f
Time and attendance 2 3

Retention registers 1 17b
Retiremen t 1 21
Security clearance 18 24
Security violation 18 25
Service record card 1 2
Standards of conduct 1 28
Temporary records 1 10
Test material stock control 1 34b
Time and attendance 2 3
Training 1 30
Vacancy announcements 1 33

Personnel Security
-■ Case files 18 23

Correspondence 18 22
Status 18 24
Violations 18 25,26

Photographs (also see Audiovisual) 21 1-8

Plant Accounting
Account cards e 1,6
Correspondence 8 2
Ledgers 8 1,6
Structures 8 1

Police Records 18 15

Policy Files
Budget 5 1
Security 18 1

17

SUPERSEDED

-

SUPERSEDED



 

 

   

     

 

 

  

 

 
 

 

   
    

 
  

 

  
  

   
 

  
   
  

   
 

  

 

Schedule Item

postal Irregularities 12 8

postal Records 12 5

Posters (also see Audiovisual) 21 1

Press Releases and Press C<nference Transolpts 14 1

Pres Servioe 14 5

printing
Correspondence 13 2
Issuances 13 1
Mailing lists 13 S
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 2$

Procedural Issuances 16 1

c.
jyari

procurement
Bids and proposals

I Bond and surety
f' '^^Contracta

Contractors' payrolls
^Correspondence^Inventories

Machine readable files
Purchase orders
Real property acquistion
Reqtusiticns
Supply mana^ment
Survey, reports of
Unique programs
Tax exemption certificates
Telephone statements

production Piles (Audiovisml)

3

3

-20
3
3
3
3
3
3
3
3

1,4^
12

6

10
137 20-

1.4
2

1,4,7,8,9
3

lOe
1

13
11

------ ----- -

SUPERSEDED

SUPERSEDED



    

 

   

 

   
   

  
 

    

 

  

 

  

  

  

 

    

 

  

   

 
 

  
  

   
   
  
    

     

April 28, 1986 NARA Bulletin 86-2
Schedule I ten

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

_____ T -^n

Public Relations Records 14 1

Purchase Orders 3 1,4

Recordings
Sound 21 46-61
Video 21 28-45

Records Disposition Files 16 3

Records Holdings Files 16 6

Records Management Files 16 11

Recruitment Advertising 21 20

Reduction-In~Force (RIF) Records (see Per
sonnel)

Reemployment Rights 1 lb

Reports
Accident, motor vehicle 10 5
Budget 5 5
Building space and maintenance 11 2b
Communications 12 2,4
Control 16 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 2Ma»h i ncjr pad able ^ ->n Itl 10------------ -------------------------- - ------

SUPERSEDED

­

SUPERSEDED



 
 

 
 

  

 
  

 

   

 

 

  

  
   

  

      
 

 

  
 

  
  

 
  

 

    

   

Schedule Item

Reports (contO

Requisitions

Motor vehicle 10 4
Pay 2 3
Payroll 2 17,18c,21
Privacy Act 14 29
Property disposal 4 3,5
Space and maintenance 11 2
Statistical

Communications 12 2c
Mail 12 6b,6d

Personnel 1 16,22,26f
Surplus property 4 3,5
U.S. Savings Bonds 2 7

Bindings 13 3
Control registers 13 4
Duplication 13 3
Housing maintenance and repair 15 2b
Information 14 16,25
Honpersonal 3 8
Printing 13 3
Procurement 3 1>4
Public Printer 3 7
Stamps 12 6a
Supplies and equipment 3 9

^eh and Development
Committee end board files 19 2
'Correspondence 19 1,9
Drawigs and specifications 19 8
Indices^. 19 4
Investigative'filw 19 12
Laboratory notebook 19 6
Machine-readable fil^'\^ 20 1
Procurement 19 13
Program files \ 19 1
Progress reports \^19 11
Project case files 19^ 3
Project control files 19 10
Reference files 19
Source data files 19
Technical reports 19 7

Retirement

Safety and Security Inspections

Schedules of Daily Activities

2

18

23

SUPERSEDED

SUPERSEDED



  

    

    

 

   

   
   
   
  

 
   
 

  
  
  

 

   

       

    

  
  

  

     

   

    

 

  
 

December 22, 1982

Science (see Research and Development)

GSA Bulletin FPMR B-124
Schedule Item

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 11 3
Maintenance 11 5
Reports 11 2

Specifications A 7
-F9 ■ 8yW-
22 2

Speeches 14 la

Statement of Employment and Financial Interest 1
Art

25b

Oiulvl iVUi 1 lie

Still Pictures (also see Audiovisual)

&.U

21

1

1-8

Stores Accounting
Correspondence 8 2
Invoices 8 3
Returns and reports 8 4
Work papers 8 5

------- ------------

SUPERSEDED

------ —— 

SUPERSEDED



 
     

  

  

  

  

   
  

  

 

  

 

    

  

    

  
 
   

     

 

    

  

  

 

 

 

FPMR 101-11,4
GSA Bulletin FPMR B-124, Supp. 3

Suggestions-E mployee

Sunshine Act

Supply

August 27, 1984

Inventory
■Manggoroont
Requirements
Requisitions

Surety Bond Files

Surplus Property Correspondence
Personal property
Real property
Reports

Suspense Files

Tax Exemption Certificates

Tax Files

^Peciuucal-Refepence^les

Technology (see Research and Development)

Teleoom munications

Telephone Statements and Toll Slips

Television (agency sponsored)
News releases
Public service announcements

Temporary Commissions, Committees, and Boards

Title Papers

Time and Attendance Reports ^

Training Records

Transit Certificates

Transitory Files

Schedule

1

16

3
-2e-

3
3

4
4
4
4

23

3

2

3
6

21
21

24

3

2

1

9

23

Item

12a(l)

12c

10
4-27-29

5
7,8,9

4
1,6
2,7
3,5

18

6-

2,3

11
8

21,37,50,53
22,38,54

1-24

2

3

30

1

4

------- -

SUPERSEDED

— 

SUPERSEDED



   
     

  

 
   

   

  
  
   

 

 

    

 

      

      

 

 

   

 
 

 

 

 
 
 

 

 

 

April 12, 1984

Transportation

FPMR 101-11.4
GSA Bulletin FPMR 6-124 Supp. 2

Travel

Accountability
Bills of Lading
Correspondence
Freight records
Lost or damaged shipment

Accountability
Authorization
Correspondence
Orders
Reimbursement
Requests
Vouchers

U.S. Postal Service Records

U.S. Savings Bonds
Payroll savings
Receipt and transmittal
Registration
Reports

Vacancy announcements

Video Recordings (see also Audiovisual)

Visitors' Passes

Vital Records (Security copies of payroll)

Vouchers
Communications
General
Passenger transportation

Wage survey

Whitten Amendment Review

Work Papers
Administrative management
Budget
Publications
Stores accounting

Schedule

9
9
9
9
9

9
9
9
9
9
9
9

2
2
2
2

1

21

11

2

12
6
9

2

I

16
5

16
S

Item

5
1
5
1
2

5
3
5
4
4
3
3

4
6
5
7

33

28-45

4

13

2b
I
3

24

7c

4b,10
4
10
5

SUPERSEDED

SUPERSEDED



  

   

  

   

   

 

     

    
  

    
 

   
     

   

     
  

 

 

 

  

 

    

  

   

  

   
    

 

    

  

 

 

 

 

SF NUMBER

1

lA

IB

1C

7

7A

7B

7D

14

15

18

19

19A

19B

GENERAL RECORDS SCHEDULES

FORMS INDEX

STANDARD FORMS INDEX

TITLE

Printing and Binding Requisition

Binding Instructions

List of Books to be Bound

Printing and Binding Requisitltfi
for Specialty Items

U.S. Government Lease for
Real Property

General Provisions, Certification
and Instructions U.S. Government
Lease for Real Property

U.S. Government Lease for Real
Property (Short Form)

Service Record

Service Record Continuation

Employee Record

Position Identification Strip

Telegraphic Message

Claim for IQ-Point Veteran
Preference

Request for Quotations

Invitation, Bid and Award

Labor Standards Provisions

Representations and Certifications
(Construction and Architect
Engineer Contract)

Invitation for Bids (Construction
Contract)

GRS CITATION

3(7); 13(3)

3(7); 13(3)

3(7); 13(3)

3(7); 13(3)

3(1,4)

3(1,4)

3(1,4)

1(2)

1(2)

1(6)

1(11)

12(3)

1(1)

3(1,4,6)

3(1,4,6)

3(1,4)

3(1,4)

3(1,4)

SUPERSEDED

-

— 

-

SUPERSEDED



  

  

 

 

 

 

 

    

  

 

  

 

    
    

   

   
  

   

  

  

 

     
 

     

   

    
    

 

  

 

  

  

 

 

 

 

 

 

April 28, 1986

SF NUMBER

21

23

24

25

25A

25B

26

28

30

33

34

35

36

37

37A

39

39A

44

44a-d

TITLE

Bid Form (Construction Contract)

Construction Contract

Bid Bond

Performance Bond

Payment Bond

Continuation Sheet (For Standard
Forms 24, 25, and 25A)

Award/Contract

Affidavit of Individual Surety

Amendment of Solicitation/
Modification of Contract

Solicitation, Offer and Award

Annual Bid Bond

Annual Performance Bond

Continuation Sheet

Report of Procurement by Civilian
Executive Agencies

Report on Procurement by Executive
Agencies

Request for Referral Eligibles

Request and Justification for
Selective Factors and Quality
Ranking Factors

Purchase Order-Invoice-Voucher

Purchase Order-Invoice-Vbucher

NARA Bulletin 86-2

GRS CITATION

3(1,4,6)

3(1,4)

3(1,4)

3(1,4)

3(1,4)

3(1,4)

3(1,4,6)

3(1,4)

3(1,4,6)

3(1,4,6)

3(1,4,6)

3(1,4,6)

3(1,4,6)

3(5)

3(5)

1(5,34)

1(5,34)

3(4);6(1)

3(4);6(1)

SUPERSEDED

SUPERSEDED



    

 

 

 

    
  

    
  

   
   

   

   

   

   

   

   

   

    
 

     
 

 

  

      
     

 

  

    

    

  

April 28, 1986 NARA Bulletin 86-2

SF NUMBER

50

50A

SOB

51

52

54

55

56

61

61B

62

66

66A

TITLE

U.S. Government Motor vehicle
Operator's Identification Card

Physical Fitness Inquiry for
Motor Vehicle Operators

Certification of Insured
Ehiployee's Retired Status (FEGLI)

Notification of Personnel ActiOT

Notice of Short-Term Elnployment

Notification of Personnel Action

Request for Insurance (FEGLI)

Request for Personnel Action

Designation of Beneficiary (FEGLI)

Notice of Conversion Privilege

Agency Certification of Insurance
Status (FEGLI)

Request for Approval of Non-
Conpetitive Action

Appointment Affidavits

Declaration of Appointee

Agency Request to Pass O/er a
Preference Eligible or Object to
an Eligible

Official Personnel Falder

Official Personnel Folder Tab
Insect

Incentive Awards Program Annual
Report

GRS CITATION

11(4)

10(7)

1(1}

1(1,14);2(11)

l(l,14):2(il)

1(1,14);2{11)

1(1)

1(1)

1(1)

1(1)

1(1)

1(1,34k)

1(1)

1(1)

1(5)

1(1)

1(1)

1(3)

SUPERSEDED

SUPERSEDED



  

 

      
 

       
    

     
   

   

  

     

     

    
 

     
   

    
 

     

     

  

     
    

 

 

     
     
 

SF NUMBER TITLE GRS CITATION

71 Application Leave 2(8)

72 Report of Action After Agency Full
Field Investigation

18(23)

73 Report of Action After CSC or FBI
Section 8(d) Full Field Investigation

18(23)

74 Notice of Transmittal of Investigative
Reports for Security Determination

18(23)

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
Action

8S Data for Nonsensitive or
Noncritical-Sensitive Position

18(23)

85A National Agency Check Data for
Nonsensitive or Noncritical-Sensitive
Position

18(23)

86 Security Investigation Data for
Sensitive Position

18(23)

91 Operator's Report of Motor V^icle
Accident

10(5)

91A Investigation Report of Motor Vehicle
Accident

10(5)

94 Statement of Witness 10(5)

97 &
97A

The United States Government
Certificate of Release of a
Motor Vehicle

4(6); 10(6)

98 Notice of Intention to Make
a Service Contract and Response
to Notice

3(12)

SUPERSEDED

SUPERSEDED



  

      
    

   

    

  

     

     

    
   

     

    
  

    
  

  

     
   

     
  

     
  

     
  

     
 

    
     
  

SF NUMBER

98A

99

108

113A

113B

113E

114A

114B

114C

114C-1

114C-2

114C-3

114C-4

114D

TITLE

Notice of Intention to Make a
Service Contract and Response
to Notice (Attachment A)

Notice of Award of Contract

Statement of Receipts

Monthly Report of Federal Civilian
Employment

Payroll Report of Federal Civilian
Employment

Semi-Annual Report of Federal
Participation in EnroUee Programs

Sale of Government Property-Bid and
Award

Sole of Government Properly Item
Bid Page Sealed Bid

Sale of Government Property Item
Bid Page Sealed Bid

GRS CITATION

3(12)

3(4)

7(4)

1(16)

2(17)

1(16)

4(1,6)

4(1,6)

4(1,6)

Sale of Government Property General 4(1,6)
Sale Terms and Conditions

Sale of Government Property Special 4(1,6)
Sealed Bid Conditions

Sale of Government Property Special 4(1,6)
Sealed Bid Term Conditions

Sale of Government Property Special 4(1,6)
Spot Bid Conditions

Sale of Government Properly Special 4(1,6)
Auction Conditions

Sale of Government Property-
Amendment of Invitation for Bids/
Modification of Contract

4(1,6)

SUPERSEDED

— 
— 

— 
— 

— 

— 

— 
— 

— 

— 

SUPERSEDED



  

 

 

    
  

    
    

    

    
 

    

   
  

   
    

  

    
  

    

     
 

     
     
 

   

   

   
 

     

 

 

SF NUMBER

114E

1I^»F

115

115A

118

118A

118B

118C

119

120

120A

123

123A

126

TITLE

Sale of Government Property-
Negotiated Sales Contract

Sale of Government Property Item
Bid Page Spot Bid or Auction

Request for Records Disposition
Authority

Request for 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

GRS CITATION

'*(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)

SUPERSEDED

— 
— 

— 

— 

— 

— 

— 
— 

SUPERSEDED
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December 22, 1982 GSA Bulletin FPMR B-1

SF HUMBER TITLE GR8 CITATION

126A Report of Personal Property for
Sale (Continuation Sheet)

4(5)

127 Request for Official Personnel
Folder (Separated Employee)

1(17)

132 Apportionment and Reapportionment
Schedule

5(6)

133 Report on Budget Execution 5(5)

135 Records Transmittal and Receipt 16(3)

135A Records Transmittal and Receipt
(Continuation Sheet)

16(3)

136 Annual Summary of Records Holdings 16(6)

137 Agency Records Center Annual
Report

16(6)

138 Identification Card 11(4)

144 Statement of Prior Federal Civilian
and Military Service

1(1)

145 Order for Telephwie Service 3(4); 12(2)

USA Continuation Sheet Order for
Telephone Service

3(4); 12(2)

USB 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
Schedule * Continuation

3(4); 6(1)

150 Deposit Bond-Individual Invitation,
Sale of Government Personal Property

4(1,6)

151 Deposit Bond-Annual Sale of
Government Personal Property

4(1,6)

SUPERSEDED

-

— 

SUPERSEDED



 
    

 

 

    
     

 

  

    
    

   
 

  

     
  

    

   
   

  
 

  

     

 

  

  

    
  

     

     
  

  

  

  

  

FPMR 101-11.4
G5A Bulletin FPMR &^124 Supp.2

SF NUMBER

171

171A

173

177

ISO

182

189

203

211

215

224

225

230

248

248A

TITLE

Request for Clearance, Procurement
or Cancellation of Standard and
Optional Forms

Personal Qualifications Statement

Continuation Sheet for Standard
Form 171 "Personal Qualifications
Statement"

Amendment to Personal
Qualifications Statement

JoD Qualifications Statement

Statement of Physical Aoility for
Light Duty Work

Request Pertaining to Military
Records

Request, Authorization, Agreement
and Certification of Training

Classified Information Non
disclosure Agreement

Annual Audiovisual Report

Request for and Designation of Cashier

Deposit Ticket

Statement of Transactions

Report on Ooligations

US Government Payroll Savings
Plan-Consolidated Quarterly
Report

Annual Report on Federal Advisory
Committee

Annual Report on Federal Advisory
Committee (Continuation Sheet)

April 12, 1984

GRS CITATION

16(4)

1(1,15,33)

1(1,15,33)

1(1, 15, 33)

1(1, 15, 33)

1(1)

14(25)

1(1)

18(26)

16(6)

6(6)

6(1)

6(1)

5(5)

2(7)

16(12)

16(12)

%

SUPERSEDED

­

SUPERSEDED



  

     

     
  

     
  

  

   
 

   
    

      
     
   

  

    

     
   

   

    

   
   

   
    

     

SF NUMBER TITLE GRS CITATION

249 Membership List on Federal Advisory
Committee

16(12)

249A Membership List on Federal Advisory
Committee (Continuation Sheet)

16(12)

250 Annual Report on Federal Advisory
Committees, Summary Sheet

16(12)

252 Architect-Engineer Fixed-Price
Contract

3(1,4)

254 Architect-Engineer and Related
Services Questionnaire

3(1,4)

255 Architect-Engineer and Related
Services Questionnaire for Specific
Project

3(1,4)

258 Request to Transfer Approval and
Receipt of Records to National
Archives of the U.S.

16(3)

269 Financial Status Report 3(1,4,15)

270 Request for Advance or
Reimbursement

3(1,4,15)

271 Outlay Report and Request for
Reimbursement for Construction
Programs

3(1.4)

272 Federal Cash Transactions Report 3(1,4,15)

272A Federal Cash Transactions Report
(Continuation)

3(1,4.15)

273 Reinsurance Agreement for a
Miller Act Performance Bond

3(1,4)

274 Reinsurance Agreement for
a Miller Act Payment Bond

3(1,4)

U01-U63 0 B3 13- -

SUPERSEDED

-

SUPERSEDED



  

    
   

  

 
 

      
      

    

   

 

   

  

    
  

    

  
  

     
  

   

    

    

SF NUMBER TITLE GRS CITATION

275 Reinsurance Agreement in Favor
of the United States

3(1,4)

278 Financial Disclosure Report 1(25)

278A Information Sheet-Financial
Disclosure Report

1(25)

281 FPDS Summary of Contract Actions
of $10,000 or less and Subcontracting
Data on Selected Prime Contracts

3(1,4)

300 Budget Schedules General 5(2)

304 Object Classification 5(2)

306 Detail of Permanent Positions 5(2)

307 Supplementary Source Document 5(2)

308 Request for Determination and
Response to Request

3(1,4)

311 Agency Information Security Program
Data

18(1.2)

344 Multiuse Standard Requisitioning/
Issue System Document

3(9)

360 Request for Clearance of an
Interagency Reporting Requirement

16(4)

361 Discrepancy in Shipment Report 9(2)

362 U.S. Government Freight Loss/Damage 9(2)
Claim

363 (DISCON) Discrepancy in Shipment
Confirmation

9(2)

SUPERSEDED

-

-

SUPERSEDED



 

 

  

      
 

 

  

   

   

     
   

     
    

     
    

 

     
    

  

    

     

   

    
 

   

  

 

SF NUMBER

364

365

1012

1012A

1013A

1013C

1034

1034A

1035

1035A

1036

1038

1047

1048

1049

TITLE

Report of Discrepancy

Annual Report of Disposal of Foreign
Excess Property

Travel Voucher

Travel Voucher (Memorandum)

Payroll for Personal Services

Payroll for Personal Services

Public Voucher for Purchases and
Services Other Than Personal

Public Voucher for Purchases and
Services Other Than Personal
(Memorandum)

Public Voucher for Purchases and
Services Other Than Personal
(Continuation Sheet)

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 Voucher
for Refunds

Public Voucher for Refunds

GRS CITATION

9(2)

4(6)

6(1)

9(3)

2(13)

2(13)

6(1)

6(1)

6(1)

6(1)

6(1); 3(4)

9(4)

6(1)

6(1)

6(1)

SUPERSEDED

-

SUPERSEDED



 

    

     
  

       

    
  

  

      
 

       
     

      
    

    

    
   

 

     

     
  

    

     
 

     
 

     
  

SF NUMBER

1050

1069

1075

1080

1081

1093

1094

1094A

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

GRS CITATION

6(1)

6(1)

2(13)

6(1)

Voucher and Schedule of Withdrawals 6(1)
and Credits

Schedule of Withholdings Under the 3(1,4); 3(12)
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 3(13)

U.S. Tax Exemption Certificate 3(13)
(Documentation on Certificate Numbers)

1096

1097

1098

1103A

1104

1109A

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

Voucher and Schedule to Effect 6(1)
Correction of Errors

Schedule of Canceled Checks 6(1)

U.S. Government Bill of Lading- 9(1)
Memorandum copy

U.S. Government Bill of Ladir^- 9(1)
Shipping Order

U.S. Government Bill of Lading- 9(1)
Continuation Sheet (Memo)

SUPERSEDED

-

SUPERSEDED



  

    

    
 

  

     
   

     
   

  

  

   

  

 

 

     
   

     
   

 

     
  

     
    

    

   

     
    

    
    

 

SF NUMBER

1113

1113A

1126

1128

1128A

1129

1129A

1131A

1132

1143

1145

1145A

1150

1151

1152

1154

TITLE

Public Voucher for Transportation
Charges

Public Voucher for Tran^ortation
Charges (Memorandum)

Payroll Change Slip

Payroll for Personal Services
Payroll Certification and
Summary

Payroll for Personal Service
Payroll Certification and
Summary Memorandum

Reimbursement Voucher

Reimbursement Voucher (Memorandum) 6(1)

9(1)

GRS CITATION

6(1)

6(1); 9(1,3)

1(1); 2(15)

6(1)

2(13)

6(1)

U.S. Government Transit Bill of
Lading Memorandum Copy

U.S. 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

9(1)

6(1)

6(1)

6(1)

2(10)Record of Leave Data

Nonexpenditure Transfer Authorization 6(1)

1(1)Designation of Beneficiary Unpaid
Compensation of Deceased Civilian
Employee

Public Voucher for Unpaid
Compensation Due a Deceased
Civilian Employee

6(1)

13

SUPERSEDED

-

-

-

-

-

-

-

SUPERSEDED



  

 

    
    

   

     
  

     
     

     
   

    
   

    

    

     

     
 

     
  

   

   

     
   

     
     

    

     
     

      

  

 

SF number

U54A

1156

1156A

1157

1164

1165

1166

1166A

1167

1167A

1169A

1170

1172

1176

U76A

TITLE

Public Voucher for Unpaid
Compensation Due a Deceased
Civilian Employee Memo

Public Voucher for Fees and
Mileage of VVUnesses

Public Voucher for Fees and
Mileage of Witnesses Memorandum

Claim for Witness Attendance Fees,
Travel, and Miscellaneous Expenses

Claim for Reimbursement for
Expenditures on Official Business

Receipt for Cash Subvoucher

Voucher and Schedule of Payments

Voucher and Schedule of Payments-
Memo

Voucher and Schedule of Payments
(Continuation Sheet)

Voucher and Schedule of Payments
(Continuation Sheet) (Memorandum)

U.S. Government Transportation
Request-Memorandum

Redemption of Unused Tickets

Certification in Lieu of Lost
U.S. Government Transportation
Request

Public Voucher for Unpaid Pay
and Allowances Due a Deceased
Member of the Armed Forces

Public Voucher (or Unpaid Pay
and Allowances Due a Deceased
Member of the Armed Forces
Memorandum

GRS CITATION

6(1)

6(1)

6(1); 9(4)

9(4)

9(4)

6(1)

6(1)

6(1)

6(1)

6(1)

9(3)

9(3)

9(3)

6(1)

6(1)

- -

SUPERSEDED

-

-

-

SUPERSEDED



 

     
 

    
    

    
    

   
     

   
    

    
   

  

     
     

    

      
      
     

    
      
 

       
      
   

     
    

 

     
    

 

     
   

SF NUMBER

1177

1182

1183

1185

1186

1187

1188

1189

1192

1198

1203A

1204

1205

TITLE

U.S. Savings Bond Issue File
Action Request

Subscriber List for Issuance
of United States Savings Bonds

Subscriber List for Issuance
of United States Savings Bonds

Schedule of Undeliverable
Checks for Credit to Government
Accounts

Transmittal for Transportation
Schedules and Related Basic
Documents

Request for Payroll Deductions
for Labor Organization Dues

GRS CITATION

2(6)

2(5)

2(5)

6(1)

9(1)

2(4)

Revocation of Voluntary Authorization 2(4)
for Allotment of Compensation for
Payment of Labor Organization Dues

Request by Employee for Payment 2(4)
of Salaries or Wages by Credit
to Account at a Financial Organization

Authorization for Purchase and 2(4)
Request for Change: U.S. Series EE
Savings Bond

Request by Employee for Allotment of 2(4)
Pay for Credit to Savings Accounts
with a Financial Organization

U.S. Government Bill of Lading, 9(1)
Privately Owned Personal Property-
Memorandum Copy

U.S. Government Bill of Lading, 9(1)
Privately Owned Personal Property-
Shipping Order

U.S. Government Freight Waybill 9(1)
Privately Owned Personal Property

SUPERSEDED

-

SUPERSEDED



  

    
   

   
   

  

    
   

 

    
     

   

    
 

     
   

     
  

   
    

    
  

     
    

     
   

   

     

     

    

SF NUMBER TITLE GRS CITATION

1206 U.S. Government Freight Waybill-
Privately Owned Personal Property

9(1)

1218 Statement of Accountability
(Account Current) U.S. Dollar
Account

6(1)

1219 Statement of Accountability 6(1)

1220 Statement of Transactions According
to Appropriations, Funds, and
Receipt Accounts

6(1,5)

1221 Statement of Transactions According
to Appropriations, Funds, and Receipt
Accounts (Foreign Service Account)

6(1,5)

1303 Request for Federal Cataloging/Supply
Support Action

3(3,5)

2800 Application for Death Benefits
Civil Service Retirement System

1(1)

2801 Application for Retirement Civil
Service Retirement System

1(1)

2801A Superior Officer’s Statement
in Connection with Disaoility
Retirement

1(1)

2801B Physician's Statement for Employee
Disability Retirement Purposes

1(1)

2801C Transmittal of Medical and Related
Documents for Employee Disability
Retirement

1(1)

2801D Request for Medical Records (To
Hospital or Institution) in
Connection with Disability Retirement

1(1)

2802 Application for Refund of Retirement
Deductions

1(1)

2803 Application to Make Deposit or
Redeposit

1(1)

2804 Application to Make Voluntary
Contribution

1(1)

SUPERSEDED

-

-

SUPERSEDED



  

  

 
     

     
     

  

    
    

 

    
   

    

    
   

    
    

      
 

     
     
 

    
   

    
   

    
 

  

    

  

  

  

s
f

April 12, 1984

SF NUMBER

2805

2807

2807-1.

2807-2

2808

2809

2810

2811

2812

FPMR 101-11.4
GSA 0ulletin FPMR &-124 Supp. 2

2812A

2813

2816

2823

5515

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 Benefits
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

Debit Voucher 6(1)

GRS CITATION

2(23)

2(21)

2(21)

2(21)

1(1)

1(1)

10)

207)

207)

207)

10)

10)

Designation of Beneficiary lO)

------------------

SUPERSEDED

-

-

-

• 

-

SUPERSEDED



   
  

 

 

 

 

     
 

    
  

    
   

    
     

   

    

     
 

  

  

     
    

    
  

   

  

  

    

      
 

      
 

GSA Bulletin FPMR &-124
OPTIONAL FORMS INDEX

OF NUMBER

7

8

12

13A

13B

13C

16

17

20

26

40A

49

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 1/2")

Form Design Guide Sheet
For 33 1/3/96 Reduction
of 8"x 10 1/2"

ADP Form Design Spacing Guide

Sales Slip (Sale of Government
Personal Property)

Notice to. Bidder

Notice of Surety

Data Bearing Upoi Scope of
Employment of Motor Vehicle
Operator

Motor Vehicle Service and
Inspection Work Orders

Nomination for Interagency
Training

December 22, 1982

GRS CrTATlOW

11(4)

1(7)

11(5)

16(4)

16(4)

16(4)

16(4)

4(1,6)

4(1,6)

4(1,8)

10(5)

10(2)

1(30)

Motor Vehicle Service Authorization 10(2)

Inquiry for United States Government 1(15)
Use Only

Inquiry for United States Government 1(15)
Use Only

7

SUPERSEDED

-

SUPERSEDED



 

 

     
 

   

  

   
  

    
    

    
     

    
   

    

  

   

    
 

   

  

  

   

   
  

   

    

   

  OF NUMBER

55

59

60

62

63

68

101

108

111

112

m

115

116

117

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 Subcontract Commitments
(To Small Busineffi Concerns and
Minority Busines Enterprises and
Labor Surplus Area Concerns)

Safe or Cabinet Security Record

Security Container Information

Record of Travel Expenses

Summary Worksheet for Estimatir^
Reporting Costs

Daily Vehicle Usage Report

Combination Safe Card

Classified Material Receipt

Register 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

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(6)

18(6)

18(25)

SUPERSEDED

-

— 

— 

SUPERSEDED



 

 

  

     
 

     

    

  

   
  

  

     
   

 

     
    

 

   

     

 

  

  

   
 

 

   

  OF NUMBER

118

119

122

123

131

136

137

138

140

141

144

151

151(H)

152(H)

152A(H)

153

153A

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 Fore^n
Service Retirement System

Designation of Beneficiary

Application for Refund of Retirement
Contributions (Foreign Service
Retirement System)

Election to Receive Extra 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)

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)

SUPERSEDED

— 

SUPERSEDED



  

 

     
 

  

   

  

  

    

   
 

   
  

 

    

 

  

     
 

     

 

 

   

OF NUMBER TITLE GRS CITATION

158 General Receipt 6(1)

160 Request for Records (Freedom of
Information Act)

14(16)

163 Employee Suggestion Form 1(12)

164 Meritorious Service Increase
Certificate

1(12)

187 Telegram Repeat Request 12(3)

189 Travel Reimbursement Voucher 6(1)

189A Travel Reimbursement Voucher
(Memo)

6(1); 9(3)

189B Travel Reimbursement Voucher
(Continuation Sheet)

6(1)

189C Travel Reimbursement Voucher
(Memo Continuation Sheet)

6(1); 9(3)

190 Foreign Service Emergency Locator
Information

1(6)

191 Outgoing Telegram 12(3)

191A Outgoing Telegram (Continuation) 12(3)

199 Notice of Shipment of Effects
Residence-to-Residence Method

9(1)

200 Monthly Record of Vehicle Operation
Cost

10(2)

202 Leave Record 2(3)

202A Leave Summary 2(3)

203 Privacy Act Information Request 14(25)

21

SUPERSEDED

SUPERSEDED



  

     
  

    
 

    
   

  

 

 

 

 

 

    

 

  

  

 

  

 
 

   

  

OF NUMBER TITLE GRS err
205 Statement of Operating Cash Advance

and Replenishment Voucher
6(1)

206 Purchase Order, Receiving Report
and Voucher

3(4)

206A Purchase Order, Receiving Report
and Voucher (Continuation Sheet)

3(4)

208 Statement of Collections 6(1)

1014 General Ledger 7(2)

1014A General Ledger 7(2)

1015 Allotment Ledger 7(3)

1016 Distribution Ledger 7(4)

1016B Distribution Ledger 7(4)

1017C Register of Allotment Ledger
Transactions

7(4)

1017G Journal Voucher 7(4)

1101 Miscellaneous Obligation Record 7(3)

1114 Bill for Collection 6(1)

1114A Official Receipt 6(1)

1114B Collection Voucher 6(1); 4(6)

1120 Transportation Request
Accountability Record

9(5)

1121 Bill of Lading Accountability
Record

9(1)

1127 Individual Pay Card 2(1)

SUPERSEDED

SUPERSEDED



  

    

     
 

 

   

   

 

        

0? NUMBER TITLE GRS CITATION

1130 Time and Attendance Report 2(3, 9)

1130A Time and Attendance Report (For
Use Abroad)

2(3, 9)

1135 Time and Attendance Report 2(3)

1136 Time and Attendance Report 2(3)

1137 Leave Record 2(9)

U.S. GOVERNMENT PRINTING OFFICE ; 1983 0 1.01-U63

SUPERSEDED

-

SUPERSEDED




