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DC 20408
 

1 From (Agency or establishment) 

Department of Defense 
2 Major Subdivrsron In accordance with the provisions of 44 

Defense Finance and Accounting Service USC 3303a, the disposition request, in-

cluding amendments, ISapproved except for 
3 Minor SubdivIsion Items that may be marked "dtsposttron not 

Entire Agency approved" or "withdrawn" In column 10 

4 Name of Person with whom to confer 5 Telephone (Include area code)	 Archivist of the United States 

Leona Jacob	 317-510-5041 ,ff4. W.A.l.-v+-
on 

I hereby certify that I am authorized to act for this agency In matters pertaining to the disposition of ItSrecords and that the records proposed 
for disposal on the attached .L page(s) are not now needed for the business of this agency or Will not be needed after the retention 
periods specmed, and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the GAO Manual for 
GUidance of Federal Aqencres
W IS not required D IS attached D has been requested 

7
 
Item 8 Descnption of Item and Proposed Drspositron
 

Number
 

1.	 Defense Finance and Accounting Service 5015.2-M,
Schedule 7333, Traveler Charge Card Program. Add 
Rule 13.1 to authorize indefinite retention of 
active and inactive Individual Cardholder 
Accounts files and disposal of Closed Individual 
Cardholder accounts after one year retention. 

Individual Cardholder Files pertain to DFAS
 
employees who possess a travel charge card and
 
include but are not limited to application,

training certificate, Statement of Understanding

and any correspondence or administrative
 
communications. Documents are in hardcopy and
 
are maintained in active files as long as the
 
account is open.
 

Individual folder is transferred to the Inactive
 
Accounts File when account is suspended or closed
 
for nonuse or other reasons. Folders are
 
maintained by DFAS in Inactive Accounts Files
 
indefinitely to facilitate reopening the account
 
when necessary.
 

Individual folder is placed in Closed Account
 
file when employee retires or separates from
 
DFAS. Closed Account Files will be maintained by

DFAS for one year and then destroyed.
 

Records will not be transferred to a Federal
 
Records Center. One year retention of closed
 
accounts is sufficient for DFAS business
 
purposes. See attached Schedule 7333
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SCHEDULE 7333
 
TRAVEL RECORDS
 

7333. ThIS schedule governs dIsposition of records pertaining to the 
Defense Travel Pay Offices. (Reference Financial Management Regulation,
DoD 7000.14-R, Vol 9) 

SCHEDULE 7333 I 
TRAVEL RECORDS I 

A	 B C D 

R 

U 

L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY -. FOLLOW-UP Llstlngs used to perform DFAS Sltes Cut off at end of day.

MANAGEMENT follow-up on outstandlng Destroy 1 month after 
PRODUCTS advances and obllgatl0ns. cutoff. 

AUTH:	 (Nl-507-97-1)
(7333/R1) 

1.01 Coples of follow-up Cut off when traveler 
letters and payroll submlts settlement or 
deductlon documents. collectlon transactlon 

lS processed. Destroy 
on cutoff. 
AUTH: (Nl-507-97-1)
(7333/R1.01) 

2.	 VALIDATION Cut off at end of day.~ Aud,t L,'t and MANAGEMENT datl0n L1St. Destroy 45 days after 
LISTINGS cutoff . 

AUTH: (Nl-507-97-1)
(7333/R2) 

2.01	 Cut off at end of day.Other "s~~o valldate sys m update.	 Destroy 1 month after 
cutoff. 
AUTH: (Nl-507-97-1)
(7333/R2.01) 

3.	 OPTIONAL L,st,ng' used for ~~ Cut off and destroy
MANAGEMENT technlcal evaluatl0n, when superseded or 
LISTINGS	 research, and/or as a obsolete. 

reference. AUTH: (Nl-507-97-1)
(7333/R3)-. 

4.	 QUARTERLY Llstlngs used for the Acco ntable Cut off at end of 
MANAGEMENT reconclllatl0n of Statlo s quarter. Destroy 6 
LISTINGS accountlng data. months after cutoff. 

AUTH:	 (Nl-507-97-1)
(7333/R4) 

5. DISKETTE Interface flles used to	 Cut off on completlon
INTERFACE	 FILES transfer pertlnent of upload. Destroy 5 

lnformatl0n and/or ~~rkdays after upload.
accountlng data from one (N~l' 2, 3)
system to another. AUTH: (Nl-507-97-1)

(73331 5) 
6.	 RECORD OF TRAVEL Central Travel Hlstory DFAS Denver Cut off ~ of 

PAYMENTS: THE record (CTHR) of master flscal year n WhlCh 
AUTOMATED TRAVEL travel record lnformatl0n payment was ma~ 
RECORD ACCOUNTING from Fleld Operatlon ATRAS Destroy 6 years, 3 
SYSTEM (ATRAS) databases. months after cuto . 

AUTH: (GRS 6, Item	 I ~ 
(7333/R6) 

http:7333/R2.01
http:7333/R1.01
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SCHEDULE 7333 I 
TRAVEL RECORDS I 

A 

R
 

U
 

E	 RECORD SERIES 

K OBLIGATION 
DOCUMENTS 

r-,

8. 

9.	 POSTING MEDIA 

10.	 TRAVEL VOUCHERS 

11.	 CONTROL LOGS 

12.	 NONAVAILABILITY 
OF GOVERNMENT 
QUARTERS AND MESS 

13.	 ~RAVELER CHARGE 
CARD PROGRAM 

.'e-


B 

DESCRIPTION 
Document used to support a 
conf~rmed reservat~on of 
funds, wh~ch establ~shes 
legal l~ab~l~ty for 
payment by the government. 

Document(s) that support 
the submiss~on of a 
doubtful travel cla~m. 

~ 
Reco~ds, other than source 
recor~ such as Journal 
voucher\~ post~ng data 
transfer~nd spec~al~zed~ post~ng med:~r mach~ne 
applacat;aoris, ~sed to 
prov~de ~nput d ~ to the 
Accounts Manageme ~and
Reconc~l~at~on Bran ~. 
Cop~es of pa~d travel~ 
vouchers ut~l~zed to 
update the General 
Account~ng System. 

D~sbursement and 
collect~on travel voucher 
control logs. 

Reta~ned organ~zat~onal 
cop~es of forms and 
related records. 

Reports and assoc~ated 
documents used to 
adm~n~ster government 
travel charge card program 
wh~ch	 ~ncludes the 
Ind~v~dually B~lled
Accounts and the Centrally
B~lled Accounts. 

C 

MAINTAINED IN 
DFAS Denver 

Issu~ng/approv~n~
author~t~es 

Integrated Card 
Management
Off~ce, Contract 
Serv~ces 
D~rectorate 

D 

CUTOFF/DISPOSITION/

AUTHORITY
 
Cut off upon payment
 
or deobl~gat~on of
 
reserved funds.
 
Destroy 1 year after
 
cutoff.
 
AUTH: (Nl-S07-97-1)

(7333/R7)

Cut off upon payment,
 
den~al or deobl~gat~on

of funds. Destroy 1
 
year after cutoff or,

~f pa~d, attach to
 
travel voucher.
 
AUTH: (GRS 6, Item 1b)

(7333/R8)

Cut off when
 
d~screpancy ~s
 
cleared. Destroy 90
 
days after cutoff.
 
AUTH: (N1-S07-97-1)

(7333/R9)
 

Cut off at end of
 
calendar year.
 
Destroy 1 year after
 
cutoff.
 
AUTH: (GRS 6, Item 1b)

(7333/R10)

Cut off at end of
 
f~scal year. Destroy

1 year after cutoff.

AUTH: (N1-S07-97-1)

(7333/Rll)
Cut off at end of day. 

~troy 1 year after 
off. 

AUT~N1-S07-97-1)
(7333 12)
Cut off t end of 
year. De roy 6 
years, 3 mOD hs after 
cutoff. AUTH: (GRS
6, Item 1a) (733 R13) 
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SCHEDULE 7333 I
 
TRAVEL RECORDS I
 

A	 B C D 

R 

U 
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

13.1	 Ind1v1dual Cardholder Integrated Card Place 1n Inact1ve F1le 
F1les wh1ch 1nclude but Management when card is cancelled 
are not l1m1ted to card Off1ce, Contract for nonuse or other 
appl1cat10n, tra1n1ng Serv1ces reasons. Place 1n 
cert1f1cate, Statement of D1rectorate Closed Accounts F1le 
Understand1ng and any when cardholder 
correspondence or ret1res or separates
adm1n1strat1ve from DFAS, reta1n for 
commun1cat1ons. one year, and then 

destroy.
AUTH: ( )
(7333/R13 .1) 

ELECTRONIC MAIL Electron1c cop1es of 
AND WORD records that are created 
PROCESSING SYSTEM on electron1c ma1l and 

PIES	 word process1ng systems

and used solely to
 
generate a recordkeep1ng
 
copy of the records
 
covered by the other 1tems
 
1n th1s schedule. Also
~;~~'~~f~~~::~;;:e,=~>on.or 
Cop1es that have~ Any DFAS off1ce Destroy/delete w1th1n 
further adm1n1stra ve 180 days after the 
value after the recordkeep1ng copy has 
recordkeep1ng copy 1S been produced.
made. Includes cop1es AUTH: (N1-S07-97-1)
ma1nta1ned by 1nd1v1duals (7333/R14)
1n personal f1les, 
personal electron1c ma1l 
d1rector1es, or other 
personal d1rector1es on 
hard d1sk or network 
dr1ves, and cop1es on 
shared network dr1ves that 
are used only to produce
the recordkeep1ng copy.

14.01	 Cop1es used for DestrOy/a~ete when 
d1ssem1nat1on, reV1S10n, d1ssem1nat1 , 
or updat1ng that are reV1S10n, or u ~dat1ng
ma1nta1ned 1n add1t1on to 1S completed.
the recordkeep1ng copy. AUTH: (N1-S07-97-1)

(7333/R14.01) 

NOTES: 
1. Workday equals one cycle. 
2. The mterface diskette used to update RITA tax table must be rnamtamed for 1 year from date of upload. 
3. The mterface diskette used to update PDRMS is rnamtamed until replaced. 

http:7333/R14.01



