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LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 

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

1 FROM (Agency or establishment) 

De artment of Health and Human Services withtheprovisronsIn accordance of 44 usc 3303a 
2 MAJOR SUBDIVISION thedisposal amendments,ISapproved request,mcludrnq- - exceptforItemsthatmay be marked"dtsposrtion not~F~a~m~i~l~~~~~o~r~t~A~d~m~l:-~n~l~s~t~r~a~t~l~O~n~~~~~~~~~~~~~ approved"or "WI~d~wn" Incolumn10 Ifnoreco~sareproposedfordisposal, oftheArchivistthesignature IS notrequired 

5 TELEPHONE EXT ARCHIVIST OF THE UNITED STATES 

401-9228 

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 8 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specifred. and that written concurrence from the General 
Accounting Office, If required under the provisrons of Title 8 of the GAO Manual for GUidance of Federal Aqencies, IS 
attached 

A GAO concurrence 0 ISattached, or [K] ISunnecessary 

B DATE C SIG~:::'URE O~E5-?_REPRESENTATIVE D TITLE 

A7"'"~/~ Yc:r~'-r' x: 
DHHS Records Management OfficerA Prentice Barnes, Sr. 

7 9 GRS OR 10 ACTION
8 DESCRIPTIONOF ITEM SUPERSEDED TAKENITEM (WIth InclUSIVe Dates or Reten hon Periods} JOB (NARSUSENO CITATION ONLY) 

This schedule supersedes that part of Social
 
Security Administration and Office of Child Support

Enforcement, NCl-47-81-9, NCl-292-84-1 and Office
 
of Community Services NCl-381-80-1 programs now
 
maintained by the Family Support Administration.
 

I V 
/ NSN 7540-00-6;4-4064 STANDARD FORM 115 (REV 8-83) 

Prescribed by GSA 
FPMR (41 CFR) 101-11.4 

115-108 
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FSA/OFM Records Retention Schedule 

Description of Records	 Authorized Disposition 

Unsuccessful Grant Applications Destroy 3 years after 
lications, correspondence and rejection or withdrawal 

othe ords relating to (GRS 3 - Item 13)
unsuccessfu e"ected or 
withdrawn) applica " 

2.	 Grant Administrative Files 
Correspondence and/or subject
files relating to routine 
operations and daily activities 
in administration of the grant
Program. 

3.	 state Administered Formula Grant -
Files 
Files documenting state admin-
istered formula grants under 
the FSA programs. The records 
include budget information, award 
notices, computation data, pro-
gram and financial reports,
letters of credit, and cost 
allocations. Also included are 
decision letters from Regional
Administrators. These records are 
retained for reference and may be 
needed as supporting documentation 
in state appeals or litigation
initiated by states to recover 
funds. 

4.	 Block Grant files for States,
Territories and Indian Tribes 
Files documenting State,
Territory and Indian Tribe 
block grants under the FSA 
programs. Records include 
obligating documents, grant
application and/or state 
plans, statutory assurances 
and certifications, program
and financial reports and 
related materials to the 
management of the grant; and 
grant close-out documents. 

Destroy when 2 years old 
3-Item 14) 

Close out file the end 
of the budget year.
Transfer to FRC 24 
months after close out. 
Destroy when 10 years old 
(GR~ J, Item 24' Note) 

lIet	 -'-I1--$""~1i/'33 

~C.I- ~~a~iJ.f • 1/1 

Transfer to FRC 18 months 
after close out of the 
grant. Destroy 6 years 
3 months after close of 
the fiscal year in which 
grant expires.
(ORS 3, It.em 14 ; lioL-e~ 

~e t'= ?;6/o8D I 
I 
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Description of Records 

5.	 state Project Grant Files 
Grants made in support of 
an individual project in 
accordance with legis-
lation which permits a 
grantee agency to admin-
ister such grants. Records 
include FSA programs announce-
ments, state proposals,
application evaluation and 
related materials. 

6.	 Discretionary Grant Files 

These files are the working
documents for FSA categorical
grants which are not state 
administered under the FSA 
programs. The records include 
copies of the application,
evaluation documentation,
award notice, program and 
financial reports. Records 
also include documents pre-
pared in grant close-out. 

7.	 Research and Demonstration 
Project Grant Files 
Files documenting the project
which are Federal grants
(demonstration grants ) to 
states who volunteer to 
conduct study programs.
The records are filed by
project (by state or Con-
tractor). The files con-
tain applications and cor-
respondence, notation of 
approval or disapproval,
comments of FSA components,
copies of decision memoran-
dums to establish programs,
progress reports, and final 
project reports. 

• T 

Authorized Disposition 

Transfer to FRC 18 
months after close out 
of grants. Destroy 6 
years 3 months after 
close of fiscal years in 
which grants expires.
f.CR& ~ It.em 14' Wet.e ) 

"VI_	 ~1-Cilf..'+ 

Transfer to FRC 18
 
months after close out
 
of grant. Destroy 6
 
years, 3 months after
 
close of fiscal,
 
year in which grant

expires (SRS 3, Item
 
14:	 ~19te0 

/Jet· ¥"+-14--4 /~~ 

Transfer to FRC 18
 
months after close
 
out of grant.

Destroy 6 years 3
 
months after close
 
of fiscal year in
 
which grant expires.

(.eRe ), I item 14; Wets) 

fvf~M . O"?- S'~. v/io;, 
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Description of Records 

8.	 Grantee Revolving Loan Fund 
Accounts 
These are revolving loan funds 
established and administered 
by grantee as part of the 
approved work program of a FSA 
grant. These records will be 
developed only for grantees
that are administering loan 
accounts requiring continued 
federal oversight for a period
beyond the close-out of the 
FSA grant. These records will 
include at a minimum: documents 
describing the purposes,
criteria and terms and conditions 
under which the grantee will 
administer a revolving loan 
fund, and the definitions of the 
point at which the federal 
oversight of the fund will no 
longer be required. 

9.	 Claims Collection Files Related 
to Grantees 
These records are related to 
FSA efforts to collect claims 
owed by FSA grantees to the 
federal government. Claims 
may be filed, for example,
for payment of unexpended grant
balances, interest owed to the 
federal government, proceeds
from liquidation of assets 
acquired with grant funds,
and payment of amounts equal
to costs disallowances re-
sulting from audits and 
appeals, if any. These 
records will include audit 
determination letters, appeals
board findings, audited state-
ments and other significant
correspondence supporting the 
FSA claim against the grantee. 

• r • r 

Authorized Disposition 

Transfer to FRC 18 months 
after close out of grant.
Destroy 6 years, 3 months 
after close of fiscal 
year in which grant
expires. (GRS 3, I~Qm 
141 Nete; 

Hold 3 years after the 
federal claim collection 
activity has been 
successfully completed
or terminated and then 
destroy at the end of 
the 3rd year. f6RS 3, 
item 14: N6~e~ 
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Description of Records 

10.	 Deferral and Disallowance Files 
Files maintained in state order 
documenting the deferral or 
disallowance of State submitted 
expenditures. Expenditure
items generally are disallowed 
because the items are not 
covered under the Social 
Security Act or regulations.
Deferral or disallowance 
actions may be appealed and 
can result in litigation for 
recovery of funds. contents 
of the files include regional
office review reports and 
recommendations; correspondence
with states and internal 
correspondence; and related 
records. 

11.	 Audit Files 
Records relating to both 
management and financial 
audits of FSA grantees
operations including noti-
fications of forthcoming
audits, nonrecord copies of 
draft and final reports,
comments on findings and 
recommendations, findings
of appeal board and pertin-
ent documentation supporting
the findings of the appeals
board. 

Budqet Estimates & Justifica-
iles 

Files con . 
estimates and 
justification statement su 
mitted annually to ASMB. The 
files are used in the prepara-
tion of the annual FSA budget
submission to the Department
of Health and Human Services 

Authorized Disposition 

Close out at end of the 
budget year or when all 
avenues of appeal or 
recommendations have been 
exhausted whichever is 
later 

Transfer to FRC 18 months 
after close out. Destroy
when 6 years 3 months 
old. f8ftB 3, I~em 14: 

tJc-l ~ ~'t;2 -~~- II;;., 

Destroy 2 years after 
audit closure. (BRS 3,. 
It:em 1~. ~Jete~ 

~(l..~ .0-' SJ.... ~ :t.~ g
T' J ) 

tJc,/ ~ J..9~..~Jt -I /tt 

Destroy 5 years after the 
close of the budget year.
(CRS §, Item 4: Not:ey 

tVC 1- ~q d. ·8li-- 1/3 
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Description of Records 

and the Office of Management
and Budget (OMB). Included 
are copies of Quarterly Budget
Estimates; Summary of Estimates 
for Travel and Transportation
of Persons; Summary of Estimates 
for Transportation of Things;
Summary of Estimates of Rent,
Communication and utilities 
Services; and equivalent or 
related documents. Also in-
cluded are working papers,
correspondence, and background
materials. 

1	 . FSA Budqet and Document Files 
Files contain copies of annual 

A budget submission to HHS 
an OMB outlining position,
manp er and funding require-
ments or all programs adminis-
tered by FSA. Submissions are 
composed (1) summary 
statements ..e., statements of 
appropriation and expendi-
tures, statemen s of receipts,
statements of nu ers of 
personnel, schedul of accrued 
assets and liabiliti and 
narrative statements 
summarizing the principa fea-
tures of the budget reques ;
(2) detailed material on 
appropriations and funds 
(i.e., language sheets,
schedules of amounts avail-
able for appropriation, pro-
gram and financing schedules,
narrative statements on 
program and performance, and 
schedules of object classifica-
tion and personnel summary;
(3) justifications and explana-
tions; (4) other documents re-
quired for budget examination 
and analysis. Official record 
copies are maintained by other 
Federal components. 

Authorized Disposition 

- Destroy 10 years after the 
budget year. (-Gl? ~ §-O, 
I~eIll 4 I tie.t:e) 
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Description of Records	 Authorized Disposition 

"Iff	 D~C" .. r n;£ Cs.b~ dt: TI+L 8v)Ga" ~A"L. . 
1 Transfer to FRC when 10 . 

ocuments are used by years old. f-QRS 5"1 I'Eem 
FSA offic in testifying -4..:..	 Wote) :J>1.'Stf<b\.l w~ :>-'0 at	 budget hear1n onducted ~Af.2.S ~-U:>by HHS, OMB and the Co s. .
 
They provide background infor-
mation on the FSA budget

submission in general, as well
 
as detailed explanations and
 
justifications of specific

sections thereof.
 

Destroy when superseded
or obsolete. ~R8, I~e'Itl 

consist of instruc- 5. No~e-) 
tions (e.g., Is, direc-
tives, circulars), ion, Ncr -d-'t~-~~-vi 
analysis, and other offic1
 
publications of HHS, OMB and
 
the Treasury Department relating

to budget preparation and
 
execution. They are retained
 
for reference purposes.
 

C~,. "r~ A'f T'Jof.(. ~iJb Dt' -TI-+i. 8VD(;..t,T'1 
1 Budget Reports File Destroy 5 years there- ~. 

iles contain various reports after. ~R6 9, Item 4: 
he various FSA fiscal Ne~e)

iations and appoint-
amples include: Nel -J.q~ ..8'1- )/1-

*	 0 eratin ans - Schedule of
 
Commitments/ igations.

This report lis actual
 
expenditures for t first
 
quarter, and projects onthly

expenditures for the re 'nder
 
of the year by object and
 
subobject classification code.
 

*	 Monthly Transaction Reports

This report is prepared by

PHS, Division of Finance,

and provides FSA with a
 
detailed account of total
 
Agency expenditures by

object and subobject

classification code.
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Description of Records 

1 Budqet Execution Files 
s contain records created 

and a ulated in monitoring 
budget exe on. Included are 
logbooks, data p . touts, work-
ing papers and other evant 
material. Since these rec s 
reflect FSA actual expenditures, 
they may be used as background
data for budget activities
(i.e., budget preparation). 

Authorized Disposition 

Destroy 5 years after 
the close of the budget
~GR~ e, ItQm 4; Veta) 

NCI-~~-~Li - 1;8 




