
REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

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

Department of Health and Human Services 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ In accordance with the provIsions of 44 usc 3303a 

ISION the disposal request, including amendments, ISapproved 
Family Support Administration except for Items that may be marked "dtsposrtron not 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ approved" or "Withdrawn" In column 10 If no records 
ISION are proposed for disposal, the Signatureof the Archivist IS 

Office of Community Services not required 

4 N WHOM TO CO FER 

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 3 page(s) are not now needed for the busmess of this 
agency or will not be needed after the retention periods specrtred. 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 Q ISunnecessary 

o TITLEC. SIG~RE~~~E~IVE 

~~arnes Department Records Management Office! 

7 
ITEM 
NO (WIth 

8 DESCRIPTION OF ITEM 
InclUSIVe Dates or RetentIon Periods} 

9 GRS OR 
SUPERSEDED 

JOB 
CITATION 

10 ACTION 
TAKEN 

(NARSUSE 
ONLY) 

The Family Support Aclm~nistration (FSA) provides 
leadership and direction to coordinate the national 
administration of Financial Assistance Program. 

The Office of CommunityServices is responsible for 
administering: CommunityServices Block grant and . 
discretionary grant programs: Office of State and Project 
Assistance: Division of Assessments am Evaluations; 
Division of Audit Resolution: IDw Incane Energy Assistance 
Program. Under the executive direction of the Director 
is responsible to the FSAAssistant Secretary for carrying 
out the OCSmission. 

STANDARD FORM 115 REV 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 
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RE,QUESr FOR RECORDS DISPOSITION 

ITEM 
NO 

3. 

115·204 

PAGE
AUTHORITY - CONTINUATION I OF 3 

8 DESCRIPTION OF ITEM 
(WIth Inelusiue Dates or RetentIOn Periods} 

9 GRS OR 
SUPERSEDED 

JOB 
CITATION 

10 ACTION 
TAKEN 

(NARSUSE 
ONLY) 

RECDRDS RErENTION AND DISPOSAL SCHEDULE 
OFFICEOF CCMMUNITYSERVICES 

OFFICEOF MANAGEMENTSERVICES 

Grant Files Related to Block Grants 

. . urn content required: Grant Obligating document(s} ,I 

specia ditions and amendments to the grant; significant 
correspondenc ated to the management of the grant; 
financial and other . rts required from the grantee; and 
documents prepared in olos t of the grant including 
final audit, audit determination, findings of any audit 
appeals filed by the grantee. 

WITHDRAWN 

Disposition: 
when 3 years 

Cut-off at grant close-out. 
old. Destroy when 7 years 

Transfer 
old. 

GRANTEEFILES REIATEDto OCSLaw Income HomeEnergy 
Assistance Act grants (LIHEAP) 

e records are related to grantee funded under the I£JW 

ergy Assistance Program. These files include 
grant obll tion documents, grant applications ani/or stat 
plans accept OCS, grantee financial reports and other 
required reports, ndments or conditions related to fun-
ding, critical corres ence related to management of 
the grant, and documents p ed in close-out of the gran 
including final audits, audit erminations and appeals 
and withholdings. 

WllllDRAVJN 

Also included in files are records reiliated 
reports to Congress and data accumulated in 
tion of those reports. 

Disposition: Cut-off 5 years after effective date of 
grant. Transfer to FRC. Destroy when 9 years old. 

Audit 1+poo15 Re.s o{v+. tnJ 1='.1 e.s. 

These records are related to the resolution of grantee 
appeals of C:CS'audit det.errrtinat.i.ons , They include the 
audit(s); audit determination letter(s); findings of the 
OCSappeals board; and pertinent documentation supporting 
the finding appeals board, These records are developed 
for all CSAgrantee audit appeals. 

Disposition: 
of the fiscal 

Cut-off closed care files at the end of 
year (a closed care file is defined as one 

tion efforts have been ended and all 
Four copies, including original to be submitted STANDARD FORM 115·A (REV 12-83)
to the National Archives and Records Service. Prescrobed by GSA 

FPMR (41 CFR) 101-11 4 



PAGE
RE~UES-r: FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION ,2 OF 3 

7 9 GRS OR 10 ACTION 
ITEM SUPERSEDED TAKEN8 DESCRIPTION OF ITEM 

(WIth Inc/wille Date. or RetentIOn Periods) NO JOB (NARSUSE
CITATION ONLY) 

appeals exhausted. Destroy when 6 months old. 381-80-1-
4-3.DF 

OCSClaims Collection Files Related to Grantees 

These ords are related to OCS efforts to collect claims 
owedby C grantees to the Federal Government. Claims 
may be filed, for for paymentof unexpended granl:' 
balances, interest the Federal Goverrnnent,proceeds 
from liquidation of assets ac' with grant funds, am 
paymentof amountsequal to costs dl owancesresulting 
from audits and appeals, if any. These r will 
include audit determination letters, appeals bo . dings 
am audited statements. 

WllllDRAWN 

Disposition: 
fiscal year. 

Cut-off closed care files at 
Destroy when6 months old. 

the end of the 
381-80-1-
4-B.-3.E. 

Grantee Revolving Loan Fund Accounts Files 

ese are revolving loan funds established and administered 
by tees as part of the approved work program of a CSA 
grant. records will be developed only for grantees 
that are admiru: ing loan accounts requiring continued 
federal oversight a perLed beyond the close-out of the 
CSAgrant. These r'eccr .11 include at a minimum: 
documentsdescribing the purpo 
conditions under which the grantee 
revolving fund, and the definition of 
federal oversight of the fund will no 

WllllDRAWN 

Disposition: 
f i.scaL year. 

Cut off closed files at the end of the 
Destroy when6 months old. 

6. Legal Counsel Files 

~ 

~ 
These are records of the Office of ~ Counsel within 

DtroCCC6I 's office. Records are developed for three 
subject areas: Legal morroranda,case files, and claims. 

Disposition: Destroy whenone year old unless review by 
legal counsel indicates that continued retention at OCS 
for more than one year is required. 381-80-1 

4-III. 

Four copies, including orig,"al to be submitted STANDARD FORM 11S-A (REV 12-83)
to the National Archives and Records Servlce_ PrescrIbed by GSA 

FPMR (41 CFR) 101-11-4 

115-204 
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. , 

JOB NO. PAGE 

REQUEST, FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION. 3 3OF 

9 GRS OR 10 ACTION 
8 DESCRIPTION OF ITEM SUPERSEDED TAKENITEM (WIth Inclusi/Je Dates or Retention Periods} JOB (NARSUSENO CITATION ONLY) 

Ibcuments 

ffice, which is part of the Director's office 
to budget preparation, presentation 

are composedof budget policy files 
and budget estimates . tifications files. Definition 
of the content of these items' ourd in the General 
Records Schedule. 

Disposition: cut-off at the erd of budqet;year 
they were prepared. Destroy when5 years old. 

STANDARD FORM 115·A (REV 12-83) 
to the National Archives and Records Service. Prescrobed by GSA 

FPMR (41 CFR) 101-11.4 

115·204 Four copies, including original to be submitted 




