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CLASS Office Records Schedule
1. Deputy Assistant Secretary Office Files

Electronic calendars, appointment books, schedules, logs, diaries, and other records documenting
meetings, appotments, telephone calls, trips, visits, and other activities by the Deputy Assistant
Secretary while serving n an official capacity

Disposition Temporary Cut off at the end of the calendar year when created or received
Destroy 5 years after cutoff

2. Orgamzation Analysis Files

Records which affect changes in the functions delegated to the CLASS Office Included are
approved/disapproved organizational and staffing plans and charts, delegations of authority,
reorganization plans, functional or mission statements, and directly related papers

Disposition Temporary Place in an inactive file when the directive 1s rescinded, superseded or
obsolete Cut off mactive file at the close of FY Destroy after 5 years

3. Correspondence
Records documenting public education and outreach activities, consumer support and services,
correspondence with Federal, State and local government officials, and constituent letters and
responses These do not include records signed by the Assistant Secretary for Aging as those are
cataloged under N1-439-06-001

Disposition Temporary Cut off at the end of the fiscal year in which created Destroy 5 years
after cutoff

4 Working Papers and Reports
Working copies of documents created in the process of developing materials within the CLASS
Office including, but not limited to, policy development, IT systems development, regulation
development, benefit design, and actuarial analysis
Disposition Temporary Destroy 5 years after document creation

5. Fnal Report and related Appendices
The final CLASS report and its related appendices submiutted to the pubhic This report detalls the
decision and rationale to not move forward with the CLASS program Appendices A through R
are indexed and referenced 1n the report and cover actuarial, program development, and related

analyses

Disposition Permanent. Transfer to the National Archives immediately upon approval of this
schedule



