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

GRS Transmittal 24 announces changes to the General Records Schedules (GRS) made since
NARA published GRS Transmittal 23 in September 2014. The GRS provide mandatory
disposition instructions for administrative records common to several or all Federal agencies.

The GRS, over the course of a five-year project, is being entirely rewritten. The master plan for
that project was published under memo AC02.2013. The plan has since morphed in some
details but its major outlines remain solid.

2. What is GRS Transmittal 24 and how do | use it?

GRS Transmittal 24, attached to this memorandum, contains:

e ten new schedules (five previously issued in GRS Transmittal 23), each with schedule-
specific FAQs and a crosswalk from new to old schedules;

e old schedules annotated to show which items are still authoritative and which are
superseded by items in new schedules;

e an old-to-new crosswalk covering the entire old GRS;

e six FAQ documents (general; about the GRS update project; about the impact of the new
GRS on agencies; about agency options for deviating from the GRS; about notification to
NARA regarding using previously approved agency schedules in lieu of a new GRS; and
about flexible dispositions attached to many new GRS items); and

e achecklist for implementing the new GRS, to assist agencies in completing all the actions
this transmittal requires.

3. What changes have been made to the GRS?

GRS Transmittal 24 publishes five new schedules:

GRS 2.5 Employee Separation Records (DAA-GRS-2014-0004)

GRS 2.8 Employee Ethics Records (DAA-GRS-2014-0005)

GRS 4.1 Records Management Records (DAA-GRS-2013-0002)

GRS 4.2 Information Access and Protection Records (DAA-GRS-2013-0007; DAA-GRS-2015-0002)
GRS 6.2 Federal Advisory Committee Records (DAA-GRS-2015-0001)

These schedules replace portions of old GRS 1, 2, 14, 16, 18, 20, 21, 23, 24, 25, 26, and 27.

The most obvious changes are in format:

Old GRS New GRS
Schedule | Simple succession: 1, 2, 3, Decimal: 1.1, 1.2, 1.3, etc.
numbers | etc.
Item Alpha-numeric hierarchy, Three digits, for instance 010, 020, 030. Closely related
2
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numbers | forinstance 1al, 1a2, 2ala, | items sharing some description in common are numbered
2a2b. in immediate succession, such as 030, 031, 032, etc.
Layout Narrative paragraphs. Read | Table. Read “across” to go from records description to

“down” to go from records records disposition.
description to disposition.

Subject Index, last updated in 2008, | No index. Citations to new GRS items are not included in
Index is not thorough, and mainly | the current index, which will be phased out over time.
useful to paper format. Search for key words in pdf file instead.

Because the entire change from old to new is taking place gradually over five years, the GRS
during this interim period will necessarily include both old and new formats. New schedules
(decimal numbers, table format) come first in the new transmittal, followed by the old
schedules (“straight” numbers, narrative format) annotated to show which items are still
current and which have been superseded by new schedules. With GRS Transmittal 24, we have
superseded 37 percent of the old GRS by new schedules.

4. What GRS items are rescinded by GRS Transmittal 24?

Many old GRS items are superseded by new GRS items. A few old items, however, have
outlived their usefulness and cannot be crosswalked to new items. Therefore, we rescinded
these items by GRS Transmittal 23. The FAQs for the new schedules to which rescinded items
are most closely related provide explanations of why we rescinded the items.

GRS | ltems | Title ALY
discussed

) 93 Record of employee leave, such as SF 1150, prepared upon transfer or 55
separation ’

14 11b FOIA requests files: Official file copy of requested records 4.2

14 12b FOIA appeals files: Official file copy of requested records 4.2

14 21b Privacy Act requests files: Official file copy of requested records 4.2
Mandatory review for declassification requests files: Official file copy

14 31b 4.2
of requested records
Mandatory review for declassification appeals files: Official file copy of

14 32b 4.2
requested records
Records holdings files held by offices that prepare reports on agency-

16 4a . . 4.1
wide records holdings

16 4b Records holdings files held by other offices 4.1

18 25b Classified Information Nondisclosure Agreements maintained in OPFs 4.2

26 2c2 FACA web site design, management, and technical operation records 6.2

26 3 Committee Records Not Maintained by the Sponsor or Secretariat 6.2

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

5. How do | cite new GRS items?

SUPERSEDED




SUPERSEDED

Transmittal No. 24 General Records Schedules
August 2015

When you send records to a Federal Records Center for storage, you should cite the records’
legal authority—the “DAA” number—in the “Disposition Authority” column of the table. For
informal purposes, please include schedule and item number. For example, “DAA-GRS- 2013-
0001-0004 (GRS 4.3, item 020).”

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

NARA regulations (36 CFR 1226.12(a)) require agencies to disseminate GRS changes within six
months of receipt.

Per 36 CFR 1227.12(a)(1), you must follow GRS dispositions that state they must be followed
without exception.

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

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

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

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

8. Whom do | contact for further information?

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

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

=2 1 ——

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

This schedule covers records created by Federal agencies in carrying out the work of financial management: procuring goods and services, paying bills, collecting
debts, accounting for all financial transactions, and monitoring agencies’ net worth. It does not apply to copies of records forwarded to the Department of
Treasury or the Office of Management and Budget in fulfillment of reporting requirements. These forwarded copies serve unique business purposes at those
agencies and are therefore scheduled separately as records of OMB and Treasury.

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

This schedule covers financial transactions and reporting but not overall planning for finance. These records are covered under current GRS 5, which will likely
reappear as new GRS 10.3.

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

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

Item | Records Description Disposition Disposition
Instruction Authority
010 | Financial transaction records related to procuring goods and services, paying bills, collecting debts, Official | Temporary. DAA-GRS-
and accounting. record | Destroy 6 years 2013-0003-
Many records included in this item are maintained by accountable officers to account for the held in | after final payment | 0001
availability and status of public funds, and are retained to enable GAO, Office of Inspector General, the or cancellation, but
or other authority audit. office longer retention is
of authorized if
Financial transaction records include those created in the course of procuring goods and services, record | required for
paying bills, collecting debts, and accounting for all finance activity, per the following definitions. business use.
011 . L o ] All Temporary. DAA-GRS-
ProFurlng gooqs and services is t!'le acquisition .o.f.phy5|cal goods, products, personal' property, other Destroy when 2013-0003-
capital assets, infrastructure services such as utilities, and contracted personnel services to be used copies | business use 0002
by the Federal Government. Paying bills means disbursements of federal funds for goods and ceases.
services, and fulfilling financial obligations to grant and cooperative agreement recipients.
Procurement and payment records include those such as:
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Item | Records Description Disposition Disposition
Instruction Authority

e contracts

e requisitions

e purchase orders

e interagency agreements

e Military Interdepartmental Purchase Requests (MIPRs)

printing requisitions to the Government Printing Office

memoranda of agreement specifying a financial obligation

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

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

e contingent fee justifications

e legal and financial instruments such as bond and surety records

e data submitted to the Federal Procurement Data System (FPDS)

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

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

e vendor tax exemption records

e invoices

e |eases

e recurring financial transactions such as utility and communications invoices

e documentation of contractual administrative requirements submitted by contractors such as

status reports

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

records of financing employee relocations

Collecting debts includes the collection of income from all sources (excluding taxation). Collections
records document collection of monies from all sources excluding administrative claims, taxation
(not covered under the GRS), and Congressional appropriation, such as:

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

O cash register transaction records
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Item | Records Description Disposition Disposition
Instruction Authority
0 credit card and charge cards receipts
0 records documenting deposits
0 records documenting allocation of fees to funds/accounts
0 deposit lists and logs
O customer orders

0 revolving fund records
e fee and fine collection records
e garnishments
e sale of excess and surplus personal property
e fee or rate schedules and supporting documentation
out-leases of Federal property
debt collection files and cash receipts
o writeoffs
e copies of checks
e payment billing coupons
o |etters from lenders
e payment records
e money orders
e journal vouchers
e collection schedules

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

funds and maintained for Government Accountability Office (GAQ) or other authority site audit,

but excluding payroll records, and accounts pertaining to American Indians. Includes:

0 statements of transactions

0 statements of accountability

0 collection schedules and vouchers

0 disbursement schedules and vouchers

SUPERSEDED



SUPERSEDED

Transmittal No. 24 General Records Schedule 1.1
August 2015
Item | Records Description Disposition Disposition
Instruction Authority
e vouchers

o certificates of closed accounts

o certificates of periodic settlements

e general funds files

e general accounting ledgers

appropriation, apportionment, and allotment files

posting and control files

bills of lading

transportation and travel requests, authorizations, and vouchers
e commercial freight vouchers

e unused ticket redemption forms

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

Note 2: Accounts and supporting documents pertaining to American Indians are not authorized for
disposal by this schedule. Such records should be reviewed and scheduled appropriately by the
agency since they may be needed in litigation involving the Government’s role as trustee of
property held by the Government and managed for the benefit of Indians.

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

020 | Records supporting compilation of agency financial statements and related audit, and all records of all other Temporary. DAA-GRS-
reports. Destroy 2 years 2013-0003-
Includes records such as: after completion of | 0011
e schedules and reconciliations prepared to support financial statements audit or closure of
e documentation of decisions re accounting treatments and issue resolutions financial statement
e audit reports, management letters, notifications of findings, and recommendations /accounting treat-
e documentation of legal and management representations and negotiations ment/issue, but
e correspondence and work papers longer retention is
10
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Item | Records Description Disposition Disposition
Instruction Authority
e interim, quarterly and other reports authorized if
required for
business use.

030 | Property, plant and equipment (PP&E) and other asset accounting. Temporary. DAA-GRS-
Records necessary for documenting the existence, acquisition, ownership, cost, valuation, depreciation, and Destroy 2 years 2013-0003-
classification of fixed assets such as real property, capitalized personal property, internal use software, after asset is 0004
equipment, and other assets and liabilities reported on an agency’s annual financial statements (agency net disposed of and/or
worth or financial position), and non-capitalized but monitored PP&E, such as: removed from
e purchase orders and contracts agency’s financial
e invoices statement, but
e appraisals longer retention is
e costing and pricing data authorized if
e transactional schedules required for
o titles business use.

e transfer, acceptance and inspection records

e asset retirement, excess and disposal records

e plant account cards and ledgers pertaining to structures

e correspondence and work papers

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

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

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

11
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Item | Records Description Disposition Disposition
Instruction Authority

e cost accounting reports and data

e depreciation lists/costs

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

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

contract or conclu-
sion of contract
being subject to an
enforcement
action, but longer
retention is
authorized if
required for
business use.

12
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Frequently Asked Questions (FAQs) about
GRS 1.1, Financial Management and Reporting Records

INTRODUCTION
1. What is the purpose of GRS 1.1?

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

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

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

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

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

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

4. Why are you removing an item that was in the old GRS?

The following old GRS items that most logically would have mapped to this schedule are rescinded:

GRS item | Series title Explanation
GRS 3/3b | Routine Procurement— This copy of a multi-copy form was to keep an
Obligation copy obligation on the radar screen until funds were in fact

obligated. Hard copies no longer exist in the e-system
work-process pipeline.

GRS 3/15a | Contract Appeals Case Files No longer needed because all such records should
created prior to October 1979 | have been destroyed as of 1986.

GRS 3/16 | Contractor’s Statement of SF 119 is no longer in the GSA forms library. FAR was
Contingent or Other Fees amended (see FAR case 93-009, published in the

Federal Register November 13, 1995) to state that

13
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these statements are no longer required.
GRS 6/2 GAO Exceptions Files SF 1100 no longer exists.
GRS 6/6al | Federal Personnel Surety Bond According to 31 USC 9302, surety bonds posted by the
GRS 6/6a2 Files government concerning Federal personnel were
GRS 6/6b discontinued by Public Law 97-258 in 1982.
GRS 6/9 Telegrams filed to support These no longer exist.
telegraph bills
GRS 8/7b1 | Cost Report Data Files: Detail These three items are unchanged since GRS 8 was first
cards published in 1952. They refer to an ancient system of
GRS 8/7b2 | Cost Report Data Files: Summary | electronic tabulation via key-punch cards. The records
cards are no longer created nor have they been for possibly
GRS 8/7b3 | Cost Report Data Files: three decades. No records are in FRCs.
Tabulations

QUESTIONS RELATED TO ITEM 010

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

From the advent of the GRS in 1952 until 1977, general financial management records were retained for
6 years. The change in retention for some records to 6 years and 3 months was codified in 1977 by
schedule job number NC1-064-77-5, apparently in response to 28 USC 2415. This law set the
Government’s right to litigate on behalf of a recognized American Indian band or tribe to “six years and
ninety days” while for all other purposes the Government’s right to litigate ceases after 6 years (28 USC
2401). ltem 010 returns all financial transactions to 6-year retention except for those transactions
concerning recognized American Indian bands or tribes, which are excluded from the GRS. Serious
issues surround accounts concerning American Indian band/tribal finances. Litigation has put these
records into frozen status unlikely to be altered any time soon. They will likely be ultimately scheduled
for long-term temporary or even permanent retention. Their appraisal must be made on a case-by-case
basis, which is outside the scope of the GRS.

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

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

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

It depends. The GRS permits business-purpose retention beyond 6 years. If your agency updates its
manual to cite new GRS 1.1, item 010, as the authority for its 7-year retention, you do not need to notify
NARA. If your agency has a previously approved deviation-from-the-GRS authority (such as a big bucket
schedule item that merges financial management records with other series) and wishes to continue

14
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using that authority to mandate agency-wide 7-year retention, it must notify NARA of this fact. In part,

this is because the agency will be retiring records to storage under its own authority citation rather than
the GRS authority citation. Federal Records Centers receiving these records need to know what agency

items are authoritative.

QUESTIONS RELATED TO ITEM 011

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

Records in item 010 are in many cases likely to have extra copies retained in other business units for a
separate business purpose. For instance, a purchase order may exist in multiple copies not only where it
is held for financial audit but also in accounts payable, shipping and receiving, and other offices. These
are not non-record copies held for convenience, but records retained for specific and unique business
purposes. Because the record copy is retained for audit, the other copies can be disposed of when their
business use ceases. Copies of records covered by other items in this schedule are more likely to be

held simply for convenience. They serve no unique business purpose, are therefore non-record by
definition, and do not need to be scheduled.

QUESTIONS RELATED TO ITEM 020

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

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

QUESTIONS RELATED TO ITEM 030

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

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

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

15
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The same records may exist in both the financial management and the PP&E asset accounting offices.
They are scheduled differently based on the business purpose the records serve in each office. Their
retention is 6 years in item 010 to ensure their availability for financial audit. But their retention in item
030 may be for many decades. For this reason, it is advisable that duplicates of purchase orders,
contracts, and invoices concerning PP&E assets be supplied to that office for inclusion in the files
documenting those assets that are covered by item 030.
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New GRS 1.1 Old GRS
?\::S I:\‘e: Retention ERA Num:j:ﬁor:‘:sposition i’;s Ilt\le: Retention Disposition Authority
3 3ala 6 years, 3 months N1-GRS-95-4 item 3ala
3 3alb 3 years N1-GRS-95-4 item 3alb
3 3a2a 6 years, 3 months N1-GRS-95-4 item 3a2a
3 3a2b 3 years N1-GRS-95-4 item 3a2b
3 3d 5 years N1-GRS-87-8 item 4d
3 5a With related contract (see item 3) NC1-GRS-81-2 item 6a
3 5b1 1 year after award or payment NC1-GRS-81-2 item 6b1
3 5b2a When related contract is completed NC1-GRS-81-2 item 6b2a
3 5b2b With related contract (see item 3) NC1-GRS-81-2 item 6b2b
3 5cl 5 years NC1-GRS-81-2 item 6¢c1
3 5c2 Return to bidder NC1-GRS-81-2 item 6¢c2
3 6a 3 years NC1-64-77-5 item 7a
3 6b 3 years NC1-64-77-5 item 7b
3 7 1vyear NC1-64-77-5 item 8
3 10 3 years NC1-64-77-5 item 11
3 12 3 years NC1-64-77-5 item 13
11| o0 6 years DAA-GRS-2013-0003-0001 4 3 6 years N1-GRS-87°11, item 62
4 3b 3 years N1-GRS-87-11, item 6b
6 la 6 years, 3 months N1-GRS-91-3
6 3a 2 years GRS 6, 1952, item 3a
6 3b Receipt of subsequent certificate GRS 6, 1952, item 3b
6 4 3 years NC174-105, item 5
6 7 3 years or GAO audit NC-64-77-11, item 7
6 8 3 years or GAO audit NC-64-77-11, item 8
7 2 6 years, 3 months NC1-GRS-83-5, item 1
7 3 6 years, 3 months NC1-GRS-83-5, item 2
7 4a 3 years NC-64-75-2, item 4a
7 ab 2 years NC-64-75-2, item 4b
9 la 6 years N1-GRS-91-3, item 1a
9 1b 10 years N1-GRS-91-3, item 1b
9 1c 6 years N1-GRS-91-3, item 1c
9 1d When funds are obligated N1-GRS-91-3, item 1e
9 le 3 years N1-GRS-98-2, item 8
9 3a 6 years N1-GRS-91-3, item 3a
3 3c Upon termination NC1-64-77-5 item 4c
11| o1 | Whenbusinessuse DAA-GRS-2013-0003-0002 L Lyear N1'GRS-863, ftem 1b
ceases 9 3b When funds are obligated N1-GRS-91-3, item 3b
12 2d1 1vyear NC1-64-77-9 item 2d1
1.1 020 2 years DAA-GRS-2013-0003-0011 New item
1.1 030 2 years DAA-GRS-2013-0003-0004 New item
8 2 3 years NC-64-75-2, item 3
8 3 3 years NC-64-75-2, item 4
8 4 2 years GRS 8, 1952, item 5
1.1 040 3 years DAA-GRS-2013-0003-0012 8 5 3 years GRS 8, 1952, item 6
8 6a 3 years NC-64-75-2, item 7a
8 6b 3 years NC-64-75-2, item 7b
8 7a 3 years NC-64-75-2, item 8a
1.1 050 3 years DAA-GRS-2013-0003-0003 3 11 3 years NC1-64-77-5 item 12
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GENERAL RECORDS SCHEDULE 1.2: Grant and Cooperative Agreement Records

General Records Schedule 1.2

This schedule covers records created by Federal agency program offices responsible for managing grants and cooperative agreements such as program
announcements, application files, case files and similar or related records, state plans, and final products or deliverables. It does not cover records related to
financial transactions. Such financial transaction records are covered by GRS 1.1, Financial Management and Reporting Records. Nor does this schedule cover
policy records documenting the legal establishment, goals, objectives, development, implementation, modification, and termination of agency grant and
cooperative agreement programs. The type and significance of these programs vary widely among agencies, so no single disposition can be applied to the
records on a Government-wide basis. An agency must submit a records schedule to NARA to cover these records or apply an existing schedule. This schedule
also does not cover government-wide systems like GRANTS.GOV and USASPENDING.GOV.

A grant is an award of financial assistance in the form of money, or property in lieu of money, by the Federal Government to an eligible grantee. The principal
purpose of such award is to transfer a thing of value from a Federal agency to a State or local government or other recipient to carry out a public purpose of
support or stimulation authorized by Federal statute (31 U.S.C. 6304). A cooperative agreement is an award of financial assistance that is used to enter into the
same kind of relationship as a grant. It is distinguished from a grant in that it provides for substantial involvement between the grant-making Federal agency and
the award recipient in carrying out the activity contemplated by the award (31 U.S.C. 6305). A grant or cooperative agreement shall be used only when the
principal purpose of a transaction is to accomplish a public purpose of support or stimulation authorized by Federal statute. Grants are distinguished from
contracts, which are used to acquire property or services for the Federal government’s direct benefit or use.

e background files
O Program Announcements
0 Notice of Funding Availability or Funding Opportunity Announcement, including Federal Register notices
0 Requests for Proposals
e application packages (blank forms, instructions, guidelines, templates, checklists, evaluation criteria, etc. for a
specific funding opportunity)
e application evaluation files (panel composition, correspondence, instructions, etc. for a specific funding
opportunity)

Note: If an agency believes certain program management records warrant permanent retention, it must submit a
records schedule to NARA to cover these records.

final action is
taken on the
file, but
longer
retention is
authorized if
required for
business use.

Item | Records Title/Description Disposition Disposition
Instruction Authority
010 | Grant and cooperative agreement program management records. Temporary. DAA-GRS-
Records related to the coordination, implementation, execution, monitoring, and completion of grant and Destroy 3 2013-0008-
cooperative agreement programs, such as: years after 0007
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Item | Records Title/Description Disposition Disposition
Instruction Authority
Exclusion 1: Policy records documenting the legal establishment, goals, objectives, development, implementation,
modification, and termination of agency grant and cooperative agreement programs are not authorized for
disposal. The type and significance of these programs vary widely among agencies, so no single disposition can be
applied to the records on a Government-wide basis. An agency must submit a records schedule to NARA to cover
these records or apply an existing schedule.
Exclusion 2: Records related to financial transactions stemming from activities of agency grant and cooperative
agreement programs. Such financial transaction records are covered by GRS 1.1.
020 | Grant and cooperative agreement case files. Successful Temporary. DAA-GRS-
Official record of applicant case files held in the office of record. applications. Destroy 10 2013-0008-
Case files containing records relating to individual grant or cooperative agreements. Records years after 0001
include, but are not limited to: final action is
e applications, forms, and budget documents taken on file,
e evaluation reports, panelist comments, review ratings or scores but longer
e Notice of Grant Award or equivalent and grant terms and conditions retention is
e state plans, if any (submissions from states that assure compliance with all applicable authorized if
Federal statutes and regulations in effect with respect to the period for which the State required for
receives funding) business use.
021 e amendment requests and actions, if any Unsuccessful Temporary. DAA-GRS-
e periodic and final performance reports (progress, narrative, financial) applications. Destroy 3 2013-0008-
e audit reports and/or other monitoring or oversight documentation years after 0006
e summary reports and the like final action is
taken on file,
Note: If an agency believes certain case files warrant permanent retention, it must submit a but longer
records schedule to NARA to cover these records. retention is
authorized if
Exclusion: Records related to financial transactions stemming from activities of agency grant required for
and cooperative agreement programs. Such financial transaction records are covered by GRS business use.
022 1.1. All other copies. | Temporary. DAA-GRS-
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Item | Records Title/Description Disposition Disposition
Instruction Authority
Legal citation: 31 U.S.C. 3731(b), False Claims Act Copies used for | Destroy when | 2013-0008-
administrative business use 0002
or reference ceases.
purposes.
030 | Final grant and cooperative agreement products or deliverables. Temporary. DAA-GRS-
The tangible result of a completed grant or cooperative agreement produced/delivered by the recipient to satisfy Destroy when | 2013-0008-
the purpose of the award. These are maintained separately from other program records and may include materials | business use 0003

such as a:

e report, study, or publication

e conference paper and/or presentation

e book, journal article, or monograph

e training material, educational aid, or curriculum content

e plan, process, or analysis

e database or dataset

e audio, video, or still photography

e website content or other Internet component

e documentation related to any other kind of final product or deliverable (for example, documentation about a
physical structure or element such as a building, kiosk, trail, or cabin; an instrument, device, or prototype)

e software or computer code

Note 1: Not all grants and cooperative agreements result in tangible products or deliverables. Some deliver
services, assistance, training, or other intangible, though still measurable, outcomes.

Note 2: If an agency believes the final product or deliverable of a grant or cooperative agreement warrants
permanent retention, it must submit a records schedule to NARA to cover these records.

ceases.
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Frequently Asked Questions (FAQs) about
GRS 1.2, Grant and Cooperative Agreement Records

GENERAL
1. What is the purpose of GRS 1.2?

This schedule provides disposition authority for records related to the process of announcing, selecting,
and monitoring grants and cooperative agreements. Records related to this function include:

e Program announcements

e Application files

e Case files

e State plans

e Final products or deliverables
This schedule does not, however, provide disposition for financial transaction records related to
administering grants unless they are copies maintained in the program case files. Nor does it cover
policy records related to grant and cooperative agreement programs, or government-wide systems like
GRANTS.GOV and USASPENDING.GOV that are involved in the grant process.

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

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

CHANGES FROM THE OLD GRS
3. How does GRS 1.2 differ from the old GRS?

GRS 1.2 is different from the old GRS in that it expands the types of records related to grants and
cooperative agreements. Previously, the GRS only covered grant administrative files and unsuccessful
grant applications. The new GRS better defines and expands the scope of administrative files related to
grant and cooperative agreement programs, and it now covers successful as well as unsuccessful grant
application case files and final products and deliverables.

DEFINITION OF TERMS USED IN THIS SCHEDULE

4. What is the difference between a grant, a cooperative agreement, and a contract in the context of
this schedule?

A grant is an award of financial assistance in the form of money, or property in lieu of money, by the
Federal government to an eligible grantee. The principle purpose of a grant is to transfer a thing of
value from a Federal agency to a state or local government or other recipient to carry out a public
purpose of support or stimulation authorized by Federal statute (31 U.S.C. 6304). A cooperative
agreement is an award of financial assistance that is used to enter into the same kind of relationship as a
grant, but differs from a grant in that it provides for substantial involvement between the grant-making
Federal agency and the award recipient to carry out the activity contemplated by the award (31 U.S.C.
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6305). Contracts are used to acquire property or services for the direct benefit or use of the Federal
government.

GENERAL QUESTIONS

5. Why are financial records related to grants and cooperative agreements not included in this
schedule?

Records related to financial transactions stemming from activities of agency grant and cooperative
agreement programs are covered by GRS 1.1. To include them in this schedule would be duplicative and
confusing, and would render the records susceptible to inconsistent retention and disposition.

6. Why are grant and cooperative agreement program policy records not included in this schedule?

Grant and cooperative agreement program policy records can include information that documents how
agencies make decisions about grants and cooperative agreements. In some cases there may be legal or
business use reasons these records need to be kept for a longer period of time than less significant
records. Some of these records could also be of permanent value. Due to the variable business use and
value of policy records, it was impossible to determine a government-wide disposition for these records.
An agency must either apply an existing approved agency schedule or submit an agency-specific
schedule to NARA for these records.

7. Why are government-wide systems such as GRANTS.GOV and USASPENDING.GOV not included in this
schedule?

GRANTS.GOV is owned by the Department of Health and Human Services (HHS). HHS has scheduled the
web version of material posted there by other agencies as temporary, assuming agencies manage that
content as records in their own records-management environments. The web version has the unique
and sole business purpose of making grant information available to the public for a relatively short
period of time.

USASPENDING.GOV is owned by the Office of Management and Budget (OMB). It contains copies of
records posted by other agencies. These copies ingested from across all government combine to create
a totality of records with a new business purpose, different from the business purpose for which they
exist at the creating agency. OMB is responsible for scheduling that unique totality of records in
USASPENDING.GOV.

QUESTIONS RELATED TO ITEM 010

8. Why is the retention for Grant and Cooperative Agreement Program Management records
increased from 2 years to 3 years?

This item broadens the scope of program management records covered by old GRS 3, item 14: routine
correspondence and subject files relating to grant administration. Item 010 includes records related to
the coordination, implementation, execution, monitoring, and completion of programs, such as
background files, application packages (e.g., blank forms, instructions, guidelines, templates, checklists,
and evaluation criteria), and application evaluation files (e.g., panel composition, correspondence, and
instructions). Because item 010 covers a wider range of records, it was necessary to increase the
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retention by one year compared to the old GRS. Many of the records in item 010 previously would have
been scheduled by agency-specific schedules. Item 010 therefore has the advantage of giving one
retention period for all administrative and operational program records, which is simpler to apply and
sufficient to meet the needs of most agencies.

QUESTIONS RELATED TO ITEM 020
9. Why are successful applications now included in the GRS?

NARA has determined, based on research and experience with reference usage of accessioned grant
case files, that these records do not generally warrant permanent retention. They are often quite
voluminous, contain little information of significance, and get little research use. Many agencies already
schedule grant case files as temporary. For these reasons we have determined that grant and
cooperative agreement case files can be scheduled across the Federal government as temporary
records. If an agency believes they have grant case files that are of historical value they can submit a
schedule to NARA for those records.

10. Why should successful grant and cooperative agreement applications case files be kept for 10
years?

The 10-year retention aligns with the 10-year statute of limitations in the False Claims Act (31 U.S.C.
3731(b)), which governs claims related to these records.

11. What if my agency wants a shorter retention for successful grant and cooperative agreement
applications?

If your agency does not have an existing agency-specific schedule for these records, it may submit a
schedule requesting to deviate from the GRS to your agency’s assigned NARA appraiser. Please keep in
mind, however, that the 10 year retention is based on a statute of limitations, so the GRS Team will
request confirmation that your agency’s legal counsel agrees to a shorter retention prior to our
concurrence on your deviation request.

If your agency has an existing agency-specific schedule for these records, it may choose to continue to
use the existing schedule by informing NARA of its intent to do so (per 36 CFR 1227.12(a)(3).
Notifications can be sent to GRS _Team@nara.gov. However, due to the legal risk in keeping these
records for a shorter period of time, we recommend you review the existing schedule for these records
with your General Counsel prior to implementation.

QUESTIONS RELATED TO ITEM 022

12. Why is there an “All other copies” item for Grant and Cooperative Agreement Case Files, but none
of the other items have a similar catch-all item?

Extra copies these case files may be retained in other business units for a separate business purpose.
These extra copies are not non-record copies held for convenience, but record copies in their own right

retained for a specific and unique business purpose outside the purview of an agency’s grant and
cooperative agreement program. As such, their retention and disposition can be based on business use.
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Copies of records covered by other items in this schedule are more likely to be held simply for
convenience, making them non-record by definition.

QUESTIONS RELATED TO ITEM 030
13. Why are final products or deliverables scheduled as temporary?

While instinct inclines us to think these records inherently have universal permanent value, we found
that was not the case. In fact, few agencies have scheduled these records at all. Among agencies that
have, only about half scheduled them as permanent; and half of those stipulated specific and fairly
stringent criteria be met for a product or deliverable to warrant permanent retention. Where agencies
have scheduled these records as permanent, research use of records accessioned into NARA's holdings
has proved surprisingly low. Based on this actual rather than perceived value, we determined that a
blanket designation of these records as permanent is simply not supported. However, if an agency
believes it has grant or cooperative agreement products or deliverables that do warrant permanent
retention by the National Archives, it can write an agency-specific schedule requesting an exception to
the GRS.
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New GRS 1.2 Old GRS

GRS | Item Retention ERA Nu-mber/ Disposition GRS | Item Retention |Disposition Authority

No. No. Authority No. No.

1.2 010 |3 years DAA-GRS-2013-0008-0007 3 14 |2 years NC1-64-77-5 item 17b

1.2 021 |3 years DAA-GRS-2013-0008-0006 3 13 |3 years NC1-GRS-81-2 item 14a
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This schedule covers records created in the process of employees leaving Federal service whether that service status is career, temporary, or political

General Records Schedule 2.5

GENERAL RECORDS SCHEDULE 2.5: Employee Separation Records

appointment. These records divide into two categories: records of managing an employee separation program in general, and case files specific to individual
separations. Bullet lists describe records that may be contained in these files. They do not mean to convey that all of these records must be contained in every
file. In particular, records pertinent to individual separating employees will vary depending on the type of service (career, temporary, or political appointment)
and an employee’s responsibilities.

retirement, retirement, or death separation from career, temporary, and political appointment service;
and legal and financial obligations of government to employee and employee to government. Includes:

records of counseling activities and outplacement services

exit interview records

exit clearances

checklists of returned property

certifications of removal/non-removal of government records

records documenting notification of appropriate third parties (e.g., benefits providers, payroll, facility

but longer retention is
authorized if required
for business use.

Item | Records Description Disposition Instruction Disposition
Authority
010 | Separation program management records. Records not specific to an agency Temporary. Destroy DAA-GRS-
Records documenting the general work process to release separation initiative. when no longer 2014-0004-
career, temporary, and political-appointment employees from required for business 0001
employment status. Includes: use.
e registers of separation or transfers such as SF-2807, SF-
011 3103, or similar records Records specific to an agency separation | Temporary. Destroy 2 DAA-GRS-
* retention registers and related records initiative such as reduction-in-force, years after date of 2014-0004-
* reports, correspondence, and control documents voluntary early retirement, voluntary program closure, but 0002
e exit interview compilations identifying and tracking trends separation, and similar programs. longer retention is
authorized if required
for business use.
020 | Individual employee separation case files. Temporary. Destroy 1 DAA-GRS-
Records not included in separating employee’s Official Personnel Folder (OPF), documenting individual year after date of 2014-0004-
employees’ transfer to another Federal agency or office or voluntary, involuntary, disability, early separation or transfer, 0003
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Item | Records Description Disposition Instruction Disposition
Authority
services, security, information technology) of impending separation
e records documenting terms and entitlements of separation (e.g., leave balance pay out or transfer of
account, severance, pension, temporary continuation of coverage, annuity estimates, assistance)
e records documenting employee financial obligations to government (e.g., salary offset notices in effect
at time of separation; student loan repayment; recruitment, retention, and relocation incentives;
determinations of settlement)
e copy of leave record (see “Record of employee leave,” item 040 of this schedule, for record copy)
retained for agency use
Exclusion: Records required to be filed in employee’s OPF are excluded from this item.

030 | Records documenting capture of institutional and specialized knowledge. Temporary. Destroy DAA-GRS-
Includes status updates on current and pending assignments, contact information for sources, and other when no longer 2014-0004-
job-related information an office may choose to obtain from a departing employee. required for business 0004

use.
Exclusion: Formal oral histories recorded with an employee before his/her departure are not covered by
this item. These must be scheduled separately by the agency.
040 | Individual employee separation records required to be placed in separating employee’s OPF. File on left side (short-

As identified in the Office of Personnel Management (OPM) Guide to Personnel Recordkeeping, includes
but is not limited to:

resignation letter

reason for separation (such as reduction in force)

documentation of retirement-option elections and coverage
documentation of indebtedness

documentation of payment or repayment to, or refund from FERS or CSRS
record of employee leave prepared upon transfer or separation

records of most recent performance ratings

designation of beneficiary

term) or right side (long-
term) of the Official
Personnel Folder (OPF),
as appropriate.
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Frequently Asked Questions (FAQs) about
GRS 2.5, Employee Separation Records

INTRODUCTION

1. What is the purpose of GRS 2.5?

This schedule provides disposition authority for records agencies create and receive in the course of
processing employee departures from the Federal workforce and in the course of managing a separation
program (including administrative tasks to carry out agency initiatives designed to decrease the
workforce).

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

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

GENERAL QUESTION

3. Why does this schedule not include an item for Official Personnel Folders (OPFs)? What happens
with them when employees move to a different agency or leave Federal employment?

Although OPFs are disposed of as part of the employee separation process, OPFs are created when
employees enter Federal service, and agencies place most records in them while employees are in the
active workforce. For that reason, an item in GRS 2.2, Employee Management Records, covers OPFs
from an employee’s entry into the Federal workforce through separation. In general, OPFs follow
Federal employees when they move from one agency to another; when they leave Federal service, their
personnel office sends their OPF to the National Personnel Records Center within 30 days of separation.

4. Why are you removing an item that was in the old GRS?

We are changing the item rather than completely removing it, but to do so we must formally remove
the old item and replace it with a new one. GRS 2, item 9a, “Record of employee leave, such as SF 1150,
prepared upon transfer or separation,” was a filing instruction that included a now-invalid disposal
authority. By removing item 9a, we are rescinding the disposal authority portion. The filing instruction,
which is still valid, is now in Item 040 of this schedule. See question 10 for more information on the
difference between filing instructions and disposal authority.

QUESTIONS RELATED TO ITEM 010

5. Why are Items 010 and 011 not merged into a single item?

Records in item 010 are entirely administrative — created as the agency responds to a separation
request initiated by a staff member at any point in time. Agencies create records in item 011 as the

result of an agency initiative -- a program specifically intended to reduce the agency’s work force. These
records document agency decisions, how the agency made them, and how it carried them out. Agency
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initiatives have clear start and end dates and therefore we can base disposition of the records on those
dates.

6. Why has the disposition of SF-2807 changed from “destroy upon receipt of official OPM acceptance
of annual summary” to the generic “destroy when no longer required for business use”?

Technological developments have changed the business purpose of SF-2807 since we last updated the
schedule for employee separation records in 1992. OPM historically built Federal workforce statistics
from annual summaries of separations, cobbled together by each agency from various SFs-2807 they
prepared over the course of a year. Electronic systems that accomplish the same goals more universally
and more efficiently have replaced this paper process. Therefore, an agency that created the form can
destroy it when that agency no longer needs the form.

Also, please note that old GRS 2, item 28, listed only SF-2807 (register for reporting Civil Service
Retirement System [CSRS] separations). It covered SF-3103 (register for reporting Federal Employment
Retirement System [FERS] separations) only by inference. New items 010 and 011 explicitly cover both.
QUESTION RELATED TO ITEM 011

7. What programs are included in “specific agency separation initiatives”?

Pages nested at OPM’s website, http://www.opm.gov/policy-data-oversight/workforce-restructuring/,
discuss various types of separation initiatives.

QUESTION RELATED TO ITEM 030
8. Why is item 030 a separate item and not just a bullet in item 020?

We created these separate items because the records in item 020 and item 030 cover different kinds of
records, are created by different offices for different purposes, and have different retention periods.
They thus do not lend themselves to being grouped and handled together. Each agency’s Human
Resources (HR) office creates and maintains records in item 020 for personnel and benefits purposes.
The retention period reflects the length of time an agency would normally need these records for
business use. Records in item 030 concern information departing staff members provide to their offices
about their programs, functions, and work, for continuity purposes. Those offices maintain these
records themselves. The item’s open-ended retention period reflects the varying value these records
may have from agency to agency, office to office, and even staff member to staff member.

QUESTIONS RELATED TO ITEM 040

9. How can I file documents on the “left side of the folder” if the Official Personnel File (OPF) is
electronic?

A paper OPF is a single folder with two sides: “left side” for temporary records and “right side” for
permanent documents. E-folders in the eOPF — “temporary” and “permanent” — replicate the paper

folder sides and are actually called “folder sides.” An item in GRS 2.2 provides disposal authority for
“left side” records.
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10. Why does item 040 not have a disposition authority?
Item 040 is not a disposition instruction but, rather, a filing instruction. A disposition instruction
declares records either permanent or temporary and includes a disposition authority. A filing instruction

does not declare records permanent or temporary and does not include authority to dispose of records;
it simply instructs on where to file them.
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New GRS Old GRS
GRS | ftem Retention . ER_A .Number/ . GRS | ftem Retention Disposition Authority
No. | No. Disposition Authority No. | No.
Suserseded o 1 [17p2 S”pebrselded °" 1 NC1-64-77-10 item 17b2
2.5 | 010 P beolet DAA-GRS-2014-0004-0001 U° Sooe;Tw
obsolete 2 | 28 pon N1-GRS-92-4 item 28
acceptance
1 |[17p1 2 years NC1-64-77-10 item 17b1
2.5 | 011 2 years DAA-GRS-2014-0004-0002
2 | 28 | UPonOPM N1-GRS-92-4 item 28
acceptance
1 | 39 1year NC1-64-77-7 item 21b
25 | 020 | 1Yerafter | oA GRS-2014-0004-0003 y
separation 2 9b 3 years N1-GRS-92-4 item 9b
No | .
25 | 030 O longer DAA-GRS-2014-0004-0004 New item
needed
File on left side File on right
2.5 | 040 of OPF N/A. Filing instruction. 2 9a [sic] side of N1-GRS-92-4 item 9a
OPF
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GENERAL RECORDS SCHEDULE 2.8: Employee Ethics Records

This schedule covers records documenting the activities of executive branch agency ethics program offices.

Records not covered by this schedule: Records pertaining to legislative branch and judicial branch ethics programs, the Hatch Act, the Whistleblower Protection
Act, procurement integrity, and other areas often associated with, but not expressly under, the authority of executive branch ethics programs.

Lists not included in this schedule: Master Lists of financial disclosure report filers, individuals requesting outside employment and activities approval, and other
types of ethics-related master lists. Ethics-related master lists that are used solely for the purpose of tracking and controlling ethics records should be disposed
of in accordance with GRS 4.1, Tracking and Control Records. Master Lists that are used for purposes other than tracking and controlling ethics records should be
disposed of in accordance with the disposition for the underlying records as listed in this schedule or as otherwise scheduled. For ethics training records, see
GRS 2.6, Employee Training Records.

Item | Records Description Disposition Instruction Disposition
Authority
010 | General ethics program records. Temporary. Destroy 6 years DAA-GRS-
Records created and maintained to coordinate and manage an agency’s ethics program. Records following the conclusion of an | 2014-0005-
relate to the development, review, implementation, and interpretation of proposed or established | ethics regulatory review, 0001
executive branch standards of ethical conduct and other ethics regulations; conflict of interest and | provision of advice to an
other ethics-related statutes and Executive Orders; and any agency supplemental standards of employee, making a
ethical conduct and other agency ethics-related regulations and directives. Includes: determination regarding
e Records documenting the review of proposed or established ethics-related statutes and outside employment, or when
regulations by ethics program officials, including copies of proposed legislation, comments, and | no longer needed for an active
all related records. investigation; whichever is
e Determinations, including advice and counseling to individual employees, and supporting later, but longer retention is
records. authorized if required for
e Records relating to requests under agency supplemental standards of ethical conduct for prior business use.
approval of outside employment and activities.
020 | Referrals and notifications of violations of criminal conflict of interest statutes and other potential Temporary. Destroy 6 years DAA-GRS-
violations files. after final disposition of the 2014-0005-
Referrals to Inspectors General or the Department of Justice concerning ethics violations or referral to either the IG or 0002
suspected violations. This item also covers related background materials, including copies of DOJ, but longer retention is
32
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Item | Records Description Disposition Instruction Disposition
Authority
disciplinary and corrective actions and disposition documents such as declinations of prosecution, | authorized if required for
and copies of OGE Form 202, Notification of Conflict of Interest Referral. business use.
030 | Reports of Agency reports. Temporary. Destroy 3 years DAA-GRS-
payments accepted Reports, including the “Semiannual Report of Payments Accepted from a following submission of the 2014-0005-
from non-Federal Non-Federal Source,” submitted by agencies to the Office of Government report to OGE, but longer 0003
sources. Ethics and reported on the OGE Form 1353 (SF 326). Reports summarize retention is authorized if
payments made to the agency from non-Federal sources for travel, required for business use.
subsistence, and related expenses of an employee who attends a meeting
or similar function relating to official duties.
031 Supporting documentation. Temporary. Destroy 1 year DAA-GRS-
Documentation, such as statements and forms, used to complete the following submission of the 2014-0005-
submitted reports. report to OGE, but longer 0004
retention is authorized if
required for business use.

040 | Office of Government Ethics program questionnaire records. Temporary. Destroy 3 years DAA-GRS-
Questionnaires completed by ethics officials, such as the “Annual Agency Ethics Program after submission, but longer 2014-0005-
Questionnaire,” the “Annual Agency Ethics Officer (DAEO) Survey,” and other questionnaires and retention is authorized if 0005
surveys, including records created or collected to prepare responses to ethics program required for business use.
questionnaires and surveys.

050 | Ethics program review records. Temporary. Destroy 6 years DAA-GRS-
Records relating to OGE reviews of agency compliance with executive branch ethics laws and after all outstanding ethics 2014-0005-
regulations in such areas as financial disclosure, education and training, and advice and counseling. | program review deficiencies 0006
This includes OGE program review reports, notes and background materials produced during OGE have been resolved or when
program reviews, agency 60-day response letters, and other follow-up records sent to OGE on the | the documentation for the
resolution of program deficiencies. next program review is on file,

whichever is later. Longer
retention is authorized if
needed for business use.
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Item | Records Description Disposition Instruction Disposition
Authority
060 | Public financial Reports for individuals filing in accordance with the Ethics in Government | Temporary. Destroy 1 year DAA-GRS-
disclosure reports. Act, as amended (5 U.S.C. app.), including the Stop Trading on after nominee ceases to be 2014-0005-
Executive Branch Congressional Knowledge Act of 2012 (STOCK Act) (Pub. L. 112-105), and under consideration for the 0007
Personnel Public not subsequently confirmed by the U.S. Senate. position or when no longer
Financial Disclosure needed for active
Reports (OGE Form Legal Citation: 5 U.S.C. app. section 105, 5 CFR 2634.603 investigation, whichever is
278) (formerly SF later. This disposition
278), OGE Form instruction is mandatory;
278e, and related deviations are not allowed.
records.
061 All other reports. Temporary. Destroy 6 years DAA-GRS-
after receipt of the OGE Form | 2014-0005-
Legal Citation: 5 U.S.C. app. section 105, 5 CFR part 2634.603 278 or 278e by the agency or 0008
when no longer needed for
active investigation,
whichever is later. This
disposition instruction is
mandatory; deviations are not
allowed.
062 Periodic transaction reports. Temporary. Destroy 7 years DAA-GRS-
OGE 278-T forms filed by reporting individuals in accordance with the after receipt by the agency or | 2014-0005-
STOCK Act of 2012, and related records. when the related subsequent | 0009

Legal Citation: STOCK Act, Pub. L. 112-105

OGE Form 278 (SF 278) is
ready for destruction 6 years
later. The reports may be
retained longer if needed for
active investigation. This
disposition instruction is
mandatory; deviations are not
allowed.
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Item | Records Description Disposition Instruction Disposition
Authority
063 Requests to inspect or receive copies of executive branch personnel public | Temporary. Destroy when DAA-GRS-
financial disclosure reports or other covered records (OGE Form 201 or the requested report is 2014-0005-
agency equivalent form). destroyed. This disposition 0010
instruction is mandatory;
Legal Citation: 5 U.S.C. app. section 105(b)(2) deviations are not allowed.
070 | Confidential financial Reports for individuals not subsequently confirmed by the U.S. Senate. Temporary. Destroy 1 year DAA-GRS-
disclosure reports. after nominee ceases to be 2014-0005-
Executive Branch Legal Citation: 5 CFR 2634.604 under consideration for the 0011

Confidential
Financial Disclosure
Reports (OGE Form
450) and
Confidential
Certificates of No
New Interests (OGE

position or when no longer
needed for active
investigation, whichever is
later. This disposition
instruction is mandatory;
deviations are not allowed.
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Item | Records Description

Disposition Instruction

Disposition
Authority

071

072

Optional Form 450-
A), and related

records.

All other reports.

Legal Citation: 5 CFR 2634.604

Temporary. Destroy 6 years
after receipt of the OGE Form
450 by the agency, except
when the OGE Form 450
supports one or more
subsequent Optional OGE
Form 450-As then destroy 6
years after receipt of the last
related OGE Form 450-A by
the agency, or when no longer
needed for active
investigation, whichever is
later. This disposition
instruction is mandatory;
deviations are not allowed.

DAA-GRS-
2014-0005-
0012

OGE Optional Form 450-A reports.

Legal Citation: 5 CFR 2634.604, 5 CFR 2634.905

Temporary. Destroy 6 years
after receipt of the OGE Form
450-A report by the agency,

DAA-GRS-
2014-0005-
0013

along with the associated OGE
Form 450, or when no longer
needed for active
investigation, whichever is
later. This disposition
instruction is mandatory;
deviations are not allowed.

Note: The OGE Form 450-A, filed for up to 3 consecutive years following
the filing of an OGE Form 450, is an alternative disclosure report to the
OGE Form 450 when there are no new interests to be reported by the
filer. The “supporting OGE Form 450” cannot be destroyed until the last
OGE Form 450-A report is ready for destruction.

080 | Alternative or
additional financial
disclosure reports and
related records.

Reports for individuals not subsequently confirmed by the U.S. Senate. Temporary. Destroy 1 year DAA-GRS-
after nominee ceases to be 2014-0005-
under consideration for the 0014
position or when no longer

needed for active

Legal Citation: 5 U.S.C. app. section 105
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Item

Records Description

Disposition Instruction

Disposition
Authority

081

investigation, whichever is
later. This disposition
instruction is mandatory;
deviations are not allowed.

All other reports.

Legal Citation: 5 U.S.C. app. section 105

Temporary. Destroy 6 years
after receipt of the financial
disclosure report by the
agency or when no longer
needed for active
investigation, whichever is
later. This disposition
instruction is mandatory;
deviations are not allowed.

DAA-GRS-
2014-0005-
0015

090

Financial disclosure supporting documentation.

Supporting documentation used to review and verify the filer’s report submission. Includes

records such as:
e reviewer’s notes

e background research reports

e memorialized verbal comments of filer in response to reviewer questions

Temporary. Destroy at the
same time an individual’s
related financial disclosure
report is destroyed or 6 years
after the individual has
submitted their last financial
disclosure report; or when no
longer needed for active
investigation, whichever is
later.

DAA-GRS-
2014-0005-
0016

100

Ethics agreements records.

Records documenting the review and issue of ethics agreements
used to remedy the appearance of potential or actual financial

conflicts of interest. Includes:

Agreements for

reports.

employees who do not
file financial disclosure

Temporary. Destroy 6 years
after the waiver or other
agreed-upon determination or
action has been issued or
undertaken, or 6 years after it

DAA-GRS-
2014-0005-
0017
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Item | Records Description Disposition Instruction Disposition
Authority
e review of recusals, resignations, reassignments, and divestitures is no longer in effect, or when
e determinations no longer needed for active
e authorizations investigation, whichever is
e waivers later. Longer retention is
e waivers of disqualifications authorized if needed for

business use.
Note: Ethics Pledges and associated waiver certifications are filed in the

101 political appointee's Official Personnel Folder or equivalent folder under | Agreements for Temporary. Destroy at the DAA-GRS-
the authority of Executive Order 13490 (Jan. 21, 2009): Prescribing employees who file same time as the employee’s | 2014-0005-
Standards of Ethical Conduct for Government Officers and Employees. financial disclosure last related financial reportis | 5913

reports. destroyed or when no longer

needed for active
investigation, whichever is
later. Longer retention is
authorized if needed for
business use.
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Frequently Asked Questions (FAQs) about
GRS 2.8, Employee Ethics Records

INTRODUCTION
1. What is the purpose of GRS 2.8?

This schedule provides disposition authority for records executive branch agencies create and receive in
the course of carrying out their ethics program responsibilities.

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

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

GENERAL QUESTION

3. Does this schedule cover records maintained by the Office of Government Ethics relating to its
oversight of the government-wide ethics program?

No, this schedule applies only to the records of agencies relating to their own ethics program.

CHANGES FROM THE OLD GRS

4. How does GRS 2.8 differ from the old GRS?

The new schedule combines ethics program procedures files (GRS 25, item 9) and ethics program
implementation, interpretation, counseling, and development files (GRS 25, items 1a and 1b) into
general ethics program records (item 010).

The GRS no longer covers public financial disclosure reports -- OGE Form 278 and 278e -- for Presidential
and Vice Presidential candidates because only two agencies need that disposition authority; it is more
appropriately covered by agency-specific disposition schedules.

This schedule includes three new items: Periodic transaction reports (item 062), Requests to inspect or
receive copies of executive branch personnel public financial disclosure reports or other covered records
(item 063), and financial disclosure supporting documentation (item 090).

Ethics program employee training and education files (GRS 25, items 8a and 8b) will be part of the
Employee Training Records GRS when we publish it; until then, the existing authorities remain
unchanged and valid for use.

QUESTION RELATED TO ITEM 010

5. Does this item cover guidance on ethics issues, such as guidance to our senior employees from
agency ethics officials on whether certain categories of gifts are acceptable, or would we need to
write an agency-specific disposition schedule?
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Yes, this item covers guidance to senior employees on ethical issues.

QUESTION RELATED TO ITEMS 060 to 081

6. Items 060 to 081 are the forms and reports related to financial disclosure reports. Why aren’t these
aggregated into one item?

We cannot aggregate financial disclosure reports covered by items 060, 061, 062, 063, 070, 071, 072,
080, and 081 into one item because each form has different statutory recordkeeping requirements
(unique implied cutoffs). NARA and the Office of Government Ethics have no authority to alter the
statutory requirements.

QUESTIONS RELATED TO ITEM 062

7. Why must an agency retain a periodic transaction report for seven years?

Under the Ethics in Government Act, agencies must allow public access to an OGE Form 278/278e for six
years from the date the agency received it. Therefore, agencies must retain OGE Form 278-T reports for

seven years to ensure that all information supporting the OGE Form 278/278e is available to the public
for review during the entire six years prior to destruction/deletion.
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New GRS Old GRS
GRS | Item Retention . ER',A 'Number/ . GRS | Item Retention [Disposition Authority
No. | No. Disposition Authority No. No.
25 la 3years |N1-GRS-01-1item la
2.8 | 010 6 years DAA-GRS-2014-0005-0001 25 1b 6years [N1-GRS-01-1item 1b
25 9 6 years N1-GRS-01-1, item 9
2.8 | 020 6 years DAA-GRS-2014-0005-0002 25 4 6years |N1-GRS-01-1, item 4
2.8 | 030 3 years DAA-GRS-2014-0005-0003 25 5a 3years |N1-GRS-01-1, item 5a
2.8 | 031 1year DAA-GRS-2014-0005-0004 25 5b 1year N1-GRS-01-1, item 5b
25 7a 3 years N1-GRS-01-1, item 7a
2.8 | 040 3 years DAA-GRS-2014-0005-0005 -
25 7b 1 year N1-GRS-01-1, item 7b
2.8 | 050 6 DAA-GRS-2014-0005-0006 |—=——22 6years NGRSO item 6a
: years TR eLAES 25 | b lyear |N1-GRS-01-1, item 6b
2.8 | 060 1 year DAA-GRS-2014-0005-0007 25 | 2a1 lyear |N1-GRS-01-1, item 2al
2.8 | 061 6 years DAA-GRS-2014-0005-0008 25 2a2 6 years [N1-GRS-01-1, item 2a2
28 | 02 | 7Yearsorwith DAA-GRS-2014-0005-0009 New item.
related report
28 | o3 | Whenrequested |\ GRS-2014-0005-0010 New item.
report destroyed
2.8 | 070 1 year DAA-GRS-2014-0005-0011 25 | 2b1 lyear |N1-GRS-01-1, item 2bl
28 | 071 6 years DAA-GRS-2014-0005-0012 | 25 | 2b2 6 years ?‘LGR;' 01-1, item 2b2
in par
28 | 072 6 years DAA-GRS-2014-0005-0013 | 25 | 2b2 | 6 years :\,ll'GRf)' 01-1, item 2b2
in par
2.8 | 080 1 year DAA-GRS-2014-0005-0014 25 2cl 1 year N1-GRS-01-1, item 2cl
2.8 | 081 6 years DAA-GRS-2014-0005-0015 25 | 2c2 6years |N1-GRS-01-1, item 2c2
28 | ogo |Withrelatedreport| )\ GRs-2014-0005-0016 New item.
or 6 years
N1-GR5-01-03, item 3 (in
2.8 | 100 6 years DAA-GRS-2014-0005-0017 25 3 6 years part)
when last financial
N1-GRS-01-03, item 3 (i
2.8 | 101 | disclosure report | DAA-GRS-2014-0005-0018 | 25 | 3 6years | ftem 3 (in
destroyed P
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GENERAL RECORDS SCHEDULE 3.1: General Technology Management Records

This schedule covers records created and maintained by Federal agencies related to the general management of technology. It includes records related to
developing, operating, and maintaining computer software, systems, and infrastructure improvements; complying with information technology policies and
plans; and maintaining data standards.

This schedule does not apply to system data or content. This schedule does not apply to records documenting the Office of Management and Budget and the US
Federal Chief Information Officers Council government-wide information management planning and programming. There may be copies of the Exhibit 300
records within these case files. However, agencies should continue to file the recordkeeping copy as part of IT Capital Investment Records. Records needed to
support contracts should be in procurement files, which are scheduled under the GRS for General Financial Management Records.

e installing and upgrading network operating systems and shared applications, and

e providing data telecommunications; and infrastructure development and maintenance such as
acceptance/authorization of infrastructure components, analysis of component options,
feasibility, costs and benefits, and work associated with implementation, modification, and
troubleshooting.

Includes records such as:

e installation and testing records

o installation reviews and briefings

e quality assurance and security review

e requirements specifications

e technology refresh plans

e operational support plans

e test plans

e models, diagrams, schematics, and technical documentation

is authorized if
required for
business use.

Item | Records Title/Description Disposition Disposition
Instruction Authority
010 | Information Infrastructure project records. Temporary. DAA-GRS-
technology Information Technology (IT) infrastructure, systems, and services project records document the Destroy 5 years 2013-0005-
development basic systems and services used to supply the agency and its staff with access to computers and after project is 0006
project data telecommunications. Includes requirements for and implementation of functions such as: terminated, but
records. e maintaining network servers, desktop computers, and other hardware, longer retention
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Item | Records Title/Description Disposition Disposition
Instruction Authority

Exclusion: Records relating to specific systems that support or document mission goals are not
covered by this item and must be scheduled individually by the agency by submission of a
records schedule to NARA.
Note: Records concerning the development of each information technology (IT) system and
software application are covered under the item for System Development Records.

011 System development records. Temporary. DAA-GRS-
These records relate to the development of information technology (IT) systems and software Destroy 5 years 2013-0005-
applications through their initial stages up until hand-off to production which includes planning, after systemis 0007

requirements analysis, design, verification and testing, procurement, and installation. Records
include case files containing documentation of planning, decision making, designing,
programming, testing, evaluation, and pro