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Administration on Aging
 
Center for Policy and Management
 

Deputy Assistant Secretary 

1. Schedules of Daily Activities 

Electronic calendars, appomtment books, schedules, logs, dianes, and other records documentmg 
meetmgs, appointments, telephone calls, tnps, VISItS,and other activities by the Deputy Assistant 
Secretary while serving m an official capacity, mcludmg records related to acnvities when functionmg 
as agency Chief Financial Officer and Chief Information Officer. Records contammg mformation 
relating to official actrvities are mcorporated mto official files 

DispositIon'Temporary Cut off at the end of the calendar year m which created Destroy 3 years 
after cutoff. (Supersedes NI-439-06-3, Item 1) 

2. Executive Office Files 

Documents received and responded to in major roles as Deputy Secretary, mcludmg Chief Financial 
Officer and Chief Information Officer. 

DIsposItIon: Temporary. Cut off at the end of the calendar year when created or received. Destroy 5 
years after cutoff. (Supersedes NI-439-06-3, Item 2) 

Office of Management Analysis and Resources 

3. Administrative Policies, Procedures, and Reports 

Records reflecting the pohcies and procedures estabhshed for adrmrnstratrve operations throughout 
AoA Included are adrmmstrative pohcies and procedures, reports, action papers, summanes, digests, 
presentations, mterpretations, clanfications, evaluanons, conclusions, recommendations, evidence of 
staff coordination, and decisions 

DISposItIOn: Temporary Place man inactive file when the direcnve ISrescmded, superseded or 
obsolete. Cut off mactive file at the close ofFY. Destroy after 5 years (Supersedes NI-439-06-3, 
Item 14) 

4. Organization Analysis Files 

Copies of records which effect changes m the organization, functions, or relationslups of components 
of AoA. Included are approved/disapproved orgaruzanonal and staffing plans and charts, delegations 
of authonty, reorgamzation plans, functional or mISSIon statements, and directly related papers. 

DISposItIOn' Temporary. Cut off at the end of the fiscal year in WhIChcreated Destroy 3 years after 
cutoff. (Supersedes NI-439-06-3, Item 15) 

5. Human Res9uree SenrieeiPers9nnei Files 

Copies of /'.oA personnel reeords 'NAleArelate to tAe supervisIOn and management of Aol'. employees 
(separate from tAe Offielal Personnel Polders wIBeAare mamtamed by the Roekvllle Human 
Resourees Center and eovered under General Reeords 8ehedule 1), meludmg servlee reeord eards, 
personnel eorrespondenee, offers of employment, transfer mformatIOn, employee reeord eards, 
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posItion elasslfieatlOn InfoffilatlOn; posItion deseflptlOn; appeals, Interview Infoffilatlon; perfoffilanee 
ratmg board ease InfoffilatIon, traInIng transeflpt, employee Individual development plans; awards 
(Ineludmg reeommendatIons, approved nommatlOns pertaInIng to ageney sponsored eash and none ash 
a'Nards sueh as IneentIve awards, 'NIthIn grade ment Inereases, suggestIOns, and outstandmg 
performanee); length of servlee and slele leave awards; letters of eommendatton and appreelatIon; 
notlfieatlOn of personnel aetlOns; and other related doeuments and/or mateflals. 

DISpOSItion: Tem~orllry Destroy:3 years after employee separates from seFVlee or transfers to 
another agene:y. (Apply existing authonty: NI-439-06-3, Item 13) 

6. Time aRd AtteRdanee Reeords 

Doeuments and foffilS that establIsh authoflty to ehange, update and or amend employee's tImeeard In 
any way. Offielal doeuments that JUStify eourt or milItary lea1re to be granted 

DIspOSItion: Tem~orary. Destroy after GAO audit or l.vhen 6 years old, whlehever IS sooner. (GRS 2, 
Items 6, 7 and 8) 

7. S~eeial Em~loyment Program Files/Training Files 

Files on partlelpants In speelal employment programs, Upward Mobility, Jumor Fellows, Management 
Intern, and HHS Fellows, E](eeutIve Leadership, ete. 

DIspOSItion: Tem~orary. Destroy when 5 years old or 5 years after eompletlOn of a speelfie traInIng 
program (Supersedes NI-439-06-3, Item 18) (GRS 1, Item 29al) 

8. WorlULife Program Files 

General referenee files of WorldLIfe Program Information seSSIOns,bro'llfl: bags, benefits, and other 
related doeuments and/or matenals. 

DIspOSitIOn: Tem~orllry. Destroy '.vhen:3 years old. (Apply existing authonty: NI-439-06-3, Item 19) 

9. Working Files 

W orkmg and duplicate copres of documents created m the process of developmg matenals within the 
Office of Management AnalYSISand Resources mcludmg, but not hrruted to, work force analysis, 
adrmrnstrative policies and procedures and position descnptions, 

DIspOSItIon' Temporary. Destroy when no longer needed for adrmmstrative purposes. (Supersedes 
NI-439-06-3, Item 21) 

Office Budget and Finance 

10. Budget Formulation Files 

Records are retamed for each of the three most current budgets m paper and electroruc formats These 
include the budget bemg developed (BY), the budget for the current year (CY), and the budget for the 
pnor year (PY). The official file for each of these budgets should include a final copy of the following 
documents' Departmental SubmISSIOn,Secretary's Budget Council Bnefing Matenals, OMB 
Submission, Congressional Justification of Estimates, Appropnations Bnefing Book, Answers to 
Questions Provided by the Congress for the Record, Requests for Reprogramming and Congressional 
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Responses, and Tables or other formal recordmgs of appropriations provided related to the budget 
requests. 

DISposltton' Temporary. Cut off at the end of the BY for which the records were created Destroy 3 
years after cutoff, or when no longer needed. (Supersedes NI-439-06-3, Item 4) 

11 Financial Management Files 

Records related to corrective actions resultmg from Departmental top down audit findmg and of 
Federal Managers Financial Integnty Act (FMFIA) review results and certifications to the 
Department 

DISposltton' Temporary. Cut off at the end of the BY for which the records were created. Destroy 3 
years after cutoff, or when no longer needed. (Supersedes NI-439-06-3, Item 5) 

Office of Grants Management 

12. Grant Award Files 

The official grant award file should consist of successful application matenals, mcludmg an ongmal 
SIgned apphcation (SF424), budget mformation (SF 424A), assurances (SF 424B) and other matenals, 
representations and disclosures, as required by AoA and/or the NOF A; financial assistance award 
approval/negotiation sheet; financial assistance award and/or obhgatmg documents; standard terms 
and conditions; technical review and budget analysis; SIgned reviewer comments, score sheets, 
summary forms, grant momtonng statements and/or documentation, reportmg requirement documents 
such as financial status reports and program progress reports; any program commitment documents; 
correspondence relatmg to award, state plan (formula only); any AoA mternal evaluations, nsk 
assessments; performance assessments; any sub-recipient reports, copies of financial award 
dehverables/products (such as evaluations, studies, reports, pubhcauons, posters, brochures, flyers or 
any other related documents and/or matenals as required); termmation or suspension notices; budget 
reVISIOnsand amendments; grant extensions; closmg documents and property mventory documents; 
any Inspector General reports or other documentation of actions from other HHS adrmmstratrve or 
mvestigatrve arms and resultmg compliance actions; audit findmgs; any appropnate outside matenals 
that may Impact the grant award; and other related documents and/or matenals. In those cases of a 
cooperative agreement, the grant file WIll contam all documents listed m the grant award files 
mcludmg an ongmal SIgned cooperative agreement mdicatmg the mvolvement of AoA in the 
development and execution of the activities of the project and descnption of the trammg, techmcal 
assistance and support to be provided Also mcludes awards that are renewed or contmued, cancelled, 
suspended, or otherwise termmated. (Applies to all grant award types covered by this schedule.) 

a Discretionary Awards 

DIspOSItIon: Temporary. Cut off at end of project penod m which all grant file elements are 
closed out. Hold on-SIte for 6 years, 3 months. Destroy 6 years and 3 months after cutoff 
(Supersedes NI-439-06-3, Item 6) 

b. Formula Awards 

DISpOSItIon' Temporary. Cut off at end of project penod m which all grant file elements are 
closed out Hold on-SIte for 6 years, 3 months. Destroy 6 years and 3 months after cutoff 
(Supersedes NI-439-06-3, Item 7) 

c. Disaster Awards 
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DIspOSItIon: Temporary. Cut off at end of project penod 10 which all grant file elements are 
closed out. Hold on-SIte for 6 years, 3 months. Destroy 6 years and 3 months after cutoff. 
(Supersedes NI-439-06-3, Item 8) 

d. Grant Guidance 

DISpOSItIon. Temporary. Cut off at end of project penod 10 which all grant file elements are 
closed out. Hold on-site for 6 years, 3 months. Destroy 6 years and 3 months after cutoff. 
(Supersedes NI-439-06-3, Item 9) 

e. UBsueeessful A,pplieatioBs 

DISpOSItion: Temporary. Destroy 3 years after rejeetIon or wIthdrawal. (Supersedes Nl 439 
06 3, Item 10) (GRS 3, Item 13) 

13. Program Support Files 

Routme program award support files that should contam program announcement, federal register 
announcement, program legislation, terms and conditions, reporting requirements, selection cntena, 
reviewer instructions, application and decision memo, designation of grants officer, and other related 
support documents and/or matenals. 

DIspOSItIon: Temporary Destroy when 3 years old. (Supersedes NI-439-06-3, Item 11) 

14. Working Files 

Early and intermediate versions of matenals generated 10 the development of the grant award, 
financial award and program support files. 

DISpositton: Temporary. Destroy upon closeout of the grant or when no longer needed, whichever IS 
sooner. (Supersedes NI-439-06-3, Item 12) 

Office of Administrative and Technology Services 

15. RoutiBe ProeuremeBt Files/Aequisition ManagemeBt Files 

CopIes of proeurement and supply reeords doeumentmg aeqUlsltIon of goods and non personal 
serVlees, eontrolhng the volume of stoele on hand, reportmg proeurement needs, and related supply. 
Flies also eontam a range of proeedure, from small purehases to eompheated pnme eontraetor and 
subeontraetor operatIOns The l(ey proeurement file ISmamtamed by HHS PSG. 1'.0/'. malntams 
eoples of the formal eontraet or mformal purehase order or lease mstruments and all related papers 
sueh as eopy ofpurehase doeument, speeifieations, bIds, sehedules of delivery, the ImtIatmg 
reqUISItion mV01ees, and other related doeuments and/or matenals. 

DIspOSItion' Temporary. Destroy when 3 years old. (Apply existing authonty. NI-439-06-3, Item 
16) 

H,. PriBtiBg, Binding, Duplieation, and DistributioB Records Reprographies 

CopIes of reeords pertammg to requests for servlee, eontrol, produehon and dIstrIbUtion of mdlVIdual
 
Jobs or prOjeets (thIS matenal normally eonslst ofreqUlsitIons requestmg serv16e and regIsters or of
 
SImIlar medIa utIhl'Oedto eontrol the reeeipt ofreqlllsihons and to reeord the produetIOn, dIstnbutIon,
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and 60St analysIs wIthIQ the operatIng umts), and 60rresponden6e and report files refleetmg the 
aetivities of the umt responsIble for handling, pnntIng, bIndIng, dupheatlOn, and dIstnbutlOn matters 
wIth AoA. 

DisposItion: Temporary Destroy when 3 years old. (Apply existmg authonty. Nl-439-06-3, Item 
17) 

17. Working Files 

Working and duphcate copies of documents created m the process of developmg matenals within the 
Office of Adrmmstratrve and Technology Services mcludmg, but not hrmted to, routme adrrumstratrve 
files in relation to procurement 

DISpOSItIon· Temporary. Destroy when no longer needed for adrrurustrative purposes. (Supersedes 
NI-439-09-6, Item 21) 
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