Stand! Fornn NO. 116 ‘!

Revised* N®vember 1951 .

Prebcribell by General Services REQUEST FOR AUTHORITY
684 Reg. S1V-los TO DISPOSE OF RECORDS

(See Instructions on Reverse)

‘ LEAVE BLANK

DATE r(’g\lﬁp R 19?7

JoB NO.

\1 TR

To: GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTONSZ‘g' b

1. FROM (AGENCY OR ESTABLISHMENT)
PANAMA CANAL COMPANY

PINCHPIY,

2. MAJOR SUBDIVISION
Administrative Services D1v151on

3. MINOR SUBDIVISION
Records Management Branch

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT

Thomas C. Duty 52-7767"

In accordance with the

NOTIFICATION TO AGENCYw

provisions of 44 U.S.C.

AP

3303a the disposal request, including amend-
ments, is approved except for items that may

be stamped "disposal not approved" or
"withdrawn" in column 10.

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

I hereby certify that I am authorized to act for the head of this agency in matters pertaining to thf’ d‘iqpoual‘of 'tego:ds', alﬁq that; . ¢

schedule of pages are proposed for disposal for the reason indicated: (“X” only one)
A The records have B The records will cease to have sufficient value

ceased to have suffi- . to warrant further retention on the expiration

D cient value to warrant of the period of time indicated or og*yhe occur-
further retention, rence of the event specified.

April 4, 1977 segh J %ffood Agency Records Officer

(Date) - (Signature of Agency Representative) (Title)
i / 9
2. 8. DBSCRIPTION OF ITEM s AMPL.E OR 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. ACTION TAKEN

St Cgoney - MP- YN ///Mé)%mw

Agency Records Control Schedule No. 3 --

Records of the Office of Financial Vice President

Inding original, to be b itted to the National Archives and Records Service

16—59429-3 GPO
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. R ' CANAL ZONE GOVERHMENT
‘ ' PANAFA CAFAL CONPANY

AGENCY RECCRDS COXTRCL SCHEDULE XO, 3

ECORDS OF THE CFFICT OF THE FIMANCIAL VICE PRESIDENT

Agency Records Control Schedule No. 3 authorizes disposal of the records des-
cribed in it that are dated on or after January 1, 1921, TFor records dated before
. January 1, 1921, special authority for disposal must be secured from the Chief,
Records kanagement Branch, Ldministrative Services Division,

Records Authorized for destruction under this schedule shall be burnsd, shredded,
or sold for scrap at the end of the prescribed period. To facilitate disposal of
records that are kept in a continuous series, annual or biennial cut-offs are re-
commended, The records within the cut-off period may then be disposed of as a group,
based on the date of thz last paper in the series,

Noncurrent records should be shipped to the Agency Records Center for lowcost
storage if they (1) are seldom referred to, (2) must be retained for at least one
year, and (3) occupy needed file space, Documents and instructions for such ship-
ments are furnished by the Center on reguest, Containers are available in the Panama
Canal Company Division of Storehouses, Records stored at the Center are available
for refsrence during the storage period. They will be disposed of in accordance with

e provisions of the achOdLle only after concurrence of the resoonq1o?e officlal has
veen obta1n=d -

Records holdings should be r°v1ewed for dlsposltlon under the schedule at least
once a yesar, preferably shortly after the beginning of the fiscal year. Unscheduled
racords, records that have changed in nature or purpose, and records that are scae-
dula=d but no longer produced should be reported to the Chisf, Records lManagement
Branch, Administrative Services Division, for review and appfogriate acticn,

Joseph”J. Wood
£, Administrative Services Division
Agency Records Officer




| @S2 - Records of tho Office of the Financial Vics Presi

Vv .
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ITEM

1,

Description of Records

Administrative Filses

General correspondence, copies and originals,
signed by or directed to the Office of the

- Financial Vice President; uwoed-sanmagenasad:
S entsnpeter BT Y=y =Rinsmesnbalisen Rreys -
dasdy used for general day to day reference
by the Financial Vice President and members
of his staff, Subject and circular files on
administrative and operational matters re-
lating to the Office of the Financial Vice
President and the Financial Vice President’s
functions, Policies, precedents, proce-
dures, regulations, important decisions, and
essential transactions, when the file station
has been designated to retain the record
copies of such material, Most such material
is maintained in the ADCR files,

Disposal Period

Disposal not authorized
by this schedule.
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' ‘cs 3 - Records of the Offics of tho Financial Vice President 0o, o
ITEM . Descrintion of Records o - . Disposal Period

General Audit Division

3. Audit Tindings; : ) ‘ o Dispose 3 years after
ST S FY involved.

L, Audit permanent files: These files contain up-to- Dispose as informatio
date information concerning organization, " supersedede '

‘functions, and force of agency units,

5. ~ Audit working papers, Dispose 10 years after
. ‘ FY involved,
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ARCS 3 ~ Records of the Office of the.Financial Vice President

Description of Records

Treasurer

6. Check issue records (Duplicates), g
7 Treasurer's copies of final pay disposition record,
8. Registers of registered mail,
9. Treasurer's copies of receipts, such as Form 5128,
10, Treasurer's copies of daily statements of cash and

. checking account, (See Item No, 60 for originals,)
S P T S T e e O PO St ra—iromd=s s e STHE QUL .
12, Subject and circular files on administrative and

13.
14,

15,

16,

operational matters relating to the Treasurer's
office and its functions,

Levies of execution o1 attachment,
Alien cash (disability) relief files: These files
contain information as to the whereabouts and

status of recipients of cash relief,

Treasurer's copies of bank depesit slips.,

Treasurer's copies of daily reports of receipts,
deposits, and collections, (See Item No, 60 for
originals,)

§?r—f-4Hn1kﬂmﬁmee-end-payﬁbn%-bcﬂds.

18.

Employee's requests to have pay checks deposited

-directly into their bank accounts,

Disposal Period

Dispose after audit. or
when 3 years old which-
ever is earlier,

Dispose at end of 2d
fiscal year., .

Dispose after 1 year,

Dispose 6 months after
end of FY involved,

Dispose 2 years after
FY involved,

] Hre—-a—itber
S
lionetdbm=—tirdefimriveeds ,

See item 1,

Dispose after 4 years,

Dispose after death of
individual and payment
of beneficiary,

Dispose 2 years after
FY involved (See item

-64 for record copies).

Dispose 2 years after
FY involved,

HUE?‘fbr—seggkaepiag
kﬁeﬁ-fi&§§-&§%eﬁ-oen%ﬂaet
eompretedT

Dispose 6 months after
being superseded or
canceled, or termination
of employee,
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ARCS 3 - Records of the Office of the Financial Vice President

.ITEM Description of Records ' Disposal Period
Treasurer
19. Transmittals and receipts for checks mailed, Dispose 6 months after

end of FY involved.,

20, Copies of monthl’reports, and working papers., = Same as.Item 15, Dispose
2 years after FY involved,
' . See Item 6@ for record
copies, .



{‘ . .
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Description of Records

ARCS‘Q - Records of the Office of the.Financial Vice President

Disposal Period

Systems Division

Subject and correspondence files on
administrative and operational matters
relating to the Systems Division and
its functions,

Work papers arnd project folders relating to
computer systems design and implementation,
Systems Manual procedures, and accounting
systens,"

See Item 1,

Dispose when no longer
of reference value, Minirum
5 years,


http:mplementat:i.on
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"!TEM

2L,

25,

26,

27,

28,

Description of R@pords

Pata Processing Division

Subject and circular files on administrative and
operational matters relating to the Data Processing
Division and its functions,

Permanent documentation of all computer production
programs,

Reports of Errors & Controls;
a, Merchandise Daily Transfers,

b, Payroll,

c. All other computer applications,
EAM Operator and Utilization Reports,
Ship Data Bank,

a, Reports-Daily File HMaintenance, Registered Gross
Tonnage and Length Overall,

b. Ship Information Quarantine Declarations and
computer input documents,

c., Reports - Monthly Summary‘of Ship Arrivals,
Transits by Extreme Beam, Boarding Officer
Statisties and Canal Capacity Utilization,

d. Report-Daily Revenue,

ARCS 3 - Records of the Cffice of the Financial Vice President

- Disposal Period

See Item 1,

Disposal not authorized
under this schedule,

Dispose'after 3 months,

Dispose after 8 pay
periods,

Dispose after 6 months,
Dispose after 6 months,
Dispose after 60 davs.
Dispose after 90 days,

Dispose 2 years after
FY involved.

Disposal not authorized
under this schedule,



~

AQCS;3 -~ Records of the Qffice of the Financial Vice President

e

ITEM Description of Records

- Disposal Period

Budget Branch

29. Budget working papers,

30, Fund apportionment and allotment records,

31, Subject and circular files on administrative and
operational matters :zlating te the Financial
Planning Division and its functions,

32, Budget estimates,

33v——PresidenbloRudgaiBoske—PTESOTmbbon—oiuthc

SRS ORIt GBS iR R i e esitteTrr—wibi o
\ ™. s . - -
.}nr. L uiu CLNLIOL I'eCOords,

35. Working papers relating to yates , tariffs, etc,

Dispose 3 years after FY
covered by budget,

DiSpose‘S years after
close of fiscal year
involved,

See Item 1,

Disposal not authorized,
Transfer to inactive file
when superseded or
obsolete,

Raiain.snomwopimatcasch
- -]

aaﬁosenﬁé—purpesasq————— .

Dispose 5 years after
close of fiscal year
involved,

Dispose 3 years after
elose of fiscal year
involved,
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ARCS 3 - Records of the Office of the Financial Vice President

‘l&TEM'

36.
3?.

38.

39.

gul *

2,

u’3|

. Construction work in progress:

Description of Records

Disposal Period

Plant'Accqpnﬁing

Monthly Capital Program Report, «

June Capital Program Report,

Plant Accounting input documents and copies of
Jjournal vouchers pertaining to accounting entries
for plant items, (While the journal vouchers are
copies, they are not authorized for disposal
because of their convenience in both arrangement
and location to the Plant Accounting Branch.

Plant Location Report (Plant System and Minor
Units); Plant Class Report (Plant System and
Minor Units); Furniture Report; Furniture

Plant Class Report {Minor); Reclassified Assets;
Plant Change Source Journal and Annual IBM
Listings,

(The annual listings present an inventory of all
items in the agency's plant accounts, Quarterly
and other listings are consolidated in the
annual listings,)

Master File Changes (Plant System and Minor
Units); GSA/Class Totals and Projected
Depreciation,

Plant valuation inventories and final cost
reports,

Plant Unit cards,

Additions to and
retirements of plant.

a—-ﬁdé&%&ene-%e—péen%-4&&&)—eﬁd-¥e%a¥enene
ef—stroetnres,

b, Retirement of plant other than sfructures.

Dispose after one year,

Disposal not authorized
by this schedule,

Disposal not authorized
by this schedule,

Annual Listings: Disposzal
.not authorized under this
schedule,

Other Listings: Dispose
at end of ¥Y unless
otherwise marked,

Disposal not authorized
under this schedule,

DiSposai not authorized
under this schedule,

For structures:
not authorized,
Other: 3 years after item
is withdrawn from plant
account, '

Disposal

- - , ‘
“?E“ f.i! TS et
PN SR, S
Shrorurhely et o
s rdefiniiod

Dispose 3 years after
file is closed.


mailto:1-,@ui.ftiil
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ARCS 3 = Records of the Office of the Financial Vice President

O

Il

bs,

46,

L7,

u8, .

49,

-

o

51,

Description of Records

Plant Accounting (Continued)

Plant Ledgers.

Excess reports: Reports of items excessed
for sale or other disposal,

Plant valuation work papers (Needed for
possible revaluation studies,)

Chronological files of Plant Accounting
correspondence and miscellaneous papers,

Marked and annotated maps, prints, and
specifications on plant items (Engineer's
files,) :

Canal Zone Government cost reports: A partial
valuation of Canal Zone Government fixed assets,

Property itransfers: Authorization to ftransfer
property and make changes in accounts,

Monthly Cumulative Job Order Detail,

Disposal Period

Disposal not authorized
by this schedule,

Dispose after 3 years,
Disposal not authorized
by this schedule,
Dispose when reference
value ends, Minimum 3
years,

Disposal not authorized
by this schedule,
Disposal not authorized
by this schedule,
Dispose after 4 vears.

Disposal not authorized
by this schedule,


http:Reco.!.ds
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.- ARCS 3 - Records of the Office of the Financial Vice President

@ =

Description of Records Disposal Period

52,

53.

Central Typing and Clerical Unit
Accounting Division

Miscellaneous reference publications. Dispose when no longer
current,
Subject and circular files on administrative See Item 1§

and operational matters relating to Accounting
Division and its functions,

Al j! . I l s I:i 'y . i_. - goa 3. i: ‘ E. y

' !S\



3 ~ Records of the Office of the Financial Vice President

Description of Records

Incentive Awards Unit

Incentive awards case files, '

Reports pertaining to incentive awards program,
p g g

ey bae

.

" Disvosal Period

After closing case: transfe
to inactive closed file
and dispose 2 years after
.closing.

Dispose after 3 years,



n3CS 3 - Records oi the viilce ol Tne rinnnclal ¥ice Presidant

=

' Disposal Period

e ' -.Dgsc_r.‘ib"{,i‘)f Records

.Acants Accounts Branch

g, Paid £.Z. postal norej'orders (and post office Dispose 3 years after
. . 2dding machins tapes) C.Z. money or:lers issuad. date of pay;ﬁant, .
585... ., C.Z. Postal savings certn icates (Paid certif DlSpCS" 6 years sfber'
cates, issue stuts§ paid llstlnbs, issue _ date.of paym rent, sta ting
listings, and outs»a*zdzn 15;.1‘:‘9'5) S - ' July 1, 1903. N '
.53, [ Paid cupl i te posta}. savmcrs cnrtilz'.catns- Dispgse 6 years after
: Proof of payment of&duplicates that ars issued date of paywment, ’
when or io_'.nals are roporbed lo.. [
60, - . ;anthl? transaction r=po*ts, :mcludm . Dispose & years after
miscellansous detail reports and supno*t from -  pesried coversd by
Fial3d Collecting Agents and the Treasurer, " account, N

collection Peyls 2r, - , S R

R . : o
é‘ta— Poacanta mooadlbe i sty ) —txteee-ts—-Zra

e ot ine= Tand hass SN

-
a -
g2, Faid zccounts Brumege~toyeors—aior
paoers, » . g&@&éﬁg«;«»—:ﬂemft '
: . p:;z;iz’ee—;’. = 1..%:.',\.. tron
. : . PR S DI S e e i,
' ’ ' | Pedbycosirvovcters-
o A o o - T
- . : S '.speaebq'v—m”'er-*hi:,bs ’
) i B . o . L . ) ) i;f?" ."{'3?: ) \.vdn‘-i'? - -,
; e Ry @fs :
: - - L stem la. t
63. - Pa:.d bank checkss ::ay recnlpts (used prior to - Dispose 10 years ai’tﬁr’ :
- barlc checks for payments to esrxploye°s) salary -~ date of issue, excgpt. ST
advance time vouchers, and listings ol paid and  retain summary list ts ‘of
m"pald payroll checks and ot}'er c‘xec&s. Temporary urpazd Cher(as '
uty Allowance Cbnc‘fs T - » S
6l, . Bank sta.tements. chock llstlngs from bavﬂca, and . Dispose L years after
depos:.t Sllps. : - end of FY :mvolved
&5. ‘ ,Chec:c v'ecrz.ste-" for payroll and regular bamc &-pw-*‘-wce*--i-a—mm,-
accounts§ L - ) Opply &RS é, iam. 1"\' ’
66, *  Payroll certifications. R o W Pror—iuoronns,
( : - ’ _ P . : ] Qﬁ,ly 5@5(-’ tét-'m /«.
A\l
T T e -.,,,.j"“:;;':_;,';.s;‘. e b T e TR
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)  ”A§CS 3 - Records of the Office of the Financial Vice President

67.
68,

69.

Description of Records

Agents Accounts Branch {Continued)-

Payroll Branch Transmittal of control block
listings for payroll check registers,

Railroad passes: Official business and
complimentary., )

Railroad conductors' ticket reports and césh
fare receipts,

JZO,-—-—GLubhause-payae&ﬂgr-——ﬁeﬁanary-é@éS—%e—Gebeher

710‘

72,

153 8e—mRrcord—of~emplerment~for=ToTSONS O
these—-payToids,

Vouchers and lists of unpaid wages; index cards

of unpaid wages (1906 to date),

Hospital Outpatient Record-Form 8817,

Disposal Period

Dispose after audit by
CAO or when 3 years old
whichever is earlier,

Dispose 2 years after
FY involved,

Disbose 4 years after
end of FY involved,

biepeseaftonGoupenns,
(Beme—arittem—tFias

A

Disposal not authorized
by this- schedule,

Dispose 6 months after
microfilming., Dispose

microfilm after 10 years,

B
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ARCS 3 - Office of the Flnanclal Vice -President

‘l&TEM

.73

DPscrlptlon of Records

_Claims Branch

Subject and circular files on administrative
and operational matters relating to thes
Claims Branch and its functions,{

Card file index of Comptroller General'
decisions.,

76, -

77.

78.

79.

80.

81.

82,

RASEA1L1I N6 SISl ifil Ry A Fpuisn @t Sreneesderrbee
PRepertydemrre—ant st y=ete ,

Subsidiary ledger file,

Injury cases under Federal Employees'
Compensation Act of 1916 and prior injury
cases,

Card index records of all accidents, listing
names of persons involved and dates of
accidents, o .

Claims Branch copies of travel orders®

Government transportation requests, paid and
unpaid,

Vouchers payable alphabetical index.

Paid vouchers payable and supporting papers,
except for transportation wouchers and
supporting papers which are sent to the GAO,
Washington, D, C.

Uiscellanecus—goneret—clurimer—girrp-recesdonss ,

Disposal Period

See item 1,

Dispose: Item
discontinued,

Rolaibnesmirdefimibedy

| S b dedrmstierem S m—ne

qseaaaeh1§§apeses.

.ihi!biﬁgamsc——ﬁéspese

alang, SuekeRE

P o=y a ki dadle
(See~toemERry
GErergremd sy eseuiibiha
IR TS~ e ~

trorr-pendiner

Dispose U4 years afte“
FY invol vec‘l

‘Disposal not authorized

by this schedule,

Disposal not authorized
by this schedule,

Dispose 3 years after
end of FY in which issued.

Paid requests: Dispose
L years after period
covered by related
account,

Unpaid requests: Do not
dispose, .

Disposal not authorized
by this schedule,

pend:ng—on-e&eéoa-einmms.
fo/y 64s é' jeom lo.
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AFCS;} - Records of the Office of the Finahcial Vice President

@z

83.

Description of Records A Disposal Period

Claims Branch (Continued)

Freight claims: Policy files, index cards, Policy files and index

declined claims, and paid claims, . cards: Disposal not
-authorized under this
schedule,

Declined claims: Dispose
4 years after FY involved,
Paid claims: Filed with
paid vouchers payabl

(see item 82,),-, "



‘ ’ ‘ ! )

Records of the Financial Vice President

Description of Recror'cls _  Disposal Feriod

Rates andr Anal,vsirs Branch

PEEFOE6-0ifiaiat-Parrffs—and—relatad Recerée—to-be—kepe—indesfinital 3

eersespandence A1l stiuidies—ase - ‘ 85 L Dol Gt S tribiivapottan
SLbGR Al Emd RGBS TR FOU R dmRaNine o0 i Tt odiiiimand
aad-dangshore sexnricess—bsanspasbation Wﬂmﬁ&a&
] 11t healel i . _ R & 3 o
tioRy—acean. Lranspartationy—publie— Ehomy——Buegrent-iafairaliamiet
+ieonsasS—andfaesr—eper—These-xaeasds be=mrde—to—tiren-dusing-nadrly
' ; + ' ert-rxre-revs
sate-making—potictesrd—riTreTiering fikes—are—agihictosicalualus
-aaé—eev:e:m—eé—exrst:ng—*a“s—ai—the_ ARE—O LT CTOMENS Gt o O i il GunsOr
Oempaay#@oua;nmenf__ Lirm et or =R el mre u A B dmibdisins
_ Skeetmdat T T S T i A ..
c&rréeé—eue-émmadgaewi;b
: mmg :
Pirectersr—eand-athos~otitatadbe

Gi=ihre—Gompenyiconesamant .
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ARCS 3 - Records of the Office of the Financial V1ce Presicdent

‘..[TEM

85.

86. -

e

88, .

90. .

9. .

92,

89...

. Storehovse and
- (51 2060),

Description of Fecords

General Ledger and Processing Branch

. Top statement working papers (The statements

based on these working papers present a continuous
picture of the organization's financial operations,
Since many old statements have to.be recast when
accounting, procedural, or reporting requirements
change, these working papers are considered to
have continuing value,)

Top statements presenting the financial position of
the agency., Included are Statements of Financial

. Condition, Statements of Revenues and Expenses,

Statements of Administrative and other General
Expenses, etc,

“Trial balances,

Storehouse Accounfing Source Documents,

¥erchandiss in Transit Computer Run

Generﬁl ledger source journals,

| a, General ledger Source Journals Nos, 10100~95999.

b2is Sickm,

Organization cost and budget statements#®
Comparison of monthly, quarterly, to date, and
annual costs and revenues against budget estimates,

. Public works management accounts pertaining to

water, sewer, and paving statements, Republic of

Panama 1910-1953,

S

Disposal PEriod

Disposal not authorized
by this schedule,

Disposal of record copies
not authorized under this
schedule, Other copies:
Dispose when reference
value ends, usually
about 2 years after FY
involved,

Aﬁf@-GASGutﬁwn;a.
Dispose after U4 years,

Dispose after 4 vears,

¢

Dispose 3 years after
FY involved if microfilmed,

De-nutnd&Ssze.

@\\b
Redemimmorrimeme=trom
lipmprmeres, Dispose

duplicates when no lounger
of reference value,

Disposal not authorized
by  this schedule,



~~ARCS.3 ~ Records of the O

93.

Description of Records

General Ledeger and Processing Eranch (Continued)

. Water, sewers, and pavement accounts, Panama and

Colon,

General ledger journal vouchers or journal entries
and supporting data filed with them,

e

B et T T A T et 50 ey S ST TR Y TSR,

96.0'

97. .

.98,
99,

100,

io1l,

102,

103, .

. Document control registers,

. Cost operating statements:

AU il ews ,

-

. Merchandise accounting funs,

Merchandise accounting source documents,

1

. Merchandise accounting summary books,

L  airv gz N o o

b, Other document control registers,

. Analysis of balance sheets and charge accounts,

Various divisions up
to 1954, 1Included are SIP requisitions,
descriptions of projects, indexes and abstracts
of expenditures, and miscellaneous material on
subsistence and hotel supplies,

. Invalid Accounts Control Report,

General Accountlnv System_ Firancial Computer Runs-
Operating Account Detailj Area/Act1v1ty Report;
Cost Center Summary; Subprogram Summary$ Sub-
program/Organization Sumrary$ Cbject Report;
Area(Summary and Base) Report$ General Ledger$
General Ledger BEalances and Chainges; Budget
Variance Highlights; Org. Receiving Co§Govt
Service by Ferforming Object Number and

Subprogram Receiving Co/Govt Serv1ce by Performing
Object humber.

a, Original,

Er——trerofein,

gace of the Financial Vice Pres“"vli

~Disposal Period

Disposal not authorized
by this schedule,

Gl ner Fewrowi) s wispymi mpr)
Sk Gnmmrerang
Copies: . Dispose after
2 years except as shown
in items 176 and 38,

Re%a‘.crm-?r't??t)

.onu&gﬂ

Dispose after 2 years,

Dispose 2 years after
audit,

Dispose after 4 years,

Sobsirrom-toun,
TS

Dispose U4~jears after FY
involved,

Dispose after 4 years,

Dispose, except for
material on plant items,

Dispose 2 years after
GAO audit,

Dispose 3 years after end
of fiscal year involved,

if microfilmed,

N
B!=n%§“tuﬂxﬁﬁ'

Q
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- AﬁCS 3 - Records of the Office of .the Financial Vice President

@

Description of Records

104,

General Ledger and Processing Branch (Continued)

Job Order System computer runs-Job Order Labor
Source Journal lo, 05125; Coordinator's Work
Request Report; Work Request Swmmary Report#
Monthly Job Order Detail Reports (by Area’ and
by Account); Area Work Request Reports-Base &
Summary#® Job Order Summary Report,,

a, Original,

DyemadiivereBinkmy

Job Order Source Documents (Labor Cards,
Authorization for expenditures of funds for
work, small job authorizations, etc,)
Unit.Rate Source Documents,

Copies of Cencral Services inveices (for recerd
copies, see ltem 61,)

Disposal Period

Dispose 6 months after
period involved, if
microfilmed,

N

S
JD&-:gﬁ%ézapUHBo
Dispose 2 years after
GAO audit.

Dispose 2 years after
GAO audit,

Dispose 1 year after
Y involved,



- AR

%

2

4

108,

., 109.

110,

111, -

112,

113,

- management reports and presentations,

Description of Records

Reports and Anzlysis Staff

Interest calculations, fund statements,’ )
financial statements, and other financial)

Treaty expenss analyses,

Miscellaneous completed accounting
analyses,

Standard practice instructions

. Reports of deposits and receipts with

U,S, Treasury, such as Forms 1219 and
1220,

Original accounts current,

Nl N/ N NN NN NN

S 3 - Records of the Office of the Financial Vice Prefildents

Disvosal Period

Record copies: Disposal
not authorized under
this schedule,

Convenience copies: Dispo:

when reference sralus ends.

Working papers: Dispose
when reference value

~ends--Minimum: 3 years,

Dispose 4 years after FY
in which report was made,

Disposal not authorized

.under this schedule,



' .
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ARCS 3 - Records of the Office of the Financial Vice President

Q1=
114,

115,
116, .

117.

T Emptryee=Stetue=Gardi=Form=3067 ,

123, -Notification of Step Increase Due,

12[&‘._

$E e dereunicu_af rates of papqetiew-dpproved-Pay
Redes~(S=d=Compemsrtromr—frt e TINTos—Forn

BR0 b o0 ttnenimEnantnibstde—ieonm=27500r=TTe
Cobopory=Frivterfiabo=Fwbke~Chonnes—Srrors=—9~
Conbnedop=Hote=frivie=indete=dorerotey=fnbeliohdes ;
BN BOR G ORS Pt Sl Pde0 5 OO St OO

Ervmtromne o=ttt ittt i el i St 12 Himbire
cenetrttiebe—iiet Lonkiaoubalrez Ty Exivhe ,

Description of Records

Payroll Branch

. Payroll copy of notification of changé in employee's
pay or status, such as Form 50, Record eopy is in

Personnel File,

- Panama Tax Statement (Panama W-4(e)

U, S, W-4,

. Changes to Master File not reported on Form 50's;
Changes to Roll & Gang or Account Nos,, Form 2709;
Form 333, Transfer Order; Housing Bulletin for
Residence Charge; Privilege Cards,

Optional FEGLI, Form 176,

-Record of leave transferred, Form 1150,

‘Health Benefit Form 2809; Termination or Transfer
of Health Benefit, Form 2810,

* Master File Addition, Form 2767; Delete Subsidiary
Rate, Form 2768; General Employee Change, Form 2770;
General Rate Change, Form 2772; Subsidiary Rate -
Addition, Form 2773; Cancellation; Termination or
Card Request Form 2774; Terminations, Form 2731;
Document Transmittal, Master File PR 4005, Form

2775,

- Step Increase Form 2769,

Disposal Period

Dispose 2 years after
GAO audit of related
pay records,

Dispose after 4 years,
Dispose after b-years.

Dispose after GAO audit.

Dispose after 4 years,

When employee terminates,
attach copy to file copy
of commuted leave form,
(See retention for
Commuted Leave Form 276l:,
Item 124-Payroll),

Dispose after U4 years,

.

Dispose after GAO audit.

Bermerrerrt-roertiomin.
?Ej?ﬂ?ﬁ“ﬂf§§&t€3t=egpy'
eé—ee%&vdﬁbmp&cyoo—sta:ns
eerd;

Dispose after GAO audit,

Dispose 4 years after

. GAO audit,

Reteén-dﬁggfzabeab-fsrm-
“Feyroti—ws—w—pernanent

PRGNy
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it

126,

127.

. 128,

':129.

iption of Records

Payroll Branch (Continued)

Exceptions & Controls; Exception Messages

for employees -whose pay level matches the new

rate table but their pay rate cannot automatically
be changed, Notification of Personnel Action
Form 3014,

Accession and Termination Notices; Federal Service
Awards; Canal Service Awards; Retirement Notices
(A11 employees who will be 61 in the next month,);
Level of Competence; thysical Examination; Notice
of Expiration of Frozen Rate; Notice of Tenure
Conversion Due,

Report of Master File Changes, Form 4020,

Listingﬂof:active employees,

!faef-—TiME'RepUT%sw-Panama-eeﬂai-eumpany-&-sena&rﬁuné'

-131,

132.
.133.

A3k,

GoverRmante

Labor Distribution, (Cut off bottom of Time

Report).,

3

Batch Detail Report.

Error messages, PR 4705, 4715, 4205, 4215, 4295,
L220,

Custom Fees, Form 2758; Switch Wages &

Adjust Deductions, Form 2756; Current Period

Pay Adjnstment Form 2757; Prior Period Time & Pay
Adjustment Form 2760; Prior Period Pay Adjustment
Form 2761; Pay and Deduction Adjustments Form 2762;
FEGLI and FEHBA Adjustments Form 2763; Leave
Advance Form 2753: Leave Adjustment Form 2754;
Travel Leave Form 2755,

Disposal Period

Dispose after GAO audit,

Dispose 6 months after
close out of FY,

Dispose after 3 years,

Dispose after 2 pay
periods,

BEYpovemefboiind Luiiais sy
o¥ee pEfor—eRrdsmetnihess.
dnedmpidrrt R omamom ol
PO!déﬂg—&ﬂé—eﬂiy=é£§ﬁﬂ¥————
P e 50

: et eedia

Dispose blank reports
immediately, Dispose FY
copy at end of calendar
year,

Dispose after 3 pay
periods,

Dispose after GAO audit,

Dispose after 10 years,



LT ARCS 3 - Records of the Offices &f the Financial Vicg Pgesigent

@
135,
136,

;13?.
138,

140,
b1,

142,

144,

Description of Records

Pavroll Branch.(Continued)
Annual and Sick Leave Record Form 2792,

Request for Leave Form 267,

"Advance Leave Record Form 2766,
Travel Leave, Form 10102.-

femos for correction of timing,
Copies of Form 50 for corrections,

Memos, absence without pay.

Commuted, Suspended, or Transferred Leave
Form 2764, = -
Advice of Performance of Duty Injury'Form 5159,

Injury Compensation Form 2765,

Overtime, Basic Units & Leave Report Form 3010,

'ﬂ;H57—‘3!Yﬁfﬁg!‘UEtat&-REpﬂTC'FUrm-9699.

146,

147,

148,
149,

Summary Totals by Rolls,

Payroll Register, Form 3013,

Time Without Pay ReportS»WAE Days Work Report,.

Report of Errors & Controls; Report of Exceptions
_and Controls; Correction Forms,

.

Disposal Period

Dispose after U4 years,

Attach to Advanced Leave
Record, .

Dispose after 2 years,
Dispose after 11 yeérs.
Dispose after 10 years,
Dispose after 12 pay
periods,

Dispose after 10 years,

Dispose after 1 year,
Dispose after 10 vears.

Dispose after 10 years,

Dispose after 10 years,

Dispose 3 years after end
of FY and only after
microfilming, Microfilm
should be retained 12
years,

. Dispose after i year,

Dispose after GAO audit,



ARCS 3 - Records of the Office of the Financial Vice President

@y
. 150,

151,

Description of Records

Payroll Branch (Continﬁed)

I3

Labor Distritution Report$ Summary Labor . -
Distribution,

Payroll Cost Report.

4éﬁh-1nxnmmiue-éaagpazﬁhan-aéep;

153,
154,

155,
156,

. 157,

Retroactive Pay Adjustments..

Report of Terminated Employees Final Pay and
Deductions,

Report of Pay Exceeding Paycheck Amount Limitation,

Report of Employees Dropped from the Master
File (Annual),

FICA Wages for Quarter Ended

'k§&—-€kvé§-§epu;0e—Raiiaamenb-Be&ue@euns-rer-6&5

[
199,

.. 160,

C161, -

162,

163,

S YT et Ao el S e OmetirniPie e Bl i
é&anaaiaq-ﬂﬁmgee—ket—Suhéant—to—Eaﬁee-éﬁunu&ié.

US W=2's, Form 3005; Panama Tax Forms, Form 3006,

PersonneI'Compensation Report,

(4

Error Messages & Controls, PR thSS Error hessages
& Controls, PR 4115,

Detail of Deductions Pending,

Special Lists, PR 4120,

Disposal Period

Dispose after GAO audit,

Dispose after 10 years,

Dispose afier 10 years,

Dispose after 4 years

Dispose after use,

Dispose after 4 years,

Dispose after 4 years,

Dispose 4 years after
tax year of issue,

Dispose 4 years after
close of FY,

Dispose after close of .
FY involved,

Dispose 1 year after GAO
Audit, :

.Dispose after 2 years,

Qispas&.@‘fnﬂﬁhdn&
apepor—gider—_to—enre,
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4“ABCS 3 - Records of the Office of the Financial Vice President

TEM Descriptioh of Records
Payroll Branch (Continued)
BN e m-Renert ,
166, Report of Collections,
167, Uncollected PRD Receivables,
168, Document Transmittals with deduction input forms
" attached, ' :
;“169. Authority to deduct United Fund Contributions from
Pay,
'170.'. Authorization for payroll deductlon for employee's
sub51stence.
171, Payroll copies of savings bond tapes,
: Authority to Treasurer for the number and
denomination of bonds to be issued for a
pay period.
+ 172, Payroll disbursement journal, Original payroll
and memo copy of check register for manual payroll,
. 173. Post audit exceptions to payroll, .
. 174, Over and Under Adjustments to Payroll,
175, Leave liability and inventory files.
: Used to adjust leave accounts,
176, Payroll copies of journal vouéhers, and supporting

papers, including labor distribution sheets, (See

also Items 9% and 38,)

Disposal Period

B mOeema Gl enmlmdioin ,
(Tnoapunonlo~ewm—i-a-
miopeéﬁ&m§§?1nu§-%he-méone.

ety ‘ S ceiva iy )

. Dispose U4 years after FY

‘involved,

Dispose 4 years after FY
involved, ,

Dispose 4 years after FY
involved,

Dispose 1 year after FY
“involved,

Dispose 4 years after FY
involved,

Dispose 2 -jears after FY
involved,

¢

iepoon-banyaa!a-afb—w
adenimmmriumwesaiy
ARG esmpremiisammisier
.;amiigqgg;Q/rﬂy 6R5¢, d&sm)q.

Dispose 2 years after

GAO audit of related pay
records,
Dispose safter 4 years,

Dispose 4 years after
leave year involved,

Dispose 4 years after
FY involved,
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- Records of the Office of the.Financial Vice President

Description of Records ; . Disposal Period

Payroll Branch (Continued)

Miscellaneous payroll authorities: Copies of reports TDispose 2 yeérs after
of injuries, military orders for military personnel, -GAO audit of related pay
etc, 4 ' records, ' '

Subject and circular files on administrative and See Item 1,
operational matters relating to the Payroll.

Branch and its functions, and other administrative

files, _ '





