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REQUEST FOR RECORDS DISPOSITION AUTHORITY

. JOB NO
(See Instructions on reverse) NC1-42 - 3-85-1
TC GENERAL SERVICES ADMINISTRATION DATE RECEIVED
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 8-5-85
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY

U.S. Department of Justice
In accordance with the prowvisions of 44 USC 3303a

2 MAJOR sSUBDIVISION the disposal request, including amendments, 1s approved
. . except for 1tems that may be marked ‘‘disposition not
0ff1ce of JUSt'lCE Programs approved” or “withdrawn’ in column 10 If no records
3 MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist 1s
not required
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT |DATE ARCHIVIST OF THE UNITED STATES
. . - q
David W. Hickson 724-7738 5-19-5t
2]

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 _____ 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, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federa! Agencies, Is
attached

NS
A GAO concurrence Is attached, or D IS Unnecessary

B DATE C SIGNATURE OF AGENCY REPRESENTATIVE -. D TITLE

6/24/85 David W. Hickson ‘452;oué/ﬂ;y;;azgazﬂ/a Printing and Records 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ITEM 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN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)

One copy of the entire 0JP Handbook containing the records
disposition schedule of 73 pages is attached. Those
schedule .items or standards describing records which have
been approved previously as predecessor (LEAA) or GRS
records have been lined out.

Three copies of the pages containing the new or revised
standards or items (pages 161-165) have been duplicated
and are also attached.

For the use of record center schedule conversion any pre-
viously approved standard or item renumbered on the new
schedule attached has been noted.

All changes to this proposed schedule have been approved by:

vt Ao piT e

NARA appraiser date Agency representative date

N\

A
115-108 CG—P,U/) v % """“7{ /}76/'7 NSN 7540-00-634-4064 STANDARD FORM 115 (REV 8-83)
P bed by GSA
& [//'IF/ .5;5.//.‘?6/ % FI::ACS(ZI CyFR)101-114



HB 1330.2A

APPENDIX 3-1. RECORDS DISPOSITION STANDARDS

Chapter 1. RECORDS COMMON TO MOST OFFICES

Section 1. Office General Administrative Files
Section 2. Program Correspondence Files

Chapter 2. PLANNING AND MANAGEMENT RECORDS

Section 1. Executive Management Files

Section 2. Program Planning, Management and Evaluation Files
Section 3. Paperwork Management Files

Section 4. Automatic Data Processing Management Files

Chapter 3. ADMINISTRATIVE SUPPORT RECORDS

Section 1. Emergency Preparedness Files

Section 2. Communications Files

Section 3. Publications Management, Printing and Reproduction Files
Section 4. Art, Graphics and Photograph Files

Section 5. Mail, Messenger and Distribution Files

Section 6. Security Files

Section 7. Property and Space Management Files

Section 8. Travel, Transportation and Motor Vehicle Files

Chapter 4. PERSONNEL MANAGEMENT RECORDS

Section 1. General Personnel Program Files

Section 2. Employment Files

Section 3. Employee Performance and Utilization Files
Section 4. Position Classification and Job Evaluation Files
Section 5. Employee Relations and Services Files

Section 6. Employee Training Files

Chapter 5. INFORMATION AND PUBLIC RELATIONS RECORDS

Section 1. Publicity.and Promotion Files
Section 2. Congressional Relations Files

Chapter 6. LEGAL AND LEGISLATIVE FILES
Section 1. General Legal Files

Section 2. Claims and Litigation Files
Section 3. Legal Services Files

Page 90



. HB 1330.2A ‘ APPENDIX 3-1

Chapter 7. FINANCIAL MANAGEMENT RECORDS
Section 1 “General Financial Files
Section 2. Budget Files
Section 3. Accounting and Disbursement Files
Section 4 Payroll Files
Chapter 8. CONTRACTING AND PROCUREMENT RECORDS

Section 1. Procurement Files
Section 2. Contract Administration Files

Chapter 9. GRANT PROGRAM RECORDS

Section 1. General Grant Program Files
Section 2. Official Grant Case Files

Chapter 10.  CRIMINAL JUSTICE RESEARCH, STATISTICS AND INFORMATION SYSTEMS
RECORDS

Chapter 11. TRAINING, EDUCATION AND TECHNICAL ASSISTANCE RECORDS
Chapter 12. AUDIT AND INVESTIGATION RECORDS

Section 1. Internal Audit Files

Section 2. Grantee/Contractor Audit Files

Section 3. Investigation Files
Chapter 13. CIVIL RIGHTS COMPLIANCE RECORDS

Chapter 14. Public Safety Officer Benefit Records
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STANDARD
NUMBER

DESCRIPTION OF RECORDS
CHAPTER 1. RECORDS COMMON TO MOST OFFICES
SECTION 1. OFFICE GENERAL ADMINISTRATIVE FILES

Files Maintenance and Disposition Plans. Documents

such as OJP Form 1337/1 which reflect file cate-
gor1es, disposal instructions, and other informa-
ion about the files accumulated in individual file

irement Lists. Copies of documents

created in ré®iring files to the Records Center

or similar reco storage areas. Included are
Standard Forms 135 similar lists, and related
papers. (NOTE: A recoxd copy of these documents
is permanently retained by\the 0JP Records Officer
as provided in 203-09.)

Suspense Files. Papers arrang;;\Th\gQ:ono1ogica]
order as a reminder that an action is™required on
a given date; a reply to action is expected and
if not received should be traced on a given date;
or a transitory paper being held for reference "~
which may be destroyed on a given date.
of papers in suspense files are:

a. A note or other reminder to submit a report
or to take some other action.

b. The file copy, or an extra copy of an out-
going communication, filed by the date on
which a reply is expected.

c. Papers which may be destroyed in 30 days or
less as being without further value.

Examples ™

DISPOSAL INSTRUCTIONS

Destroy upon receipt of a revised plan
or discontinuance of the plan.

Retain in active files until all
records listed thereon have been
destroyed; or destroy on discontin-
uance, whichever is first.

Destrey_after action is taken.

\\

.

Withdraw paper when reply is received.
If suspense copy an extra copy,
destroy it; if it is~the file copy,
incorporate it with othewr papers for
file.

Destroy on date under which suspended.

vg'0gel aH
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STANDARD
NUMBER

N4

DESCRIPTION OF RECORDS

Traﬁ?ﬁ{orxﬁFi]es. Papers of short term interest
which h no documentary or evidential value and
normally need not be kept more than 90 days.
Examples of transitory correspondence are shown
below:

a. Requests for Information or Publications.
Routine requests forNynformation or publica-
tions which require no administrative action,
no policy decisions, and special compila-
tions or research for reply,>such as requests
for publications or other printed material.

b. Letters of Transmittal. Letters of
tal that do not add any information to
contained in the transmittal material.

nsmit-

¢. Quasi-Official Notices. Memoranda and other
papers that do not serve as the basis of
official actions, such as notices of
holidays or charity and welfare fund appeals,
bond campaigns, and similar papers.

Recordkeepers shall combine the types of tem-
porary material shown above into one transitory
file arranged chronologically. If the volume
warrants using more than one folder, four
folders labeled as follows may be used:

Transitory (JAN - MAY - SEP
Transitory (FEB - JUN - OCT
Transitory (MAR - JUL - NOV
Transitory (APR - AUG - DEC)

A folder is used for each month. At the begin-
ning of each month, the folder used the previous
month is placed behind the other three, until
all four folders have been used. At the

DISPOSAL INSTRUCTIONS
Destroy after 90 days.

Y2 0eELl gH
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STANDARD
NUMBER

101306

DESCRIPTION OF RECORDS

beginning of the fifth month, the contents of
the folder containing the oldest material are

troyed and the folder reused for the current
month,

Office Organization Reference Files. Documents

relating toxthe organization and function of an
office. Included are copies of organization and
functional charts_and functional statements;
documents relating\{o office staffing; documents
concerning functionalNassignments and changes.
Also included are documsnts reflecting minor
changes in the office organization or functional
assignments which are made by _the office chief.

tration rather than the function for whish the
office exists. These records may include jes
of correspondence and reports which are prepaxed
in the office and forwarded to higher levels an
other materials that do not serve as official
documentation. Includes also papers relating to
obtaining housekeeping-type services from the
offices responsible for providing them. If
volume warrants, these files may be arranged

by the 0JP subject-numeric classification

system or the files may be arranged according

to the type of material as shown below:

a. Office General Management Files which
include documents concerning internal
office procedures, hours of duty, partici-
pation on charitable affairs, security
and protective services, safety, involve-
ment in similar matters not pertaining to
the mission or function of the office.

DISPOSAL INSTRUCTIONS

Destroy when superseded, obsolete,
or no longer needed for reference.

Cutoff at close of fiscal year.
Destroy after 2 years.

vZ oeel aH
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STANDARD ‘
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

Office Facilities Files. Include documents
elating to custodian service, temperature
controls such as heating and air conditioning,
telephone installation or change, requests

for offNge space, office layouts, painting
ion, and similar matters.

c. Office Supply Riles. Papers that relate to
the ordinary supplies and equipment required
by an office to ca out its functions.
Includes documents suth as requests for
office supplies and recedpts; requests for
blank forms and directivesNgr other papers
relating to supply and distrihution of
these items; repair of office machines;
and similar papers.

d. Office Financial Files. Papers that relate
to the expenditure of funds incidental t
the performance of the mission of the offic
such as cost estimates for travel and other
papers concerned with travel funds; docu-
ments concerning long-distance telephone
call funds; printing expenses, and similar
expenses; receipts and other papers con-
cerning paychecks and savings bonds.

14-07 Employee Travel Files. Correspondence, requests Cutoff at c
travel authorizations and orders, itineraries, Destroy after
and similar papers pertaining to employee travel
exclusive of records maintained for accounting
purposes (item 703-01). Arranged alphabetically
by name of traveler.

se of fiscal year.

10%08 Office General Personnel Files. Documents that Cutoff at close of fiscal ye
relate to the day-to-day administration of Destroy after 2 years.
personnel in individual offices. Included are
papers that relate to attendance, copies of

Y¢ 0EEl gH
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STANDARD
NUMBER : DESCRIPTION OF RECORDS

reports of attendance and overtime, notices of
lidays and hours worked; notices and lists of
persons to attend training sessions; papers con-
cerning participation in employee and community
affairs)\campaigns, drives; and comparable or
related papers. Arranged as appropriate. If
volume warrants, papers can be arranged by
subject-numeria classification system.

10%09 Office Individual Personnel Files. Unofficial
personnel folders ("operating folders") maintained
by SPECIFICALLY DESIGNATED offices consist of
documents which are duplitates of papers placed
in official personnel folders maintained in the
0JP Personnel Office or which age not appropriate
for inclusion in the official personnel folders.
Includes such papers as copies of security
clearance, records reflecting traininy received,
awards received, letters of appreciation{commenda-
tion, position descriptions, performance raisals
and comparable papers. Folders arranged alp
betically by employee name. NOTE: Offices no
specifically designated to maintain operating
folders MUST NOT create or maintain them.

T0NJO0 Office Personnel Locator Files. Documents
reflecting the name, address, telephone number,
and similar data for each office employee.
Included are cards or sheets containing such
information.

T0N]1 Job Description Files. Documents describing
positions in an office that are used in day-to-
day supervisory relationships. Included are
office copies of job descriptions. Record
copies are maintained in the Personnel Office
in accordance with item 404-01.

DISPOSAL INSTRUCTIONS

Review file periodically to destroy
documents which have been superseded
or are no longer applicable. Destroy
entire file 1 year after transfer or
separation of employee.

gstroy on separation or transfer

Destroy on ab
supersession of 3}
or when no longer
reference.

VY2 0cELl 8H
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STANDARD
NUMBER

10%12

DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
“Reading or Chronological Files Extra copies of Cutoff at close of fiscal year.
C respondence prepared and maintained by the Destroy after 1 year or after
originating office, used solely as a reading or reference value has been exhausted,
referense file for the convenience of personnel. whichever is sooner,

plicable to the Assistant Attorney
logical file of outgoing corres-
pondence compris of letters signed by the AAG
or copies of significant letters dispatched at
lower levels but forwaxded for personal informa-
tion of the AAG. See Standard 201-01.

Exception:
General's chro

Policy and Precedent Reference\Files. Copies of Destroy when organizational unit is
documents establishing policy o recedents per- discontinued or when documents become
tinent to future and continuing actions. Normally, obsolete or are no longer needed for
policy and precedent files are maintaiped at operating or reference purposes.

operating levels and consist of extra copies
of operating procedures, statements of polNgy
or procedure, examples of typical cases, an
other documents duplicated in official files.
Original or official record copies, will NOT be
placed in this file This file consists of non-
record copies maintained only for convenience
of reference.

Alphabetical Name Index. Extra copy files used Destroy at the same time the related
as a finding aid for large subject file collec- subject Kjle is destroyed, or

tions. Consists of extra copies of outgoing earlier if longer needed for
letters of a distinctive color or quick copies reference purpqses.
arranged alphabetically by names of persons or ‘
organizations referred to in the outgoing
correspondence. The name index copy is marked
with same file designation as the official file
copy. It is used when records are frequently
requested by the names of individuals or organi-
zations concerned rather than by subject.

v¥e 0eel gH
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STANDARD

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

10N15  Reference Publication Files. Copies of 0JP internal Destroy when superseded, obsolete,
and/or external directives; Department of Justice or no longer needed for reference
directives and pub11cat1ons, and publications issued purposes.

by othen\Government agencies and non-governmental
organizatisgs maintained for reference within an
office. Thede_ files are normally kept in binders
and filed in bovkcase units.

SECTION 2. PROGRAM CORRESPONDENCE FILES

thi? Program Correspondence Fi . Correspondence,
reports, forms, and other retqrds pertaining to
the administration and operation of 0JP
activities but excluding files ded¢ribed else-

where in this handbook. Arranged acrQrding to
the 0JP Subject File Classification Sy

a. Program Correspondence Files maintained
the office level or above. These files
are accomulated by the AAG, Deputy AAG,
and Heads of offices. They document policy-
making decisions or significant program
management functions.

b. Program Correspondence Files maintained at
the division level and below.

8 yeers after _cutoff.

Permanent. Cutoff at close of fiscal
year. Hold 2 years and retire to WNRC.

Cutoff™at close of fiscal year.
retire to WNRC.

Y2 0cel gH
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STANDARD
NUMBER

DESCRIPTION OF RECORDS
CHAPTER 2. PLANNING AND MANAGEMENT RECORDS

SECTION 1. EXECUTIVE MANAGEMENT FILES

Executive Chronological Files. Chronological file

consisting™Nqf copies of outgoing correspondence
signed by théeNAAG or Deputy AAG and copies of
significant letters dispatched at lower levels
but forwarded for personal information of the
Office of Administraty

Committee Management Files\_Documents created in

reviewing and coordinating the\establishment, con-
tinuance and dissolution of joint, interagency,
intra-agency, and extra-governmental_committees,
including task forces, councils, boards, commis-
sions, panels, and comparable groups. coordi-
nation and review is to prevent overlap an
duplication, preclude committee establishment
when normal staff action will suffice, and to
apply other management practices to committees.
Included are committee establishment proposals,
approvals, papers reflecting changes in committee
membership, committee charters, reports on
establishment and composition, and related
papers.

Committee Operations Files. Files may include,
but are not Timited to, a directive or charter
establishing the committee, a resume of major
points of interest concerning committee meet-
ings and the general operations thereof, a
terminating directive, and a final committee
report and finding. They may also include
copies of minutes of meetings and other papers
relating to the establishment, revision, or
termination of individual studies and/or
projects. Arranged by name of committee, there-
under by appropriate subject.

DISPOSAL INSTRUCTIONS

Permanent.
year. Hold

Permanent.

Cutoff at close of fiscal
4 years and retire to WNRC.

Place in inactive file upon

discontinuance of committee or dis-

approval of

establishment of committee.

Cutoff inactive file at close of

fiscal year.
to WNRC.

Hold 2 years and retire

Y2 oeel gH
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STANDARD
NUMBER

DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
Committee chairman, secretariat, or recorder's Permanent. Cutoff upon completion of
files which are designated as "office of committee action or termination of
ecord." committee, as appropriate. Retire
when no longer needed for current
operations.
b. Members' Reegrds. Destroy when purpose has been served

or after 1 year, whichever is sooner,
except that informational copies of
minutes of meetings which relate to
another official file series will be
disposed of with the records to which
they pertain.

SECTION 2. PROGRAM PLANNING, MANAGEMENT
AND EVALUATION FILES

Management Objective Files. Documents that acctupu-

late from the process of establishing short-, mi
and long-range management objectives for the 0JP.
Included are documents reflecting the establishment
of schedules to accomplish objectives, the formula-
tion of new concepts and requirements for planning
purposes, and the evaluation of progress and
accomplishments in meeting the management objec-
tives established by the plans.

a. The Office responsible for preparation Permanent. Cutoff at~close of fiscal
of the plan. year in which plan is superseded.
Retain in current files are
b. Commenting or coordinating offices. File comments in general correspdordence
file and destroy in accordance with

102-01.
Organization Planning Files. Documents relating Permanent. Cutoff at close of fiscal
to the establishment of and changes in organiza- year in which case is completed.

tion, functions, and relationships of OJP when Retain in current files area.

Y2 0eel gH
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STANDARD
NUMBER

DESCRIPTION OF RECORDS

such actions affect, or may affect, the management
and operation of the agency. Included are staff
d1es, reports of working groups, minutes of
committee or task force meetings and staff confer-
ences, documents relating to overall functions

and missi copies of published directives
implementing™establishment or change, and related
or similar documepts. Arranged as appropriate.

Organization Planning\Yyorking Files. Background
materials, drafts, interNy and progress reports,
and related papers accumulated in organization

planning projects and surveys.

Program Evaluation Project Files.
accumulated in evaluating OJP program

the effectiveness of the program, and to ide
successful and unsuccessful projects. Include
are copies of reports, questionnaires, and other
data; evaluation of guidelines and procedural
documents; progress reports and other papers
reflecting status of project; working papers;
background materials, and similar papers: copy
of final evaluation report. Papers relating

to program evaluations performed by outside
contractor are maintained in the official
contract file and/or the contract administration
case file. An official file copy of the final
published report of the evaluation project

shall be preserved permanently as required by
standard 303-01.

Management Survey Case Files. These consist
of staff studies or management improvement
projects regarding analyses of administrative
policies and procedures, manpower surveys,
organization and methods surveys and studies,

DISPOSAL INSTRUCTIONS

Destroy 6 months after final action
on project report or 3 years after
completion of report if no final
action is taken.

Cutoff at close of fiscal year in

which evaluation project is completed.

Hold 3 years and retire to WNRC.
Destroy 10 years after cutoff.

Y2 0eel 8H
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STANDARD
NUMBER

DESCRIPTION OF RECORDS

agement program progress analyses, work
ification and standardization studies,

Includes papers authorizing
nd describing its scope, purpose,
s intermediate progress reports
and correspondense; the finished survey

report and actions taken as a direct result
of the survey. AccumNated by the office
conducting the survey, or the office spon-
soring a contract for survey_services.

a. Office conducting the survey\Qr office
sponsoring the contract to perfarm
survey services.

b. Office surveyed.

Managementi Survey Background Files. Documents

created or accumulated in the collection of data
for or during a management survey or staff
study. Included are notes, statistical data,
feeder reports, working papers, copies of
directives and local operating procedures,
charts, personnel data, and similar material
collected for fact-finding or back-up purposes.

SECTION 3. PAPERWORK MANAGEMENT FILES

Paperwork Management Liaison Officer Designations.

Documents reflecting name and information about
individuals designated to perform paperwork man-
agement duties in specific organizational enti-

ties of OJP. Includes designations_for direc-
tives management officers, records liaison

DISPOSAL INSTRUCTIONS

Permanent. Cutoff at close of fiscal

year in which action is completed on

survey. Hold 2 years and retire to
WNRC.

Destroy on completion of next compar-
able survey or when no longer required
for reference.

off at close of fiscal year in
survey is completed. Destroy
longer needed for reference,
except impo case will files be
retained longer than 3 years after
completion of a]l action on report.

Destroy when superseded by a
designation or when obsolete.

Y2roeel gH
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STANDARD
NUMBER

DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

icers, forms liaison representatives, and
simifar representatives. Maintained by the
0JP Recqrds Officer.

0JP Directives Record Set. Consisting of the

official file sgpy of each internal and external
directive. Included are 0JP Notices, Instruc-
tions, Handbooks, Bulletins, Guidelines, and
Manuals. This standaxd applies to the master
set maintained by the office responsible for
directives program.

Permanent. Offer to NARS in
5 year blocks when 20 years
old (e.g., offer 1970-74
block in 1995).

a. Issuances related to agenc
program functions.

b. Issuances related to routine administr
functions (e.g., payroll, procurement,
personnel).

Destroy when superseded or
obsolete.

Directives Issuance Record Cards. Card files Place in inactive file when

showing pertinent information about the
directive such as directive identification
number, subject or title, distribution, etc.

Destroy when no longer needed
or controlling the assignment
of\directives numbers.

Directives Case History Files.

a. Case files related to 203-02 (a. See 203-02
b. Case files related to 203-02 (b. See 203-02 b.

related directive is cancelled.

vZ 0cEl 9H
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STANDARD
NUMBER
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20309

DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

kqums Functional Files. A collection of forms, Destroy upon supersession or
ged by functional classification, used to discontinuance of form.

in taking forms management actions as

iqg whether new forms should be developed

and whether existing forms should be

replaced by other forms.

consolidated

Forms Numerical Fi Case history files con- Destroy 5 years after related
taining copies of eacth\form and revision request form is discontinued, superseded
for approval and justifisation, copies of pre- or cancelled.

scribing directive, clearansge reprint authority,

and related correspondence.

Form Registers. A register or carthsystem used
to record and control the assignment form
numbers.

Destroy individual register
sheets when all forms entered
thereon are cancelled, superseded,
or transferred to new sheet or
when no longer needed.

Records Disposition Authorizations. Documents
created only by the 0JP Records Management Office
in requesting authority for the disposal of records.
Included are Standard Form 115, Request for Authority
to Dispose of Records, or similar forms, corres-
pondence, and related papers.

Destroy when related records are
destroyed or when no longer
needed for administrative or
reference purposes.

Records Retirement Lists. Papers maintained by Destroy when related records are
the 0JP Records Officer documenting the retirement destroyed orwhen no longer

of file to WNRC or similar storage areas. Included needed for admigistrative or

are Standard Forms 135 o4 similar lists and related reference purpos

papers.

Reports Control Case Files. Case files maintained Cutoff at close of fisca

for each report created, cancelled, or superseded. which report is discontinue
Documents reflect actions taken in evaluating the Destroy after 2 years.

requirements for approving and controlling specific
reports. Included are applications for approval of
reports, copies of pertinent

Y2 0eELl gH
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STANDARD

NUMBER
208-11
203N 2

DESCRIPTION OF RECORDS

rms or descriptions of format; copies of the
irement directive; preparation instructions;

cord Cards. Card files showing

for perpetual inventory of all repowrts issued
under the reports management system.
are cards, register sheets, catalogs, or

documents.

Files Maintenance and Disposition Plans. Documents

such as 0JP Form 1337/1, Files Maintenance and
Disposition Plan, which reflect file categories,

disposal instructions, and other information about

the files accumulated in individual file stations.
This series is maintained by the 0JP Records
Officer. Individual office file copies of 0JP
Form 1337/1 are maintained under disposition
standard number 101-01.

SECTION 4. AUTOMATIC DATA PROCESSING
MANAGEMENT FILES

ADP Systems Planning Project Files Project files
document the installation of an ADP system from

DISPOSAL INSTRUCTIONS

Cutoff when report is discontinued,
canceled, or superseded. Destroy
after 1 year.

Withdraw and place in an inactive file
on discontinuance of the reporting
requirement or on revision of the
reports control symbol. Cutoff the

inactive file at the end of the fiscal

year and destroy when no longer needed
for controlling the assignment of new
reports control symbols.

Permanent. Cutoff at close of iscal
year in which system is stabilize

stroy upon receipt of a revised plan.

Y2 0eel gH
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STANDARD
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

initial inception to final system operation. Hold 1 year and retire to WNRC.
jles include documents containing definitions

he system, authorizing directives, source

etailed studies reflecting advantages

vantages of alternate solutions,

quirements, tangible benefits,

ments, schedule for completion,

s. Arranged alphabetically

tem.

equipment
output requi
and related pap
by title of ADP s

20802 Systems Operation Specifications and Design Files. Dispose of when related magnetic tape
These documents consist the detailed opera- records produced by the system have
ting procedures for the imptementation of a been blanked.

specific data system. Includes policies,
instructions, details of computex techniques,
flow charts, logic tables, input/o
document flow data, and similar opera
instructions explaining how and when to
data system programs.

208-03 ADP Source Data Cards. Punched cards are paper Dispose of when related magnetic tape
tapes containing data abstracted from source as proven to be satisfactory and has
documents and used for conversion to magnetic grandfather backup.
tape or processing on electric accounting
machine equipment.

20804 Error/Edit Listing Files. These are printouts Destroy aftag corrections have been
showing errors and are used for editing purposes. made and verifNed.

20805 Grants Management Information System Source Destroy 1 year aftex ADP program has
Documents. COPIES of records contained in been debugged and is 3{abilized.
grant case files. The copies were created Preserve computer records, in accordance
for the sole purpose of forming the data base with item 204-06.
for the Grants Management Information System.

208N06 Grants Management Information System Files. These

files contain descriptive and statistical data on

Y2 0EEL 8H
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STANDARD
NUMBER DESCRIPTION OF RECORDS

nts awarded by the 0JP. Information includes,
but ds not limited to, type of criminal justice
agency™\affected, purpose of the grant, environ-
mental impact, type of crime involved, amount of
grant, expenditures, and other financial informa-
tion.

a. Historical Fil

b. Master File.

QBR\QZ Civil Rights Compliance Survey Historical Rile.
This file contains statistical information om\the
sex, ethnic background, and job classification
employees of criminal justice organization funded
by OJP.

20808 Grant Application Master File. The Grant Applica-
cation Master File contains descriptive and finan-
cial data relating to OJP grants. Information
extracted from Grant Application Status Form,
includes project title, grantee name, application
number, amount requested, amount expended, and
similar data. The file is updated daily and
arranged numerically by grant application number.

QEESQQ‘ Natijonal Crime Survey Incident Master File. This
fiTle contains statistical data relating to the
rate, cost, demographic characteristics, and
attitudes of victims of crime in various U.S.

cities. The data is noncumulative and is used
to prepare reports covering a limited time period.

DISPOSAL INSTRUCTIONS

Permanent. Offer to the National

Archives when no Tonger needed for

reference.

Maintain data for current fiscal year
and 3 previous fiscal years on Master
File. At close of fiscal year, retire
oldest year to Historical File.

Permanent. Offer to the National
Archives when no Tonger needed for
reference.

lease for reuse after any permanently
valtiable information has been retired
to a Ristorical file.

Permanent. Offer to th&National
Archives when no longer needed for
reference.
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DESCRIPTION OF RECORDS

Aduvenile Detention and Correction Facilities

ster File. This file contains statistical data
relfating to the capacity, population, holding

s, personnel, and operating costs of
detention and correction facilities.

A11 public\juvenile detention and correction
facilities ™ the U.S. are included in the
survey. The a is noncumulative and is used

to prepare reports_covering a limited period

of time.

ADP Statistical Study Preject Files. Files
created as a result of a one-time survey,
census, study, or other statigtical research
project and designed to collect\data regarding
criminal justice and law enforcemsgt. Data

is noncumulative and is used to prepare statis-
tical reports covering a limited period of time.

(NOTE: General Records Schedule Mo. 20, Machine-

Readable Records, distributed by the National Archives
and Records Administration should be consulted for

disposition instructions on any machine-readable
records not covered in the above standards, 204-01
through 204-10.

DISPOSAL INSTRUCTIONS

Permanent. Offer to the National
Archives when no longer needed for
reference.

Permanent. Offer to the National

Archives when no longer needed for
reference.
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DESCRIPTION OF RECORDS
CHAPTER 3. ADMINISTRATIVE SUPPORT RECORDS
C SECTION 1. EMERGENCY PREPAREDNESS FILES
;\\\\al

mergéncy Planning Case Files. Case files consist
cy operating plans which provide for
continuity™Nof agency operations and other back-
ground papers\such as changes to plan, coordin-
ating actions, aqd other documents.

a. Case file maintatged by office responsible
for preparation anth\issuance of plan which
includes record copy plan.

b. Copies of plans other than\those maintained
in case files above.

Emergency Test and Exercise Files.

a. Consolidated or comprehensive reports
reflecting agency-wide results of tests
conducted under emergency plans.

b. Other papers accumulating from emergency
operations tests such as instructions to
participants, staff assignments, messages,
tests of communications and facilities,
copies of reports.

SECTION 2. COMMUNICATIONS FILES

Telephone Directory Files. Correspondence,

forms, and other records relating to the
compilation of telephone listings and
directories. (NOTE: Retain one copy of
each published directory in accordance with
303-01.)

DISPOSAL INSTRUCTIONS

Permanent. Cutoff when superseded or

obsolete. Hold until no longer needed

and retire to WNRC.

Destroy when superseded or obsolete.

Permanent. Cutoff at close of fiscal
year in which test is completed. Hold

2 years and retire to WNRC.

utoff at close of fiscal year in which
test is completed. Destroy 3 years
thernafter.

Destroy 3 months aftter issuance of

directory.

Y2 0EEL gH
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STANDARD
NUMBER

DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
0r1g1na1 Message {Teletype) Files. Cop1es of Cutoff monthly. Destroy 1 year there-
com1ng and original authenticated copies of after.

outgoing messages maintained for locator
purposes, transmission checks, evidence of
receipty_and other administrative purposes.
Arranged “shronologically.

SECTION 3.\\PUBLICATIONS MANAGEMENT, PRINTING
D REPRODUCTION FILES

Publications Master Riles. Official file copy Permanent.” Cutoff when publication is
of each 0JP publicatiomsuch as technical superseded, cancelled, or 3 years
reports, booklets, pamphhets, posters, mono- after issuance, whichever is sooner.
graphs, or other issuances published by the Hold 2 years and retire to WNRC.
central or regional 0JP offic Includes also

one copy of publications prepar by contractor/

grantee. Official file copy is maintained by

the office responsible for the prepad ation and

issuance or requiring the grantee/cont ctor

preparation. Publications in this file
be distinctly makred "Record Set" and will
be charged out. Two copies of each publicati
will also be sent to the OJP Library.

Publication Manuscript Files. Editorial matter Cutoff at close of fiscal year in
relating to the publication of a manuscript, ich related publication is issued.
including drafts, printer's copies of galley Destcoy 2 years thereafter.

and page proofs, and other working or control
data used in the preparation of publications.
Arranged by publication name or number.

Library Catalog Files. Cards showing authors, Destroy when related items have been
titles, subject, cross-reference, etc., and permanently removed from the Tibrary
indicating descriptive details including collection.
location of items on the shelves.

Job Control Registers. Registers used to Cutoff at close of fiscal
control the receipt of requisitions and work compiled or when register is

Y2 0eeLl gH

L-€ XION3ddY



LLL 9beqd

STANDARD

NUMBER

3'09-\05

DESCRIPTION OF RECORDS

s
“Jab or Project Files. Files contain all papers
andN\data pertaining to the planning and execution

of pringing, binding, duplication, and distri-
bution joks. Includes requisitions, bills,
samples, cleqrances, and related papers.
Arranged numerigally by ¢ontrol or requisition
number.

a. Files pertaining to\jn-house reproduction
jobs or projects.

b. Files pertaining to reproduct jobs or
projects performed by Government™rinting
Office or outside contractor.

Negative Printing Plate Files. Files consis

of photographic negatives used for reproduction
of major publications. Arranged by title or
requisition number according to fiscal year.
Negatives used for reprints are brought forward
to current year,

Job History Card Files. Cards maintained by the
office responsible for printing and reproduction
to reflect the reprint history of all major
publications.

DISPOSAL INSTRUCTIONS

whichever is applicable.
thereafter.

Destroy 1 year

Cutoff at close of fiscal year in which
job is completed. Destroy 1 year there-
after.

Cutoff at close of fiscal year in which
job is completed or requisition is can-
celled. Destroy 4 years thereafter.

Destroy at close of fiscal year in which

publication is discontinued, superseded,

or becomes obsolete, or after 5 years if
status of publication is unknown.

Destroy aftéxr related publication is
rescinded, dis tinued, or becomes
obsolete.
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DESCRIPTION OF RECORDS
SECTION 4. ART, GRAPHICS, AND PHOTOGRAPH FILES

Gr;EhigServices Job Control Files. Files contain

graphic\services requisition forms, requestor's
notes or drawings or other instructions, notes to
illustrators\or graphic contractor. Arranged

by job number:

Art or Graphic Serwjce Illustration Files Files

Files consist of artwgrk, illustrations, slides,
charts, graphics, acetates, and other visual aids.

Photograph Files. Files cons¥gt of still photo-
graphic prints, negatives, and related caption
material pertaining to OJP progra functions,
and important individuals or groups
individuals.

Motion Picture and Video Tape Files. Files\gonsist

of motion picutres and video tapes produced bk or
for OJP and used for promotional, educational,
information pruposes.

a. Record set maintained by OJP with primary
responsibility. Includes preprint materiatl,
a projection print, a film copy if available
and any contractual, descriptive, or other
material relating to the film.

b. Other copies.
SECTION 5. MAIL, MESSENGER AND DISTRIBUTION
FILES -

Postal Records. Files consist of Post Office
forms and supporting papers such as receipts for

DISPOSAL INSTRUCTIONS

Cutoff at close of fiscal year in which
job is completed. Destroy 2 years
thereafter.

Destroy on printing of publication,
except that artwork of continuing use-
fulness may be retained until no longer
needed.

Permanent. Cutoff after 10 years and

offer to the National Archives (MNV).

Pexmanent. Cutoff after 10 years and
offéx_to the National Archives (MNV).

Destroy when ob
for reference.

Cutoff at close of fiscal year,
1 year thereafter.

lete or no longer needed

Destroy
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NUMBER DESCRIPTION OF RECORDS

gistered and certified mail, insured mail,
special delivery receipts and forms, reports
of 10ss, etc. Arranged chronologically.

305:02 Mail Contihql Files. Files consist of statistical
reports of pestage used on outgoing mail, produc-
tion reports ofRmail handled, and related papers.
Arranged chronologically.

;BSQS? Messenger Service Fileg. Files consist of daily
logs, assignment records\gnd instructions, dis-
patch records, delivery reveipts, route schedules,
and related and similar pape Arranged as

appropriate.
30504 Publication Stock Record Card Files \Stock record
cards or other documentation maintained_to reflect

and other publications including data as to\stock
levels, quantities on hand, and quantities
received and issued.

305\05 Mailing Lists and Related Material.

a. Correspondence, request forms, and other
records relating to changes in mailing lists.

b. Cards.

c. Plate or Stencil Mailing Lists.

DISPOSAL INSTRUCTIONS

Cutoff monthly or quarterly according
to volume. Destroy 1 year thereafter.

Cutoff monthly. Destroy 3 months
thereafter,

Destroy when card is filled or when
card is superseded or obsolete, which-
ever is earlier.

list or after 3 months, which-
ever is rlier.
Destroy indivi
or revised.

ual cards when canceled

Dispose of plates or™stencils when can-
celed or revised.
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DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
SECTION 6. SECURITY FILES

?%rsonne] Security Clearance Case Files. Documents
relaing to investigations of personnel employed by
or seéking employment with the Government, or whose
relationship otherwise with the Government requires
a security>xlearance, but exclusive of copies of
investigative\yeports and related papers furnished
to agencies by the Office of Personnel Management
for which maintenangce and disposition instructions
are provided in Chapter I-2 of the Federal Personnel
Manual. Arranged by case number or alphabetically

by name of individual. .

a. Case files relating to cases appealed to the Permanent. Cutoff at close of fiscal
courts; linked with congressiqnal investiga- year in which action is completed. Hold
tions, or otherwise of demonstrated interest 5 years and retire to WNRC.

subject of considerable public interes

b. Case files containing derogatory informatio Cutoff at close of fiscal year in which
action is completed. Hold 5 years and
etire to WNRC. Destroy 30 years there-

a
c. Case files containing no derogatory informa- Cutoff\at close of fiscal year in which
tion. action i\completed. Hold 2 years and

retire to C. Destroy 10 years there-
after.

Personnel Security Clearance Status Files. Destroy when superseded, obsolete, or

Records maintained in security units to show upon transfer or sepaxation of related

the security clearance status of individuals. individual.

Records may be in the form of lists, rosters,
or cards.
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STANDARD

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
308 Security Violations Files. Papers relating to
investigations of alleged security violations.

ncluded are investigative reports and related

a. Files rajating to alleged security viola- Permanent. Cutoff after fiscal year in
tions of a~sufficiently serious nature to which action is made. Hold 5 years
be classed as~felonies. then retire to WNRC.
b. Other files relating_to alleged security Cutoff at close of fiscal year in which
violations. final corrective or disciplinary action
is made. Destroy 2 years thereafter.
30804 Classified Document Receipt Files.~\ Papers Cutoff at close of fiscal year. Destroy
relating to the receipt, transfer, and issue 2 years thereafter.
of classified documents maintained by o
than control points.
308:05 Classified Document Destruction Certificates. Cutoff at close of fiscal year. Destroy
Papers relating to the destruction of classi- years thereafter.

fied documents. Arranged chronologically.
control poin

306<06 Classified Document Inventory Files. Files Cutoff at ©ypose of fiscal year. Destroy
concisting of forms, ledgers, or registers 2 years thereafter.
used to show identity, internal routing,
and final disposition made of classified docu-
ments, but exclusive of classified document
receipts and destruction certificates and docu-
ments relating to Top Secret material covered
below. Arranged chronologically.

w
(]
(@]
~

Top Secret Document Accounting and Control.
Files.

a. Begjsters maintained at control points to Cutoff at close of fiscal year in which
indicate accountability over Top Secret documents shown on forms are downgraded,
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STANDARD
NUMBER DESCRIPTION OF RECORDS

documents, reflecting the receipt, dispatch,
or destruction of the documents.

rms accompanying documents to insure con-
tining control, showing names of persons
handl1 documents, intra-office routing,
and compaxable data.

;Bh\e? Classified Materia) Access Files. Documents main-
tained by control polats or custodians of classi-
fied files which constitute authorization for
individuals to have acces\to classified files.
Includes forms containing the_individual's name
and signature, classification files concerned,
information desired, and signaturs of official
authorizing access.

;a§q¥i Classified Document Container Security FiNes.
Files consist of forms or lists used to recoxd
safe and padlock combinations, names of indivi
duals knowing combinations, and comparable data

used to control access into classified document
containers.

386-10 Safety and Security Inspection Case Files.
Documents concerning the inspection, and follow-
up thereof, of facilities to assure the adequacy
of protective and preventive measures taken
against continuing hazards of fire, explosion,
and accidents, and to assure the adequacy of
measures taken to safequard information and
the product or service from sabotage and
unauthorized entry.

30611 Visitor Control Files. Registers or logs used
to record names of visitors, such as outside
contractors, service personnel, vendor's repre-
sentatives and visitors.

DISPOSAL INSTRUCTIONS

transferred, or destroyed. Destroy 5
years thereafter.

Destroy when related document is down-
graded, transferred, or destroyed.

Cutoff on transfer, reassignment, or
separation of individual or when access
authorization is withdrawn or cancelled.
Destroy 2 years thereafter.

Destroy when superseded by a new form
or list, or upon turn-in of containers.

Y2 0eel gH

Cutofi™\at close of fiscal year. Destroy
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Cutoff at close of fiscal year 0 after
final entry in register, as approp
Destroy 2 years thereafter.
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STANDARD

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

385\{? Identification Files. Includes buildings and Destroy 3 months after return to
visitor passes, employee identification cards, issuing office.

dentials, applications, listings, and similar

;BB<13 Property s Files. Documents authorizing Cutoff after expiration or revocation.
removal of preperty or materials. Arranged Destroy 3 months thereafter.
alphabetically name of individual.
538§l4 Key Control Files. Dosuments relating to Cutoff after turn-in of key. For areas
account ability for keys™ssued. Arranged by under maximum security, destroy 3 years
organizational unit. thereafter. For other areas, destroy
6 months thereafter,
300\15 Lost and Found Files. Reports, loss™state- Cutoff at close of fiscal year. Destroy -
ments, receipts, and other papers relating to 1 year thereafter. @
non-0JP lost and found articles. 5
o
SECTION 7. PROPERTY AND SPACE MANAGEMENT FILE é:
30%-01 Equipment Technical Manuals and Operating troy when superseded, obsolete, ‘or
Instructions. Includes parts lists, installa- when~celated equipment is retired or
tion and maintenance instructions. Arranged disposed of.
by vendor name.
30802 Vendor Reference Materials Files. Documents Destroy when superseded, obsolete or no
listing supplies and services by vendors. longer needed for
Includes catalogs, brochures, pamphletsy
mailing lists, and similar material. Arranged
by vendor name. e
<
ﬁbiigf Employee Property Issue Files. Card file docu- Destroy when new card is made provided 2
menting property and equipment charged out to item has been returned. \\\\ =
personnel including enployee receipts. S >
w
N
3004 Requisition Files. Documents showing evidence Cutoff at close of fiscal year. Destroy .
of requisition, issue, delivery, and receipt of 2 years thereafter. ‘

supplies, equipment, and services.
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STANDARD

NUMBER DESCRIPTION OF RECORDS

30%-05 \\\ngperty Record Receipt Files. Copies of purchase

ordéﬁQ\Tilztained as property receipt records.
Supply Actjvity Reports. Reports on supply re-

30%:06
quirements and procurement matters submitted for
supply management purposes.

30N07 Property TransmittaNand Coding Sheets. Papers
used to document and control the acquisition,
transfer, loan, and dispo3ition of non-
expendable property.

3008 Inventory Lists. Inventories of italized and

controlled property assets and prope on loan.

a. Computer prepared inventories.

b. Manually prepared inventories.

Inventory Control Cards. Inventory control cards
used for stock control and property maintenance.

Board of Survey and Loss or Theft Files. Reports
and other documents relating to the damage, loss,
or theft of property.

a. Reports involving Pecuniary Liability.

b. A1l other reports.

DISPOSAL INSTRUCTIONS

Cutoff at close of fiscal year. Destroy
2 years thereafter.
Cutoff at close of fiscal year. Destroy
2 years thereafter.
Cutoff at close of fiscal year. Destroy

1 year thereafter.

Cutoff at close of fiscal year.
year, Destroy 2 years thereafter.

Y2 0EEL gH

Cutoff when superseded or a new
or revised inventory. Destroy 2
ears thereafter.

Place iminactive file under disposition
or transfenof property. Cutoff at
close of fiscal year. Destroy 2 years
thereafter.

Place in inactive file upon comphetion
of final action. Cutoff inactive
at close of fiscal year. Destroy 10
years thereafter.

L-€ XION3ddY

Place in inactive file upon completion
of final action. Cutoff inactive file
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STANDARD
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

at close of fiscal year. Destroy
3 years thereafter.

30R:11 Excess Personal Property Files. Reports of Cutoff at close of fiscal year. Destroy
cess personal property and reports of the 3 years thereafter.
trangfer of excess personal property.
;bi§12 Space AlTveation and Utilization Files. Cutoff at close of fiscal year in which
Documents created or maintained by offices assignment is terminated, lease can-

responsible for the allocation, use, and celed, or when plans are superseded or
release of building™space. Included are become obsolete. Destroy 2 years there-
requests for space, recoxd of assignments, after.

reports, surveys, records
space planning, requests for
space layouts and floor plans, an
papers. Case filed by building.

3013 Work Requests for Building Maintenance.
Request forms or work orders for building
maintenance work.

Cutoff after work is performed or
requisition canceled. Destroy 3 months
thereafter.

30714 Space Reporting Files. Documents relating to
reporting agency space requirements and
holdings.
a. Reports submitted to General Services Cutoff at close oR\fiscal year.
Administration. Destroy 2 years thereafter.
b. Other reports and related work papers. Cutoff at close of fiscal ye

Destroy 1 year thereafter.

{-€" XION3ddY
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DESCRIPTION OF RECORDS

SECTION 8. TRAVEL, TRANSPORTATION AND
MOTOR VEHICLE FILES

\\\\Thmloyee Travel Files. See standard 703-01 for

empteyee travel files maintained for accounting
purpos See standard 101-07 for employee
travel fites maintained for administrative
purposes.

Passport Files. quests for passport actions,
notification for pasdport services, receipts,
clearances, action contrqQl cards, correspondence
and related papers genera in obtaining pass-
ports for personnel performing foreign travel.
Files are maintained by the offiee responsible
for securing passports and visas.

Transportation Request Accountability Resgrds.
Records documenting the issue or receipt o
accountable papers involved in travel and tra

portation functions, such as Standard Form 1120.

Bills of Lading Register Files.
to account for bills of lading.

Registers used

Government Losses in Shipment Act Files. Freight
records relating to the Government Losses in
Shipment Act consisting of schedules of valuables
shipped and related papers and reports.

Motor Vehicle Operator Files. Documents relating
to individual employee operation of Government-
owned vehicles, including driver tests, authori-
zation to use, safe driving awards, violations,
and related correspondence.

DISPOSAL INSTRUCTIONS

Destroy when employee is separated, or
when passport has expired without request
for renewal, or when revoked, whichever
is earlier.

Destroy one year after all entries on the
records are cleared.

Cutoff filexat close of fiscal year.
Destroy 3 years_thereafter.

Cutoff at close of fiscalN\year in which
operator is separated, transferred, or
upon rescission of authorization_to
operate Government behicle. Dest
years thereafter.
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DESCRIPTION OF RECORDS

568{3? (ﬁbtgr Vehicle Report Files.

a. Accident Reports.

b. Maintenance Rebparts.

c. Operating Reports.

d. Other Vehicle Reports.

Vehicle Release Files. Documents accumulat

in the transfer by sale, donation, or exchange

of motor vehicles.

DISPOSAL INSTRUCTIONS

Cutoff at close of fiscal year in which
case is closed. Destroy 6 years there-
after.

Cutoff at close of fiscal year. Destroy
2 years thereafter.

Cutoff at close of fiscal year. Destroy
3 months thereafter.

Cutoff at close of fiscal year. Destroy
3 years thereafter.

Cutoff at close of fiscal year in which
vehicle Teaves agency. Destroy 4 years
thereafter.

V¢ 0EEL 8H

[=€ XIAN3ddY



221 9beq

STANDARD
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

CHAPTER 4. PERSONNEL MANAGEMENT RECORDS -
SECTION 1. GENERAL PERSONNEL PROGRAM FILES

40\01 .<g@£ficia1 Personnel Folders. Documents accumulated

The Feder
ments requir
folders.

Personnel Manual specifies the docu-
for inclusion in official personnel

a. Folders of employees_transferred to another Follow instructions in FPM.

b. Folders of separated emp Transfer folders of employees to
inactive file in accordance with
instructions in FPM. Transfer folders
to National Personnel Records Center
(Civilian), 111 Winnebago Street, St.
Louis, Missouri 63318, 30 days after
separation except as provided in the

40N02 Temporary Materials in Official Personnel Folders.
Material maintained as temporary records on the
left side of the Official Personnel Folder in
accordance with the Federal Personnel Manual.

401333 Employee Master Control File. Computer printout
documents used to provide a comprehensive record
of positions, employees, and personnel actions by inactive file at close of fis
organizational entities. These files are used in Destroy 3 years thereafter.
lieu of Standard Form 7.

;8T>QQ Personnel Statistical Reports. Records created in Cutoff at close of fiscal year.
the preparation, coordination, and consolidation Destroy 2 years thereafter.
of regular and special personnel reports to the
Office of Personnel Management (OPM). Included
are reports on Federal civilian employment,

Y2 0€e€l gH
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DESCRIPTION OF RECORDS

reportsiand related papers.

Employee Locator Files. Consisting of informa-
tion such as: ame, social security number,
submission date, syrrent residence address,
emergency locator information and office address,
telephone numbers.

Employee Record Cards. Used for informational
purposes outside personnel ofRjces (such as
Standard Form 7-B).

SECTION 2. EMPLOYMENT FI

Appointment Files. Correspondence, letters, and
telegrams offering appointments to potentia
employees. Arranged alphabetically by name.

a. Accepted appointments.

b. Declined appointments.

Active Applications for Employment. Documents
created in receiving applications, conducting
interviews, making selections, and placing appli-
cants qualified and available for employment.
Included are applications for employment,
qualification rating sheets, control logs,
applicant referrals, and related papers.

Inactive Applications for Employment. Files
established when decision is made that an appli-
cant is not qualified, declines, or will not be

DISPOSAL INSTRUCTIONS

Destroy when superseded or obsolete.

Destroy upon separation of employee
or forward to receiving agency if
employee transfers.

File on Teft side of official per-
nnel folder.

File Npside application and destroy
in accordance with 402-03.

File on righkside of official per-
sonnel folder individual is employed.
Place files of unsyccessful applicants

after 2 years or upon receipt of OPM
report of inspection, whichever is

Y2 0EEL aH
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DESCRIPTION OF RECORDS

selected for appointment for other reasons.
are applications for Federal employ-
ment and hrelated papers.

Letters of Reference and Pre-employment Credit
Report Files. respondence and other documents
regarding employmeh§ suitability. Includes
letters to and replieg from previous employers,
personal and characterxeferences, retail credit
checks, etc.

a. Accepted applicants.

b. Rejected applicants.

Certificate Files. Requests for certificates
of eligibles and certificates of eligibles for
appointment.

Notification of Personnel Action Files Copies
exclusive of those in Official Personnel Folders
accumulated to provide a record for inspections,
statistics, references, preparation of reports,
etc. Arranged chronologically and maintained by
the Personnel Office.

Internal Promotion Plan Files. Announcements,
bids, copies of registers, and selected papers
maintained by personnel offices.

Position Vacancy Announcement Files. Copies of
promotion plan position vacancy notices main-
tained by personnel offices.

DISPOSAL INSTRUCTIONS

earlier, providing the requirements
in the Federal Personnel Manual are
observed.

File in a plain manilla envelope on
left side of official personnel folder
and destroy in accordance with 401-02.

File inside applications and destroy in
accordance with 402-03.

Cutoff at close of fiscal year. Destroy
2 years thereafter.

off monthly. Destroy 2 years there-

Cutoff at close oR fiscal year. Destroy
2 years after cutofR provided require-
ments of Federal Persognel Manual are
observed.

Cutoff at close of fiscal ye
2 years thereafter,

Destroy

Y2 0eEL dH

L-€ XION3IddY



Gzl °bed

STANDARD
NUMBER

402\09

DESCRIPTION OF RECORDS

Reduction-In-Force Files.

Employee Examination Recor

d.

Retention Registers. These are lists or
printouts prepared before reduction-in-force
r each competitive level affected by the
redyction.

Work Canrds. Used in compiling retention
registers.

Notice to Employees and related papers.

a.

Incentive Awards Case Files.

Completed Test Materials. se consist of

test booklets in which answers
recorded, and results recorded on
qualification records.

Test Record of Individual Employees. This_ is
a record showing all test scores attained b
an employee and is maintained on the right
side of his official personnel folder.

SECTION 3. EMPLOYEE PERFORMANCE AND

UTILIZATION FILES

Records documenting

an employee suggestion or superior performance

award.

Incentive Awards Report Files.

Arranged chronologically.

Awards program

reports, including copies of feeder reports
prepared within OJP and copies of summary reports
to Civil Service Commission.

DISPOSAL INSTRUCTIONS

Cutoff at close of fiscal year. Destroy
after 2 years or if an appeal or court
case is pending, destroy after the case
is resolved, whichever is later.

Destroy after RIF is completed, unless
they are used as retention register.

One copy is placed in official personnel
folder of employee.

Follow appropriate Civil Service Com-
mission regulations.

Follow instructions in the FPM.

Cutoff upon Nose of fiscal year.
Destroy 2 years

Cutoff at close of fiscal year.
Destroy 2 years thereafte
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DESCRIPTION OF RECORDS

\\Eékgjficates of Performance Rating. Excludes
copfeg\zil:é in official personnel folders.
Performante Rating Appeal Files. Consist of
copies of employee's appeals of his performance
rating, copies™af decisions rendered and other

material pertaining to the case. Arranged
alphabetically by employee name.

SECTION 4. POSITION

JOB EVALUA

ASSIFICATION AND

Position Description Files. Documents which
describe duties, responsibilities,
visory relationships of each position
the organization. These include copies
position descriptions of General Schedule
and wage board positions, position descriptio
amendments, certifications, check-lists or
fill-in descriptions, multiple or standard
descriptions and related papers. Papers in
this series are maintained by the personnel
office. Office copies of position descrip-
tions are covered by standard 101-11.

Position Classification Surveys. Documents
created by performing systematic examination
of the essential aspects of all positions and
position design and structuring within an
area. Included are position survey reports,
records of classification surveys, position
review certification, Whitten Amendment review
papers, recommendations, and related papers.

SECTION 5. EMPLOYEE RELATIONS AND SERVICES FILES

Appeals and Grievances Files. Files related to
reviewing, hearing, and disposing of employee

DISPOSAL INSTRUCTIONS

Cutoff at close of fiscal year.
Destroy 2 years thereafter.

Cutoff at close of fiscal year in which
final decision is .made. Destroy 1 year
after final action on case.

Place in inactive file when position

is abolished or superseded. Cutoff
inactive file at close of fiscal year.
Destroy 5 years thereafter. Descrip-
tions which may be of continuing value
may be retained as non-record reference
material.

Cutoff at end of\fiscal year following
completion of subsequent survey of each
unit. Destroy after ears. Surveys
which may be of continu value can be
retained as non-record re

Cutoff at close of fiscal year after
final decision. Destroy 7 years after

ence material.
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DESCRIPTION OF RECORDS

grievances and appeals of adverse personnel
actiong and disciplinary measures. These
include™material pertinent to individual
employees byt not necessarily filed in the
official persegnel folder, such as reprimands,
employee appeald\of disciplinary actions,
summaries and trans¢ripts of hearings,
designation of committee members, committee
reports, OPM reports anthrelated papers.
Arranged alphabetically b

Employee Financial Statement Fides.
outside employment and financial
related papers. Arranged alphabetically by
employee name.

Employee Interview Files. Documents which

record counseling interviews, results of
action taken and separation interviews.
Arranged alphabetically by employee name.

Discrimination Complaint Case Files. Documents

cerated in investigating or requesting the
investigation of formal and/or informal com-
plaints of discrimination by employees of,
and applicants for employment with, 0JP;
resolving complaints; recommending or
directing corrective action; and reporting
information on the processing and disposition
of each case. Included are copies of com-
plaints, investigation reports, hearing
transcripts or summaries, and related papers.

Logs or Registers of Visits to Dispensaries,

First Aid Rooms, and Health Units

DISPOSAL INSTRUCTIONS

cutoff. Exception: Decisions design-
ated as precedential by Director of
Personnel Division are permanent.

Cutoff at close of fiscal year in which
employee leaves a position for which a
statement is required or when the
employee leaves 0JP or statement is
superseded, whichever is earlier.
Destroy 2 years thereafter.

Cutoff at close of fiscal year in which
employee is transferred or separated.
troy 6 months thereafter.

Cutoff at\close of fiscal year after
final decishqn. Hold 3 years and retire
to WNRC. DestrQy 7 years after cutoff.

Cutoff at close of fiscal year in which
last date on log or register is entered.
Destroy 2 years thereafter.
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DESCRIPTION OF RECORDS

Heahth Statistical Summaries and Reports.

ing employee health and related papers,
retained by reporting unit.

Health Insuragce Files.

a. Health Benefits _Registration and Notices
of Change in Enrodlment Status Form, signed
originals. Arranged alphabetically.

b. Transmittal and Summary ort to Carrier,
showing number of employees\covered, added,
dropped, etc. Arranged chrondogically.

Health Record Case Files. Files contaim_corres-

pondence, reports, forms, and other paperi.docu-
menting employee medical history. Arranged
alphabetically by employee name.

a. Pre-employment physical examination, Health
Qualification Placement Records, disability
retirement examination, and fitness for duty
examination.

b. A1l other papers.

SECTION 6. EMPLOYEE TRAINING FILES

Individual Employee Training Files. Case files

containing applications for training, authori-
zations, schedules, reports of progress or
attendance and related documents reflecting the
training of individual employees. Arranged by
office and thereunder alphabetically by employee
name.

DISPOSAL INSTRUCTIONS

Cutoff at close of fiscal year.
Destroy 2 years thereafter.

Cutoff at close of fiscal year in
which employee is separated. Destroy
4 years thereafter.

Cutoff at close of fiscal year. Destroy
4 years thereafter.

pon separation, place in a sealed

Destroy when™ile has been inactive for
5 years.

Cutoff at close of fiscal
training is completed. Dest
years thereafter.
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DESCRIPTION OF RECORDS

Training Report Card Files. Training achievement

ds and cards shwoing history of individual
Arranged alphabetically by employee

Training Report\Files. Consist of documents
reflecting actualN\training progress and accom-
plishments. Along with directly related papers,
this file includes Quarterly, Semi-Annual, or
Annual rports of training~accomplishments, summary
reports, special training repQrts; ADP listings
and reports of employee training; study reports;
and coordinating actions. Maintaiwed in 0JP
Central Office.

Tuition Assistance Files. Documents reflegting

individual employee participation in the tuiTtjon
assistance program. Included are requests for
and approvals or disapprovals for tuition assis-
tance, college transcripts, grade reports, and
related papers. Arranged by office and there-
under alphabetically by employee name.

DISPOSAL INSTRUCTIONS

Destroy individual record upon
separation of employee.

Cutoff at close of fiscal year.
Destroy 5 years after cutoff or
after OPM review, whichever is

sooner.

Cutoff at close of fiscal year in
which course is completed or 2 years
after date of last action, if
completion is unknown. Destroy 3
ears thereafter,
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DESCRIPTION OF RECORDS

SECTION 1. PUBLICITY AND PROMOTION FILES

Biographteal Files. Biographies, photographs, news-

paper clippings, and related items pertaining to
the Assistant (0JP) and Deputy maintained in
the Public Information Office.

speeches and other papers
riting, reviewing,
es by 0JP officials.

Speech Files. Copies
created in the process o

clearing and delivering spe

a. Speeches delivered by top 0JP~gtaffs.

b. All other speeches.

News Releases. Documents relating to the prepara-
tion, coordination, clearance, and dissemination
of information to any public communications media.
The files include drafts, clearance documents,
forms, press releases, and related papers. Main-
tained in the releasing office.

SECTION 2. CONGRESSIONAL RELATIONS FILES

Congressional and White House Correspondence Files.

CHAPTER 5. INFORMATION AND PUBLIC RELATIONS RECORDS

Correspondence, memoranda, reports, and other
papers accumulated in the course of preparing

replies to Congressional and White House inquiries.

a. Papers containing policy and precedent and
requiring extensive research which document
relations with the Executive Office of the
President and Congress.

DISPOSAL INSTRUCTIONS

Permanent. Cutoff when individual
leaves. Hold 4 years and retire to
WNRC.

Permanent. Cutoff at close of FY.
Hold 4 years and retire to WNRC.

Cutoff at close of FY. Hold 3 years
and retire to WNRC. Destroy 6 years
after cutoff.

Permanent. Cutoff at close of FY.
1d 1 year and retire to WNRC.

Permanent. Cutoff at close of fisca

year. Hold 2 years and retire to WNRC.
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DESCRIPTION OF RECORDS

A1l other~coutine corresondence.

Notification to MC grants awarded
to states consisting O copies of

grants and summary sheet Filed by
name of state.

DISPOSAL INSTRUCTIONS

Cutoff at close of fiscal year.

Hold 2 years and retire to WNRC.

Destroy 6 years after cutoff.

Cutoff at close of fiscal year.
Hold 2 years and retire to WNRC.
Destroy 6 years after cutoff.
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DESCRIPTION OF RECORDS

e

CHAPTER 6. LEGAL AND LEGISLATIVE RECORDS

SECTION 1. GENERAL LEGAL FILES

Formal LegaNQpinions Establishing Precedent.

Documents accumulated in researching and pro-
viding formal {nugbered) legal opinions, estab-
lishing precedent,™golicies, and procedures
regarding laws, reguhations, directives, and
decisions and their effect on the 0JP.
Included are requests for\gpinions, background
material, and citiations ofNauthority used in
preparation of opinions, copieg of opinions
rendered, and related papers. cluded are
informal opinions, which are filed\with the
related case file for the project, ihquiry,
case, or other action to which the infogmal
opinion pertains.

Legislation Files. Documents created in pre-

paring, reviewing, and commenting on proposed
legislation, Executive Orders, proclamations,
and reports. Included are background material,
drafts, reviews, minutes of meetings, position
papers, and related correspondence.

SECTION 2. CLAIMS AND LITIGATION FILES

Claim Case Files. Documents relating to claims

by or against the OJP resulting from personal
injury, delinquent accounts, property losses,
and other business transactions.

a. Settled claims,

DISPOSAL INSTRUCTIONS

Permanent. Cutoff on obsolescence or

discontinuance but retain in current
files area.

Permanent. Cutoff when legislation is

enacted or dropped. Retire to WNRC when
no longer needed for current operations.

Cutoff at close of fiscal year in
which settlement is made.
6 years thereafter.
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NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

b.~\Disallowed claims. Cutoff at close of fiscal year in which
disallowance decision is made.
Destroy 7 years thereafter,

c. Delinquehy accounts. Cutoff at close of fiscal year in which
delinquent account is settled. Destroy
1 year thereafter.

6BX§92 Litigation Case Files.\Documents relating to
actual Tegal proceedings Mn which the 0JP has
an interest. Included are advisory reports,
investigation reports, litigatign reports,
statement of claims, copies of phrqcesses and
pleadings, supporting documents, and _related

correspondence.
a. Cases designated as significant or pre Permanent. Cutoff at close of fiscal
cedential by the General Counsel. year in which case is closed. Retain
in current files. Retire to WNRC
when no longer needed for current
erations.
b. Other cases. Cutoff at close of fiscal year in

which ¢ase is closed. Destroy 10
years thereafter.

SECTION 3. LEGAL SERVICES FILES

603-Q]1 Interpretation of Enacted Laws and Regulations. Permanent. Cutoff close of fiscal
Documents accumulated in providing legal advice year. Retire to WNRCwhen no Tlonger
and assistance on enacted legislation and inter- needed for current opera

preting the impact of laws and regulations on 0JP
programs. Included are comments, interpretations,
notes, and similar papers. Excluded are formal
opinions of the General Counsel that establish
precedent (601-01). Arranged by title of law or
act, thereunder by section if volume warrants.
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NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
Gd§\Q? Personnel Action Legal Assistance Case Files. Cutoff at close of fiscal year. Destroy

cuments accumulated in representing OJP on 5 years thereafter.
perdaonnel actions and other personnel matters.
are documents relating to actual legal

proceedi (602-02).
638<g? Procurement and Contract Activities Legal Case Place in inactive file when case is
Files. Document3\accumulated in connection with settled. Cutoff inactive file at close

providing pre-award>contract advise; replying of fiscal year. Retire to WNRC when

to protests of award; eyaluating the OJP position no longer needed for current operations.
in complaints concerning sgntracts and contract Destroy 8 years thereafter.

disputes; making recommendations and determina-

tions on adjustments of contras{s and on con-

tract claims asserted by a contrastor again 0JP

tions; and related correspondence and suppo
documents.

60304 Audit Legal Assistance Case Files. Documents
created by the Office of General Counsel in
providing legal advice and assistance regarding cal year. Retire to WNRC when no
legal problems and questions raised by audits longer™xgeded for current operations.
and investigations of grants, loans, and Destroy ears thereafter.
contracts; resolution of audits; and reclamation
of grant funds.

Place in inactive file when audit is
sed. Cutoff inactive file at close

gb&(05 Grant Activity Legal Case Files. Documents Place in inactive f1le when grant is
accumulated in providing legal advice and terminated. Cutoff indstive file at
assistance on grant conditions and classes, close of fiscal year. ire to WNRC
complaints concerning grants and contracts when no longer needed for cuwrgent
under grants, appeals from denials of grant operations. Destroy 8 years t

applications, questions of funding eligibility,
grantee procurement policy and property manage-
ment, and grantee financial management.

Included are copies of complaints and inquiries,
comments, reviews and recommendations, and
related correspondence.
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DESCRIPTION OF RECORDS

CHAPTER 7. FINANCIAL MANAGEMENT RECORDS
SECTION 1. GENERAL FINANCIAL FILES

Records of tash and Check Remittances Received
and Forwarded\_Records pertaining to the receipt
of checks payabhe_to the U. S. Treasury and the
transmittal of the™checks to the 0JP Central
Office with primary responsibility for deposit
with the Treasury.

Accounting Officer Designee FNles.

relating to the designation and\cevocation of
accountable officers.

Federal Personnel Surety Bond Files. jes
of Federal personnel surety bonds and attaghed
powers of attorney.

a. Official copy.

b. A1l Other Copies.

SECTION 2. BUDGET FILES

Budget Administrative Files. Documents accumulated
in offices of operating officials which serve as
management tools in the preparation of budget
estimates and in coordination and execution of
approved budgets. Includes work papers, cost
statements, and rough data.

Budget Estimates. Budget estimates prepared or

consolidated in OJP Headquarters budget office
comprising appropriation language sheets,

DISPOSAL INSTRUCTIONS

Cutoff at close of fiscal year.
Destroy after 4 years.

Cutoff at close of fiscal year in
which revocation occurs. Destroy
after 4 years provided account is
cleared by GA(.

Destroy 15 years after end of
bond premium period.

estroy when bond becomes inactive
orat end of bond premium period.

Cutoff at cTose of fiscal year.
Destroy after

Permanent. Cutoff at close o
fiscal year. Hold 3 years and
retire to WNRC.
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NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

narrative statements, and related schedules and
. Arranged chronologically.
78>\Q? Working Files. Work papers, cost statements Cutoff at close of fiscal year,
and ot data accumulated in preparation of pro- Destroy after 1 year.
al programs and annual budget estimates
and for budget review purposes, including dupli-
cates of papers\included in file copies of budget

estimates.
73}\24 Apportionment and Reappsrtionment Schedule Files. Cutoff at close of fiscal year.
Consist of schedules proposing quarterly obliga- Destroy after 2 years.

tions under each authorized
Arranged chronologically.

ropriation.

708:05 Budget Execution Report Files.
periodic reports on the status of appro
accounts and apportionments. Arranged al
cally by report title and thereunder chrono
cally.

a. End of Fiscal Year reports. Cutoff at close of fiscal year.

Hold 1 year and transfer to
NRC. Destroy 5 years after cutoff.

b. All other reports.

SECTION 3. ACCOUNTING AND DISBURSEMENT FILES

3-01 Passenger Transportation (Individual) Records. Cutoff file at close fiscal
Documents reflecting payments to individuals year. Destroy 3 years
consisting of travel vouchers, requests, cutoff.

authorizations, vendor invoices, and other
papers relating to official travel of OJP
employees, dependents, or others authorized to
travel. Arranged alphabetically by name of
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DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

employee. This standard applies to records maintained

i_accounting office. See standard 101-07 for
trave] files maintained in other offices for adminis-
trative-purposes.

Passenger Transportation (Carrier) Records. Cutoff file at close of fiscal
Documents reflecting payments to carriers, year. Destroy 3 years after
consisting of memorardum copies of vouchers cutoff.

(SF 1171a), memorandum™esgpies of transportation

requests (SF 1169a), and a3l supporting documents.

Freight Records (Carrier). Consisting of memorandum Cutoff file at close of fiscal
copies of vouchers {SF 1113a), memovrandum copies year, Destroy 3 years after
of bills of lading (SF 1130a and 1131a).and cutoff.

related supporting papers.

Paid Voucher File (Vendor File). Original and Cutoff at close of fiscal year.

copies of paid invoices and vouchers. Includes
bills of lading, imprest fund vouchers and
schedules and GSA Schedule 789. Arranged
alphabetically by name of vendor. Acc

Hold 3 years and retire to WNRC.
(WNRC will destroy in accordance
ith instructions of the General
ting Office.)

Voucher and Schedule of Payments. Accounting and Cutoff filTexat close of fiscal
accomplished copies of Voucher and Schedule of year. Hold 3™years and transfer
Payments (SF 1166) documenting the disbursement to WNRC. (WNRC will destroy in
of agency funds and used by the General Accounting accordance with instructions of
Office to audit agency financial procedures. the General Accounting O€fice.)
Request for Funds Files. Grantee's Request for Cutoff file at close of fisca
Funds, Form 151; Request for Advance or year. Hold 1 year and transfer
Reimbursement, Form 7160/3; and Grantee's to WNRC. Destroy 3 years after
Quarterly Authorization Request Under Letter of cutoff.

Credit Funding, and other records used to post
payments and prepare letters of credit to the
States. Arranged alphabetically by State.

Payment Veuchers on Letters of Credit. Vouchers Cutoff fi
documenting payme ade to States on the basis year. Hold

at close of fiscal
ars and transfer
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DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
of letté credit. Arranged chronologically to WNRC. (WNRC will destroy in
by month. accordance with instructions of

the General Accounting Office.)

Grant Accounting Files. Copies of gr
special conditions, grant adjustment notice,
"scratch" sheet used to account for the expendi- Cutoff inactive file at close of
ture of funds. Arranged by budget activity and 1 year. Hold 1 year and
thereunder numerically by grant number. retire C. Destroy 6 years
after cutoff.

expended or grant terminated.

Records Relating to the Status of Funds. Records Cutoff at close of fiscal year.
relating to the availability, collection, custody, Hold 1 year and transfer to WNRC.
and deposit of funds. Includes appropriation Destroy 3 years after cutoff.

warrants, cash receipts, ledgers, and accounting
copies of certificates of deposit.

Subsidiary Ledger Files. Records used as posting Cutoff at close of fiscal year.
and control media but subsidiary to the general Hold 1 year and retire to WNRC.
and allotment ledgers. Includes Accounting Data Destrqyj;years after cutoff.

Input Code Sheets, Batch Control Sheets, Statements
of Transactions, Financial Status Reports, Report
of Federal Cash Transactions, and Requests for
Advancements or Reimbursements.

Allotment-Ledgers. Computer printouts showing Cutoff at close of fiscal year.

status of obli igns and allotments under each Hold 1 year and retire to WNRC.

authorized appropria Destroy 4G-yearsAafter cutoff,
(A} I MOS

General Accounts Ledgers. Computer printouts Cutoff at:close.of fiscal year.

showing debit and credit entries and refle

Hold 1 year and retire to WNRC
expenditures in summary.

Destroy H yearﬁApfter cutoff.

I ArOS
Notice of GAQ Exception Files. Consist of General Cuto er exception is cleared
Accounting Office notices of exception both formal by General AC ting Office.
and informal, and related correspondence. Arranged Destroy after 1 year.
chronologically.

award, Place in inactive file after funds
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DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

Certificates of Settlement Files. Documents
flecting the settlement of accounts of account-

a. ificates covering closed account settle- Cutoff at close of fiscal year
inal balance settlement. in which settlement is made.
Destroy after 2 years provided
certificate is cleared.

b. Certificates showing\periodic settlement. Destroy when subsequent certifi-
cate of settlement is received.

SECTION 4. PAYROLDNFILES
(NOTE: Department of Justice per

functions for 0JP and thus maintains st of these
files.)

Time and Attendance Reports. Copies maintained by Cutoff at end of pay period.

Time and Attendance Clerks for administrative pux- Destroy after 2 years.
poses. Originals are forwarded to Department of
Justice for payroll preparation. Arranged by pay
period. Time and attendance reports may also be

maintained in the Office General Personnel Files,
disposition standard 101-08.
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DESCRIPTION OF RECORDS
CHAPTER 8. CONTRACTING AND PROCUREMENT RECORDS
SECTION 1. PROCUREMENT FILES

kBFbcyrement Registers. Registers maintained in
recordhand control the assignment of numbers to

contractsy_purchase orders, invitations to bid,
interagency™agreements, requisitions and similar
type documents™and to record other data relative
to processing of procurement actions.

Purchase Transaction Fites. Consist of docu-
ments relating to the initiation, administration,
negotiation, award, inspectiom_testing, accept-
ance, and payment of purchase transactions.
Arranged by purchase order number.

a. Purchase orders or comparable instru
for amounts $10,000 or less.

b. Purchase orders or comparable instruments
for amounts of more than $10,000.

c. Purchase order working files maintained by
operating offices.

Bidder Records including records of qualified
or disqualified biddgers, bidders mailing lists,
bidders 1ist applications such as SF-129 and
other similar or related papers.

Bid Files. Case files of bids received from
prospective contractors for various supplies,
equipment, and/or services.

DISPOSAL INSTRUCTIONS

Cutoff at close of fiscal year in which
final entries are made on all procure-
ment action entered for that year.
Destroy 6 years thereafter.

Place in inactive file when transaction
is completed. Cutoff inactive file at
end of fiscal year. Destroy 3 years
thereafter.

in inactive file when final payment
Cutoff inactive file at close
ear and retire to WNRC.

s thereafter.

Cutoff at close o
final payment is mad
thereafter.

iscal year in which
Destroy 2 years

Destroy when canceled or superseded, or
when company is removed from quaM™N.fi
bidders 1list or similar record.
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DESCRIPTION OF RECORDS

. Successful Bids.

Unsolicited Propo3al Files. Consisting of

individual and outside contractor's unsolicited
proposals and supporting papers; 0JP findings
evaluations; acknowledgement receipts; denial
information and other related papers.

a. Awarded.

b. Rejected.

Official Contract Files. These files consist

of the following papers and are grouped as
follows: A - Pre-award documentation; B -
Successful contract proposals and supporting
papers and contract; C - Modifications and
supporting documents; D - Payment record;

E - Correspondence; F - Close-out documents
such as project monitor evaluation and accep-
tance statement, final audit report, cost
analysis, memorandum of final settlement,
contractor's release, and evaluation of
overall performance; G - Brief description of
various type reports. Documents contained

in the official contract file include such
items as findings and determinations, patent
information checklists, additional solicita-
tion instructions and conditions. establish-
ment of Evaluation Review Boards; minutes

and reports thereto, contract proposal reviews,

DISPOSAL INSTRUCTIONS

File in official contract or purchase
transaction file,

Cutoff at end of fiscal year in which
denied. Hold 1 year and retire to
WNRC. Destroy 6 years after cutoff.

Place in official contract or purchase
transaction case file.

Cutoff at end of fiscal year in which
denied. Destroy 1 year thereafter.
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DESCRIPTION OF RECORDS

contract primary proposals, Rank Order evaluations,
numerical, rating sheet, report and recom-
of proposals, classification of proposals
ity, approval of 0JP officials, record
of contract negQtiations, contract summary and
approvals, equipment and materials specifications,
and related documents and correspondence. Filed by
contract number and maintained by Contracts Branch.

da. Routine Procurement Fj

(1) Contracts for $10,000

(2) Contracts for more than $10,000.

b. Contracts for more than $25,000 which deviate
from established precedents with respect to
0JP procurement programs, and contracts which
have been selected as samples as described in
chapter 3, section 5, of this handbook.

Interagency Agreement Case Files. Files which
reflect formal agreement between Federal entities
to perform services on reimbursable basis. Docu-
ments include preaward data such as contract status
control; request for contract action; basic inter-
agency agreement and sub-agreement; modifications
and supporting papers; cost estimates and related
data; voucher transfers between approprations and/
or funds; vouchers and schedules of withdrawals

and credits; technical, financial, and other

DISPOSAL INSTRUCTIONS

Place in inactive file when closed
or upon final payment. Cutoff

inactive file at close of fiscal year.

Destroy after 3 years thereafter,

Place in inactive file when closed or
upon final payment. Cutoff inactive
file at close of fiscal year. Hold 2

years and retire to WNRC. Destroy 6

ars after cutoff.

nt. Place in inactive file

ed or upon final payment.
Cutoff inastive file at close of
fiscal year.\Hold 2 years and retire
to WNRC.
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DESCRIPTION OF RECORDS

ellaneous reports; press releases, information
bulletins, and related papers.

a. Samplexcase files selected in accordance with
chapter section 5, of this handbook.

b. All other interagency~aqreement case files.

Indirect Cost Rate (A-88) Negotiation Agweement

Files. Consists of documents establishingN\{ndirect
cost rates for use on grants and contracts wi
educational institutions and other research fac
lities. Includes copies of A-88 Negotiation Agre€e
ment Form, copies of indirect cost rate audits,
and related correspondence and other papers.
Arranged by institution.

SECTION 2. CONTRACT ADMINISTRATION FILES

Contract Monitoring Case Files. MWorking files
maintained by offices and program/project
monitors responsible for administering or
monitoring OJP contracts and interagency agree-
ments to develop and improve law enforcement
programs. Case papers include duplicate copies
of documents found in the official contract or
interagency agreement case file and additional
back-up materials such as notes and working
papers concerning contractor activities;
evaluation of contractor proposals, submissions,
and reports; copies of correspondence concerning

DISPOSAL INSTRUCTIONS

Permanent. Place in inactive file when
final payment is made. Cutoff inactive
file at close of fiscal year. Retire
to WNRC when sufficient volume accumu-
lates.

Place in inactive file when final pay-
ment is made. Cutoff inactive file

at close of fiscal year. Hold 2 years
and retire to WRNC. Destroy 6 years
after cutoff.

Cutoff when superseded by new indirect
cost rate. Destroy after 3 years.

Cutoff at clode of fiscal year in which
final payment issgade. Hold 2 years
and retire to WNRC\_Destroy 6 years
after cutoff.
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DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS
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DESCRIPTION OF RECORDS
CHAPTER 9. GRANT PROGRAM RECORDS

SECTION 1.

GENERAL GRANT PROGRAM FILES
\\\E?ant Assignment Control Files. Documents used to

to proposals or applications and grants.
index cards, logs, register sheets,
and similar conirol records.

Grant Management Infermation Report Files. These
files consist of computer printouts containing
descriptive and statistical data on grant adminis-
tration. Information is used\for management
planning and program evaluation pyrposes. Reports
are prepared periodically and in reésponse to
particular inquiries.

Grant Application Status Form Files. Grant
Application Status Forms maintained outside of
the grant application case files and used to

enter information into the grant tracking system.

Grant Application/Proposal Case Files. Documents
accumulated in reviewing and recommending action
on grant applications or proposals. Included

are the application or proposal, evaluation
papers, notes, recommendation for award or

letter of denial, and related papers and corres-
pondence.

a. Withdrawn and rejected apnlications.

b. Accepted applications or proposals.

DISPOSAL INSTRUCTIONS

Destroy when no longer needed to
control the assignment of grant

or appropriation identification

numbers.

Destroy when superseded, obsolete,
or no longer needed for reference.

X
(v o]
)
w
e
Destroy after correction and 2
verification of computer printout.
=)
-9
0
Cutoff at close of fiscal yea 2
in which action is completed. E
Hold 2 years and retire to WNRC. w
Destroy 5 years after cutoff. T,

File in appropriate grant case file
at the time the grant is awarded.
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STANDARD
NUMBER

90801

DESCRIPTION OF RECORDS

SECTION 2. OFFICIAL GRANT CASE FILES

A

%ggnt Case Files. The records described below

e to the receipt, review, award, evaluation,
and monditoring of Planning, Action, Discretionary,
and all other types of grants awarded by the 0JP
for law enforsement assistance programs authorized
by the Omnibus Txjme Control and Safe Streets Act
of 1968, as amended:

Disposal criteria given
ing types of grants:

ow apply to the follow-

-- Technical Assistance

-- National Institute (except researc
development grants, see item 1000-05

-- Systems and Statistics

-- Graduate Research Fellowships

and

a. Official Categorical/Block Grant Documents
Files (also known as "Valuable Papers" Files).
Included in many cases are signed original
grant documents. Case papers include, but
are not limited to, grant applications; grant
awards; special conditions; fiscal and program
review checklists and memoranda; grant
adjustment notices; financial, narrative
progress, and monitoring reports; equipment
and materjal specifications; and related
papers and correspondence.

(1) Sample grants.
(2) A11 other grants.
b. Grant Monitoring Case Files. Files main-

tained by organizational units and individuals
responsible for monitoring or supervising

Permanent.

DISPOSAL INSTRUCTIONS

n (cancellation or normal
tion) of grant. Cutoff
file at close of fiscal

retirement (1)

ial case file with
any monitoring fileNand (2) select
sample grants in accordance with
chapter 3, section 5, of this
handbook.

Destroy 8 years after cutoff.

Place in inactive file upon termina-
tion. Hold 3 years and consolidate
grant monitoring case files with

Place in inactive file upon termina-

Y¢ 0eel gH
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STANDARD
NUMBER

DESCRIPTION OF RECORDS

grants. Included are duplicate copies of
documents found in the official grant document
file and additional back-up materials such as
notes and work papers concerning grantee
applications; submissions and reports; copies
of correspondence cerning sub-grantee or
subcontractor activities; and similar
communications pertaining\to monitoring the
individual grant. While this_material may

in some instances be part of the official
file, it is often maintained separqtely.

A1l Other Copies. Included are duplica
working files and reference files such as
copies of grants maintained in the 0JP Read-
ing Room. Files consist SOLELY of dupli-
cates of documents found in the official
and/or monitoring case files.

DISPOSAL INSTRUCTIONS

official (valuable papers) files.
Disposition will be made in accord-
ance with instructions for the
official Grant Document Files.

Destroy when superseded, obsolete,

or no longer needed for reference.

In no case, however, should such

files be kept more than 3 years
ter grant termination.

Y2 0EEL aH
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STANDARD
NUMBER

1BBQ;S1

100092

1000303

1000x04

DESCRIPTION OF RECORDS

CHAPTER 10. CRIMINAL JUSTICE RESEARCH, STATISTICS
AND INFORMATION SYSTEMS RECORDS

\Eiqjson Contact Files. Documents accumulated in carrying
out the liaison and coordination program which calls for
regular~and personal contacts and visits between the BJS
staff State Planning Agencies, and other appropriate
Federal agencies and research organizations. Includes
trip reports, mémQs regarding visits, responses to
inquiries resulting~from visits, and similar papers.

Research, Statistics and Ynformation Systems
Technical Reference Files. nsists of technical
reports, studies, articles, spesjal compilations of
data, drawings, clippings, ADP printouts, and other
non-record materials. Files are nee for refer-
ence and information purposes in conducti
house study projects and designing and eva
grant/contract projects but are not made part
official files. Prepared internally and external

Concept Paper Files. Documents accumulated in the
review and evaluation of pre-proposal papers sub-
mitted to BJS briefly outlining proposed research
and development projects. Included are concept
papers received, review evaluation reports, re-
jection document or request for formal proposal
and related correspondence. Arranged by fiscal
year and thereunder alphabetically by name of
submitter.

In-House Research, Statistics, and Information
Systems Study Files. Documents created and main-
tained by BJS personnel in originating, planning,
conducting, and reporting findings of studies

and surveys regarding criminal justice research
and development, statistics, and information
systems.

DISPOSAL INSTRUCTIONS

Cutoff at close of fiscal year.
Destroy after 3 years.

Destroy when superseded, obsolete,

or no longer needed.

Place in inactive file upon com-
etion of action on the concept
(acceptance or denial).
Cutoff™Npactive file at close of
Hold 2 years and
retire to WN Destroy 5 years

after cutoff.

Y2 0eEL 8H

[-€ XIOUN3ddY



67| °bed

STANDARD
NUMBER

100805

DESCRIPTION OF RECORDS

df\\§;udy or Survey Case File. Includes docu-
mentation of formulation and approval of the
lan, methods used, and any evaluation
ks; may include documents proposing
ng the study plan and its _purpose;

reports; document jon of clearance and

of report. (NOTE: See
ructions regarding
blished reports.)

standard 303 01 for in
official file copies of

accumulated in analyzing data, draftsy and
modifications to final report and other™work-
papers used in the course of the study.

Research Contract/Grant Project Files. These

files relate to research projects conducted by
grantees/contractors and funded and monitored by
BJS for the development of new or improved
methodologies, techniques, systems, equipment,
and devices to improve law enforcement and
criminal justice; and for statistical research
designed to provide informtion on the causes

of crime and the effectiveness of various

means of preventing crime and to evaluate the
success of correctional procedures.

a. Case File. Case papers reflect a complete
history of each project from initiation
through research, development, design,
and testing to completion. Included are
a copy of each contract, grant, or inter-
agency agreement associated with the
project including related modifications,

DISPOSAL INSTRUCTIONS

Permanent. Cutoff at close of
fiscal year in which project

is completed. Hold 3 years and
retire to WNRC.

Cutoff when project is completed.
Destroy 3 years after publication
or release of related study or
survey.

Permanent. Cutoff at
fiscal year in which pro]
completed. Hold 3 years an
retire to WNRC. Offer to NAR
10 years after cutoff.

Y2 0EEL 8H
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STANDARD
NUMBER

DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

chang or addendums (NOTE: documents relating

roject specifications and
drawings; project t and evaluation documents;
project meetings papers; technical progress or
test reports; and relatethcorrespondence. (NOTE:
one copy of each publicationresulting from such
projects shall be maintained Tw_the Publication
Master Files, item 303-01.)

zation documentsy

Project Workpapers. Includes complete
questionnaires and letter responses; 1is®
and tabulations; copies of documents contai
in project case files; preliminary or inter-
mediate source data used for analsis and
reference; correspondence concerning such
administrative matters as travel, transportation,
and transmittal of documents; and other work-
papers used in the course of the study which

are not appropriate for permanent retention
because they have neither evidential nor
informational long-term values.

Cutoff at close of fiscal year
gs in which project is completed.
Destroy after 3 years.

Y2 0eel 9H
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1108¢01

DESCRIPTION OF RECORDS

CHAPTER 11. TRAINING, EDUCATION AND TECHNICAL
ASSISTANCE RECORDS.

'<Morkshop, Conference and Seminar Training Project
These files consist of documents accumu-

lated_in planning, arranging, conducting, and
followiag-up on regional and national training
projects\_Included are papers reflecting project
status, wo 1ng papers and other background
material, project accomplishments and papers such
as invitat1ons and replies of speakers, 1lists
of persons in attemdance, copies of particpants'
travel vouchers, etc\_Papers relating to projects
or portions of a project performed under a grant
or contract are maintained in the appropriate grant
or contract case file.

Technical Assistance Case Files.\\Documents relating

to requests by grantee/contractors other outside
participant for technical assistance.\Assistance
may be provided by 0JP specialists or by\contract
specialists. Papers include the request a

related forms and correspondence, activity

report, and other records reflecting accomplish
ments.

a. Papers maintained in 0JP Central Office as a
part of the contract monitoring file for the
Technical Assistance contractor who provides
the assistance.

b. Papers maintained in OJP Regional Offices
as a separate file to document the receipt,
processing, and subsequent actions on
technical assistance requests performed by
either OJP or contract specialists.

DISPOSAL INSTRUCTIONS

Cutoff at close of fiscal year in
which project is completed. Hold

2 years and retire. Destroy 6 years
after cutoff.

Degtroy in accordance with contract
moni$oring files (802-01).

" Cutoff at theNglose of fiscal year in

which action is sgmpleted. Destroy
2 years thereafter)

Y2 0E€L 8H
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STANDARD
NUMBER

1200-01

DESCRIPTION OF RECORDS

CHAPTER 12. AUDIT RECORDS

Audit ;;Bb{$ Case Files.

Copies of Department of Justice and General
Accounting Offive audit reports resulting
from the review and. examination of agency

operations. Included\are agency formal responses

to audit findings, repo
planned and taken, and rel

on corrective action
ed correspondence.

DISPOSAL INSTRUCTIONS

Destroy one year after all
corrective actions on auditors
recommendations have been
taken by the agency.
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DESCRIPTION OF RECORDS
CHAPTER 13. CIVIL RIGHTS COMPLIANCE RECORDS

Civil Rights Compliance Review Case Files.

Documents accumulated in performing pre-award,
routine, and special reviews of the employment
policies and procedures of police agencies,
courts, and correctional institutions funded

by 0JP; reviewing and clearing reports of
reviews, and recommending and directing
corrective action or sanctions against con-
tractors and recipients of OJP funds. Included
are minutes and reports of meetings and inter-
views conducted during the review, employee
information reports, drafts and final review
reports and recommendations, clearance actions,
documents recommending or directing corrective
action, and related papers and correspondence.

Civil Rights Complaint Case Files. Documents

created in investigating inquiries/complaints
about discrimination in employment by recipients
of 0JP funds including police agencies, court
and correctional institutions, private non-
profit organizations and research institutions,
preparing and reviewing investigation reports

to determine if discrimination was practiced;
resolving complaints, and directing and monitor-
ing corrective actions. Included are complaints,
requests for investigation, preliminary analyses
and investigative reports, minutes or summaries
of meetings and interviews, recommendations,
clearance actions, investigative determinations,
documents directing corrective action or
sanctions, final reports, and related papers

and correspondence.

¥ Handweitren  tew mumbers ave Hhose Fvomm Hha peevious edition
of +wis Mqvwnl. T"\-l. *-{gd.‘ Cvosged o6 numbers ave e 0?"“'}"\.\1'_ ')""M

nowmbers Qov s oo,

DISPOSAL INSTRUCTIONS

Permanent. Cutoff at close of fiscal
year in which action on the review

is completed. Hold B years and retire
to WNRC.

Cutoff at close of fiscal year in
which action on the case is completed.
Hold 3 years and retire to WNRC.
Destroy 10 years after cutoff.

Y2 0€EL 8H
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STANDARD
NUMBER

1300-03

1300-04

1300-05

1300-06

DESCRIPTION OF RECORDS

Resolution Agreement Monitoring Files

Documents accumulated as a result of 0JP's
responsibility to monitor Grantee's Civil
Rights Compliance activities in accordance
with their agreement.

"No Jurisdiction" Correspondence.
Correspondence accumulated as a result of
inquiries regarding cases where it has been
determined that the agency has no juris-
diction in civil rights compliance.

Equal Employment Opportunity Program Review Files.

Files relating to OJP review of grantee
Equal Employment Opportunity Program.

Enforcement Employment Action Files.

Case files relating to OJP enforcement
actions regarding grantee non-compliance
with Civil Rights requirements and resulting
in suspension or termination of grant.

DISPOSAL INSTRUCTIONS

Cutoff at end of 2 years monitoring
period. Destroy one year later.

Cutoff when determination has been
made. Destroy 2 years thereafter.

Cutoff after review is completed.
Destroy 3 years thereafter.

Cutoff after resolution termination.

Destroy 6 years thereafter.

Y2 0eel gH

L-€ XION3ddY



P51 abed

wo-ses-fOA

STANDARD
NUMBER

1400-03

1400-04

DESCRIPTION OF RECORDS
PSOB Claim Index Card File. Index card used

for claim control and identification purposes.
Includes claim number and summary information
about the decedent and his survivors. Also

includes administrative process data. Sevveste

“+vack proyress ® case o-\a' Cowtaing no Substauwhse vweforvimetion
about « cage, '

PSOB Automated Data Base File. Includes basic

information on each claim. Data includes claim
number, decedent's name, marital status, sex,
date of death, age, occupation, level of
government, state, cause of death, line of

duty action, reason ineligible, process
milestones, and a narrative describing the
circumstances leading up to the decedent's
death.

DISPOSAL INSTRUCTIONS

Place in inactive approved or denied
file when claim is closed. Hold

10 years then destroy after veri-
fying that basic claim data has

been entered into the PSOB Automated

Data Base (1400-04). Do wet tvausfer +owWNRC.

copy o f
Pevmanent  OFffar ayisting date base
" 3
Upen q‘,(,nul o £ Tschedotle.

O fle fotuve adalTHous  {n l%w

blecks, bu\ Fisea! yeavr ,u,lm‘_s“ i
cases w ot 3eav~ ave closed.
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1400-02

DESCRIPTION OF RECORDS
CHAPTER 14. PUBLIC SAFETY OFFICER BENEFIT RECORDS

PSOB Claim Files. Includes claim forms signed by
claimant and decedent's employer, certified copies
of family documents, police or fire investigation
records, and medical records including death
certificate, autopsy/toxicology reports, and
hospital records. Also included are original
payment and denial documents, appeal determina-
tions and correspondence relative to claim
development and determination.

a. Original records . .
l. Aothorizahon docoments, 'w\ue,d-ncya*lbv\ & wmediesd vecowds

R- C"‘""‘sf"“““““'— , (>¢‘~6m¢..~+ deco w\e.»'(‘s\ ‘qu\nlj docomonts.
. MucwoBilm
° Thwe Cer'\":‘ﬁ’-i Het e Jecovds g,as.—_u-bté abeve wy (|
TS .

n 3
be ol lmed  n accovdauce it otaudavds cet fovthy
™A 36 CFR ?nr'\' \AR0O

The m—\c\ro‘p\ b W \\ e 3+0v~¢cx Th eecovclawe "‘“+(" sﬁnd“-ﬂls
st Povtls v 36 CFR Pavt 1330 .20 The fivst \'\nsPec_{-(Ou

()P *C\fs an\‘ u’gcl u\:rerJ h3 3¢ CFRP«A: LARO .2 wh il be
cavwmiad out o w qug‘

PSOB Appeal Files. Includes original agency
appeal determinations, and where applicable,
copy of court decision, appeal hearing trans-
script, medical/legal advisory opinions, and
correspondence relative to the appeal process.

NOTE: Original records may be retired to WNRC if
microfilming is delayed significantly and retention
in office space becomes a problem in terms of

space and equipment utilization and costs.

a
) l Mncrop.\m 3 lae_a.rs prer'

C‘-‘Aﬂ'\ Pa‘ﬁmew_h T‘«se“ +MV‘$""C(‘
enwtine Pl to WNRC,
'Dd—s"vo&s 69&6@"5 dgwwﬂts o.‘p'i-er'
P;v\m\ Panw\em‘\'.
2. Not avtlovized forr muwrofilimig.
Tvausfer +o WNRC with 1 abew.
D¢5+v.3 G ‘6&4'3 & Dmonths afher

Pival Payw ent.

b Eegmamew‘\'_

Silver halide or(c\l.nc.‘ mecia*l—‘we
9‘05 oua pDS\'\';“- N offer
Yo Natiowal A wchies 0 dgars
atter Fiual ptz‘Smed' , Traelar
5_<$eaw- blocks,

A\\ o*’&e\r Co?;es * Bes“w whew
wo low QW \AGBAQA ‘FOF a lM—lul"
5+V‘°o.+.\v¢. ose,

Place in inactive file when claim
is closed. Consolidate appeal
file with PSOB Claim File
(1400-01) before microfilming.
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