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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK _°

(See Instructions on reverse) e ne A/ / g 2 - q e {

TO GENERAL SERVICES ADMINISTRATION DATE RECEIVED /?
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 /7 0
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY

Department of Health and Human Services

In accordance with the prowisions of 44 US C 3303a
2 MAJOR SUBDIVISION

the disposal request, including amendments, i1s approved

Family Support Administration except for 1tems that may be marked ‘‘disposition not
approved’’ or “withdrawn’ in column 10 If no records
3 MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist 1s
Office of Community Services notrequired
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT |[DAT ARCHIVIST OF THE UNITED STATES
Mary Ann Moore 252-5333 Z, m =~
Steve Smith (FSA Records lMgmt Officer) 252-5637 4 ————

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | 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 business of this
agency or will not be needed after the retention periods specified, and that written concurrence from the General
Accounting Office, 1f required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s
attached

A GAO concurrence D is attached, or [Q IS unnecessary

B DATE C. SIGN URE O ::—GENC REPRESENTATIVE D TITLE
, .
) /11/90 ,‘ﬁ arnes Department Records Management Officer
7 9 GRS OR 10 ACTION
ITEM 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Incluswe Dates or Retention Periods) JOB {NARS USE
CITATION ONLY)

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

The Office of Comunity Services is responsible for
administering: Community Services Block grant and
discretionary grant programs; Office of State and Proj ect
Assistance: Division of Assessments and Evaluations;
Division of Audit Resolution; Low Incame Energy Assistance
Program. Under the executive direction of the Director

is responsible to the FSA Assistant Secretary for carrying
out the OCS mission.

0 ot B Cgpres, , WN-o) WU NEE / 0/25195

™. / NSN 7540-00-634-4064 STANDARD FORM 115 (REV 8-83)
. Prescribed by GSA
FPMR (41 CFR) 101-11.4
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9 GRS OR
SUPERSEDED
JOos
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10 ACTION
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(NARS USE
ONLY)

RECORDS RETENTION AND DISPOSAL SCHEDULE
OFFICE CF COMMUNITY SERVICES
OFFICE OF MANAGEMENT SERVICES

Grant Files Related to Block Grants

: Grant Obligating document(s) ,
ditions and amendments to the grant; significant
correspondenc ated to the management of the grant;

financial and other TipQrts required fram the grantee; and
documents prepared in clos t of the grant including

final audit, audit determination; findings of any audit
appeals filed by the grantee.

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

Disposition:
when 3 years old.

GRANTEE FILES RELATED to OCS Low Income Home Enerqgy
Assistance Act grants (LIHEAP)

e records are related to grantee funded under the Low
Incom&Energy Assistance Program. These files include

grant oblIyation documents, grant applications and/or state
plans agcept 0OCS, 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 grany
including final audits, audit erminations and appeals
and withholdings.

Also included in files are records retated
reports to Congress ard data accunulated in the
tion of those reports.

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

Audit Eppeedts Zecol h o, Fles.

These records are related to the resolution of grantee
appeals of OCS' audit determinations. They include the
audit(s); audit determination letter(s); findings of the
OCS appeals board; and pertinent documentation supporting
the finding appeals board. These records are developed
for all CSA grantee audit appeals.

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

4-B. 23

M

in which all collection efforts have been ended and all

4-B.1.

WITHDRAWN

WITHDRAWN

115-204

Four copies, including original to be submitted
to the National Archives and Records Service.

STANDARD FORM 115-A (REV 12-83)
Prescribed by GSA

FPMR (41 CFR) 101-11 4
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T

appeals exhausted. Destroy when 6 months old.

OCS Claims Collection Files Related to Grantees

grantees to the Federal Goverrment. Claims
may be filed, for le, for payment of unexperded grant!
balances, interest the Federal Government, proceeds
from liquidation of assets acgud with grant furds, ard
payment of amounts equal to costs AT owances resulting
from audits and appeals, if any. These r will

include audit determination letters, appeals bo i

and audited statements.

dings

Disposition: Cut-off closed care files at the end of the
fiscal year. Destroy when 6 months old.

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 admin?® ing loan accounts requiring continued
federal oversight f& period beyond the close-out of the
CSA grant. These recor ill include at a minimum:
documents describing the purpo
conditions under which the grantee
revolving fund, and the definition of th
federal oversight of the fund will no longer

Cut off closed files at the end of the
Destroy when 6 months old.

Disposition:
fiscal year.

Iegal Counsel Files

These are records of the Office of #egml Counsel within
€ DeEreeeexr 's office. Records are developed for three
subject areas: Iegal memoranda, case files, and claims.

Disposition: Destroy when one year old unless review by
legal counsel indicates that continued retention at OCS
for more than one year is required.

381-80-1-
4-3.DF

\

381-80-1-
4-B.-3.E.

1

381-80-14
4-TIT.

WITHDRAWN

WITHDRAWN

115-204

Four copies, including original to be submitted
to the National Archives and Records Service.

STANDARD FORM 115-A (REV 12-83)
Prescribed by GSA

FPMR (41 CFR) 101-11.4
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T Budget Documents

to budget preparation, presentatlon
and budget estimates t1f1cat10ns files.
of the content of these items
Records Schedule.

Disposition: Cut-off at the end of budget year
they were prepared. Destroy when 5 years old.

are composed of budget policy files
Definition
ourd in the General

GRS
3y

381-80-1-

115-204

Four coplies, including original to be submitted
to the National Archives and Records Service.

STANDARD FORM 115-A (REV 12-83)

Prescribed by GSA
FPMR (41 CFR) 101-11.4





