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NOTIFICATION TO AGENCY
 

2 MAJOR SUBDIVISION
Of f ice of Informa t ion Sys terns & Serv ice s In accordance with the provrsrons 01 44 usc
 3303a the disposal re 
quest. Including amendments. IS approved except for Items thatlmay 

3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column 10 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

Shirley Allen 275-5877 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed 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 U I page(s) are not now needed for the busmess of 
this agency or will not be needed after the retention periods specified. 
o A Request for Immediate disposal. 

IX] B Request for disposal after a specified period of time or request for permanent 
retention. 

COATE 0 ~)fNATURE OF AGENCY REPRESENTATIVE E TITLE 

10/15/81 l;'/~I~ rSJ;~·t~ Records Management Officer 
97 8 DESCRIPTION OF ITEM 10SAMPLE ORITEM NO (With Inclusive Dates or Retenllon Periods) ACTION TAKENJOB NO 

GAO Comprehensive Records Schedules
 
(See attached)
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OlO--GENERAL ADMINISTRATION AND SUPPORT FUNCTIONS 

[These files relate to the general administration of an operating office, 

including copies of personnel records maintained in that office, as well 

as records pertaining to agency support functions, such as procurement 

of goods and services, management of facilities and properties, and the 

security and safety of the agency facilities and personnel. Also in-

eluded here are records in the Office of the Comptroller General, his 

Deputy and Assistants and other ad hoc offices set up by the CG.] 

all OFFICE ADMINISTRATION AND OFFICE PERSONNEL FILES 

012 PROCUREMENT, TRAVEL, AND SUPPLIES FILES 

013 PROPERTY, EQUIPMENT, AND FACILITIES
MANAGEMENT FILES 

a 14 SECURITY AND SAFETY FILES 

015 OFFICE OF THE COMPTROLLER GENERAL FILES 



,,"' 

011--0FFICE AllUNISTRATION AND OFFICE PERSONNEL FILES
 

[Files relating to the general administration of an office, and
 

not of a specific function, including copies of personnel records
 

maintained in that office.]
 

OFFICE ADMINISTRATION FILES 

~011-02	 FILES MANAGEMENT PLAN FILES (GAO Form 10) 

Files Management Plan and related papers pertaining to 

preparation and revision of the form. 

TEMPORARY 

i.. "''I.~''C9DestroYAwhen superseded, obsolete, or no longer needed.
 

011-04 CHRONOLOGICAL FILES
 
\J 

Copies of outgoing communications, arranged by date, and 

maintained for convenient reference. (NOTE: Chron copy is 

only a convenience copy. A record copy must be prepared and 

filed in the appropr~ate function/subject file.) 

TEMPORARY 

in ~~.,~
DestroY.Awhenv 1 year old. ea;:1.iel!' aestl!'ttetiou aal!liorizea. 

no ,""ore ........,...
 

'011-06	 TRAJTSITORY FILES 

Copies of documents which require no official action, letters 

of transmittal, routine requests for information and replies 

thereto involving no administrative or policy decisions and 

no compilations or research. (NOTE: To the extent practicable, 

transitory papers should be destroyed without filing. File 

only when needed for more than 30 days.) 

2 



TEMPORARY 
W~4!NI flO MDre.	 '-H,,,,,,,,, 

DestroYA~ 90 days1 earlier aestruct:ion is 4utituJ:izEd. 
olt.(. 

~011-08	 SUSPENSE FILES 

Papers arranged in chronological order to serve as a reminder 

that an action or response is required by a given date. 

TEMPORARY 

Destroy when action is taken or reply is received unless 

it is the record file copy; then transfer to appropriate 

file~~~~~r~~' 

.I 011-10 POLICY AND PRECEDENT FILES 

D~liC.~ACopies of documents reflecting the establishment of 

policy, office procedures, or precedents pertinent to 

current and future procedures. Original or record 

copies will not be placed in this file. 

TEMPORARY 

In "'I~DestroYAwhen ~uperseded or obsolete. 

v!011-12	 WORKING FILES 

Includes rough drafts, notes, and materials accumulated 

in the development of a final product. (Does not include 

the workpapers for audit studies.) 

TEMPORARY 
i", Nt~ Destroy~upon completion of the project. 

1011-14	 RECORDS MANAGEMENT FILES 

Documents pertaining to the maintenance of office records 

not filed elsewhere. 

3 



TEMPORARY 

ill ...qe...C9DestroYAwhen superseded. obsolete, or no longer needed. 

~ 011-15	 RECORDS TRANSFER AND RETIREMENT FORMS 

Documents pertaining to the transfer or retirement of 

records including GAO Form 355 and SF 135, and related 

papers. 

TEMPORARY 

Destroy when related records are destroyed or when 

no longer needed for adoinistrative or reference 

purposes. 

/'011-16	 ANNUAL SUMMARY OF RECORDS HOLDINGS (GAO Form 277 and 
SF 136), AND RELATED DOCUMENTS 

Statistical reports of agency records holdings required 

by the General Services Administration, including feeder 

reports from all offices and data on the volume of records 

disposed of by destruction or transfer. 

TEMPORARY 
III CUI &ltc:1 

Cut off at end of FY; destroYAwhen 3 years old. 

vlOll-18	 OFFICE ADMINISTRATION AND DELEGATION OF AUTHORITY FILES 

Copies of documents dealing with the internal organization 

and administration of office! mission functions, including 

correspondence, forms, orders, organization charts, 

etc., delegating or assigning duties and responsibilities 

to personnel, such as signature cards, or assig~ents 

of fire wardens, building custodians, supply representa-

tives, security officers, records liaison officers, forDs 

liaison officers, and similar assignments. 

4 

GRS 16 
Item 3a ~ 

GRS 16 
Item 6 6i<. 



v 011-19 

TEI·1PORARY 

i" et.q8M.~DestroYAwhen superseded, revoked 

CLASSIFIED DOCUMENTS RECEIPT AND 
FILES 

or obsolete. 

ACCOUNTABILITY 

Receipts 

storage, 

TEMPORARY 

and 

and 

related records tracking the 

use of classified documents. 

movement, 

GRS 18 
Item 3 ok 

/ 011-20 

-ee3~re,ed, aeWftgraaea, aeels8siiiea, el' ~l'an3£erted 

helll el!8lSesYI~estroy when 2 years old. 

SECURITY FILES 

Copies of documents pertaining to the clearance of in-

dividuals for access to classified documents facilities, 

or investigation of security violations, maintenance 

and the security of classified records in the office. 

(NOTE: The classified materials, if any, should be filed 

in approved security equipment under proper functional 

file code.) 

a. Copies of security clearance notifications. 

TEMPORARY 

it! .... -"1 DestroYAwhen the person leaves the agency or clearance 

is revoked. 

b. Other records. 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 

See. ""ISo 
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/011-22	 AUDITS AND INSPECTION REPORT FILES 

Reports received as a result of an audit or inspec-

tion of office operation. 

TEMPORARY 

j", tMI-~DestroYAupon completion of the next audit or inspection. 

vl011-24	 TELECOMMUNICATION/TELEPHONE FILES 

Copies of documents pertaining to installation and use 

by operating offices, telecommunication equipment and 

services, such as telephone, FTS, facsimile transnission, 

etc. (Record copies of these documents are retained 

with the Facilites Management Files and scheduled at 

013-46/48/50.) 

TEMPORARY 

Gtit off at tae efta ef eaea Il!8ft1!a,elestre, after 6 months. 
])eS+~ wh~ (p ~S 0 Ie!, 

/011-26	 FAC ILITIES FILES 

Copies of documents pertaining to the obtaining of services 

for design, alterationsJor new facilities. 

TEMPORARY 

Cut off at end of FY; destroy ~2 years ti&.~ ~. 

~Oll-28	 COMMON FACILITIES USAGE FILES 

Documents relating to the reservation and use of common 

facilities. For example: conference rooms, auditorium, etc. 

TEMPORARY 

Cut off at end of FY; destroy wfteft 6 months ~ ~ ~. 

6
 



~Oll-30	 SUPPLY EQUIPMENT AND SERVICES REQUISITIONS FILES 

Copies of documents pertaining to the obtaining of services 

and supplies of the office. Includes registers for services, 

publications, repairs, keys, space, telephones, service 

contracts, GAO forms 19 and 21, etc. ~ ~ ~ L~~~~~)
~~'"~S~' 

TEMPORARY 

Cut off at end of month; destroy w-Aea 6 months ~~.	 GRS 3 
Item 9b ..Ie.,. 

v0l1-32	 EQUIPNENT CONTROL FILES 

Controls maintained by the office for equipment under its 

accountability, including cards, lists, and receipts. 

TEMPORARY 

Cut off at end of FY in which equipment is removed 

from office's control; destroy 2 years later • 

../ 011-34	 PLANNING/BUDGETING FILES 

Copies of documents relating to setting goals, projecting 

resource requirements, and developing budget estimates. 

TEMPORARY 

Destroy when superseded, obsolete, or no longer needed,~~~. 
or when 3	 years old, as apprepriate. 

~Oll-36	 FINANCIAL FILES 

Copies of documents pertaining to the expenditure of 

funds by the office. Includes financial/expenditure 

statements received from the Office of Budget and Financial 

Management as well as the financial obligations made by 

the office on travel, training, purchases, contracts, etc. 

(~ .,iA) ~,~	 ~ ~ ,I

~~m~) 
7
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JOII-38 ORIENTATION A~D BRIEFING FILES
 

Do c t pertaining to or used i t Lo or briefings
urie n s	 In o r e nt a n s 

'about the functions and operational methods of the office 

including photographs, handouts, and slmilar naterial. 

TE~lPORARY 

\t! ""'~DestroYAwhen superseded, obsolete, or no longer needed. 

v'011-40	 MEETINGS AND CONFERENCES FILES
 

Documents pertaining to staff meetings, management confer-

ences, or other meetings of a general nature. (NOTE:
 

~eetings concerning specific projects, cases or other
 

functional activities should be filed under the
 
s~'~j	 CM.Jl.. 

appropriate	 functional file series.) ~~A~-- ~ 
~~i-...~~' 
TEMPORARY 

Cut off at end of FY; destroy when 3 years old 
GRS 16 

or when no longer needed for reference. Item 12b( 2) vic. 

~011-42	 ACTIVITY REPORTS FILES
 

Copies of documents dealing with the tracking of
 

accomplishments and related milestones.
 

TEMPORARY
 

Cut off at end of FY; destroy ~ 2 years ~ ~ ~.
 

~ 011-44	 ANNUAL REPORT INPUT FILES 

Feeder reports nade by office as input into CG's Annual 

Report. 

8 



TEMPORARY
 

Cut off at end of FY; destroy.wfteft.2 years 4l.Q... ~ ~,
 

011-46	 GENERAL CORRESPONDENCE -

General correspondence consisting of letters, 

memoranda, reports, attachments on 

or received by the following 

with the accomplishment of 

their (NOTE: The records and the 

f the Office of the Comptroller General and his 

are described in 015.) 

9 
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511-46 HISS ION CORHES?ONDENCE FILES 

Mission correspcndence files are general correspondence files documenting the functions 

for	 which an office is primarily responsible. Both program offices (those which carry 

out functions that are unique to GAO) and adminlstrative offices (those whlch perform 

"housekeeping" f'unc t.a.onsfor GAO) maintain mission correspondence files. Such f'a.Le s 

include letters, memos, reports, related data created or received by an office on a 

variety of subJects, inc~udlng reports to management on program accomplishments or 

problems; Congressional relatlons/assistance files; copies of speeches of office offlcials; 

agreements with other agencies and GAO components; numbered lnstructions; records 

Lpati.onIn pr of'e , and documenting par ta.c	 ssaona.L ass oci.at.aons other similar materials,1. 

~. Nission correspondence files maintained by GAO program offices at division level 

CO-''',.II., 6.,.,-~Th,.1.. CG or above. (Examples of program offices are the followlng:~ Community and 'J , 

Economic Development Dlvlslon; Office of Congresslonal Relatlons; Energy and 

j~inerals Dlvlslon; Federal Personnel and Compensatlon Division; iI......~........ 
OFFic6 of V~r ....... P'"-,,nln9;
 

~ ........ Office of General Counsel;AGeneral GoverTh~ent Dlvlsion; Human
 

Resources Division; International Division; Offlce of Pollcy; Office of 
g~~e+- O~~Ic;e i 

Joint Financial tvlgt. Improvement V ;AAccounting and Fananc i.aL Managernerrt 
Program """\(1%"\ pet' "\UC' : 

Divislon; and the like.) Arranged by subject. f\Volume,.ca. ~~ elf. (:.+/ '.if. 

PERMANENT. Cut off at close of FY. Hold 3 years or until volume warrants 
and	 transfer to FRC. Offer to NARS 20 years after cutoff. 

b.	 Hisslon correspondence files maintalned by program offlces below the divlslon 

level. 

Cut off at close of FY. Hold 3 years or until volume warrants and transfer 
to FRC. Destroy 8 years after cutoff. 

c.	 Hission correspondence created and maintained In offices whose prlmary functlon 

lnvolves administrative support actlvitles such as personnel, procurement, 

property, fina\nial management and accounting for GAO, travel, communications,'n~~ 
if\J:CJr ...... +iow ... 

program revle'"'APubllshing services, secur rt.y and safety, Lnf'or'mata.ori,and 

the	 llke, At the division level. 

CI.4.+ or:F ot C\C5e. of Ff', IhIJ 3 ~~r:s Or UM.-i-i I vol VWle L1)&..rf'tlAA--i-S 

~ fe-.'tire.. ~ FRC. ])I!~'h-~ 8' ~~ ~ CAA.-'to PF " 

p. 10 - S, 

http:f\Volume,.ca
http:CO-''',.II


# 

d. Mission files for administrative support offices below the dlVlSlon 

level. 

Cut off at close of FY. Destroy In agency when 3 years old. 

011-48 NON-MISS ION COREESPONDENCE FTIES 

:-Jon-missloncorrespondence files include correspondence. reports, forms, and other 

papers which are accumulated in an office but do not relate directly to the functlon 

or mission for whlch the offlce exists. They generally lll~ude: (1) copies of 

papers relatlng to program subjects for whlch another office is responsible for 

official documentation, and (2) papers relating to internal routine management or 

general administrative functions of the office. Such parers would relate to 

office facllltles, supplies, equlpment, flnanclal matters, travel, property, and 

personnel management. 

Cut off at close of .FY. Destroy.3 years after cutoff. (/'IN. '13· ..,,) 

l' '1f"'4 .. « ,I.• ., 
eno-s; ..~t1o/l 
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These files include administrat routine 

nature created listed 

under (011-46) not appropriate for filing 

with other 

TEMPORARY (NN-173-77) 

Cut off at of FY; destroy when 3 years old. 

vlOll-50	 RESERVED 

011-52	 PUBLIC RELATIONS FILES
 

Material prepared for news articles (including input
 

to GAO Management News), press releases and related
 

documents. [ P.NW+ ~ ~ ~ .~.. L.....~ ...~ 
£W, r---'- ~ ~;;U-:o~-- ~ 

TEMPORARY
 

Cut off at end of FY; destroy ~ 1 year ~ ~ ~.
 

JOll-54	 INFORMATION BULLETIN FILES 

Announcements, copies of newsletters, etc., of no per-

manent reference. 

(NOTE: Record set of GAO Management News is ke~e 1ft the 

Iai91"BlAtisR StElae fer petdld1l6UL LeLcrzeiertl) 
oro- IV	 0& ~ ~ ...... .u.)

TEMPORARY 

ttl IIO.'{tMGc.tDestroYAwhen ~uperseded, obsolete or no longer needed. 
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/011-56
 

~1-58 

./
011-60 

011-62 

REFERENCE PUBLICATIONS
 

Copies of GAO orders, notices, publications, etc., main-

tained for reference purposes. Reference publications
 

are normally filed separately in a designated place other
 

than a standard file folder.
 

TEMPORARY
 

il\ tio\~Destroy~when superseded, obsolete, or no longer needed.
 

TECHNICAL REFERENCE PUBLICATIONS
 

D~ll'c,&t..ACopies of motion pictures, sound recordings, still photo-

graphs, maps, graphics, brochures, and similar materials 

maintained for reference purposes. 

TEMPORARY 

\"""'~superseded obsolete. Return accountableDestroy~when or 

or reusable materials to the source of supply • 

GENERAL ADMINISTRATIVE FILES 

Other general administrative material not described elsewhere 

in this subfunction, including documents relating to charity 

campaigns, employee groups, fund drives, savings bond 

drives, etc. 

TEMPORARY 

DestroYAwhen'It Clqt ~Gofsuperseded, obsolete or no longer needed. 

as
 

its component s,
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organiza tio nal
 

other than
 

superseded, obs 

~11-64	 SUPERVISOR'S PERSONNEL FILES 

Ratings, counseling and adverse action and other offi-

cial actions initiated by supervisors, maintained sub-

jectively. 

GRS 1 
Item l8a o-k. 

...4N-f".' b.4)
Gfto/~,VI 80... 

Requests for personnel actions such as position changes, 

separations, and related matters. [s.u.. ~ ~ O>(-I~ '" ~ ~J 
TEMPORARY GRS 1 

Item l4b 6-L 
Cut off at end of FY; destroy when 1 year old. 

~J8/
V;;-1l-68	 PERSONNEL POLICY AND PRECEDENT FILES JIlL, 

NM-reeorrJ., 
~ Copies of documents reflecting the development of plans,
 

policies, procedures, and methods for the management of
 

personnel.
 

TEMPORARY
 

Destroy when superseded, obsolete or no longer needed.
 

Y/Oll-70	 MANAGEMENT/EMPLOYEE RELATIONS FILES 

Copies of documents relating to the relationship be-

tween management and em?loyee unions or other groups. rS-e.e ~ ~ 
OS,,· 31 -I	 ~ ~.I.e. • ) 
TEMPORARY GRS 1 

Item 29a( 2) o.lt.I~.'~Destroy~when-superseded or obsolete. ......•. fC" .....J. c ..,

(,ItOIS~/8/ 
56	 ,,1'C~)(.l.) 



/011-72	 TIME AND ATTENDANCE RECORD FILES 

Copies of documents relating to time/attendance over-

time/compensatory, including Form 14-Biweekly Work 

Schedules, SF 71's, Application for Leave, or equivalent . ~. 

record, Form 484, etc. [~P~:j~~~ ~. 
033·'0 i~ .MJ..oJ .. u- .'J -GRS-2"" 

'item 30 ,I..-
~~~~~~~-p~~~~~-4e.s~	 ~heft-6-mOn$hs-~~~.-

!1oe el1g1t!le for deserueLloti ae this time. Hutl:l 

completEd its aunual audit of GJtO's financial 

3tatemelIes. OfJF'I.1will lioeify LimekeefJeJ:" I1sen the atuUt; 

~ completed). (See GAOorder 

POSITION DESCRIPTION FILES :...
 

Copies of position descriptions, arranged by series, grade,
 

position number. Includes classification position manage-

mente
 

(NOTE: .Record cOPl. is retained in the Personnel Office,) I,
 
-.J.,..,., AcJu.A~~ ~ ~ ()S«.-o'f ~ ~~.J-uA.L, 

TEMPORARY GRS 1 

,... ~~ Item 7b( 2) ..I..-
DestroYAwhen position is abolished or description super-

~~ftS:w,/8/seded. '7b.. (ot) 
TRAVEL FILES 

Copies of documents on travel conducted by office per-

sonnel. 

TEMPORARY GRS 9 
Item 3a oJ.-~-~.Cut off at	 end of FY; destroy heft 3 years ~...
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OFFICE EEO FILES 

Copies of documents pertaining to EEO matters within 

the immediate office, inClUding~~':C:iiRWl~i,ne 

ae~ie[r pidtt, and similar material. 

TEMPORARY 

Destroy when 3 years old or when superseded or obso-

lete, whichever is applicable. 

EMPLOYEE LOCATOR FILES 

GRS 1 
Item 26g oJ-

~ ... .A.A<) 
lPIto~5~3J 

~~~ 

Records pertaining to office/residence address and re-

lated information about employee (GAO Form 410 or equiv-

alent) and related documents. Also includes rosters, 

directives, or listing of office staff. 

a. GAO Form 410 or equivalent. Form is initiated by 

the employee's division/office and copies sent to the 

mailroom and the locator desk. Data is also entered 

~011-82 

into the &~S system. 

TEMPORARY 

itt~DestroYAwhen superseded, obsolete, or upon the sepa-

ration of the employee. 

b. Employee directories/listings. 

TEMPORARY 

iM ~'iccc.,DestroYAwhen ~uperseded, obsolete, or no longer needed. 

TRAINING/EDUCATION FILES 

a. Reference file of pamphlets, notices, catalogs, and 

other materials which provide information on courses or 

programs offered by Government or other institutions. 

58 



TEMPORARY GRS 1 
Item 30d .L 

Destroy when superseded or obsolete. 

b. Training requests including the related forms 

and documents, etc. 

TEMPORARY 

~~. Cut off at	 end of FY; destroy wfteft 3 years ~ 

~011-84	 CAREER LEVEL/PROMOTION FILES 

Copies of documents relating to the Competitive Selection 

Program, Upward Mobility Prog~am, and similar programs, 

including job announcements, etc. 

TEMPORARY 

l .. ~ DestroYAwhen superseded, obsolete or no longer needed. 

~011-86	 EMPLOYEE SUGGESTIONS/INCENTIVE AWARDS FILES 

Copies of documents pertaining to employee suggestions 

and incentive awards. 

TEMPORARY 

;... ~ DestroYAwhen shperseded, obsolete or no longer needed. 

wlOll-88	 EMPLOYEE EXIT PROCEDURES 

Completed copies of GAO Form 473 and related documents. 

TEMPORARY 

Cut off at end of FY in which employee separates; destroy 

\iSea 2 years ~ ~ c.--bJ 6~. 
~011-90	 CONFLICTS OF INTEREST/ETHICS FILES 

Copies of documents related to conflicts of interest/ethics, 

GAO Forms 310 and 311, Financial Disclosure Statements. 

59 



TEMPORARY 

Svts .off 4~ ~he end of F'{, destroy whEn 3 yep:rs els 

/}~Ol~~~'i~ -
(7t.. t2.. -r++ -r= ~ -&............ ~
 
I'.:~r~· 'f<L s~..i+~. 

,A...o r'1UJ.•.;
r.Aols~/6Ias 
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012 PROCUREMENT, TRAVEL, AND SUPPLIES FILES
 

(These files relate to the processing of procurement transactions for
 

supplies, equipment, services, and to assisting GAO Personnel in making ar-

rangements for travel, including controlling transportation requests, and
 

the management of supplies.)
 

~012-o2	 PROCUREMENT ACTION REPORTS FILES 

Statistical reports on the placement, status, delivery 

and settlement of procurement actions, including both 

specific reports on the above and consolidated reports, 

and related correspondence. 

TEMPORARY 
~~. 

Cut off at	 end of FY; destroy ~ 2 years ~ 

~12-04'	 BIDDER'S MAILING LISTS FILES 

Lists of acceptable, debarred, and suspended bidders. 

Such lists contain information on potential bidders and 

past record on bidding or performance, and determine 

which firms will receive offers to bid. 

TEMPORARY GRS 3 
Item 6b "./t.. 

Destroy when superseded or obsolete. 

v!012-06 BIDDER LISTS PROTEST FILES 

Documents relating to protests by firms over exclusion 

from bidder lists. 

TEMPORARY 

Cut off when the matter is resolved; destroy 2 years 

later. 
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012-08	 UNSOLICITED PROPOSAL REPORT FILES
 

Reports on the feasibility of unsolicited proposals for
 

contracts.
 

a. Rejected P2~ :h..L ~ .J.._ - _.J.. ~ ~ - ~.~~. ~ 
CI) ~. ~ l!t, ~	 5--- --, 

'fEUP9Rl1dt'tCol.)w-4.... J..:~~ ~~ ~ ~ GRS 3 
fsU..- O~ w-Ct/.., ~L ~ Item ~ "a. ....b ,.lc. 

Cu-t sir	 YElleR rejection, deSCfOj 5 yeats latEL. J. ~ dQ. 
~ ~,	 ~ Ol~-I"I 'i ~ -+e.-"-"--' 

b. Accepted proposals 

TEMPORARY- b)~ ~ ~ ~ ~J ~ 
Ol~-I'f	 ~ ~ ~, 

TraI13icr	 I:e e:eaLtactS J..ll@. 

/012-10	 PROCUREMENT REGISTER FILES 

Register assigning and controlling numbers for contracts, 

grants, etc. 

TEMPORARY 

Cut off upon final entry; destroy 3 years later. 

v!012-12 CONTRACTING POLICIES & PROCEDURES FILES 

~-~~~ ContainsAdocuments giving guioance, establishing policy
 

for the administration of GAO contracts, includes OMB
 

Circular A76.
 

TEMPORARY
 

''''' o.t'f~
DestroYAwhen superseded, obsolete or no longer needed. 

012-14	 CONTRACT/PURCHASE ORDER FILES
 

Correspondence and related papers pertaining to the award,
 

administration, receipt, inspection and payment of con-

tracts. Arranged as follows:
 

1. Supplemental 

2. Inter-agency agreements 
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3. Purchase orders 

4. GSA Multiline 

5. Cash orders 

TEMPORARY 

~ 1. Transactions of more than $10,000 and all con- GRS 3 
Item 4a(l) oL. 

struction contracts exceeding $2,000 dated 5ub-
A«f·, .. /f.~sequent to July 25, 1974 - Close and place in C.Ao/scL4/ 

inactive file on final payment. Transfer fiscal Q/3e.. (,)
 

year block to FRC after 2 years. Destroy 6
 

years and 3 months after final payment.
 

Transactions of $10,000 or less and construction GRS 3
 
Item 4a(2)

contracts under $2,000, dated subsequent to July 
......f~ ...~c. 

25, 1974; and transactions of $2,500 or less dated GAcJ/s~1 
q /3 0. (;a.)prior to July 26, 1974.-Close at end of fiscal year 

except that files on which actions are pending shall 

be brought foward to the next fiscal years' files. 

Destroy 3 years after final payment. 

~. Transactions of more than $2,500 dated prior GRS 3 
Item 4a( 3) .M-

to July 26, 1974. Destroy 6 years after final 

payment. 

(~ote: All cost and technical proposals must be 

destroyed by shredding.) 

~012-16 NONPERSONAL REQUISITION FILES 

Documents pertaining to the administration of case files 

for purchase orders and requisitions including any back-up 

fl._~.~_. ~ ~~ material. (~, )
~~~. 
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TEMPORARY	 GRS 3
 
Item 8 oJ..-

Cut off at	 end of FY; destroy triteft 1 year -e+e-. kb- ~ (;AO//
S~ ,?VENDOR/CONTRACTOR FILES 

Copies of purchase orders filed alphabetically by vendor/
 

contractor names to permit access when purchase order
 

number is not known.
 

TEMPORARY GRS 3
 
It em 4c ".t.. 

Dest~rYA~~~ination or completion. &,ufI&' ... ,i.. G lit 0 I - s~1 ,/3c.-
V'012-Z0	 PRINTING AND BINDING FILES 

Printing procurement unit copy of requisitions, invoices, 

specifications, and related papers. 

TEMPORARY GRS 3 
Item 7a oJ... 

Cut off upon completion or cancellation; destroy 3 

~1~G~~-S~J years later. 
q/lPo...., 

AJlZ-Z2	 TAX EXEMPTION FILES 

Documents relating to the issuance of tax exemption 

certificates affecting contract price. 

TEMPORARY GRS 3 
Item 13 tsJ... 

Cut off at end of FY after period covered by account:
 

destroy 3 years later.
 

~ 012-24	 PROCUREMENT CORRESPONDENCE FILES 

Correspondence pertaining to internal operations and 

administration matters not covered elsewhere. 

TEMPORARY GRS 3 
Item 3 

Cut 0ff at end 0f FY; destroy ~_.t.._ Z years ~~.' 
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~2-26	 CATALOG FILES 

Catalogs used by procurement offices. 

TEMPORARY 
l...~~ Destroy~when s~perseded or no longer needed. 

/012-28	 FEDERAL SUPPLY SCHEDULES
 

Copies of full supply schedules and related announce-

ments from GSA.
 

TEMPORARY
 
i.."1~ DestroYAwhen 1uperseded, obsolete or no longer needed. 

~12-30	 SPECIFICATION SHEETS 

Documents pertaining to specifications regarding materials 

and services to be procured. 

TEMPORARY GRS 3 
Item 7a 

Destroy 3 years after completion or cancellation of 

requisition. 

~12-32 TRAVEL RULES & REGULATIONS FILES 
AI,"·~ 
~	 Copies of rules, regulations, and documents pertaining 

to travel by GAO personnel. 

TEMPORARY 
1M.	 "1eMc.c,Destroy~when s~perseded, obsolete or no longer needed. 

I 012-34	 TRAVEL SCHEDULES, GUIDES, DIRECTORIES FILES 

Reference files including official airline guides, etc. 

TEMPORARY
,~"1--,

Destroy~when su~erseded, obsolete or no longer needed. 
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TRANSPORTATION REQUEST ACCOUNTABILITY FILES 

Documents, including registers and slips, used to main-

tain accountability for transportation requests. Also 

includes transportation requests (GTR) and all support-

ing documentation. 

TEMPORARY GRS 9 

Item 5b o-A. 
Cut off when entries are cleared; destroy 1 year later. .A",&4 ... J. !IJ

G"o/s~1~012-38 BLANK TICKET FILES JLf / sJr, 
a. Blank tickets 

TEMPORARY 

Hold until used or return to vendor when no longer 

needed. 

b. Reports on tickets issued by travel office (on 

all carriers), and supporting documents for issuing 

the tickets. 

TEMPORARY 

Cut off at end of FY; destroy 3 years later. 

c. Redemption of Unused ticket - SFl170, originals 

and/or equivalent. 

TEMPORARY	 GRS 9 

Item 3c rJ.... 
Destroy when no longer needed for administrative use. .......pc..• c.Ju
 

(;Pro/ ScJ. .~ /PASSPORT FILES «t«; 
Documents relating to the processing of applications
 

for passports.
 

TEMPORARY
 
I.~J 

Cut off at end of FY; destroy ~ 2 years ~ -. 
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/0 12-42	 TRAVEL ORDER FILES 

Travel orders and any other supporting documentation, ..J-l.L L...~ ~J'1II ' .....L 
~~	 --, 
TEMPORARY GRS 9 

Item 4a tJ-~ Cut off at	 end of FY; destroy ~ 3 years ~ 

I" ""Gt;~scW-/J'I/"'"-/ 012-44	 TRANSPORTATION ASSISTANCE FILES 

Documents related to providing advice, assistance, and 

recommendations for shipments requested by GAO elements; 

and resulting instructions, and other material in the per-

formance of the shipment. 

TEMPORARY 

itt -1~ Destroy~when ~uperseded, obsolete or no longer needed for
 

reference.
 

\/'012-46 GBL FILES
 

Government Bills of Lading and all supporting documentation)~'7
 

~Y~' GRS 9 
Item 1a p,L 

Cut off at end of FY; destroy wAes 3 years~' ~C44'~ I"	 G,,.o' Sc.1.J.firt. ol;~j.'~ ~ ~ c..o~) -ct.A.t.. ~((.s 9' / I D I C, 0'\-0' '/ ''1/ IA./012-48	 SHORTAGE AND EMURRAGE REPORT FILES 

Reports on shortages in shipments or demurrage charges, 

and supporting documentation. Also includes complaints 

of services received for employees using commercial movers 

to transport household effects. 

TEMPORARY GRS 9 
Item la~. 

Cut off at end of FY; destroy ~ 3 years ~.	 ......~,.tcJ·O' 
(i. Ao I SeL,.ct I 

~012-S0 DAMAGE AND LOSS CLAIMS FILES IL/ /1t:A.. 

Documents relating to damages or losses in shipments.
 

This item applies only to claims files held in
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travel offices, and not claims processed by Claims 

Group/AFMD. May be filed in the individual's 

folder. 

TEMPORARY GRS 9 ~. Item 2 t>L 
Cut off at end of FY; destroy ~ 3 years ~. ~f"" 4 'I.·'5:;,:::li ~'1/;;i 

v!012-52	 GENERAL REPORTS FILES
 

General reports on amounts or types of material trans-

ported.
 

TEMPORARY GRS 9
 

~. Item la ~ 
Cut off at end of FY: destroy wften 3 years~. ~'r-" •• J..tJAI 

GAO ISc4et	 /
,.., ItJI..v!OI2-54	 CASHIER ACCOUNTABILITY FILES J

Daily and monthly accountability reports as well as all 

documents relating to travel advances/reimbursements made 

by the cashier. 7ct...tL ~ y~ ().J..,,~ ...h~ +. 
TEMPORARY GRS 9 

Item 4a	 tS./...~JCut off at	 end of FY; destroy ~ 3 years ~ 
~&. u.A..L. t; Ito /, 

scA,....J. I	 J ,,~ "I A"or after audited/cleared, whichever is later. 

v!012-56	 MOTOR VEHICLE COST FILES
 

Motor vehicle ledger and work sheets rroviding cost and
 

expense data.
 

TEMPORARY GRS 10
 
Item 3 o.J.. 

Destroy 3 years after discontinuance of ledger or date ...&A1~i:!lDS~1 
of work sheet. 

I~J3 

~ 012-58	 MOTOR VEHICLE RELEASE FILES 

Records relating to transfer, sale, donation or exchange 

of vehicles. 
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TEMPORARY GRS 10 
Item 6 oL 

Destroy 4 years after vehicle leaves agency custody. ~JI4 GAol
S~/'sl'-vi 012-60	 MOTOR VEHICLE MAINTENANCE AND OPERATIONS FILES 

a. Operating records, including those related to oil/ 

gas consumption, dispatching and scheduling. 

TEMPORARY	 GRS 10 
Item 2a ~ 

Cut off at end of each month; destroy when 3 months -4A41""~ •,~/aa....t- fD"oIS~ 
old. 

b. Maintenance records, including those related 

to service	 and repair. 

TEMPORARY	 GRS 10 
Item 2b oJ-

Cut off at end of FY; destroy when 1 year old. 
...·fU..u.Q.... frJAo/ 

t/'012-62	 MOTOR VEHICLE REPORT FILES s t:A.~ / is] '}'j, 

Reports on motor vehicles (other than accident, operat-

ing and maintenance reports), including Standard Form 

82, Annual Motor Vehicle Report, or equivalent. 

TEMPORARY GRS 10 
Item 4 ..L 

Destroy 3 years after date of report. 

~012-64 SUPPLY REQUIREMENTS FILES 

General reports on overall internal supply requirements. 

TEMPORARY GRS 3 
Item Sa 

Cut off at end of FY; destroy when 2 years old. ...a,.. ..~·..1·9
ql" A.. 

/012-66	 SPECIAL SUPPLY PROJECT FILES c;, e:s 
Documents pertaining to special projects for supplying
 

a unit when normal supply procedures or methods are not
 

used.
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a. One-time orojects 

TEMPORARY 

Cut off when project is complete; destroy 1 year later. 

b. Recurring projects 

TEMPORARY G.RS 3/1 . 
Cut off at end of FY when completed; destroy wheft 1 year ~. ~ 

Mod':' 

~012-68	 AUTHORIZATIONS TO SIGN REQUISITIONS FILES 

Documents establishing the authority of the person 

authorized to sign the requisition forms for supplies. 

TEMPORARY 

Destroy when the authority is revoked, superseded or 

obsolete. 

/012-70	 SUPPLY AND EQUIPMENT REQUISITION FILES 

Any requisition, in any form, for supplies and equipment 

from inventory or supply channels. May be subdivided by 

type of requisition. (NOTE: Does not include requesting 

office copy which must be filed with Unit's Files). 

Includes Supply's copy of requisition/purchase order 

for rubber stamps. 

TEMPORARY GRS 3 
Item 9a o.k 

Cut off upon completion or cancellation of requisition; """'40.,.....U A ... 
~ fWJ I S c,L • .1 Idestroy 2 years later. cr I ".t\.. 

v1d12-72	 SUPPLY LOCATOR AND INVENTORY MANAGEMENT FILES 

Documents, including lists and cards, used to detail 

location of supplies in the stockroom. 
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a. Inventory Lists 

TEMPORARY GRS 3 
Item lOa oJ-

Destroy 2 years from date of list. 4-<'.,.. ..... ~ ~ A 0/ 5~/ 
~Ic,~ b. Inventory Cards 

TEMPORARY	 GRS 3 
Item lOb 

Cut off upon discontinuance of item or transfer to 

new card under a new classification or 2 years after 

equipment is removed from agency control; destroy 

2 years later. 

c. Documents, in~luding lists, cards, and printouts 

used to maintain inventory of supplies in stockroom. 

Includes surveys or inventory and adjustments made 

in inventory management files. 

TEMPORARY GRS 3 
Item lOc o-L 

Cut off at end of FY in which the survey was taken; 

destroy when 2 years old. 

/012-74 RECEIVING AND INSPECTION FILES 

Documents pertaining to the receipt and inspection of 

incooing stock at a supply center. 

TEMPORARY
 

.~,
Cut off at	 end of IT; destroy 'lfftes- 2 years ~ 

/012-76	 RETURNABLE ITEMS FILES 

Documents pertaining to accounting for returnable items 

received or sent by the supply center. 

TEMPORARY
 
..Jl.A.,.
 

Cut off at	 end of IT; destroy wQaQ 2 years ~. 
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~2-78	 SHIPPING FILES 

Documents pertaining to the shipment of supplies, includ-

ing documents pertaining to the packaging of materials 

to be sent from stockroom. 

TEMPORARY ~. 
Cut off at end of FY; destroy ~2 years ~. 

~12-80	 FINANCIAL STATUS REPORT FILES 

Reports on financial value of supplies held, shipped, etc. 

TEMPORARY 
.t.... ,.

Cut off at end of FY; destroy ~2 years ~. 

~2-82	 SUPPLY ACTIVITY REPORTS FILES 

Includes excess supplies, reports, statistical reports, 

etc. 

TEMPORARY 

t..G-. 
Cut off at end of FY; destroy ~ 2 years-e+a, 
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013 PROPERTY, EQUIPMENT, AND FACILITIES MANAGEMENT FILES 

(These files relate to the maintaining of accountability for GAO property, 

to programs which ensure that GAO offices have the proper equipment, 

and to the management and maintenance of the GAO facility.) 

/013-02	 PROPERTY ACCOUNTABILITY FILES 

Lis~ings, printou~s, and other documen~s accounting for 

loca~ion and/or responsibility for property assigned 

throughout the agency. Includes forms and correspondence 

relating to changes in status of a piece of property 

under the accountability program. 

TEMPORARY
i~""'-~DestroYAwhen superseded or obsolete. 

~013-o4	 PROPERTY MANAGEMENT PROBLEMS FILES 

Oocuments relating to special problems involving regional 

offices. including lists of control tags sent to regional 

offices 

a. Case files 

TEMPORARY 

Cut off when the problem is resolved; destroy 3 years 

later. 

b. Lists of tags
 

TEMPORARY
 

illl. "Al~ Destroy~when superseded, obsolete,or no longer needed. 

~13-06	 PERSONAL PROPERTY ACCOUNTABILITY FILES 

Files pertaining to accountability for personal property 

lost or stolen. Personal property includes property of 
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any	 kind except real property and the records of the 

Federal Government. 

a.	 Led9;er Files 

TEMPORARY	 GRS 18 
Item 16a c.I.-

Cut off upon final entry; destroy 3 years later. 

b.	 Reports, loss statements, receipts and other papers 

relating to lost or found items. 

TEMPORARY GRS 18 
Item 16b ..L. 

Su!: off at eftd of F¥t ~es troy when +year; old. 

yl'013-08	 PROPERTY MANAGEMENT STUDIES AND PROJECTS FILES 

Documents pertaining to special property management 

projects. 

TEMPORARY 

Cut off when project is complete; destroy 2 years later. 

EXCESS PERSONAL PROPERTY DISPOSAL FILES 

Documents dealing with disposal of personal property--

property other than real property and Federal records. 

(Includes GAO Form 417) 

TEMPORARY GRS 4 
Item 5 oJ... 

Cut off at end of FY; destroy when 3 years old. 

...v·f'~·A~~/~OI3-12	 POLICY AND PROCEDURES FILES 

.N~-~ ~#/-	 lo/~ 
~ Documents which establish policy and procedures for 

locating and maintaining technical equipment. 

TEMPORARY 

I'M ..,-"DestroYAwhen superseded or obsolete. 
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vG-14 TECHNICAL EQUIPMENT DATA FILES
 

/013-16 

/0'13-18 

Information concerning types of equipment, the compo-

nent parts of the equipment, the suppliers or manu-

facturer, numbers, etc., used to aid in proper replace-

ment or repair of equipment, including handbooks and 

technical publications. May be arranged by type of 

equipment. 

TEMPORARY 

iM """~ Destroy~when superseded, obsolete or no longer needed. 

EQUIPMENT REQUISITION FILES 

Copies of requiSitions from which a determination is made 

whether to purchase an item or to fill the request from 

stock. 

TEMPORARY 

Cut off upon completion or cancellation of requisition;
 

destroy 2 years later.
 

EQUIPMENT RECEIPT FILES
 

Documents used to maintain accountability of equipment
 

in the disposal or repair cycle (including when sent to
 

a reconditioning center).
 

TEMPORARY 

j..~ reP .. ir , or: 
DestroYAupon completion of tl!te aeLioll and after the 

equipment has been accounted for~ ~ ~:..u I ~ ~~"'~'" 
EQUIPMENT MODIFICATION FILES 

Recommendations for modifications of equipment designs 

or requirements. 
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TEMPORARY 
iK ...,c..o.~

DestroYAupon modification or disposal of related equip-

mente 

vlD11-22	 EQUIPMENT FAILURE REPORT FILES 

Reports documenting equipment failures and whether 

adjustment or replacement took place. 

TEMPORARY 

Cut off at end of IT; destroy ~ 1 year -eJ.e.. ~ c..""'" 
~13-24	 EQUIPMENT MAINTENANCE FILES 

Documents scheduling periodic preventive maintenance service, 

tests, and calibration of equipment. These files usually 

pertain to specific pieces of equipment and should be 

transferred with the equipment. Also includes agreements 

and related contracts for companies or non-GAO organiza-

tions to provide maintenance services. 

a. Copy kept with equipment 

TEl1PORARY
 

iK""~
DestroYAwhen equipment is no longer in use. 

b. Other copies
 

TEMPORARY
 
1>U'h; IIoJhe- I '184" (J IJ • Cy~ o£f~e eRe ef FI, dee~re, when 1 yeat oiaa 

EQUIPMENT MAINTENANCE REQUEST FILES 

Requests for maintenance services, reports of performance 

of resulting work orders, and other documents pertaining 

to maintenance performed, excluding fiscal copies. 
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TEMPORARY GRS 11 
Item 5 

Destroy 3 months after work. is performed""" ~r~ , 
/013-28 EQUIPMENT INSPECTION FILES 

Worksheets and other documents reflecting the perform-

ance of preventive maintenance inspections, services, 

and spot check.s of equipment. 

TEMPORARY .u..... . 
Cut off at end of FY; destroY...lilRea3 years~ 

/013-30 FACILITIES REQUI~MENTS AND PLANNING FILES 

Documents relating to the development of plans and pro-

grams pertaining to facilities functions, space planning, 

assignment, and adjustment. 

TEMPORARY GRS 11 
Item 2a -'-

Destroy 2 years after termination or when lease is can-

celled, or when plans are superseded or obsolete. 

y!b13-32 SPECIAL FACILITIES PROJECT FILES 

Case files pertaining to specific facilities projects. 

8 Ca.,leeed pLoJecCS 

TEMPORARY 

Cut off upon completion of project; destroy 1 year 

later. 

'ir. euutlnulng pLoJacLs 

-C~. off at ~na of destroy uRes 1 yeee ol~i 
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~13-34	 SPACE POLICY AND PROCEDURES FILES 
N",-~
A	 Copies of documents reflecting policies, procedures, and
 

precedents pertinent to obtaining, leasing, allocating,
 

using, and maintaining space facilities.
 

TEMPORARY
 

;.. ",-c..,Destroy~when s6perseded or obsolete. 

Computer	 print-out of GSA controlled space. 

TEMPORARY GRS 11 
Item 2b(l) ~ 

Cut off at	 end of FY: destroy wfte§. 2 years ~~. 
.4A'fA14' ~ (PAO/ 

/o13-3R	 ACQUISITION OF SPACE FILES S~ I~/)
~	 bl, 

Copies of GSA Form 81 (Request for Space) and related 

documents. 

TEMPORARY GRS 11 
Item 2b( 1) 0.1-

Cut off at end of FY: destroy ~ 2 years~~d.~· 

~013-40 RESERVED 
~~J ,(, 7a. & l,) 

~13-42	 _REQUESTS FO~_SERVICES FILES 

Record cOJ~. 

a.	 Documents pertaining to obtaining of services for 

GAO Divisions/Offices, Regional Offices, and Audit 

Sites. 
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TEMPORARY 

Cut	 off at end of FYj destroy w+rett- 2 years ~. 

b.	 Blue copy of requisition maintained for easy 

reference. 

TEMPORARY
 

i~~
 
Destroy~3 months after work performed or requisi-

tion cancelled. 

/013-44 BUILDING MAINTENANCE AND JANITORIAL SERVICES FILES 

Records pertaining to building maintenance logs, carpet 

cleaning, painting, trash collection, exterior 

landscaping, plants, excluding the financial copies. 

TEMPORARY 

Destroy 3 months after work performed or last entry in 

the log. 

~13-46 COMMUNICATION CORRESPONDENCE, REPORTS, AND 
REFERENCE FILES 

a.	 Correspondence and related records pertaining to 

internal administration and operation. 

TEMPORARY 

Cut	 off at end of FYj destroy when 2 years old. 

b.	 Telecommunications general files including plans, 

reports, and other records pertaining to equipment 

requests, telephone service, and like matters. 

TEMPORARY 

Cut	 off at end of FYj destroy when 3 years old. 
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c.	 Telecommunications statistical reports including 

cost and volume data. 

TEMPORARY	 GRS 12 
Item 2c oJ,.. 

Cut off at end of FY; destroy when 1 year old. ....·tc..ul·o GA()IJ~J
1'1/ ~ c 

d.	 Telecommunications reference voucher files. 

(1)	 Reference copies of vouchers, bills, 

invoices, and related records. 

TEMPORARY	 GRS 12 
Item 2d(l) aJ.~tt.off at eRa d FYIbestroy when 1 year ~'Fs:bi~~f -

old.	 OlDt (,) 

(2)	 Records relating to installation, change, 

removal, and servicing of equipment. 

TEMPORARY	 GRS 12 
Item 2d( 2) J... 

Sltt! off ae: -end of P'l, Uestroy 1 year after 

~	 f-A~Ao1t:iJ./. '1/audit or when 3 years old, whichever is sooner. cil~l~) 
e.	 Copies of agreements with background data and 

other records relating to agreements for telecom-

munications services. 

TEMPORARY	 GRS 12 
Item 2e 

Cut off upon expiration or cancellation of agreement; 

destroy 2 years later.	 •. ~A.:ircL..l1 
1"1/« e. 

~013-48 TELECOMMUNICATIONS OPERATIONAL FILES 

a. Message registers, logs, performance reports,	 daily 

load reports, and related and similar records. 

TEMPORARY	 GRS 12 
Item 3a pJ...

Destroy when 6 months old. 

80 



b. Copies of incoming and original copies of outgoing 

messages, including SF 14, Telegraphic Message. 

TEMPORARY	 GRS 12 
Item 3b o..L 

Destroy when 2 months old. .+1''P'..o ..~ (gAOlS ~ /
Ii/3Dc.	 Machine copies (hard copies), discs, and tapes 

of outgoing messages. 

TEMPORARY	 GRS 12 
Item 3c oJ,...~~.u+DestroYA~ transmission. 

/013-50 TELEPHONE SUMMARIES FILES ~~~/1/ 
3C 

Summaries of long distance telephone report used to 

indicate authorized uses of telephone service as well 

as to audit expense vouchers. 

TEMPORARY GRS 12 
Item 4 ~ 

Cut off at end of FY; destroy after the close 

.........fe.c .. ·~
 of	 the FY in which audited. GAO/Sd....L/ 
rt	 J L//013-52	 APPROVED VENDORS
 

List of vendors approved by GSA for various products/
 

services.
 

TEMPORARY
 

DestroYl~h~erseded, obsolete or no longer needed.
 

~013-54	 BLANKET JOB ORDER LOG FILES 

Log of orders placed under blanket job order(s). 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 
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~3-56	 PROCUREMENT OF SPECIAL FACILITIES SERVICES FILES 

Documents relating to the procurement of special products 

or ~ services such as air conditioning, heating, carpet
 

services, design services, etc.
 

TEMPORARY
 

Cut off at end of FY; destroy when 2 years old.
 

AU-58	 REIMBURSABLE WORK AUTHORIZATION FILES 

Copies of Form 2957 and related documents generated 

for seeking reimbursement for work done by GAO in be-

half of GSA. 

TEMPORARY 

..1.,,1.4.
Cut off at end of FY; destroy ~2 years ~. 

CORRESPONDENCE/AGREEMENTS WITH OTHER AGENCIES FILES 

Documents relating to and including agreements per-

taining to facilities with other agencies. 

TEMPORARY 

Cut off when agreement is superseded, revised or can-

celled; destroy 5 years later. 

/013-62	 VENDOR CATALOGS FILES 

Catalogs received from various vendors pertaining to 

the facilities management function. Maintained for 

reference purposes. 

TEMPORARY 

i"" "-1~Destroy~when superseded, obsolete or no longer needed. 
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014 SECURITY AND SAFETY FILES 

(These files relate to the clearance of individuals for access to classified 

documents: investigations of security violations: classification and de-

classification of documents; protection and handling of classified infor-

mation~ protection of GAO facilities from unauthorized entry, theft, or 

other criminal activities; and programs relating to the promoting of safety 

·of personnel and property, including investigations resulting from acci-

dents.) 

~014-02	 SECURITY CLEARANCE STATUS FILES 

Lists or rosters of individual case files showing their 

status for access to classified documents. (NOTE: Does 

not include case files.) 

TEMPORARY GRS 18 
Item 24'''~ Destroy~when ~uperseded or obsolete. ~~	 t.S~/~GIlO s~J cia I ~ SECURITY CLEARANCE CASE FILES~-04 

•. Documents	 relating to investigations of employees, 
, t) . 

pote~tial employ~es, or other persons, for security 

clearances. 

TEMPORARY GRS 18 
Item 23a )

Destroy upon notification of death or not later than CS~ 

5 years after separation or transfer of em pl.oye e or 

no later than 5 years after contract relationship 

expires, whichever is applicable. 

/014-06 OUTSIDE ACCESS REQUEST FIL~S 

Copies of requests to other agencies for access by GAO 

employees to classified documents held by that agency. 
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/014-08
 

TEMPORARY 

Cut off at end of FY: destroy when 2 years old. 

SECURITY OFFICER DESIGNATION FILES 

Documents pertaining to designations of security officers. 

TEMPORARY 
i... ..,q"""Coj

DestroYAwhen superseded, obsolete or revoked.
 

SECURITY VIOLATION CASE FILES
 

Case files on investigations of alleged security
 

violations, (,..At, ...,.~ ot- . r-Pc," -pl .....J.. c-. (l6~
 
~-f~ ~iolations 

(Personnel Office) 

TEMPORARY 

Destroy 2 years after completion of final 

corrective or disciplinary action, C)1..

~L4. S~. 
b. Felonious Violations
 

TEMPORARY
 

- 49~ 5 ~ -ftJ- ~~ ~ C4.U.Cal! t! end of FY. dESLl jEt t3 yeats-

c. Other copies of a and b. 

TEMPORARY 

Cut off when inve~tigation is complete· dp-stroy 

3 years later or when no longer needed for administrative 

or reference purposes) ~ iA ~. 
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/014-12	 GENERAL SECURITY CORRESPONDENCE FILES 

Correspondence concerning name checks and other matters 

related to security clearances or violations but not 

otherwise described in this subfunction. 

TEMPORARY GRS 18 
Item 22 (S~)

Cut off at end of FY; destroy when 2 years 

old. 
\I	 \ 

/014-14 INFORMATION SECURITY POLICY AND PROCEDURES FILES 
IYb1I·tUcrL ~u c~ ~	 Files reflecting the formulation and establishment
 

of policy, planning, and procedural developments
 

governing security matters.
 

TEMPORARY
 
,~~DestroYAwhen superseded, obsolete or no longer needed. 

SECURITY CLASSIFICATION FILES 

Documents relating to the classification, declassification 

or	 downgrading of specific documents. ~. 
TEMPORARY	 ) .t 

'" 
Cut off at end of FY; destroy when 2 years old.
 

RESERVED
/Y4-18
V 014-20	 CLEARANCE ROSTER FILES 

Requests and authorizations for individuals to have access 

to classified documents. Includes related requests for 

access and authorizations received. 

TEMPORARY GRS 18 
Item 7 (~~)

Destroy 2 years after authorization expires. 

~1G~~/~117 
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'/014-22 CLASSIFIED DOCUMENTS INVENTORY FILES 

Inventories of classified documents held. Also may 

include reports on missing classified documents, but 

not document receipts. 

TEMPORARY 

~014-24 

Cut off at end of FY; destroy 

DOCUMENTS INDEX FILES 

when 2 years old. 

Documents relating to the maintenance of an 

providing a listing of classified documents. 

into the following categories: 

a. Index file cards 

index 

May 

system 

fall 

TEMPORARY 
Ii. "4""eo,

DestroYAwhen superseded or obsolete. 

b. Documents relating to index files. 

TEMPORARY 

Cut off 

old • 

at end of FY: destroy when 2 years 

.1014-26 CLASSIFIED DOCUMENTS DESTRUCTION CERTIFICATE FILES 

Certificates required 

sified material. 

to record the destruction of clas-

~014-28 

TEMPORARY 

Cut off at end of FY; destroy 

SECURITY CONTAINERS FILES 

when 2 years old. 

GRS 18 
Item 4 ~ 

"""--r-~GA-°IS~Ja.1/~ 

List of combinations of containers, individuals 

the combination, and similar materials limiting 

to containers. Includes documents relating to 
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- -/014-30 

/014-32 

vb14-34 

determining proper equipment for security uses and 

related correspondence. 

TEMPORARY 
,.,.~~

Destroy~when superseded by a new form or list, or upon 

turn-in of containers, or when combination is changed. 

SECURITY SURVEY/INSPECTION FILES 

Surveys conducted to ensure that classified documents 

are being properly handled and maintained. Includes 

reports on the handling and disposition of classified 

documents, and not otherwise described in this sub-

function. 

TEMPORARY 

Destroy when 3 years old, or when superseded by 

another survey, or upon the discontinuance of a 

fa~ility, whichever is sooner. 

IDENTIFICATION MEDIA FILES 

Documents relating to issuance, control, and account-

ability of all forms of identification. 

TEMPORARY 
wi..-Destroy ~ all issued media have been returned or 

accounted for. 

PROPERTY PASS FILES 

Passes authorizing removal of property or materials. 

TEMPORARY 

Gtt1:: --aff WhEH Explzed: er fEvoltEd, dEstroy 3 meft5Aa. 

GRS 18
 
Item 8 J,...
 

,4,,,,~.J~ 
G~ 0/ scAuJ..1 

d.l / r 

GRS 18 
Item 10 ,..L 

~ 
GAD / StJ-J./

fl.1/1t.> 

GRS 11 
Item 4b .,J.. 

GRS 18 

Item 13 "'--

~~/ 
al I' 3 



KEY ACCOUNTABILITY FILES 

Documents accounting for keys issued for buildings or 

rooms. 

a. Maximum Security Areas 

TEMPORARY 
iW\~ DestroYA3 years after turn-in of key. 

GRS 18 
Item 17.,,J.. 

b. Other areas 

TEMPORARY 
i~~ Destroy~6 cion~hs after turn-in of key. 

GRS 18 
Item 17, tJ,.. 

yl014-38 PROPERTY LOSS LEDGERS FILES 

Ledgers accounting for personal property lost or 

stolen from Government facilities. 

014-40 

TEMPORARY 
ill ~ DestroYA3 years aFter 

PROPERTY LOSS FILES 

final entry. 

GRS 18 
Item 16a tJI.. 

~1't:Wis~ 
8.1/ I'I (I>., 

Reports, statements, and other documents pertaining 

to the loss or theft of personal property in govern-

ment facilities. 

v!014-42 

Stll! eff al: end er PY. bestroy when 

TEMPORARY 

ACTIVITl SUMMARY/DATA FILES 

Summaries/reports of statistics of 

analyzed in GAO. 

TEMPORARY 
;.. .,-.,

Destroy~wnen superseded, obsolete, 

1 year old. 

crimes reported or 

or no longer needed 

GRS 18 
Item 16b ,J... 

A "fGA~IJ.~.D./
a.l/lt.fb 

for administrative or reference purposes. 
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v!014-44 GUARD SERVICE FILES 

v!014-46 

Documents relating to controlling the operations and 

actions of the guard force. Includes round reports, service 

reports on interruptions or tests, and punch clock dial 

sheets, registers of Patrol and Alarms Services, and 

related correspondence with GSA. 

TEMPORARY 

A~ wi...- I~~,.u,.
btl' "~cfLd of' Pr ,8 ~ Y ~ yeatS lace!. 

COMPUTER SECURITY FILES 

GRS 18 
Item 20 oJ., 

~ yAo./
S~/~/71~ 

Documents relative to the physical and technical 

tection of computers including safeguards against 

unauthorized use of data. 

pro-

the 

..I 014-48 

Vl614-S0 

TEMPORARY 

'" "'~c,-DestroYAwhen superseded, obsolete or no longer needed • 

SECURITY EDUCATION/TRAINING FILES 

Documents relating to briefings or general training pre-

pared for this function for agency personnel. 

TEMPORARY 

;04 "'1~ DestroYAwhen superseded, obsolete, or no longer needed. 

SAFETY PROGRAM STRUCTURE FILES 

Documents relating to the establishment of a structure 

within GAO for the operation of a safety program. This 

includes designations of safety representatives, and 

related positions as well as documents relating to the 

operation of safety organizations within GAO. 
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TEMPORARY 

'" tMI","",,",DestroYAwhen superseded, obsolete, or no longer needed. 

/014-52	 INTERAGENCY LIAISON FILES 

Document pertaining to coordination with agencies out-

side GAO on safety matters. This includes OSHA. 

TEMPORARY 

~~.Cut off at	 end of FY: destroy wfteotr 2 years..&M-. 

-/C)l4-54	 EMERGENCY PREPAREDNESS FILES
 

Documents relative to coordination with civil prepared-

ness program in the event of an emergency.
 

a. Emergency Directives Reference File 

TEMPORARY	 GRS 18 
Item 29 ~ ''''~ DestroYAwh~n superseded or obsolete. ~".'''I/jGAO/~:JI/ 

d.~ b. Correspondence relating to administration and 

operation of emergency planning not covered else-

where. 

TEMPORARY GRS 18 

Cut off at end of FY: destroy when 2 years 

old. 

~014-56	 FACILITY SELF PROTECTION PROGRAM FILES 

Documents relating to information on plans for evacu-

at ions and other actions reSUlting from emergencies. 

TEMPORARY 

i",,,:,\~DestroYAwnen tuperseded, obsolete or no longer needed. 
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T£l·lPORARY 

~014-110 

~1;; sff ,'Ojl; e:iil1 ef I'Y 

SAFETY DRILL FILES 

bestroy whICn 1 year old. 

Doc1Jments relating to the scheduling 

sa f e t y d r i lls , such as for f i re s, 

Cind conc'uct of 

TD-IPORA.RY 

~OI4-62 SAFETY INSPECTION 

G~~ eff ~I; end Qf 

& SURVEY FILES 

fY: ~estroy when 1 year old. 

/014-64 

Surveys and checks of facllities and equi~ent, for 

general or s pe c i f Lc safety problems and the resulting 

reports. Does not include safety checks conducted in 

response to safety complaints. 

TENPORARY 

Destroy when 3 years old, or upon discontinuance of 

SAFETY COHPLAINT FILES 

facility, whichever IS sooner. 

Com plaints from personnel on potent ial safety hazards, 

and resulting investigations and reports. 

T1=.:HPORARY 

GRS 18 
Item 10 ..L 

.A'4A'G?4~";1r~I ~I/
JO 

J 014-66 

Cut off at end 

SAFETY STUDISS 

of FY: destroy 

FILES 

when 3 years old. 

SpeciaJ studies 

and recoMmended 

conducted on 

solutions. 

safety hazards or prob l.ems 
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~14-68 

/014-70 

~14-72 

TEMPORARY 

Cut off at end of FY in which the study is completed-

destroy wtn!tr 3 years ~ -"-.;tv..) . 

GENERAL ACCIDENT AND SAFETY REPORT FILES 

Accident reports filed as a result of personal injury, 

property damage, motor vehicle accident, or similar 

incidents. These files may be subdivided by type of 

accident. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

MOTOR VEHICLE ACCIDENTS FILES 

Records relating to motor vehicle accidents maintained 

by transportation offices. 

TEMPORARY 

Destroy 6 years after case is closed. -4.Mpe~4 

MOTOR VEHICLE OPERATION FILES 

Records relating to individual employee operation of 

Government-owned vehicles, including driver tests, 

authorization to use, safe driving awards, and related 

correspondence. 

TEMPORARY 

Destroy 3 years after separation of employee or 3 years 

~ after recision of authorization to operate Government-

owned vehicle, whichever is sooner. 

GRS 10
 
Item 5 oA-

'~4 (PPrO /5d..aJ../
lSI :s' 

GRS 10
 
Item 7 o.L
 

G I\-cJ I sd.. .J / 
fl/a.'-/ 
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~14-74	 ACTIVITY SUMMARY/DATA FILES 

Summaries and reports of statistics on accidents and 

related safety matters. 

TEMPORARY 

irt IN\~DestroYAwhen superseded, obsolete or no lon~er needed 

for administrative or reference purposes. 

vfb14-7n	 SAFETY TRAINING/EDUCATION FILES 

Documents relating to briefings or general training 

given to agency personnel on safety techniques or 

procedures. 

TEMPORARY 
It'\~ DestroYAwhen ~uperseded, obsolete or no longer 

needed. 

v"OI4-7R	 SECURED AREA FILES 

Records relating to administration and operation of 

secured areas. 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 

~014-80	 PARKING FACILITIES FILES 

Documents relating to assigning spaces, receiving 

monthly payments, issuing monthly stickers, etc. 

a. Card	 file maintained on each space, containing 

address, phone, tag number, and carpool information. 

TEMPORARY 

i., "'P"'c:orDestroY",when superseded, cancelled or withdrawn. 
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h. Co pies of checks received for parking fee 

TEMPORARY 

Cut off at end of FY: destroy when 1 year old. 

c. Parking permits 

TEMPORARY	 GRS 11 

Item 4a 6.1- I 
Destroy 3 months after return to issuing office. ~ (;110/Sek.,.t.

1l,/4()\,.d. All other documents not covered by a, band c 

above. 

TEMPORARY 

Cut off at end of FY: destroy when I year old. 

or when no longer needed for administrative or reference 

purposes, whichever is applicable. 
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015 OFFICE OF THE COMPTROLLER GENERAL 

[Also included are the records of the Deputy CG, Assistant CG's, and other 

ad hoc offices. such as the History Office set up by CG.] N,,)Ie: ~~ ..q-4 t( ~ 
015-02	 NUMBERED MEMORANDA OF THE COMPTROLLER GENERAL FILES cc ~ ~~~ 

These memoranda are initiated in the Comptroller General's CC~ ~....c. ~ II /J 

~-L ....-office wher e the record copy is retained and filed numerically. ~ 

(NOTE: Record copies of CG's correspondence initiated by 

other offices/divisions are retained in the initiating 

office/division's director's files and are scheduled 

separately. 

PERMANENT (ECV lcf 

Cut off entire file at CG's appointQent; 

transfer to GAO Record lding area; transfer to FARC at 

end of FY; offer when 20 years old. (In 5 year 

increments) 

015-04	 LOG OF COMPTROLLER GENERAL'S NUMBERED MEMORANDA FILES 

Log of numbered'rne~oranda signed by the CG, maintained by 

the CG's secretary, arranged chronologically and con-

taining subject summaries. 

l/l2cf )
 

Cut off entire file a CG's appointment;
 

trans fer to GAO transfer to FARC at
 

to N~~S when 20 years old. (In 5 year
 

increme nts)
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." 

of the	 of t he Uni t e d States. (:;01E:C,)-,?troller G,:',1erCll


Coples of the Annual Report of the Comptroller General
 

are sent to OISS for entry into the GAO Docuuents Data
 

B~se and microfilmed as a part of the permanent micro-

fiche set of GAO Documents, -()71120
 
063-00';) 

TE~lPOR.i\.RY II - ~~i-35 36 
Item ~10. La (s~) 

Cut off 1 year after close of the fiscal year covered 
..A,;I' 'fW4f.~ 

by the	 report; destroy 1 year later. CAO/ scAd I 7/1 

015-08	 GAO REVIEW WORKPAPER FILES 

Workpapers created in the preparation of the GAO Review. 

(NOTE: Copies of the GAO Review are sent to 0155 for 

entry into the GAO Document Data Base and microfilmed 

as a part of the permanent microfiche set of GAO Documents, 

-871 12-..)
0&3- o&a-

TENPORARY
 

Cut off at the close of each volume; destroy when 1
 

year old.
 

015-10	 INTERNATIONAL VISITORS 
, 

These files consist of general correspondence between GAO
 

and other countries, international organizations, other
 

government agencies, international liaison, foreign embassies,
 

etc., concerning possible visits to GAO and participation in
 

GAO programs.
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,EMvo~t:\R.1j 

Cut off ~t ~~ ~f FYi ~(5tro1 w~~ , '1e-.rs ()~IJ, 

Do cu.n ents relating to participation in the IAFP. The program 

supports professional growth of auditing organizations in 

developing countries. Ten candidates per year are selected 

by ~Qe CG from nominations mad= by their Auditor General to 

partici~ate·in the 3 month program that co~bines classr00m 

learning and direct experience. DOCuments include nominations, 

selections, requirements for acceptance, and related papers. 

TEHPORARY 

Cut off at end of FY; destroy when 6 years old. 

015-14 SPECIAL ORGANIZATIONS AND PANELS 

Documents relating to the deliberations of Q~gaSigBtisfts 

reql:liFiftgEiAO's particlpatl0n. .lncludes documeuts relat 

iug 1;e the CG's Consultant Panel and to GAO's participation 

in International Organization of Supreme Audit Institutions 

(INTOSAI) ..-as Hell as tRe quarterly pablicaHos. Ister1'lati onal 

.Journal of Goyen:n:aentAuciiting an;ang@G s\:lejectively and 

~o19gically and Mbintained in the Office of the Assistant 
RI!CC>{'<;\sof- ~ CG 's Crns~~+ rCV"-'L.\ ccs-e-

CG for Policy and Programming. "-rr~e~ c~r-V>'lo\o~\(,,-\\~ J of'.eecorc;ts	 (!\JTOSAI
",re. e<r~eJ. bj

Wsfo,''d.1 Atj~) ~ swi.->e~ ... 
a. Records, including.ArninutesjaM proceedings, docu-

menting	 GAO's participation
j

'!iJ:1.d.. contribution; a......J. '1V\.1I0!V~ 

3 d" " 111'1("PERMANENT (ECV ~ EAA· Q;.e£ ~
 

Cut off at end of FY; transfer to FARC when 5 years old;
 

offer to NARS when 20 years old. (In 5 year increments)
 

o 
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015-16 

Cut off at end of FY; destroy when sup~rs~d2d 

longer needed for reference purposes. 

SPECIAL GUEST FUND FILES 

ur no 

Documents related to the expenditlre and control of funds 

appropriated to defray expenses for lunches/dinners for 

guests and gifts to foreign countries. Includes Standard 

Form 1034, Voucher for Purchases of Services Other than 

Personal and GAO Form 319 which shows previous balance 

and amount left in fund. Original SF 1034 (official 

copy) is sent to OBFM. 

TEMPORARY 

015-18 

Cut off at the end of FY; destroy when 2 years old. 

STAFF LUNCHES FILES 

assign 

Includes copies 0 

Copies of memoranda sent to division directors 

staff lunches; aocuments regarding the 

General's and related 

(,,<...(,,~ 

:f3/gy 

j...e~
~et/

{)/S- 20 

at end of FYj old. 
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---- --015-20 GUEST SPEAKERS/LUNCHEON TOPIC FILES
 

Copies of memoranda listing the guest speaker and the 

topic of speech for CG Staff Luncheons: maintained in 

the Office of the Assistant Comptroller General for 

Administration: arranged chronologically. 

PERMANENT (ECV l!~~cf EAA 1/12c~) 

Cut off entire file and transfer to GAO Records 

Holding Area at termination of Comptroller General's 

appointment: transfer to FARC at end of FY: offer to 

NARS when 20 years old. (In 5 year increments) 

015-22	 SPEECHES FILES 

Copies of the speeches of Comptroller General, Deputy CG 

and Assistant CG. 

TEMPORARY 

Destroy when no longer needed. 

(NOTE: Copies are sent to 0155 for entry into the GAO 

Document Data Base, and microfilmed as a part of the 

permanent microfiche set of GAO Documents 071 12.) 
0(;,3-06c-) 
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015-24
 

include records collected, created, or ex-

other GAO files for, or during the projects 

estahlished 0 compile historical accounts of the func-

and/or its components, covering the entire 

GAO's existence. Records may 

consist of of correspondence, memoranda, speeches, 

testimony, , organizational charts, interview 

notes 

These files include: 

tapes, trip reports, memoirs, etc. 

a. History Report 

The record of 

for which the 

finished report of the history 

the successive substantive 

revisions. 

chapter of 

report and 

fice. 

ronologically 

maintained by he History 

within each 

Project Of-

PERMANENT (ECV lcf 

lation by completion of 

additional accumu-

at end of FY when 2 years old, or u n the closing 

of the Project Office, whichever is 

to NARS when 20 years old. 
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b. ound and workpaper files. 

extracted from other GAO files, trip re-

ports, and transcripts, oral 

history other materials 

r	 created for or during the project, 

and maintained by the 

Dispose of as follows: 

(1) cited in the history 

report: History Report Files 

PERMANENT Estimated additional 

accumulation by co pletion of project 4cf) 

to GAO Records Holding Area 

at the completion project; transfer to 

FARC at end of FY years old, or upon the 

closing of the whichever is 

sooner; offer to NARS (In 

5 year increments) 

(2) Oral History Tape 

verified. ) 

10 I 



(SCV lcf Es t Lriat ed .t dd t t i.onaL 

cOMpletion of project 2cf) 

Cut off transfer to GAO Records Holding 

Area at completion of the project; tF8ASfSF 

i-Her cmcnLS) 

(3) Records elsewhere and not cited 

in the History 

TEMPORARY 

Cut off at 

~ 1 year ~. 

(4) Records not 

the History Report. 

TEMPORARY 

tion of the project; destroy 

Cut off at the 

to FARC at end 

closing of the Project whichever is sooner; 
10 ~ op...v 0-1 ~ ~"-'fMCA+40."""" 

destroy ~eft 10 ,ears old, 55, in the meantime, 

these records have been or used for another 

project; if so, follow the requirements 

of the new project. 
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015-24 DlTERNAL HISTORY FIlE 

This file conslsts of records collected, created, or extracted from other 
GAO files for the project establlshed within GAO to compile the lnternal 
history GAO 1966-1981: An Administrative History. The book, which was 
published by GPO, is a record of the development of GAO from 1966 to 1981,
the period during whi.chElmer B. Staats was Comptroller General. Records 
include copies of correspondence, menoranda, speeches, cllppings, artjcles,
testlmony, reports, organizational charts, interview notes, oral history
tapes and related transcrlpts, trip reports, memoirs, etc., in the following
series: 

I '«1" .F "fN. ,.M,'iS~ h'siot~.1 pilots
a.IShe final draft (ca. December 3, 1980) and the first complete manuscript 

(ca. October 2Q, 1980) from which the flnal draft was compiled.
Arranged by date. Ca. 51t• 

PERN;,NENT. Transfer to FARC upon completion of project. Offer to NARS 
20 years after completlon of proJect. 

b.	 1.1rittencomments of Comptroller General Staats and Deputy Comptroller 
General Heller on the October 29, 1980, draft. 
Arranged by reviewer. Ca. 5". 

PERHA'::-IEJlJT. r FARC	 of pr oje ct , Offer NAnSI'r-ansf'eto upon completion to 
20 years after completlon of project. 

c.	 Background workpaper' f'a.Leand	 s 

(1)	 Source documents extracted from other GAO files, trip reports, 
memoirs, and other materials collected during the project, and 
used in the hlstory. Arranged in folders by chapter, thereunder 
by chapter topic. Ca. 5 cu. ft. 

PER~~Tili~ry.Transfer to FARe upon completlon of proJect. Offer 
to BARS 2('years after completion of proJect. 

(2)	 Collection of Comptroller General Statements, 1966-1975.
 
Arranged chronologically. 1 cu.ft.
 

PERtvL'l.r"JENT.Transfer to FARC upon completion of project, Offer to 
'..JARS20 years after completion of pr ojec t., 

(3)	 Interviews 

T'irittenarrterv i.ewe s Hith GAO ci.a'l.s and others related toof'f'a

GAO. Arranged by name of interviewee. Ca. 61t•
 

PERMA.NENT. Transfer to FARC upon completion of proj ect. Offer to 
HARS 20 years after completion of project. 

(if-)	 Oral ha.story tapes and related transcripts.
Arranged by name. 65 tnpes. 4" of transcrlpts (generally,
only the tapes of Staats have been transcrlbed.) Talks Hith 
Elmer Staats and other present and former top GAO officlals . 
.-icst tapes are of d i scuas i one with Staats. Not all tapes have been 
transcribed. Tapes lnclude much lnformatlon that was not included 
in the flnal draft. 



•
 

~.J\t' PERMANEl\1T. Offer to NARS 5 years after comp'Let a.on of proj ect or whe n no,0 ~~ longer needed, whlchever is sooner.\ 

(NOTE: Tapes WhlCh were prepared only as a convenlence to take notes may be 
erased or reused after the notes have been transcrlbed and verifled.) 

(5) All other records 

Destroy 111 agency when project is completed, or return to offlce WhlCh 
provided materials. 

~.roTE: For other internal hi st.or-ae which may be done in the future, sub.m.ts
 
.sF 115 for indivldua.l appralsals.
 

loa b
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020 POLICY AND PROGRAM PlJU~NING 

[These records relate to the development of agency-wide policy, 

accounting and audit standards, and the planning or formulation of 

GAO programs. Also included here are the records relating to the 

Freedom of Information Act.] 

021 Policy Files 

022 Program Planning Files 

103 



021 POLICY FILES 

(These files relate to development and maintenance of the Comprehen-

sive Audit and Report ~~nual formal review of the GAO reports before they 

are approved by the CG for issuance and FOIA.) ~ I 
MANuAL rMfffl Gt.ne.~' "'ol;~ }tAM"''''' "..,.,,1 

021-02 COMPREHENSIVE AUDIT/AlANDREPORT MANUALl...:s ' 
• n\(lW\ vo: Is 

~. Record set including a copy of the ..flnishec.'- as~l!'8ftt!et 

well as superseded, revised, or cancelled sections. 

Vcr I "ntc., b~ V\'\A.VI "",\, ~C'e.-wtCr \ Arranged.numericallykaaa maiB~a1ftea 1ft &se Q;f'Q8 gf 
, ~60";"'" (11:) ~",.\ su,"')~, is 01.'" .wk.,.", .. ' GAO ~AItIIM4' ~Vi .... (,q~;i).B.al::i:e,. The Comprehensive Audit Manual"contains the offi-

"".,. h1....... Icr b
 

~1r~1 .,'~. cial policies and standards for conducting audit studies D.......~~ u ""...I
 
/110 ~ ~ aMLr"'J~"· "0 
~ and issuing audit reportsj~ ~ PClI!"" ~1J\"Ci',,\ lA.ece.SSO~ ..... 

~~ I~-t , rD."" C lIZ ~ CoW\.rr~~~)"e. A~J.,'t~~ ReptJr+ ).f~&lA/~ 
f/. p.~~.~"?'1_~~'-:~.PERMANENT (FaH [Oaf HM 18cn 0 r rrJ .. ~ .-:-o""'_~"""- - r 5' ) 3 1I.u..cA WI.,.
~~D' ~ Cut off at end of FY; transfer to FARC when 5 years old;

~ ......,~ 
~-t 4MoC.. offer to NARS when 10 years old. (In 5 year increments)
~ . b. BtAOk.t.i "'.,.tlt!.. ... WPI'~:'~.9 p~eC"~ &f ~ w\~IIAls - l:>es-w-.. 
~~ ~~/ 021-04 REftt'Ntr~s~~I~T 01~OMPt&HENSIVE AUDIT MA.WAL AND"-:J 

~. ~ REPORT MANUAL FILES 
,"J5f({:.o. ~ t~1 

1/ _1 (~ Reference copy of the Comprehensive Audit and Report Manual 
~/~· ~
 
~o'f containing latest changes and updated material.
 ~. 

TEMPORARY I"".,..~ Destroy individual sectionsAas they are superseded, dis-

continued or cancelled. 

021-06 SPECIAL POLICY PROJECTS FILES 

Documents relating to the development of policy matters 

including workpapers and backup files (includes working 

notes, drafts and related correspondence). 
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/021-08 

J 021-10 

-=- -~. '?OR ..o.RY 

Cut off at the end of FY In which project is completed; 

destroy when no longer needed for administratlve or 

10 ~o.f::b- ~~~.> 
reference purposes, orAwMeR 10 yeef:!! old whichever is 

REPORTS REVIEW FILES 

A chronological record of all GAO reports received 

by the Office of Policy for review. 

TEMPORARY 

E!!Mt: Qff TIhsn. leI!; is eSHlfl1et@8;ti)estroy 2 years 

-after the last entry in the log.
 

REVIEW COMMENTS ON GAO REPORTS FILES
 

Comments on GAO Reports including Office of Policy's copy
 

of GAO Form 1~7 and related documents.
 

a.	 Form 1~7 or equivalent maintained by Office of 

Policy 

TEMPORARY 

Cut off at end of FY; destroy 2 years later. 

b.	 Record copy 

TEMPORARY 

Retain with Master Report Folder (See 073-12). 

c.	 Background and other documents 

TEMPORARY 

Cut off at end of FY in which report was issued; 

destroy when 5 years old. 
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R~VIEW COPIES OF GAO REPORTS FILES
 

Reference files of GAO reports reviewed by Office of
 

Policy.
 

TEMPORARY
 
in ~., ... ~ 

DestroYAwhen no longer needed for administrative or
 

reference purposes by the Office of Policy.
 

J021-14	 POLICY \WRK PROJECTS FILES 

Office of Policy's projects other than those reviewing 

reports and not related to the Comprehensive Audit and 

Report Manual. 

TEMPORARY 

Cut off at end of FY in which project is closed/completed; 

destroy when 3 years old. 

/021-16	 FREEDOM OF INFOIDLA..TlONACT (FOIA)
REQUESTS FILES 

Files created in response to requests for information 

under the 4 C. F.R. Part 81 "Public Availability of 

General Accounting Office Records," consisting of the 

original request, a copy of the reply thereto, references 

to related supporting files, and control documents. 

TEHPQRlrRY 

-Gat orf at 'End of F'l, dEsha, loi'fa.:eft2 'leal's 91rJ. 

.5 e-e GeM U'Q. I Rt.c.o,.,,(s StJ,.,eJ. ule: ''''j ~ 1(P.l'~ /1.1
,'tI ~1I\t;l... r;J 0 

~tH' c.&.fprDpr) ~"Ie 

t:t; Spo $,"', t)1;I S 
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022 PROGRAM PLANNING FILES 

(These files relate to the agency-wide planning of GAO's programs and 

issue areas.) 

/ 022-02 PROGRAM PLANNING POLICIES AND PROCEDURES FILES 

Methods and procedures for establishing, maintaining, and 

implementing programs required to carry out the assigned 

responsibilities and mission of GAO. Also includes records 

relating to planning function in GAO and PPMA files. Ar-
ranged chronologically and maintained by OPP. 

PEftffirlfEfR (ECV 20cf EAA 4cf) 

Cut off at end of FY when superseded, revised, cancelled__" n ~ 
~~.f. .. I..J./~/~ ~J 

or obsolete; transfer to FARC "Rea 5 years ~ eiiaJi' Ioe trt.. ~; 

~~/"'" bes~ 
liARS _helt 20 years ~ (In 5 year increments) 

1022-03 BUDGET COliMI'ITEEMEETING MINlITES 

Minutes of the Budget Committee Meetings relating to the review
 

of organizational and program resource requirements for budget
 

formulation, staff year resource allocation and budget status,
 

and CG's statement for appropriation hearings. This file is
 

maintained chronologically in the Office of Program Planning.
 

PERMANENT (ECV 2/l2cf EAA l/12cf)
 

Cut off at end of FYj transfer to FARC when 5 years old; offer
 

to NARS when 20 years old. (In 5 year increments)
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/022-04 PROGRAM PLANS FILES 

Geptes ar ~ecords relative to division program plans, 

including Opp's input to division program plans and PPC 

deliberations, ~~b ~~ ~. 
a. 

_, .b; 

Program Plans" Files Arl"'jW\.'1e~ ~ Y\~ ~ ~ 

'JI ko.lr*. d. eo- P+. 
PERMANENT ~ECV ~ EM ./'lef)

(lq71f-~) .. 
Cut off at end of FY when superseded, revised, 

cancelled or obsolete; transfer to FARC~ 
~~/' ~~. 

5 years ~ offer to NARS-whetl- 20 years ~ 

(In 5 year incrementa) 

Supporting and background materials ~ ~ 

~, 

~ • 

TEMPORARY 

Destroy when the corresponding program plan file 

is cut off or when no longer needed for reference or 

administrative purposes. ~ ~ _ '.J-N~~I'~~~~~~~'$.~~ 
V022-0~__PLANNING/BUDGETING FI~S __ _ ~ {j(P~~ 

Documents related to the implementation of GAO's programs~ ~ - . 

and the projection of resources r~quired • ., 
..! 

TEMPORARY 

" r i"I~~ ~~~ 
~~ 

II 

Cut off at 

ASSIGNMENT 

end of FY; destroy when 5 years 

REVIEW FILES 

old. 

Records relating to assignment reviews including agenda 

and minutes of the Assignment Review Group meetings. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 
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COORDINATION WITH OTHER LEGISLATIVE
 
BRANCR AGENCIES FILES
 

Files containing data, memoranda, and correspondence re-

lating to GAO's coordination of its programs with Con-

gressional Research Service, Office of Technology Assess-
ment, and Congressional Budget Office, including Research
 

Notification System instructions and reco~ds.
 

TEMPORARY 

Destroy:w~persededt obsolete or no longer needed.
 

022-12 ISSUE AREA FILES
 
Wi~"~J 

1/ ~2/tOJ.., 
C~ 
~~ 

o~~ - 0'1t:A.) 

when o longer needed. 

J 022-14 SPECIAL PROJECTS AND STUDIES FILES 

Documents relating to projects analyzing office-wide job 

management and similar projects. 

TEMPORARY 

Cut off at end of FY in which the project was closed! 

~ .....~J-'~/~ ,__ "'rh:hJ rcompleted; destroy -whett- 3 years ~ --11-- 1"-r - ,,-----

-,. 
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030 BUDGET AND FINANCIAL MANAGEMENT 

[Records dealing with finance and fiscal functions of GAO. It does 

not include office housekeeping copies of finance records maintained by 

individual offices incidental to an office's primary function. (NOTE: 

No record should be destroyed if involved in claim by or agaiost the gov-

ernment unless the claims have been settled and the retention requirements 

satisfied. )] 

031 Budget Planning Files
 

032 Travel Accounting Files
 

033 Payroll Files
 

034 Accounting Files
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031	 BUDGET PLANNING FILES 

(These are the official files of agency-wide budget planning and re-

source activities). 

031-02 BUDGET POLICY FILES G«S sf,
6Wke.The SHies at Budget"auci Fizhiudal MarmgemeriE (9BFH) Files ~ 

~.~documenting agency policy and procedures governing budget 
(p~o IJt;W,/ 

administration, and reflecting policy decisions affecting II/I 
expenditures for agency programs. Art"'. b~ bw.l~e.i- '1eA.r.
 

PERMANENT (ECV 10d EAA 1/2cf)
 

Cut off at end of FY when superseded; transfer to FARC
 

\tA~ J	 loAc.r . 
..wMi:l 5 years eJ..Q.; offer to NARS ~20 years ~. 

031-03 SPECIAL BUDGET STUDIES AND LONG TERM PLANNING FILES 

a.	 Special studies on budget issues, budget projects, 

and related records. 

TEMPORARY 

Cut off at end of FY in which the study is com-

pleted; destroy when 5 years old. 

b.	 Five years or other long term plans for agency's 

budgeting of programs. 

TEMPORARY 

Destroy tolhensuperseded, obsolete or no longer 

needed for reference or after 3 years as appro-

priate. 

031-04 BUDGET ESTIMATES AND JUSTIFICATIONS FILES 

a.	 Copies of budget estimates and justifications
~!>~~ 

prepared or consolidated in ~ for su'!)mission to 

III 



the Congress. Included are appropriate language
 

sheets, narrative statements, and related schedules
 

and data.
 

PE~T (ECV 70cf EAA 2cf)

~	 -~~\fL..-~, 
Cut off	 at end of F~ transfer to FARC when 5 years 

_ ~s~ 
old. ~~ when 20 years old. ~ 

i~ 

~b.	 Working papers and background materials 

TEMPORARY 

Cut off at end of FY covered by the budget; 

destroy 1 year later. 

~31-06	 BUDGET CORRESPONDENCE FILES 

Correspondence files pertaining to routine administration, 

internal procedures, and other matters not covered else-

where in th~s schedule. 

TEI1PORARY 

Cut off at end of FY; destroy when 2 years old. 

~1-08	 BUDGET BACKGROUND FILES 

Working papers, cost statements, and rough data accumu-

lated in the preparation of annual budget estimates, 

including duplicates of papers described in item 031-
04b. 

TEMPORARY 

Cut off at end of FY; destroy 1 year after the 

close of the fiscal year covered by the budget. 

GRS 5
 
Item 3 "J...
 

N f'-;.~t!t~/1I /
..3 

GRS 5
 
Item. 4 ~
 

A-1 r~;;;jScW-/ 
" ILl 
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~31-10	 BUDGET REPORTS FILES 

Periodic reports on the status of appropriation accounts 

and apportionment. 

a. Annual	 report (end of fiscal year) 

TEMPORARY	 GRS S 
Item Sa ~ -

Cut off end of FY; destroy when 5 years old. ,A.A-~' CIt.... GAO/SckJ.) 
" / :)t:l b. All other reports 

TEMPORARY	 GRS S 
Item Sb oJ-

Cut off end of FY; destroy when 3 years old. ......,..c.~ 6Aols~J
"/~J,

'/031-12	 BUDGET APPORTIONMENT FILES 

Apportionment and reapportionment schedules, proposing 

quarterly obligations under each authorized appropriation. 

TEMPORARY GRS S ~. Item 6 J.. 
Cut off end of FY; des troy wfteft. 2 years ~ 

~"'~~~cL4//
II ~ 

REPROGRAMMING AND SUPPLEMENTAL FILES
 

Documents relating to requested additions, changes, or
 

adjustments to approved budgets.
 

TEMPORARY
 

Cut off end of FY; destroy when 4 years old.
 

J 031-16	 MANPOWER AUTHORIZATION FILES
 

Records pertaining to the allotment of personnel slots
 

in GAO and the management of staff years.
 

TEMPORARY
 

Cut off at end of FY; transfer to FARC when S years old;
 

destroy when 15 years old.
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032 TRAVEL ACCOUNTING FILES 

(These files are related to the accounting of funds in connection with
 

travel by GAO employees and transportation services. Also included here
 

are the accounting files relative to the control of imprest monies.)
 

~32-02	 TRAVEL ORDER FILES
 

Travel order files arranged by travel order number,
 

blanket travel orders, trip authoriza-

tions, and GAO Form 176 or eqUivalent{t~ r+:": ~
 
TEMPORARY ~ GRS 9
 

Item 4a o-L : 
Cut off at end of FY; destroy when 3 years AN"-;'~~is~/ If/
old. , '1-

v'032-04 TRAVEL FILES GRs 9/1A, 
Travel vouchers and related supporting documents, main- tJ.I.. 

tained by name of traveler. ~~/ 
I"I/I/A-TEMPORARY 

Cut off at end of FY; destroy when 3 years old
 

or after audit, whichever is sooner.
 

y/o32-06	 ADVANCE OF TRAVEL FUNDS FILES ass 9/1/A, 
Documents relating to the advancement of funds for travel, ~ 

including any supporting papers. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old
 

or after audit, whichever is sooner.
 

v!'032-DS	 TRANSPORTATION REQUEST FILES 

Transportation requests and related supporting documents, 

including vouchers, tickets, listings, etc. 
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TE~'lPORARY 

v!032-10 

Cut off at end of FY; destroy ~hen 3 years 

or after audit, whichever is sooner. 

TRAVEL AND TRANSPORTATION SERVICE FILES 

old 

Documents relating to transportation and travel serv-

ices not described elsewhere, including vouchers for 

use of freight forwarders, temporary storage of per-

sonal affects and similar material. 

TEHPORARY 

Cut off at 

later. 

end of FY; destroy 6 years and 3 months 

GRS 
Item 

6 
1 

~32-12 CASHIER DESIGNATION AND IMPREST CONTROL FILES 

Documents designating (or requesting designation of) 

cashiers changes in imprest funds, and related docu-

ments controlling imprest monies. 

TEMPORARY 

032-14 

~tJ'" ~~'¥ 

~~ 

Cut off at end of FY; destroy when 3 years old or 

after audit, whichever is sooner. 

TAPE MASTER FOR TRAVEL AND MISCELLANEOUS 
PAYMENTS SYSTEM (TAPEMAST) 

This magnetic tape file is a continuous collection of 

all vendors maintained by purchase order number and 

amount, any payment received from or made to that ven-

dor, and the charged division. The file contains such 

data elements as the purchase order number, vendor 
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number, budget object class, appropriation, division, 

obligation, and payments. 

TEMPORARY 

The tape is updated daily and each tape is maintained 

for 180 days. 

032-16	 SUSPENSE TAPE FOR TRAVEL AND MISCELLANEOUS
 
PAYMENTS SYSTEM (TAPESUSP)
 

This magnetic tape file links the Vendor's Master Record
 

to the Travel Voucher Master Record by a common transpor-

tat ion request number. Important data elements include
 

transportation request number, vendor identification,
 

social security number, travel order number, division and
 

responsibility area, budget object class. job code,
 

appropriation, original batch, batch last action, trans-

portation request amount and travelers last name.
 

TEMPORARY 

The tape is updated daily and each tape is maintained for 

180 days. 

032-18 VENDOR FILE FOR TRAVEL AND MISCELLANEOUS 
-PAYMENTS SYSTEM (TAPEVEND) 

.,~ft~~<r magnetic tape file contains vendor names and addressesThis 

IV ~~~~ controlled by a vendor number. The file contains such data 

elements as the vendor number, social security nunber, vendor 

name, vendor address. date established and last action date. 

TEMPORARY 

The tape is updated daily and each tape is maintained for 

180 days. 
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032-20 STATISTICS FILE FOR TRAVEL AND MISCELLANEOUS 
PAYMENTS SYSTEM (TAPESTAT)

J! This magnetic tape file accumulates travel statistics for 

~~\~Ythe monthly travel costs and statistics report. The file 

contains such data elements as appropriation, division, 

budget object class, miles, mileage amount, per diem days, 

and date of last action. 

TEMPORARY 

The tape is updated daily and each tape is maintained for 

180 days. 
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033 PAYROLL FItES
 

(These files relate to the pay, leave, and allowance records for GAO
 

employees.)
 

'/033-02	 INDIVIDUAL ACCOUNTS FILES 

Individual earning and service cards, such as Standard 

Form 1127 or equivalent. 

TEMPORARY GRS 2 
Item 1 0-1.... 

Transfer to the National Personnel Records Center (NPRC), ..~ ,., . .,&.lco-

St. Louis, Missouri.	 (;."0 IS~/4 
-I' 

(a)	 If filed in official personnel folder (OPF) or 

in individual pay folder adjacent to the OPF, 

destroy with the OPF. 

(b)	 If not in or filed adjacent to the OPF, destroy 

56 years after the date of the last entry on 

the card. 

033-04	 EMPLOYEE MASTER PAYROLL FILES
 

~ This oagnetic tape file consists of personnel data on all
 

..I~(L"I.".""'(GAO employees. Some of the data received is in the
 r ~"J\ 

form of personnel actions such as promotions. It also
 

includes step increases and mailing addresses for pay.
 

Contains data elements reflecting social security number,
 

name, state and Federal tax deductions, salary rates,
 

leave data, position and occupat~on data, classification
 

data, and appointment and allotment inforoat~on.
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.. 

TEMPORARY 

Tapes are updated every pay period. When personnel are 

separated they are transferred from current tapes to the 

Employee History Payroll Files. Data on separated 

employees is maintained for 2 years after separation. 

033-06 EMPLOYEE HISTORY PAYROLL FILES 

The magnetic tape file contains payroll information on 
~ 

~,., ~~ll employees employed by GAO. The file contains such 

~ data elements as name, social security number, pay period 

number and date, State and Federal deductions, leave 

usage and balances and charges to object class codes for 

accounting purposes. 

TEMPORARY 

This magnetic tape history file is updated every pay 

period. When payroll data becomes 2 years old it is 

dropped from the new history tape. The old history tape 

~s maintained for an additional 365 days. 

PAYROLL CORRESPONDENCE FILES 

Correspondence files maintained by payroll unit pertaining 

to payroll preparation and processing. 

TEUPORARY GRS 2 
Item 2 ...L.

Cut off at end of FY; destroy when 2 years old. "rZ1.'r 'AO/S/I7 
/033-10 TIME AND ATTENDANCE REPORTS FILES 

Forms such as GAO Form 484, 485, Form 14 or equivalent. 

Payroll preparation and processing copies. 
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(NOTE: For other copies, see 011-72 under Office 

Administration) 

TEMPORARY 

Cut off at end of CY; destroy after GAO audit or when 

3 years old, whichever is sooner. 

/033-12	 INDIVIDUAL AUTHORIZED ALLOTMENTS FILES 

U.S. Savings Bond Authorization, Standard Form 1192 or 

equivalent, and authorization for individual allotment 

to the Combined Federal Campaign. 

a.	 If record is maintained on earning record 

card. 

TEMPORARY 

Destroy when superseded or after separation of 

employee. If employee transfers within an agency 

or between agencies, these authorizationsJ' must 

also be transferred. 

b.	 If record is not maintained elsewhere. 

TEMPORARY 

Cut off when superseded or upon separation of 

employee; destroy 3 years after supersession 

or 3 years after separation of employee. 

/033-14	 BOND REGISTRATION FILES 

Issuing agent's copies of bond registration stubs. 

TEMPORARY 

Cut off end of FY; destroy when 2 years old. 
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GRS 2 
Item 3a o.A. 

fA~GA~·i~/s/18A 

GRS 2 
Item 4a{ 1) oJ,. 

""""~'1"k.oIGAO/S/~I

5 Jq P\..o (.) 

GRS 2 
Item 4a(2) c-4. 

., f""A'J. .. 
Glttol scJ41 

rl,,"(~ 

GRS 2 
Item 5 oJc 

~".11&.tf8o,f:Ao'lcMLj 
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~33-16 BOND RECEIPT AND TRANSMITTAL FILES 

Receipts for 

and checks. 

and transmittals of U.S. Savings bonds 

~033-20 

TEMPORARY 

Destroy 3 months after date of receipt. 

BOND PURCHASE FILES 

Reports and forms of deposits and purchases 

with related papers. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years 

LEAVE RECORD FILES 

of bonds 

old. 

GRS 2 
Item 6 ok. 

..·tA1U~ 
G.AO/ S~I..s/ ..11 

GRS 2 
Item 7 -It. 

""r·~·~~1d.&JIS/~" 

Leave record cards maintained separately 

earnings records, including SF 1130 when 

record. 

from 

used 

pay and 

as a leave 

a. 

b. 

Payor fiscal copies 

TEMPORARY 

Cut off end of FY; destroy 

Other copies 

TEMPORARY 

Destroy 3 months after the 

covered. 

when 3 years old. 

end of the period 

.... 

GRS 2 
Item 9a ~ 
pI- .... J • ., G7fi/seI4l

S ~.,"-

GRS 2 
Item 9b ~ 

~t-"'4'J. .... 
~ 1+0 I SJ,.."J.I

51 ~'1" 
LEAVE DATA FILES 

Records of leave data, such as SF 

as noted in the Federal Personnel 

1150, prepared except 

Manual, 293-A-3. 

a. Original copy of SF 1150 
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TEMPORARY 

File on right side of official personnel 

fOlder(~~ OSI-02 '(YL:v ~~JA) 
b.	 Agency copy 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

)033-24	 NOTIFICATION OF PERSONNEL ACTION FILES 

Copies of SF 50 or equivalent for use in payroll 

administration, not filed in the Official Personnel 

Folder. 

TEMPORARY	 CP~".,., ~ ~) 
Cut off end of CY; destroy when related pay records 

are audited or when 3 years old, whichever is 

sooner. 

~033-26	 PAYROLL CONTROL FILES 

Payroll control registers such as SF 1125A. 

TEMPORARY 

Cut off at end of CY; destroy after audit or when 

3 years old, whichever is sooner. 

~033-28	 PAYROLL CHECK LISTS AND CERTIFICATION FILES 

Memorandum copies of payrolls, checklists, and related 

certification sheets, such as SF 1013, SF 1128A, or 

equivalents. 

a.	 Security copies of documents prepared or used 

for disbursement by Treasury disbursing offices, 

with related papers. 

GRS	 2 

Item lOa tJA:. 

....,~~;~I

Sl	 ~SA" 

GRS	 2 

Item lOb ~ 

~~J	 s/~s'J, 

GRS 2
 
Item lla ""-

GRS	 2 

Item 14 tJ-h. 
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TEMPORARY GRS 2 
Item 13a ole.. 

Destroy after the second subsequent payroll 

or checklist covering the same payroll unit 

has been received. 

b. All other copies 

(1) If earning record card is maintained. 

TEMPORARY	 GRS 2 
Item 13b( 1) ~ 

Cut off at end of CY; destroy after audit 
~ 

filf+O/ ScJ...J./or when 3 years old, whichever is sooner. S'/~gJ,(,r 
(2) If earning record card is not maintianed. 

TEMPORARY	 GRS 2 
Item l3b( 2) 04... 

Transfer to NPRC St. Louis, Missouri, when 
.4¥~f·J·Q,

3 years old; destroy when 10 years old.	 ~Aol5c.I,.J/ 
S/iJ..'il.l-) 

PAYROLL CHANGE FILES 

Payroll change slips, exclusive of those in Official 

Personnel folders_ such as SF 1126. 

a. Copy used in audit. 

TEMPORARY GRS 2 
Item 15a oJ,., 

Cut off at end of CYj destroy when related 

pay records are audited or when 3 years 

old, whichever is sooner. 

b. Copy used by disbursing officer in preparing 

checks. 

TEMPORARY	 GRS 2 
Item 1Sb 

Destroy after preparation of check. 
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c. All other copies. 

TEMPORARY	 GRS 2 

Item 15c ..J... 
'6,,6 QEl e6 eRa 8£ eaefl meuth, Destroy 1 

....month after the end of the pay period.	 ~ rt1 .J....$:::1;sI 
0\1 c-FISCAL SCHEDULE FILES
 

Memorandum copies of fiscal schedules used 1n payroll
 

processing.
 

a. Copy used in audit 

TEMPORARY	 GRS 2 

Item 16a ~ 
Cut off at end of CY; destroy after audit ......,'1.tc.t... G 110IScJ,..;J / 
or when 3 years old, whichever is sooner.	 5/ '3()~ 

b. All other copies 

TEMPORARY	 GRS 2 

Item 16b oJ-
~y& ~£i 8:6 eRe 81 eeeft m8R~ft' ~estroy 1 month 

~J4.cJ. ..... 

after the	 end of the pay period. (i,Pro /$cJ,..J. /
sl30 b 

/033-34	 ADMINISTRATIVE PAYROLL REPORTS FILES 

Administrative reports, statistics and data relating to 

payroll operations and pay administration. 

a. Reports and data used for workload and personnel 

management	 purposes. 

TEMPORARY	 GRS 2 
Item 17a t>Jc.. 

Cut off at end of FY; destroy when 2 years old. .....·rc1 ..•At.o ~l+o/~~
S/31 C\..b. All other reports and data 

TEMPORARY	 GRS 2 
Item 17b "..t.... 

Cut off at end of FY; destroy when 3 years old. ........ ,. ......c .t.&...,;


GIto/~/
S/31b 
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TAX FILES 

Withholding tax exemption certificates, such as Internal 

Revenue Form W-4, and similar state tax exemption forms. 

TEMPORARY GRS 2 
Item 18a tt-k, 

Cut off at end of CYj destroy 4 years after form is ~"~4....c.t... I"(;A-D/ S~J 
superseded	 or obsolete. $13~ 

~33-38	 INCOME TAX RETURN FILES
 

Returns on income taxes, such as Internal Revenue
 

Form W-2.
 

TEMPORARY GRS 2
 
Item 18b ".k. 

Cut off at end of CYj destroy when 4 years old. 

~~I 
v!033-40	 TAX REPORT FILES $/3) 

Reports of withheld Federal taxes, such as IRS Form W-3 

with related papers, including records relating to income 

and social security taxes. 

TEMPORARY GRS 2 
Item 18c ".L 

Cut off at end of CYj destroy when 4 years old. 

~c.L..t//033-42	 OTHER MISCELLANEOUS PAYROLL AND S/3'1ADMINISTRATIVE REPORTS FILES 

Other miscellaneous administrative reports not listed 

elsewhere. 

TEMPORARY 

Cut off at end of FYj destroy when 2 years old. 

/ 033-44 RETIREMENT FILES 

a. Reports, registers or other control documents, and 

records relating to the retirement, such as SF 2807 

or equivalent. 
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/033-46 

1033 48-

TEMPORARY GRS 2 
Item 21a ~ 

Cut off at end of FYj destroy when 3 years old. A" ,,-t.o '-ft.IJeL4/s/3SA-
b.	 Assistance Files
 

Correspondence, memoranda, annuity estimates, and
 

other records used to assist retiring employees
 

or survivors claim insurance or retirement bene-

fits.
 

TEMPORARY GRS 2
 
Item 21b ..I.... 

..sut off a L eud of P'l, ~es troy when 1 ~~~_ ~AO/S~/
S}3SJ, 

year old. 

~c.	 Deduction Files 

SF 2806 or equivalent and other records used to 

document retirement deductions of individual 

employees. 

TEMPORARY GRS 2 
Item 21c ~ 

Send to Office of Personnel Management in .......,,. ....... ,J. •• ~ 
c It()I .s ,A."I/

accordance with FPMR Supplement 831-1,	 SI3~c.. 

Subchapter 522-3. 

INSURANCE DEDUCTION FILES 

Reports of insurance deductions and related papers, 

including copies of vouchers and schedules of payment. 

TEMPORARY GRS 2 
Item 22 ~ 

Cut off at the end of CYj destroy when 3 years old. 
.A-MP~~ts~ •• £.)~/

LEVY AND GARNISHMENT FILES 3t-
Levy and garnishment records, including official notices, 

change slips, workpapers, correspondence, release and other 

forms, and other records relating to charge against 
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retire~ent funds or attach~ent of salary for payment 

of back income taxes or other debts of Federal 

employees. 

TEMPORARY 

Cut off at	 end of CYj destroy when 3 years old. 
....~J' 033-50	 WAGE SURVEY FILES 

Wage survey files consisting of wage survey reports and 

data, working papers and related correspondence concern-

ing area wages paid for each employment classj background 

papers establishing need, authorization, direction, and 

analysis of wage surveys; development and implementation 

of wage schedulesj and request for an authorization of 

specific rates (excluding authorization wage schedules 

and wage survey recapitulation sheets). 

TEMPORARY 

Destroy after completion of second succeeding wage 

survey. 

GRS 2 

Item 23 oJ.. 
..... .IC4 (#lto/SJ-J./

5/37 

GRS 2 

Item 24 -t... 

................. ,IerJ


't;J1rJ/.J~/
S/3r 

AN.,.,..... ...; .. 
(j, AoJ sc1 ..J/

S-/,
 



034 ACCOUNTING FILES 

(These files relate to the maintaining of an accounting system for GAO 

financial operations and to related reports reflecting the status of 

funds, and accounts other than payroll and travel.) 

vi 034-02	 GENERAL ACCOUNTING LEDGERS FILES 

General accounts ledgers, showing debit and credit 

entries, and reflecting expenditures in summary. 

TEMPORARY GRS 7 
Item 2 "'-

Cut off at end of FY; destroy 10 years after ~CAol 
the close of the fiscal year involved. S~ / 1d./~-

~34-04 APPROPRIATION ALLOTMENT FILES 

Records showing the status of obligations and 

allotments	 under each authorized appropriation. 

TEHPORARY GRS 7, 
Item 3 ,.t.... 

Cut off at end of FYj destroy 10 years after ~. r--A~' IOQ.,.; 
Glto/ ScJ-J../the close	 of the fiscal year involved. 

1~3 

/034-06	 EXPENDITURE ACCOUNTING POSTING AND CONTROL FILES 

Records used as posting and control media, subsidiary 

to the general and allotment ledgers, and not elsewhere 

covered in this schedule. Includes ledger trial balance 

files, ledger posting and control files, and cost and 

obligation status report files. 

a. Original records 

TEMPORARY	 GRS 7 
Item 4a ~ 

Cut off at end of FY; destroy when 3 years old. 
........p •• ' .I... 

r;. Pto I S c.J..4/
'~I .,a. 
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b. Copies 

1034-08 

TE~lPORARY 

Cut off at end 

PAYABLES FILES 

of FY; destroy when 2 years old. 

GRS 7 

Item 4b 

~ 
GJ-

~A()I SeW-I 
la/ 'I J, 

Records showing noney that has been paid for bills ac-

crued, obligated or paid. Includes batch control sheets, 

payment coding sheets, and invoices, covers training re-

quests (GAO Form 314), vendors, contractors, imprest funds, 

bills of lading, GSA bills, rentals, etc. Current year 

and past FY records are kept in original and then put 

on microfiche. 

a. Paper Records 

TEMPORARY 

Destroy after it is ascertained that the microfiche copy 

is made in accordance with GSA regulations and is an 

adequate substitute for paper records. 

b. Microfiche Record 

TEMPORARY 

Cut off at end of FY; destroy 6 years, 3 months 

GRS 6 
Item 1a 

after period covered by account. This certifies 

that the records described in this item will be 
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v'034-l0 

J034-l2 

J 034-14 

microfilmed in ~ccordance with the standards 

set forth in 41 CFR 101-11.506. 

VOUCHERS AND SCHEDULES OF PAYMENTS FILES 

Accounting and accor.1plished copies of vOIl(.hersand 

schedules of payments (SF 1166, 1081, 1098, or equi-

valent) docur.1enting the disbursement of agen(.y funds 

by the U.S. Treasury. Includes cancelled checks. 

TEHPORARY 

Cut off at end of FY, destroy 6 years 3 months after 

period covered by account. 

GENERAL FUND FILES 

Records relating to the availability, collection, cus-

tody and deposit of funds including appropriations, 

warrants, and certificates of deposit (SF 201,209,219), 

other than those records covered elsewhere in this 

schedule. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

REPORTS TO THE TREASURY FILE 

Periodic status reports and other financial reports 

generated by GAO to the Treasury and related files. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 
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Item la
 

GRS 6
 
Item 4 oJ....
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~034-16	 FOREIGN ACCOUNTS FILES 

Documents relating to the administration of GAO foreign 

accounts. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old, or 

after audit, whichever is sooner. 

~4-18	 COLLECTION FILES 

Documents relating to collections made as a re-

suIt of claims settled by the GAO Claims Group/AFMD. 

(All original documentation is kept with the claims 

files. ) 

TEMPORARY 

Cut off at end of FYj destroy when 1 year old. 

034-20 CURRENT PROPERTY MASTER FILE (MASTWICH #) 

This magnetic tape file maintains control over eurrent 

~v capitalized property by physical location of each property 

~~~~'1' item purchased and computes depreciation on active and re-

~~	 tired records. The file contains such data elements 

as the control number, organization, building, room 

number, useful years, manufacturer's name, depreciation, 

and serial number. 

TEMPORARY 

The tape is updated monthly and each tape is maintained 

for 420 days. 
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034-22 RETIRED PROPERTY MASTERS (RETMASTS) 

This magnetic tape file maintains control over capitalized 

~ property that has been retired within the current fiscal 

~}J ~'{,'d'year. The file contains such data elements as the control 

~\	 number, organization, building, room number, useful years, 

Manufacturer's name, depreciation, and serial number. 

TEMPORARY 

The tape is updated monthly and each tape is maintained 

for 420 days. 

034-24	 CUMULATIVE RETIREMENT PROPERTY FILES (CUMRETMS) 

This magnetic tape file maintains a cumulative listing 

of all retired capitalized property. The file contains 

such data elements as the control number, organization, 

room number, building, useful years, manufacturer's name, 

depreciation, and serial number. 

TEMPORARY 

The tape is uodated monthly and each tape is maintained 

for 420 days. 
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040 ORGANIZATION, HUMAN RESOURCES AND DEVELOPMENT, 

AND PLANNING 
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040 ORGANIZATION, HUI-lANRESOURCES AND Di:VELOPHENT, 

AND PLANNING FILES 

[ These files relate to the organization development, agency wide management 

studies, internal review, planning (except program planning, see 022) and human 

resource management functions in GAO.] 

041 Organization, }~nagement, and Planning Files 

042 Employee Development and Counseling Files 

043 Training and Education Files 

044 Audio Visual Files 
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041 ORGANIZATION, MANAGEMENT, AND PLANNING FILES 

(These files relate to internal audit studies, organization development 

projects and supporting papers.)

j 041-02 ORGANIZATION DEVELOPMENT PROJECTS FILES 

Project files related to improving GAO's productivity and 

organizational structure. Included in these files are 

case documents reflecting request or authorization to 

conduct the study, working papers, interviews, charts, 

checklists, survey questionnaries, and related materials. 

Interview records are regarded as confidential. Findings 

and conclusions are usually reported to the appropriate 

top management through oral briefings or presentations. 

The files are arranged by diVision, office, or region~-' ..:tl.J, 

~~-a· Record copy of 5Y~8taRtiu8 ~T comprehepsive c u3 

l'EiU~tU (RCv 12d EAK 4cf) 

Cut off upon the completion of the 
~~~~
 
~ ~ -wlMn !I yeatS Old, otter CO
 
~iN~. 

cttd. (lIi ~yeU !detemefits) 

TEMPORARY 

Set ME upon the complc1!i8ft/eioslng ot thE projECI!1'" 

~:rn:i te FtaR€ 'tiRell a yea!'!! old, aestzoj oti 
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/ 041-04
 

&8mplQ~j,eR sf negEt comparahle Sd! ue, ez wizcn
 

> yeal's 018, whieacucz is SOOllEl.
 

c. Survey Background/Workpapers 

Documents used in the collection of data for or 

during the project and accumulated in the office con-

ducting or participating in the project. Included are 

notes, statistical data, copies of organizational 

charts, functional charts, personal data, and similar 

material collected for fact-finding and back-up pur-

poses and documents reflecting preliminary arrangements 

incidental to specific project. 

TEMPORARY 

Cut off upon completion of the project; destroy 3~ /l.1#c). 
"1rl!eu 3 ,ea~8 citi. (All confidential documents must
 

be destroyed in accordance with the applicable secu-

rity regulations).
 

SYSTE}lS AND PROCEDURES ANALYSIS FILES 

Case files relating to simplification, streamlining and 

improvement of individual functions, activities or oper-

ational procedures thereof. Individual studies may range 

in scope from implementing a new word processing system 

affecting the entire agency to a study of one particular 

procedure, process, or method of a particular phase of 

an operation/activity. Included are documents reflecting 

the proposal, request, or authorization to conduct the 

study, work distribution charts, flow process charts, 
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work counts and statistics, observation data, layout 

studies, action taken on proposals, and similar documents. 

TEMPORARY 

Cut off upon completion/closing of the case; transfer 

. Ol~~~· ~~,,*.to FARC wheft 2 jeafs·old~bestroy ~ 5 years ~. 

j 041-06	 ORGANIZATIONAL AND FUNCTIONAL CHARTS FILES 

Official record copy of organizational and functional 

charts reflecting the organization of GAO. Arranged chro-

no1ogica11y and maintained by the Office of Program 

Planning. 
1)""PUCAk eori$ of 

(NOTE:j\ Charts reilecting the organizational S1!l'aet:tu~e
 

sf !:nd1uiaaal oiHees/ai .isions aLE tECaltiEd itt the )
 

ef £ ice concernea.)~ cue ~,,")",,~Ait\~J.. ,~ "l1_c:l.'\J'jol~ or¥';G~S. .
 

PERMANENT (ECV 4cf EAA 1/12cf)
 

Cut off when superseded or revised; transfer to FARC
 ~ ~;	 ~ e...zt·W· 
-wRe& 5 years ~ offer to NARS wAeA- 20 years ~
 

(In 5 year increments)
 

/041-08	 Internal Audit Studies and Reports Files 

Project files related to audit and investigations (by the 

Office of Internal Review) of the GAO's activities, pro-

grams, procedures, and their implementation. Included in 

these files are documents reflecting the initiation of the 

project, working papers, interview notes, checklists, survey 

questionnaires, and related materials. The files are arranged 

subjectively and by division, office, or region, and maintained 

by the Office of Internal Review. 
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0..1'	 ~I~-
a.	 Record copy of ewlu"8aU,"8 n 8SlB,WeftCfts!:.C audit studies of 

&ii	 offlce, division, region, df a major GAO !dfieEidri/aEtiviCY. 

Hftth'dft!lflf ('SS¥ Hef EM 3cf.)
 
l>es+r~ on ~l~l..- o~ nUT
 

Cut off upon completion of the project; tt58ft1!£C~~8 FhR8 .nCB ~~rA~~I." 
~~~ 0(" w ~ 

(	 S'~rs .• IJ~ .3	 years s14, ejpel!' ~e N~S .men 28 ,ears sleu \iB § ,cal!' itIerE • 
W 10\.. 8uV-.s Soo.,.".. 

AU coples -
b.~Other seeamcots (including non-substantive studies). 

TEMPORARY 

-1>e~ in ~~ WhfWl 1'\0 1O'k~&c- ....eed~·
 
Ctt~ off lS!,sn the4!!OiifpleL1oLt of the projeetil U8Mfet to
 

Fl\B!8 wftCS 2 yeats old, destr8Y cpt eompietioa of next eem 

parable I!t:ad, or wllEn S J eaI sola, wltlCli@Oef is sooner. 

c.	 Study Workpapers 

Documents used in the collection of data for or during the 

project. Included are notes. statistical data, charts, and 

similar material collected for fact finding and back-up 

purpose and documents reflecting preliminary arrangements 

incidental to a specific project. 

TEMPORARY 

Cut off upon completion of the project; destroy ~ 3 

~~0-4~~yearsA~lQ La accordance with the applicable security 

regulations. 
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042 EMPLOYEE DEVELOPMENT AND COUNSELING FILES 

(Documents relating to the counseling of GAO employees and related programs.) 

~042-02 PERSONNEL COUNSELING REPORTS FILES 

a.	 Counseling files
 

Reports of interviews, analyses and related
 

records.
 

TEMPORARY	 GRS 1 
Item 27a o-k.. 

Cut off at termination of counseling; destroy 3 years ~ ••~~ ~Ao/~ 
r J cit"'" : later. 

b.	 Alcohol and Drug Abuse Programs 

Records created in planning, coordinating and 

directing an alcohol and drug abuse program. 

TEMPORARY	 GRS 1 
Item 27b 

~Cut	 off at end of FY; destroy when 3 years old. 

w4M~~~ts~J 
flJ 0)."7 b 
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043 TRAINING AND EDUCATION
 

(Files relating to programs which provide training and allow for the
 

development of employees.)
 

/043-02 TRAINING AIDS 

G~S 1130~(.)(1) One copy of each manual, syllabus, textbook, and 
o.k-	 s~ 

'IS-other training aids developed by the agency. 

TEMPORARY 

Destroy when superseded. obsolete, or no longer 

needed. 

(2) Training aids from other	 agencies or private 

institutions. 

TEMPORARY	 GRS 1 
Item 30a(2) o.t...(.. M~"DestroYAwhen ~uperseded or obsolete.	 .........".. ..e.le.. ~A(J / j~
 

8/30, (~~043-04 GENERAL FILES ~F~NCY-SPONSORED TRAINING 

(1) Correspondence, memoranda, agreements,
 

authorizations, reports, requirement re-


Views, plans, and objectives relating
 

to the establishment and operation of
 

training courses and conferences.
 

TEMPORARY	 GRS 1 
Item 30b(l) 

Cut off upon completion of training program;~.	 ~~/~I
destroy wheft 5 years ~.	 30b CI) 
(2) Background and workpapers 
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TEMPORARY 

Gat oi'i 11,811:IU.J!l1e5'hz: of Luhdng pl'e~~slB' 

~stroy whe~ 3 years old. 

EMPLOYEE TRAINING FILES 

Correspondence, memoranda, reports and other records 

relatin~ to the availability of training and employee 

participation in training programs sponsored by other 

Government agencies or non-Government institutions. 

TEMPORARY 

Cut off upon completion of training program; destroy 

when 5 years old or when superseded or obsolete, which-

ever is sooner. 

j 043-08	 COURSE ANNOUNCEMENT FILES 

Reference file of pamphlets, notices, catalogs and other 

records which provide information on courses or programs 

offered by Government or non-Government organizations. 

TEMPORARY 

DestrOy~~w~perseded or obsolete. 

GRS 1 
Item 30b(2) ~ 

~Aols~1.8/
3o.b{~ ) 

GRS 1 
Item 30e .L 

~~/ gJ 30 c. 

GRS 1
 
Item 30d ~
 

.....•• ~ ..•• ,J~ 
G 1+-0 J ~ ck.J.J 
s] 30L 
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t rrvv, l' , 'I t t ~'I t t	 ' \.!..uese re a"1:.Spr amar a y 0 still p i c ur e s 1:. e s , ""10 ion p i c ures f a.Les , vaae o ccsse ttes , 
as ve I.l, as to aud i.ovasua.L ~12.t'2r:!Bls usea :..:: ccnduc t ing G.tl.Ot.r-a inang classes.) 

04/.,.-02 STT~ P"'CTURE:rIGS 

Color slides and prints of G,:.O act rv i t ie s , personalities, and programmatic 
res-o:!sibilitles. These records are '":,ade and u t t.Li ze d in the cour se of GAO 
business and are used primarily L11concuc t Lng GAOt.r-a.inang classes, or 
for	 cou:lseling purposes. 

1estroy in agency when no lon~er needej for administrative p'..lrposes. 

C!,4-CI,. 

a.	 ?2-1!:1sacquired or purchased by Gf..O 

?.etc:rn to A'l for re-use when no 10:1ge1' needed. AV dispose of when 
no longer needed. 

b.	 Fo.Irns lnternally pr-oduced by G,L..O 

I: and when such ite~s are crea~ed (none are in existence at this time), 
submi,t SF-li5 to lIARS to schedu.Le them. 

C44-0E VTD::::O CP.3§TTE ~ECO~DI:]}S FILES 

Video recordings of significant ~ro5Ta~~a"lc eve!1ts, ~rocedures, conferences, 
me8:'i:-:gs, oper at.a ons , and other r eccr di.ngs which are distributed and intended 
to =>-:-':':o1'm teach 'Vll t1;.in the agency. ,~~so includes cameraand or igma L t.ape s , 
edi te::' Lnt.er meciate tape s and jUflicate c op i.es of master sets. 

a.	 12ste~.sets--video cassettes ir.~er~ally produced by GAO--arra~ged by FY 
t-ier-eunder- nuner i ca.Ll.y by Job Code, and ma.int.a ined by the Audio V.isua'l un it • . .. . 

(:sCV48cf Er..A ccf) 

Cut off at end of ~ in which no 10.Yl58r needed for adr.ri.n i s t.r-st ive use. 
C:~fer to :Jj~.s when 10 years cLd , 

b.	 ::et s acqua r-e d or pur-chased f1'2';;, cczmer-c ra L or t.r'e i.ning sources, or 
d ~12c3te co~ies of master sets. 

i.e t.u rn to ':..:I ':or re-use vhen :1C lO:i.;::;erneeried , AVdispose of vhe n no 
lC'18er neei",j. 

http:Vllt1;.in
http:schedu.Le


050 PERSONNEL
 

[Records relating to all official personnel folders, service records cards, 

position classification, recruitment and placement, labor management and 

employee relations (including employee awards, EEO, grievances, disciplinary 

and adverse actions, compensation and benefits).] 

051 General Personnel Program Files 

052 Position Classification Files 

053 Recruitment & Placement Files 

054 Labor Management and Employee Relations Files 

Employee Awards Files 

Equal Employment Opportunity Records 

Grievance, Disciplinary and Adverse Action Files 
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051 GENE~~L PERSONNEL PROGRAM FILES 

(These files relate to the general personnel program within GAO, including 

the Official Personnel Folders and related records.) 

/051-02	 OFFICIAL PERSONNEL FOLDERS FILES 

Records filed on the right side of the Official Personnel 

Folder (OPF). (See GRS 1, Item 10 for disposal of papers 

on the left or "temporary" side of the OPF.) Folders 

covering periods of employment terminated after 

December 31, 1920, excluding those selected by the 

National Archives and Records Service for permanent 

retention. 

a.	 Transferred employees 

TEMPORARY 

Forward to gaining Agency's Personnel Office. 

b.	 Separated employees 

TEMPORARY GRS 1 
Item Ib(2)

Transfer folder to National Personnel Records Center 

(CPR) St. Louis, Missouri, 30 days after separation. 

NPRC will destroy 75 years after birth date of em-

ployee or 60 years after the date of the earliest 

document in the folder if the date of birth cannot 

be ascertained, provided the employee has been sepa-

rated for at least 5 years. 
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051-04	 STAFF RESOURCES SYSTEM 

These magnetic tape files serve as historical reference 

for GAO Employee Personnel Data from 1977-August 1979. 

The file is used to support information requests from 

Personnel and EEO concerning GAO employees. Some of the 

important data elements include employee name, social 

security number, grade, series, organization, birthdate, 

and other personnel data. Since August 1979 the Automated 

Personnel Accounting System has superseded this system. 

TEMPORARY 

Retain until no longer needed for administrative pur-

poses. 

AUTOMATED PERSONNEL ACCOUNTING SYSTEM (APAS) 

These magnetic tape files are backup masters created as 

emergency backup for data retained on a U.S. Army file. 

The file contains such data elements as personnel actions, 

individual awards, training education, position classifi-

cation, within-gr~de increases and promotions. (Super-

sedes the Staff Resources System - August 1979.) 

TEMPORARY 

The tapes are updated monthly. The monthly payroll 

reports are kept 60 days before purging. All other 

cycles are purged after 30 days. Semi-annual cycles 

are created on a U.S. Army file and retained ~n their 

disaster storage. 
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I 051-08 SERVICE RECORD CARDS FILES
 

Service Record Card (Standard Form 7 or its equivalent). 

a. Cards for employees separated or transferred
 

on or before December 31, 1947.
 

TIDIPORARY
 

Transfer to NPRC (CPR) St. Louis, Missouri;
 

destroy 60 years after earliest personnel
 

action date.
 

b. Cards for employees separated or transferred
 

on or after January 1, 1948.
 

TEMPORARY
 

Destroy 3 years after separation or transfer of
 

employee.
 

1051-10	 POSITION IDENTIFICATION STRIPS FILES 

Such as SF 7D to provide summary data on each position 

occupied. 

TEMPORARY 

Destroy when position is canceled or a new strip is 

prepared. 

J051-12	 NOTIFICATIONS OF PERSONNEL ACTION FILES 

(Exclusive of those in Official Personnel Folders) 

a. Chronological file copies, including face 

theets maintained in personnel offices. 

TEMPORARY 

Cut off at end of FY; destroy when 2 years 

old. 
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GRS 1, 
Item 2a ~ 

GRS 1, 
Item 2b 01.-

GRS 1 
Item 11 oJ.... 

GRS 1 
Item 14a ...4.... 



b. All other copies maintained in personnel offices. 

TEMPORARY	 GRS 1 
Item 14b 0.1-

Gut off at end bf I' f , ~estroy when 1 year old. 

~~/t/Jl/bSTATISTICAL REPORTS FILES 

Reports in operating personnel office and subordinate 

units relating to personnel. 

TEMPORARY GRS 1 
Item 16 ~ 

Cut off at end of FY; destroy when 2 years old. 

~';jtL;a/~'v'05l-l6	 CORRESPONDENCE AND FORMS FILES 

Correspondence and forms in operating personnel office 

relating to individual employees not maintained in 

Official Personnel Folders and not provided for else-

where in this schedule. 

a. Correspondence and forms relating to pending	 per-

sonnel actions. 

TEMPORARY	 GRS 1 
Item 17a oJ-

Destroy when action is completed. ..... .1... r.lit 0I~~I04 •• ,.. 

, I ''7A..,b. Retention registers 

(1) Registers from which reduction-in-force 

actions have been taken. 

TEMPORARY	 GRS 1 
Item 17b(l) ,..L.. 

Cut off at end of FY; destroy when 2 years old • ......... c."o L~I~.4.il.o-
8/''1b(.)

(2) Registers from which no reduction-in-force 

actions have been taken. 

TEMPORARY	 GRS 1 
Item 17b(2) ~ 

Destroy when superseded or obsolete. ~pa.~
CPl'\o/S~) 

s J ,,'11· ( .. ) 
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c.	 All other correspondence and forms. 

TEMPORARY	 GRS 1 
Item 17c G-l-

Destroy when 6 months old. .A>1U' 401l.<t,,,,, (PAo /!~ 
f I n«~051-18 PERFORMANCE RATING FILES 

a.	 Certificates of performance rating 

TEMPORARY	 GRS 1 
Item 23a o.L 

Cut off at end of FY; destroy when 2 years old. .AI.,..... " ... "Ito/ Sc.L.J./
S/.a3A.

b.	 General or case files of forms, memoranda, 

and correspondence. 

TEMPORARY	 GRS 1 
Item 23b / _ , 

Destroy when 3 years old. ~r;lIo/~ ~ r/Gl3b 
c.	 Memoranda, correspondence and other records 

relating to employee appea~s of performance 

rating. 

TEMPORARY	 GRS 1 
Item 23c cJ...I.th·Cut off when case is settled; destroy ~ 3 years ~. ...~ flo&" A • .J.. 

GIt01sc.L.d./
i'1~3 c..MOTOR VEHICLE OPERATION FILES
 

(see 014-72 under Safety Files)
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052 POSITION CLASSIFICATION FILES 

(These files relate to the classification and description of positions within 

GAO, and to pay and allowances authorized for these positions.) (NOTE: For 

actual payroll files see 033.) 

052-02 POSITION CLASSIFICATION STANDARDS FILES 

1. Standards, developed under the GAO Personnel 

Law of 1980, determining title, series, and grade based 

on duties, responsibilities and qualifications require-

ments. 

a. Official record copy arranged numerically by series 

and maintained by the Personnel Office (Position Clas-

sification Unit). 

~1 (ECv 3d El\A .Lf.!) .. 
Cut off when superseded, reVised, or cancelled; 

transfer to FARC ~ ~~~~~OZO~2 years ~ 

~~' 
wReR 20 yeaE'S aU. (1R 5 year inc.rements) 

b. Other c.opies used within the Personnel Office. 

TEMPORARY 

Destroy when superseded, obsolete or no longer needed. 

2. Memoranda, correspondence and other records re-

lating to the development of standards for classifi-
~(We1~e1 ~~ CAo f'M'fC71ne/ J..tIM) oP Il~().

cation of positions pee~lta~ to GAO 

a. Case file 

TEMPORARY	 ~ 1: 
hem 7a(2)(a) 0-)

Cut off when pOSition is abolished or de-
.......,.., .. ctl.c ...
 

scription superseded; destroy 5 years later. r.ACJIS~/ 
g h r..( cil)(o..) 
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I 

~b. Review file 

TEMPORARY "6RS-i 
!~m 7e(~(e~ de 

tut off when review is complete; destroy J~~~' ~. 
/V~'fe: hI' records re/cdl~clq:r~~y~s oIe(,'el()pe~~ prlor Y-o ~ filftO/S;;:CL)Cb)

G~~ PersoJ1r1el I-CuttV 0 F· le/Fo..,) Use r: In S I .EJo . -I J~ ......1-
11'052-04 POSITION DESCRIPTION FILES 1.9"-' I).l-~ / &?t/$./'t>">1 TId71S ... 

Record copies of position descriptions, describing es-

tablished position including information on title, series, 

grade, duties- and responsibilities. (Included are OF-BC 

Position Description and similar or related documents.) 

TEMPORARY	 GRS 1 
Item 7b(l) ~ 

Destroy 5 years after position is abolished or de-
""'·..... cJ.wv 

scription is superseded. (;fto/ stJ.4/
r/7 b (I)

/052-06	 POSITION CLASSIFICATION SURVEY FILES
 

Documents connected with classification surveys, in-


eluding records of finding, individual position evalu-

ations, review of position management aspects of the
 

Unit under survey, and periodic reports.
 

a.	 Survey Reports 

TEMPORARY	 GRS 1 
Item 7c(l)(a) ~ 

Cut off at end of FY; destroy when 3 
.4A~AA.t.,t GRo/S~1 

years old. if1c (,){c..) 

b.	 Inspection, Audit and ~urvey Files 

Includes correspondence, memoranda, reports 
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•
 
and other records relating to inspec-

tions, surveys, desk audits, and evaluations. 

TEMPORARY GRS 1 
Item 7c(1)(b) ~ 

Destroy when superseded or obsolete. ~",.'.i~ (;/iolt;rJ,.J./
g/7/Cl.)(l:»APPEALS FILES 

Case files relating to classification appeals. 

TEMPORARY GRS 1 
Item 7d .J.-

Cut off when case is closed; destroy 3 years later. 
~ ...~ G"'OIS~/ -i17~ 
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053 RECRUITMENT AND PLACEMENT FILES 

(These files relate to the recruitment and hiring of personnel, and to related 

employment files including merit promotion, competitive selection, reduction in 

force, and career intern programs.) 

\/'053-02	 EMPLOYMENT APPLICATIONS FILES 

Applicat~ons for employment such as (SF 171) and related Gts ,/'S
,,/t. 

papers, EXCLUDING (a) records relating to appointments :::/t1;;,Irequiring	 Senatorial confirmation, and (b) application 
g lIS'" 

resulting in appointment filed in the Official Personnel
 

Folder.)
 

TE11PORARY
 

Cut off at end of FY; destroy when 2 years 01d.J~~~
1'fk Fc4l.«j. p~ 'ht~.1 ek. 333, ~.~ (f h-'1,~. 
/053-04	 INTERVIEW FILES
 

Correspondence, reports and other records relating to
 

interviews with employees.
 

TEMPORARY GRS 1
 
Item 8 ~ 

Cut off :t:::: transfer or separation; destroy 
....... ~"aA« .,J. .~
 

6 months later.	 ~"0/.scJ..J../
g)'1

~053-06	 CERTIFICATES OF ELIGIBLES FILES 

Certificates of eligibles with related requests, 

forms, correspondence, and statement of reasons 

for passing over a preference eligible and selecting 

a nonpreference eligible. 

TEUPORARY GRS 1 
Item 5 "J... 

Cut c£;i orheaseleeehn !os.eli~ ~stroy when 2 

years old. 
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vlOS3-08 OFFERS OF EMPLOYMENT FILES 

Correspondence, letters, and telegrams offering ap-

pointments to potential employees. 

a. Accepted offers 

TEMPORARY 

Destroy immediately. 

b. Declined offers 

........ 

GRS 1 
Item 4a o.L 

' .... e~ ~"() tc-U/
9/'1-

(1) When name is received from certificate 

of eligibles. 

TEMPORARY 

Return to Source 

application. 

with reply and 
Lt eta 

~~M:1 

GRS 1 
4b(1) o.L 

hAoIS~/
6)'1fr,CI) 

(2) Temporary or excepted appointment 

TEMPORARY 

File 

(3) 

inside application(.A,U.. ~-I ~ 
All others 

OS3.t{.L
Sc'.~..te,) 

TEMPORARY 

Destroy immediately. 

GRS 1 
Lt en 4b(3) o-..t 

-4.N1'-1~
~"o/S~ 

8' I 1/ J, (.3) 
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054 LABOR MANAGEMENT AND EMPLOYEE RELATIONS FILES 

(These files relate to many areas of management including employee awards files, 

equal employment opportunity, grievances, disciplinary and adverse action files 

and personal inquiries.) 

/054-02 EMPLOYEE AWARDS FILES 

a. General awards records 

(1) Case files including recommendations, 

approved nominations, meooranda, correspondence, 

reports, and related handbooks pertaining to 

agency sponsored cash and non-cash awards such 

as within-grade merit increases, suggestions, and 

outstanding performance. 

TEMPORARY GRS 1 
Item 12a(1) oJ... 

Cut off after approval or disapproval; ~ ~IfDIS~1 
destroy 2 years later. i/I~~('') 
(2) Correspondence or memoranda pertaining 

to awards from other government agencies or 

private organizations. 

TEMPORARY GRS 1 
Item 12a(2)

Cut off at end of FY; destroy when 

2 years old. 

/054-04 LENGTH OF SERVICE AND SICK LEAVE AWARDS FILES 

Records including correspondence, memoranda, reports, 

computations of service and list of awardees. 

TEl1PORARY GRS 1 
Item 12b 

Cwt 8ji 8e BRR 8f YV,lkestroy when 1 year old. 
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/054-06 LETTERS OF COMMENDATION AND APPRECIATION FILES 

Copies of letters recognizing length of service 

and retirement and letters of appreciation and com-

mendation for performance, EXCLUDING copies filed 

in the Official Personnel Folder. (NOTE: Retain 

record copy with OPF.) 

TEMPORARY GRS 1 
Item 12c 0/,....

Cut off at end of FY; destroy when 2 years old. 
~GAo/ /

S~/g/054-08 LIST OR INDEXES TO AGENCY AWARD NOMINATIONS FILES lao -{;, 
Lists of nominees and winners, and indexes of 

nominations. 

TEMPORARY GRS 1 
Item 12d ok 

Destroy when superseded or obsolete. ......"1W'~ GA~/s~gll;J.() 
1054-10 GAO-WIDE A\-lARDSFILES GR s ,1, a e. 

(5&...1, .... 1... )Records relating to awards made at the agency liS-· "L 

level. 

TEMPORARY 

Cut off at end of FY; destroy when 5 years old. 

/054-12 INCENTIVE AWARDS PROGRAM REPORTS FILES 

Reports pertaining to the incentive awards program. 

TEMPORARY GRS 1 
Item 13 oJ... 

Cut off at end of FY; destroy when 3 years old. 
~~I 

ffll3' 

I;V ,'l-ktr~",.J
Policies 'O/~3/f/-

s~ DN 
to et....w 

OS,,· ~gProgram, 
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rights, and 

EQUAL EMPLOYMENT OPPORTUNITY FILES 

Complaints with related correspondence, reports, ex-

hibits, withdrawal notices, copies of decisions, records 

of hearings and meetings and other records, necessary 

in resolving cases handled by GAO Appeals Board. 

TEMPORARY 

Cut off when case is resolved; destroy 4 years later. 

/ 054-18 RESERVED 

v!054-20	 BACKGROUND FILES 

Background records not filed in the Official Discrimi-

nation Complaint Case Files. 

TEMPORARY	 GRS 1 
Item 26c oJ-

Cut off when case is resolved; destroy 2 years later. .......f'U •• ~&., 
Gl\oIS~/COMPLIANCE	 FILES 

8)a' e 
1.	 Compliance Review Files, including reviews, 

background papers and correspondence relating to 

contractor employment practices. 

TEMPORARY	 GRS 1 
Item 26d (l ) ".L... 

Cut off at end of FYj destroy when 7 years old. GAo/s~1~'4..~ 

2.	 EEO compliance reports, reviews, background 
go J a' 04 c t) 

papers and correspondence relating to EEO employ-

ment practices. 
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TEMPORARY GRS 1 
Itea 26d(2) ~ 

Cut off at end of FY; destroy when 3 years old. ~,,...~ (;R6/rcLut/ 
i I t}.(, tA C))/054-24	 EMPLOYEE ROUSING REQUESTS FILES 

Forms requesting agency assistance in housing matters, 

such as rental or purchase. 

TEMPORARY	 GRS 1 
Item 26e	 o-L 

Cut off at	 end of FY; destroy when 1 year old. .*...,....4o'-cl-o (PA 0 I Sd... 
g/a('evlri54-26	 EMPLOYMENT STATISTICS FILES 

Employment statistics relating to race and sex. 

TEMPORARY GRS 1 
Item 26f 

Cut off at end of FY; destroy when 5 years old. ~f'e •• c.t..... 

/054-28 EEO GENERAL FILES 

General correspondence and copies of regulations with 

related records pertaining to the Civil Rights Act of 

1964, the EEO Act of 1972, and any pertinent future 

legislation; and agency EEO Committee meeting and 

records including minutes and reports. 

TE~1PORARY GRS 1 
Item 26g oJ-

Destroy when 3 years old, or when superseded or 

obsolete, whichever is applicable. ~~ 
8/ ~ (,~ 

""4-30	 EEO AFFIRMATIVE ACTION PLANS (AAP) FILES 

1. Agency copy of consolidated AAP(s). 

TEMPORARY GRS 1 
Item 26h( 1) 

Cut off at end of FY; destroy 5 years from 

date of plan. 

2. Agency	 feeder plan to consolidated AAP(s). 
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TEMPORARY	 GRS 1
 
Item 26h(2) oJl 

Cut off at end of FY; destroy 5 years from 

~~ GkJ/sc.L.tAdate of feeder plan or when administrative 
B I~"..,C~) 

purposes	 have been served, whichever is sooner. 

~054-32	 STANDARDS OF CONDUCT FILES 

Correspondence, memoranda and other records relating 

to codes of ethics and standards of conduct. 

TEMPORARY GRS 1 
Item	 28 ,.J-;11 "'1. '""'1 Destroy~when superseded or obsolete. ...w~t~~/'/

~54-34	 LABOR MANAGEMENT RELATIONS FILES otg' 

a.	 Labor Management Relations General and Case 

Files. Correspondence, memoranda, reports and 

other records relating to the relationship 

between management and employee unions or 

other groups, located in the office 

negotiating agreement. 

TEMPORARY
 

Cut off at end of FY; destroy when 5 years old.
 

b.	 Labor Arbitration General and Case Files.
 

Correspondence. forms and background papers
 

relating to labor arbitration cases.
 

TEMPORARY	 GRS 1 
Item 29b oJc-

Cut off when case is resolved; destroy 5 years later. AA,..,.- ...·t .. (;Ac/~1
8' Ol~b J 054-36	 EEO TRAINING MATERIALS 

Includes films and video cassettes used in EEO training 

classes. 

J60 

http:GkJ/sc.L.tA


TEMPORARY 

;,. ...-.,
DestroYAwhen superseded, obsolete or when no longer 

needed. Return films and video cassettes and other audio 

visual materials to the source. if necessary, or to GAO 

Audio Visual Unit for disposal. 

/054-38 GRIEVANCE AND APPEALS CASE FILES 

Records originating in the review of grievance and 

appeals raised by agency employees, except EEO com-

plaints. These case files include statements of wit-

nesses, reports of interviews and hear~ngs, examiner's 

findings and recommendations. a copy of the original 

decision related correspondence and exhibits. 

TEMPORARY GRS , 
Item 31a 

Cut off when case is closed; destroy 3 years later. 4AAr~~~/ r/3/a.,
ADVERSE ACTION REVIEW CASE FILES
 

Case files and related records created in reviewing an
 

adverse action (disciplinary or nondisciplinary removal,
 

suspension, within-grade denial) against an employee.
 

The file includes a copy of the proposed adverse action
 

with supporting papers. statements of witnesses,
 

employee's reply, hearing notices, reports and
 

decisiOns, reversal of action, and appeal ,records,


EXCLUDING letters of reprimand.
 

TEMPORARY GRS 1
 
Item 3Ib o.J.... 

Cut off when case is closed; destroy 4 years later. 
M'f"" v.J.A4'~Ao/S~1

fl'j31b 

16 J 



'/054-42 PERSONAL INJURY FILES 

Forms, reports, correspondence and related medical and 

investigatory records relating to on-the-job injuries, 

whether or not a claim for compensation was made, 

EXCLUDING copies filed in the Official Personnel Folder 

and copies submitted to the Department of Labor. 

TEMPORARY GRS 1 
Item 32 t>J,... 

Cut off at end of FYj destroy when 5 years old. -d.·~~A7!s~1 
'i/361-
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060 INFORMATION AND RECORDS MANAGEMENT 

[These records relate to the agency-wide mangement of information resources 

of GAO and include information policy, ADP and documents systems, records 

management and directives and forms management.] 

061 Information Policy and Planning Files
 

062 ADP Systems and Services Files
 

063 Document Systems and Services Files
 

064 Library Files
 

065 Records Management Files
 

066 Directives and Forms Management Files
 

163 



"'
 

061 INFORMATION POLICY AND PLANNING FILES 

(These files relate to the formulation of agency wide information policy, 

including the minutes of the Information Policy Committee and long-range 

planning for information resource management.) 

061-02 INFORMATION POLICY DEVELOPMENT FILES 

-Bocumea~8, iBsll1&ilng eRe Ihnutes of the Information 

Policy Committee (IPC), relating to the development 

of information policy within GAO maintained by the 

secretary to the IPC and arranged chronologically. 

Mi"'~""S-a.	 Perm:M:issuances of the IPS, inclading ll:i5 Cf{S '~/I"iJ.bt.I)~ 
~"'1"" liSeiuates. J... 

/ 
PE~~ml~ (ECV 1/12cf EAA 1/12cf)

'Des~ w,,~ ....0 ':t ~ r-s olcl,
Cut off at end of FYj t5aaifar tQ i~ waea S yesF8
 

.eltil ef£ez to U:AR:S wheu 28 ,eaF8 ala.
 

(In 5 year increments)
 

./	 b. Background and workpapers 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old 01.. ~ 

At ~ II\.LCJf~ ~ ~~~ ~~	 W ~. 
v1,61-04	 LONG RANGE PLANNING FILES
 

Documents relating to the development of long range
 

plans for ADP services and facilities for GAO.
 

TEMPORARY
 

Cut off when the plans are superseded, modified, or
 

dropped; destroy 3 years later.
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062 ADP	 SYSTEMS AND SERVICES FILES 

(These files relate to the provision of ADP services and the development of 

agency-wide computer based information systems.) 

062-02	 ADP PROCUREMENT FILES 

Documents pertaining to the procurement of ADP services, 

including policies, procedures, and guidelines, both GSA 

and those developed by GAO. Also included here are 

files relating to "umbrella contract" for ADP services. 

(Records relating to contractor services for a specific 

project should be retained with the project files.) 

a. Policy, procedures, and guidelines files. 

TEMPORARY 

i",~~DestroYAwhen sdperseded, obsolete or no longer 

needed. 

b. Contract Monitoring Files 
) 

Included here are contractor/vendor selection files, 

including copies of RFP, winning proposal together 

with all amendments, contract management reports, 

contract liasion, memos, and related documents. 

(NOTE: These are only reference/convenience copies; 

record copies are retained in the Procurement Branch.) 

TEMPORARY 

Destroy individual documents when superseded, ob-

solete or no longer needed. Cut off entire file
 

at the close of contract; destroy I year later.
 

165 



/062-04 ADP SERVICES AND EQUIPMENT FILES 

Documents relating to the requesting and provision of 

ADP services and equipment to GAO offices/divisions, 

by OISS. Included here are GAO Forms 557 "Request 

for ADP Services", and GAO Form 560 "Request for ADP 

Equipment" or equivalent. Also, handbooks, brochures 

etc., used to describe the procedures. 

TEMPORARY 

'It -tc-A1Destroy~when ~uperseded, obsolete, or no longer needed. 

062-06 ADP FUNDS ACCOUNTING AND CONTROL SYSTEM (AFACS) 

The ADP Funds Accounting and Control System (AFACS) is 

~~p.., used primarily as a tool to assist in the maintenance 

of data regarding automatic data processing (ADP) 

throughout GAO. The system provides for records 

associated with ADP projects, budgets, obligations, and 

expenditures for both ADP services and equipment. 

TEMPORARY 

A history file is created at the end of the FY re-

fleeting all actions throughout the year and retained 

until it is no longer needed for administrative pur-

poses. 

062-08	 ASSIGNMENT MANAGEMENT AND PLANNING SYSTEM (AMPS) 

These magnetic tape files are used to effectively staff 

and control over 1,000 assignments that are underway 

in GAO at any time. It provides GAO management with a 

timely, accurate flow of information detailing 
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personnel assignment, budget allocations, actual resource 

utilization, milestone plans, and accomplishment, status 

and other key parameters. The time and attendance infor-

mation captured as part of AMPS data collection process 

also feeds the Payroll system. The data is entered 

directly from the GAO divisions and offices. 

The AMPS Computer system now supports the follow-

ing categories of services: 

--Input by GAO administrative staff of detailed bi-

weekly time and attendance data. 

--Input of the status of audits (authorizations, 

plans, and accomplishments). 

--Input of personnel-related data based on formal 

personnel actions. 

--Maintenance of a complex data base. 

--Biweekly generation of a magnetic tape containing 

transactions that are input to GAO's Payroll 

system run at the Department of Justice. 

--Production of numerous periodic reports for 

management, including reports for audit managers, 

division management, and top-level administrators 

of GAO. 

--Facility for interactive ad hoc queries from all 

terminal sites. 

AJWS data is maintained in a single centralized 

data base using SYSTEM 1022 data base management 
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software. This ensures that information about a particu-

lar audit assignment is entered only once into the system 

and is stored in an integrated set of files accessible to 

all divisions and regional offices. The AMPS data base 

encompasses two types of data elements: (A) those which 

identify and describe the basic components of an audit 

assignment (items 1 - 12 below) and (B) those which sup-

port system operations (items 13 - 14 below) (e.g., valida-

tion tables and process control data). 

Information which describe the aSSignments at their 

outset, establishes the performing organizations and 

indiViduals, and sets resource levels and milestone ac-

cocplishments are entered by the regions and other per-

forming organizations. 

The outputs of the system consist of a tape which 

drives the payroll system; regular reports, and ad hoc 

or special reports which are designed and often imple-

mented by the users. 

The AMPS data base consists of the following 14 

files. 

1. JOBUAS--The job master file enables management 

to monitor the progress and time expended on an audit. 

It contains the basic information such as job code, 

assignment type, priority, programming division, assign-

ment title, operating group program category, request 

source type, issue areas, assignment started and 
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terminated dates, and leadership code for each audit assign-

mente 

2. PERORG--The performing organization file enables man-

agement to track the audits for each performing organiza-

tion assigned to the job. It contains job related infor-

mation for a single organizational unit assigned to or 

charging time to a specific assignment. 

3. JOBPER--The job person file enables management to 

monitor the individuals assigned to the audit and the 

progress of the audit. It contains jobs related informa-

tion for a single individual assigned to or charging time 

to an assignment. 

4. JSTONE--The job milestone file enables management to 

track the stages of and analyze the progress of each job. 

It contains information for each single milestone or product 

related to a specific assignment. 

5. PERSON--The PERSON file enables management to track 

employees working on assignments and compare estimated 

versus actual effort spent for each job. It contains all 

staff data for a single individual on each audit. 

6. DIVISION--The DIVISION file allows management to enter 

annual budget allocations for the divisions and regions 

and then produce reports which present budget versus actual 

expenditures. It contains payroll and limited budget infor-

mation for a single division or region. 
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7. TRAVEL--The TRAVEL file enables management to track 

the amount of travel performed by their employees and how 

often the average regional office employee is on travel 

status. It contains all travel information entered by the 

regional offices. 

8. TA, TALEAV, TAPERM, TAOFFC files contain information 

related to the time charged by one individual to an audit 

during a single recent pay period. It enables manageoent 

to track the hours spent per job code for each audit. 

9. SYPF--The SYPF file contains information such as fiscal 

year, division/region code, estimated attritions, estimated 

accessions, actual hours worked, grouped by various object 

classes and employee types--for each division or region 

and allows the user to enter values to perform a "what if" 

analysis for future staff projections. 

10. BATCTL, ADJUST, LEAVE, TANDA--This intermediate t1me 

sheet processing file contains individual divisions'/ 

regions' biweekly time and attendance records. It enables 

management to track the hours worked on the audits. 

11. BUDGET--The BUDGET file contains budget information 

for a single issue area and a single division/region re-

ceiving a budget allocation for that issue area. 

12. CHANGE--The CHANGE file contains the before and after 

values of key job elements. It enables the Office of 

Program Planning to see all the job data items that have 

changed since the last data entry and update cycle. 
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13. VALID, VALID 2--These files contain the validation 

tables run by AMPS to store acceptable values for coded 

attributes in other AMPS data bases, as well as the 

textual description of each code. 

14. ORACLE--The ORACLE file is a process control file 

and is used by the Data Base Update Program in ensuring 

the integrity of the data entry and the use of the system. 

TEMPORARY 

Review when 5 years old; at that time the programming 

office will recommend if further retention is required.Ve~ 

V-f<r}\. oI.€.-0INlh.~,J,C"l'V ~ f.v-~ r~ -\-lovv IS \1\..0+ r~ ld rd I 
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063 DOCUMENT SYSTEMS AND SERVICES FILES 

(These files include the development and implementation of systems for 

managing GAO's issued documents, including audit reports, memoranda, letter 

reports, speeches, testimonies, opinions, CG's decisions, and related 

services.) 

063-02 DOCUMENT SYSTEMS AND SERVICES FILES 

Records pertaining to the planning, design, and develop-

ment of bibliographic and document systems and services 

for organizing, cataloging, storing, and distributing docu-

ments and administering services derived from such systems 

and services. 

a.	 Disapproved proposed system or service 

TEMPORARY 

Cut off when the first action on the system 

is taken; destroy one year after final action. 

b.	 Approved terminated system or service 

TEMPORARY 

Cut off upon termination of the system or service; 

forward all documentation needed to support payment 

of invoice to the Procurement Office to be filed 

with the contract file. Retain other documents until 

no longer needed for administrative purposes. 

c.	 Approved continuing systems or services , 
TEMPORARY
 

Retain with the other systems files.
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<urP~~~'o,. rTf' 

jVo • 
. 'sf I r~063-04 INFORMATION HANDLING AND SUPPORT FACILITY (IHSF) FILES. The IHSF ~s an / 

integrated information handling facility which supports GAO's programmatic 

needs. Functions are performed by the following components: 

1. Document Handling and Information Services (DHIS). The DHIS 

component abstracts and indexes GAO documents, including reports, letters, 

testimonies, and speeches, and maintains this information in an on-line data 

base for search, retrieval, and report preparation of this information. 

Requests for copies of GAO documents and reference research on the GAO 

,Documents Bibliographic	 Data Base are fulfilled at this facility. User 

files, inventory control of document stocks, automated report production, 

and the GAO Thesaurus are also maintained by this facility. 

2. CISID/LAPIS Data Services. This is part of the GAO/PAD continuing 

program to develop and maintain inventories of current Federal reporting 

requirements: Federal evaluation studies; Federal information systems and 

services; and legislative authorization, program, and budget information. 

This activity provides for the collection and classification of data and 

the update and maintenance of data files which are used for analysis and 

the production of periodic publications. 

3. Library Services. This activity provides for the development of 

automated systems to assist the GAO libraries in the acquisition, ordering, 

purchasing, claiming, processing, cataloging, and control of library 

materials, including books, serials, and periodicals. Specific automated 

systems assist financial management processes, provide an on-line catalog 

of holdings and circulation and interlibrary loans control, and produce 

regular and ad hoc reports. Assistance is provided to the Law Library for 

the processing and microfiching of legislative histories and preparing for 

automated systems to index and aid retrieval of these legislative histories. 
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4. Records Management Support. This program provides automated assistance
 

~n classification, storage, and retrieval of information about forms and
 

directives, and records disposal. 'In addition, systems are provided to
 

assist GAO in response to requests for contracts under the Miller Act
 

and to serve as a repository for confidential financial statements.
 

5. Planned Distribution of GAO Publications. This function
 

provides for the initial and subsequent distribution of GAO publications and
 

for special publications. Many of these publications are later processed as
 

documents in the DHIS data base and supplied in response to requests to
 

the DHIS.
 

6. Correspondence Control. This provides for a correspondence control 

system used to track correspondence going through the Office of the General
 

Counsel, the Office of Congressional Relations, and the Office of the
 

Comptroller General. (Opcion which may be exercised under the contract)
 

Included are records pertaining to the administering of the IHSF, technical
 

monitoring of the contract and the contractor performance, day-to-day
 

liaison with the contractor, and related activities. NOTE: These records
 

are not the record set, but are maintained for the convenience and
 

reference of the Contracting Officer's Technical Representative (COTR), and
 

may contain copies of those records created or required in the day-to-day moni-

toring of the contract)
 

a. Contract Files 

Jv Copies of RFP, winning proposal, and all documents which are 

r~~\\~~« into the contract document,incorporated amendments to the 

contract, correspondence to and from the contractor documenting 

affecting operational procedures, contract deliverables and related 

material. Also included are the periodic management reports 

• 



--

, 

submitted by the contractor. 

TEMPORARY 

Cut off upon termination of the contract; forward all documentation 

needed to support payment of the contract to the Procurement 

Office when no longer needed for administrative purposes to be 

filed with the contract file. Retain other documents until no 

longer needed for administrative purposes, then destroy. 

b.	 Contractor Contact Files 

Memos or logs of phone calls or other contacts with the contractor. 

Also included are the logs and receipts of materials sent to the 

contractor.
 

TEMPORARY
 

Destroy upon the completi_on of the contract or when no longer
 

needed, whichever is sooner. 

c.	 Shipment Control Files 

Materials used in shipping documents to the contractor such as 

daily logs, printouts, logs for shipping headers to micrographics, etc. 

TEMPORARY 

Destroy when superseded, obsolete, or no longer needed. 
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063-06 GAO DOCm-fr:lITS/PUBLICATIONSFIlES • 
GAO documenj;s (audit reports, program plans, Annual Report of the Comptroller 
General, The GAO Review, memoranda, CG's declsions, testimonies, opinions,
letters, speeches) and other publications entered into the GAO Documents 
Data Base. 

a. Microfiche 

(1) Unclasslfied 

pc]U·IA.NEI'.l'!'• Offer f'arst increment upon approval of this schedule. 
Thereafter, transfer original slIver negative and one diazo copy to 
HARS at the end of each FY when microfiche has been verlfied. (Reference
copies may be re~ined for GAO use.) This certifies that the records 
described in this item will be microfllmed in accordance with the 
standards set forth In 41 CFR 101-11.506. 

(2) Classlfied 

PERHANENT. Transfer original silver negat.ive and one diazo copy to 
the Hashington Natlonal Records Center at the end of each FY when 
mlcrofiche has been verified. (Reference copies may be retalned for 
GAO use.) Offer to NARS when 20 years old and mic'Ot.flchehas been 
reviewed and declasslfied. Thls certifies that the records descrlbed 
in this item will be mic~filmed in accordance with the standards set 
forth in 41 CFR 101-11.5,06.fA.Mh ~ ~ k ~~/ 

Iq 8Jj <I- ~J ;:}~. ~~i.AJ, 

b. Orlginal Paper Copy 

Destroy in agency upon verificatJon that microfiche copies have been made 
In accordance with GSA regulatlons and are adequate substitutes for the 
paper records. 

063-08 GAO DOCtn1ENI'SDATA BASE 

GAO documents data base on machine-readable tapes as well as printed copies of 
GAID Documen~s, containing catalog data on all GAO documents. 

a. GAO Documents*'(paper copy) 

Published monthly. Arranged chronologically. 

Cut off at close of .. Destroy when no longer needed for adnu.nistr-aF'Y. t.aveuse. 

b. Camera copy of GAO Documents 

Destroy In agency whe n pr i.nt ing is completed and copies are no longer needed. 
(NOTE: Artwork may be recycled.) 

"'"HcHe: sl.#1w./tI., (;AO ,1eu"e 'I- ~;c.ro t:icJ,e. 
in '+kt.. f:fA.'l-v,.~~ $~b Ho\)"" Sr--II,S" "'I. 

rt 5" 

http:I-~;c.ro
http:101-11.5,06.fA.Mh


c.	 Data Bases 

There are two data bases, BIBCIT and BIBRES. 

BIBCIT contains bibliographic data on unrestricted 

GAO documents only; while BIBRES contains the 

restricted documents. 

TEMPORARY 

These data bases are continuously updated. i)~s~.,j)fcr
.3ttl. ~ ~c.le.. 

RESTRICTION RELEASE FILES 

Copies of release forms (OCR Form 2 or equivalent) 

issued by the Office of Congressional Relations releasing 

restrictions or indicating the status of restrictions on 

GAO documents. 

TEMPORARY 

i"'H!~DestroYAwhen entered on data base. 

1063-12	 GAO THESAURUS FILES 

GAO Thesaurus listing all acceptable index terms, cross 

references, scope notes, broader terms, narrower terms, 

related terms, etc.; documents pertaining to the history 

and review of terms for entry into the Thesaurus; mag-

netic tape of the Thesaurus; and related documents. 

~ a.	 Paper copy of Thesaurus W,,~ VlO1>es~ 'O"~e. ... IfIc..e.4(e.,L F.,.... --ol"""h.l~'h-cJ..)uQ...
,!P~E~Rt~~~~~:t:~~(~E~Ei"V""~1::!/~1~2~e~:!~-i1;~lla!l!L'lr-t--:;l!:1,t:' 1~2~e~f!:)~ p~rpo S e S • 

9+-fer to ~1APSx~eR eeen nell T-ReeSltPl!B ie pa'eliehee. 

b. Automated file is continuously updated. 1>e$~ ~ 

3nL. "'fcA~ ~ele.. 
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•
 
TEI1PORARY 

progra~g office 11 revie~ery 5.yr to 

det~ne if reten~ is re~ed. 

~c. Documents pertaining to the review of terms for 

entry in the Thesaurus. 

~	 TEMPORARY 
r~ ~o i-. ",,44o\c.y~ 1\\\ DestroY"when no longer needed. 

063-14	 DOCUMENTS REQUEST PROCESSING FILES 

Documents, including machine readable records, pertain-

ing to the processing of requests for GAO documents. 

a.	 Paper Files (These Jiles sometimes contain 

additional data that is not always captured on 

the data base.) 

TEMPORARY 

I;' ".,.....~
Cut off at end of each week; destroYAwhen 

no longer needed for administrative purposes. 

b. User	 Data Base 

TEMPORARY 

The data base is continuously updated and oldest 

data is dumped to tape as needed. 
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~3-16	 SPECIAL OUTPUTS PROJECTS FILES 

Documents pertaining to special outputs on a 
Ione-time 

or periodic basis, from the GAO data base. Included 

here also are the files pertaining to the preparation of 

the Reports Supplement to the GAO Annual Report. 

a.	 Projects involving one-time output. 

TEMPORARY 

Cut off on the closing or completion of the 

project; destroy one year later. 

b.	 Projects involving multiple or periodic output 

production cycle. 

TEMPORARY 

Destroy when one year old or on the comple-

tion of the next output production cycle, which-

ever is sooner. 
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064 LIBRARY FILES
 

(These files relate to the functioning and operation of libraries.) 

v!064-02 LIBRARY POLICIES AND PROCEDURES FILES 

Documents pertaining to Library policies and procedures; 

also includes relevant memoranda and correspondence. 

TEMPORARY 

i" Q.4e"'"fDestroYAwhen superseded, obsolete, or no longer needed. 

~064-04 LIBRARY MATERIALS PROCUREMENT FILES 

Documents pertaining to selecting and procuring books, 

periodicals, and other library materials including 

requests for obtaining materials, reviews, and ap-

provals. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

064-06 SERIALS DATA BASE FILES 

~ Th~s file is an on-going list~ng of all magazines, 

~~~~periodicals, serials, etc., maintained in both the Law 

and Technical libraries. Some of the data elements 

include title code, action required, record type, place-

ment number, category, frequency of publication, availa-

bility of periodical, subject code, beginning and ending 

volumes, retention, copy type, and completion code. 

TEMPORARY 

Destroy when no longer needed for administrative purposes. 

"064-07	 SERIALS KARDEX FILES 

Card system containing data on all issues of serials 
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received for the Technical Information Sources and Services 

Branch. 

TEMPORARY 

i-. ~.--c:tDestroYAwhen no longer needed for administrative purposes.
 

CATALOG FILES
 

Catalog cards/lists listing holdings by title. subject,
 

author, or other identifier. Includes shelf list
 

records.
 

TEMPORARY
 

'" ,..,~Destroy individual cardsftas they become superseded, 

obsolete, or when the records represented by them are 

removed. 

v/064-10	 REFERENCE FILES 

Documents relating to providing reference services, in-

cluding literature searches (Lockheed, SDC, etc.). 

TEMPORARY 

Cut off at end of FY in which the service was provided; 

destroy ~ 2 years ~. ~. 

LOAN FILES 

Documents used to maintain control over all materials 

loaned out from the library area, including charge-out 

cards and similar materials. 

TEMPORARY 
,;. "1-'"1Destroy~when the charge-out card is filled or when materials 

are withdrawn from the Library collection. 
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O~4-14 INTER-LIBRARY LOAN FILES
 

Documents pertaining to the borrowing, control, and 

return of documents from other libraries and outside 

agencies, including records pertaining to the payment 

of fees, if any, for the use of such materials. 

TEMPORARY 

'tNJ:l.sf"EN>fties at efta af GY in wlH.ch.. the 198'ft5--"etE trans-
'11'\ ~f1>4 ~ )estroYAwhen 6 years old. 
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065 RECORDS AND INFORMATION MANAGEMENT FILES 

(These files relate to the management of maintenance, transfer and 

disposition of GAO records as well as action taken in the records dispo-
sition schedules submitted by other Federal Agencies.) 

/ 065-02 GAO FILES MANAGEMENT CASE FILES 

Case files containing all GAO offices of record file plans 

and changes thereto. Copies of all material reflecting any 

activity of the individual office of record maintained in 

these case files, includes copies of survey forms, letters 

of exception, records liaison officer deSignation, etc. 

TEMPORARY 

;" -.-~DestroYftwhen superseded, obsolete, or no longer needed. 

~065-04 RECORDS INFORMATION POLICY AND PLANNING FILES 

Documents, related correspondence and instructions which 

provide guidance and direction for the management of GAO 

records and information. Arranged subjectively and main-
tained in RMS. 

TEMPORARY 
,it "1~Destroy~when superseded, obsolete, or no longer needed • 

./ 065-06 RECORDS AND INFORMATION MANAGEMENT EVALUATION FILES 

Studies, analyses or summaries created in the comprehensive 

review of organizational records management structure, proce-
dures, standards and related areas. 
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TEMPORARY 

Cut off at end of FY in which the study is completed;+ca:bIf; ro ~ 
transfer to FARC 5 years ~; destroy.2:rf years ~ 

GENERAL RECORDS MANAGEMENT REPORTS FILES 

~ 

General reports made on records management actions or 

status, and not otherwise described in this subfunction. 

TEMPORARY 

~5-10 

Cut off at end of FY; destroy 

INFORMATION REQUEST FILES 

when 3 years old. 

Documents relating to requests 

cess to specific records. 

TEMPORARY 

from outside GAO for ac-

.A65-12 

Cut off at end of FY; destroy 

RECORDS RETIREMENT FILES 

when 3 years old • 

Documents relating to the retirement of records to a 

holding area or records center, including correspondence, 

forms and related materials. 

TEMPORARY 

Destroy when related records are destroyed, or when 

no longer needed for reference or administrative purposes. 

RECORDS DISPOSITION AUTHORITY FILES 

GRS 16 
Item ~ o-A 

~~ 
OO/fA.. 

Documents relating to the 

development of disposition 

evaluation 

schedules. 

of GAO records and 
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TEMPORARY	 GRS 16 
Item 3ttcJc.. 

Destroy when related records are destroyed, or when 

no longer needed for reference or administrative 

purposes. 

'/065-16 RECORDS TRANSFER FILES 

Documents relating to the transfer of records to the 

National Archives or other government agencies. 

TEMPORARY	 GRS 16 
Item ~ oJ. 

Destroy when related records are destroyed, or when 

~c-hJ.1 no longer needed for reference or administrative .10/"11'\. 

purposes. 

/065-18	 RECORDS STORAGE AREA FILES
 

Documents relating to the administrative management of
 

the holding area for records in GAO.
 

TEMPORARY 

Cut off at	 end of FY; destroy when 3 years old. 

/065-20	 RECORDS DISPOSITION FILES 

Documents relating to disposition matters in general and 

not described in other items of the subfunction. 

TEMPORARY	 GRS 16 
Item 30.. 0-1... 

Destroy when related records are destroyed, or when 

no longer needed for reference or administrative 

purposes.

J 065-22 REFERENCE REQUEST FILES 

Documents relating to the retrieval of records from storage 

for temporary use. 
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TEMPORARY 

I" ""'~Destroy~when ~ocuments have been returned to storage.
 

DISPOSAL REQUEST FILES (GAO RECORDS)
 

Documents relating to the approval or disapproval of
 

~quests to dispose of records, including approval
 

for records in a records center or records holding area,
 

or special type record.
 

TEMPORARY 

Destroy when related records are destroyed or when no 

longer needed for administrative or reference purposes. 

~065-26	 OTHER SPECIAL RECORDS MANAGEMENT CASES 

Documents relating to special projects created in response 

to litigation, i.e. AT&T, IBM, etc. 

TEMPORARY 

Cut off at end of FY when case is closed; destroy ~ 5 

years ~.~. 

~65-28	 RECORDS EQUIPMENT AND SUPPLY FILES 

Documents relating to the status of equipment in GAO, 

and review of requests for records equipment or supplies. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

'/065-30 VITAL RECORDS FILES 
, 

Documents relating to the identification and protection 

of records vital to the operation of the agency, includ-
ing operating records and rights and interest records. 
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Item 3a	 .J.. 

.A.,a .. tA~M tl.c-o; 
r;,A(JIS~ I 
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TEMPORARY 
.,,, ~~~ 

DestroYAwhen superseded, obsolete, or no longer needed. 

/ 
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066 DIRECTIVES AND FORMS MANAGEMENT FILES
 

(These files relate to issuance and maintenance of the GAO-wide 

orders, 

066-02 

s~I~~I"
p6

.' 

directives and forms.) 

RECORD SET OF GAO DIRECTIVES 

Copies of the finished product, the original manuscript, 

clearances, and documents pertaining to the preparation 

of each directive. (Arranged by directive number and 

maintained by OIss/RMS/DFS) 

PEIU1ANENT 

FARC 

(In 5 year 

DIRECTIVES MASTER SET 

Master reference set of GAO Operations Manual and other 

directives. 

TEMPORARY ,,..-1'-' 
Destroy ind~vidual directives~as they are superseded, dis-

continued or cancelled. 

DIRECTIVES WORKPAPERS AND BACKGROUND MATERIALS 

Includes working notes, drafts and related correspondence 

not covered under schedule 066-02. 

TEMPORARY 

I......~ Destroy~when no longer needed for administrat~ve refer-

ence purposes. 
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t... 

066-02 RECORD SET OF GAO DIRECTIVES (continued) 

a.	 Issuances related to agency program functions 

PERMANENT. Offer to NARS in 5-year blocks when 20 years old (e.g., offer 
1970-4 block in 1995). •'1$ C<-L rt LV! <2';:.., s~e i \ Y.;t u ~eA' ';;j~('_ 

b.	 Case files related to (a) above which document lmportant aspects of the 
development of the issuance. 

Destroy when issuance is transferred to NARS. 

c.	 Issuances related to routine admlnistrative functlons (payroll, procurement, 
personnel, etc.) 

Destroy in agency when superseded or obsolete. 

d.	 Case flles related to (c) above whlch document aspects of the development
of the lssuance. 

Destroy when issuance is destroyed. 

1''7~
 



J 066-08
 

/066-10 

~66-12 

/066-14 

DIRECTIVES HANAGEMENT STUDIES/SURVEYS/PROJECTS 

Documents relating to surveys or studies of directives and 

related practices, projects or sources. less-\-t.w...- leu. f-f/vy., 

TEMPORARY 

Gut aU at end of Pi when s~s eeBli"lete; ))t;:t~ 
120 FARG waEn 5 ye~s aid; aesttoy when 20 years old. 

DISTRIBUTION CODES FILE 

Documents related to the issuing/distributing of direc-

tives and other publications, includ~ng inputs needed 

to develop the master set of cards which are physically 

located in the Distribution Services Section. 

TDiPORARY 

;,,~~
DestroYAwhen sUperseded, obsolete, or no longer needed. 

DIVISION/OFFICE ORDERS 

Reference set of the internal orders issued by indi-

vidual GAO divisions and offices maintained by DFS. 

TEMPORARY 

,i, .. ~ 
Destroy individual orders~as they are superseded, dis-

continued, cancelled, or no longer needed for reference 

purposes. 

GAO TELEPHONE DIRECTORY FILES 

a.	 Record set of GAO Telephone Directories 

TEMPORARY 

Gat off at end of fY; transfer to FKKe when 5 years 

\1)0 
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~6-16 

upda t i ng the t e lepho ne directory. 

TE!'IPORl,RY 

;"'A1~DestroYAafter the next lssue of the 

Directory has been published. 

FOIUlS REPORTS FILES 

Telephone 

Documents relating to reports made 

ment program, including statistical 

TE~lPORARY 

on the 

data. 

forms manage-

v'066-18 

Q~t 

GAO 

J 

eff Bt Q~Q Qf fY, gestroy when 1 year old. 

NUMERICAL FORNS FILES 

a. Case files relating to all st~ndard and optional 

forms for which GAO 1S the promulgating office 

and GAO forms, including copies of forms, their 

justification, design, and other actions taken 

to control forms and their effectiveness. Ar-

AN .... ·...,· .... 
(Q A 01ScJ,J.../

~oJf(,.. 

ranged by 

DFS. 

form number and maintained by OISS/RNS/ 

j b. 

... 

PB~l1t"EWf (EeV 13 1/2ef lSlz\ .!_~.!) 

Cut off at end of FY following discontinuance 

obsolescense; transfer to FARC ~ 1 year ~# 

5 ~e.o.rs ,... , 
QfL'l:! to NMt~ wILEd 28 year S 01t1. 

Horkpapers, background material, requisitions, 

specifications, processing data, and control 

records. 

or 

.bes~ 
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TEMPORARY GRS 16 
Itet:l4b 

Destroy when related form is discontinued, super-

seded, or	 cancelled. ......·rt".·cLr.o c,A4 c;~1
0lCI/ Vb 

~66-20	 DIVISION/OFFICE NUMERICAL FORMS FILES GR S II~/J./, 
Case files relating to individual division/office forms, "L 

their justification, design, and other actions taken to 

control forms and their effectiveness. 

TEMPORARY 

Cut off at end of FY following discontinuance or obso-
to......, 

lescense;	 transfer to FARC ~ 1 year,g,J.,Q.;destroy 

~~. ~ 5 years~ • 

..! 066-22	 EXTERNAL NUMERICAL F0R11S FILES 

Copies of forms created by other agencies and instructions 

for their use. 

TEMPORARY 

;" "'~oteyDestroy~when aiscontinued, superseded or no longer needed
 

for reference or administrative purposes.
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070 PUBLISHING AND DISTRIBUTION
 

(These records relate to printing and duplication, mail and messenger 

services, distribution, and graphic services.) 

071 Printing and Duplication Files
 

072 Mail and Messenger Services Files
 

073 Distribution Files
 

074 Graphics Files
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071 PRINTING AND DUPLICATION FILES
 

(These files relate to the printing and duplication services, includ-

ing fas t copy.)
 

v!071-02	 PRINTING ADMINISTRATION CORRESPONDENCE FILES 

Correspondence files pertaining to the printing, bind-

ing, duplication, distribution, and related papers. 

TEMPORARY GRS 13 
Item 2 "It.. 

Cut off at end of FY; destroy when 2 years old. ~~JlgJ
~071-04	 PROJECT JOB FILES ~ 

Job or project records containing all papers and data 

pertaining to the planning and execution of printing, 

binding, duplication, and distribution jobs. 

a.	 Files pertaining to the accomplishment of the 

job, containing requisitions, bills, samples, 

manuscript clearances, and related papers 

exclusive of (1) requisitions of the Public 

Printer and related records; and (2) records 

relating to services obtained outside the 

agency. 

TEMPORARY GRS 13 
Item 3a 6k 

Cut off upon complet~on of Job; destroy 1 ~ GAO/Sd,..J./ 
t '6' J	 3"'" year later. 

b. Files	 pertaining to planning and other techni-

cal	 mattters. 

TEMPORARY	 GRS 13 
Item 3b ~ 

Cut off at end of FY; destroy when 3 years old. .....·1"" .... 1.-
~Ao/s~J 
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vl'071-06	 CONTROL FILES
 

Control registers pertaining to requisitions and work
 

orders.
 

TEMPORARY GRS 13
 
Item 4 6k 

Cut off at end of FY or when register is full, which-

ever is applicable; destroy 1 year after close of 

fiscal year in which compiled or 1 year after filling 

of register, whichever is applicable. 

vf 071-08 REPORTS TO CONGRESS AND RELATED FILES 

GAO reports to Joint Committee on Printing regarding 

operation of Class A and B plants and inventories of 

printing, binding, and related equipment in Class A 

and B plants or in storage. 

TEMPORARY GRS 13 
Item 6a r;.4... 

Cut off at end of FY; destroy when 3 years old. 

~~JI9J
V071-10	 INTERNAL MANAGEMENT FILES {gt>.-

Records relating to internal management and operation of 

the GAO Printing Branch. 

TEMPORARY GRS 13 
Item 7 ~ 

Cut off at end of FY; destroy when 2 years old. ~i7~'l,
071-12 

of all GAO 

program	 Report 

The	 GAO 

GSA 

t retention	 paper 
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copies cs Section in 

OPS and 

a. paper copy records 

it is ascertained	 micro-

with GSA 

b.	 Microfiche 

PERMANENT 26cf EAA 2cf) 

copy to the	 Nat onal Archives at the end 

has been verified. 

copies for GAO be retained at 

This certifies the records described in 

item will med in accordance with 

standards 41 CFR 101-11.506. 

~ 071-14	 FAST COPY SERVICE FILES 

Documents relating to reproduction of documents on fast 

copy equipment. 

TEMPORARY 

~t off at efta of FYI ])estroy when 1 year old. 
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072 MAIL AND MESSENGER SERVICE FILES 

(These files relate to the mail (postal as well as private carrier), and 

messenger services.) 

'/072-02	 POSTAL RECORDS 

Post Office forms and supporting papers, exclusive of 

records held by the United States Postal Service. 

a.	 Records relating to incoming or outgoing 

registered mail pouches, registered, certified, 

insured, and special delivery mail including 

receipts and return receipts. 

TEMPORARY	 GRS 12 
Item 5a ole.-

eat off a~ eae of F¥, llestroy when 1 year old. 4t·f ....4C~ 'AO/J o(..J./"15"~ 
b. Application for postal registration and certifi-

cate of declared value of matter subject to postal 

surcharge. 

TEMPORARY GRS 12 
Item 5b o-t... 

eat off at end of Fy,Jlestroy when 1 year old. ~~~ GAO/sdJ/11/
'SJ 

c. Report of loss, rifling, delay, wrong delivery, 

or other improper treatment of mail matter. 

TEMPORARY GRS 12 
Item 5c tU...8.	 efts-9fG~e	 off F¥~~estroy when 1 year old. ....~G.,.~is:-I.NI/n/ 

..5e.~72-04	 MAIL AND DELIVERY SERVICE CONTROL FILES 

Records of receipt and routing of incoming and out-

going mail and items handled by private delivery com-

panies such as United Parcel Services, excluding both 
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those covered by 072-10, below and those used as 

indexes to correspondence files. 

TEMPORARY GRS 12 
Item 6a eM.. 

Out off at eRd Of FY; )estroy when 1 year old. GAD/.scJ...,L/4.';''44 cJ.A,4 
,	 17/ , .... 

£"2-06	 POSTAGE USAGE FILES
 

Statistical reports of postage used on outgoing mail
 

and fees (special delivery, foreign, registered, cer-

tified, and parcel post or packages over 4 pounds).
 

TEMPORARY GRS 12
 
Item 6b	 tJ..-

€l!I~ off at end of the month, .bestroy when	 ~e~v' GAol 
5rAc4/17!/,b

6 months old. 

vl072-08 ACTIVITY REPORTS FILES 

Statistical reports and data relating to 

handling	 of mail and volume of work performed. 

TEMPORARY	 GRS 12 
Item 6d	 oL 

€l!I' efr at ena of P¥,lkestroy when 1 year old. ~,...1te.~/D~ 7/6 t>4 
vl072-l0 CHECKS AND CASH FILES 

Records relating to checks, cash, and packages re-

ceived through the Official Mail and Messenger Ser-

vice. 

TEMPORARY	 GRS 12 
Item 6e 

Cyt off at eRe af F¥r~estroy when 1 year old. ~,,~#"'-efl ~II()/5tA.J.. J 
n/'~OFFICIAL MAIL AND MES~NGER SERVICE FILES
 

Records of and receipts for mail and packages re-

ceived through the Official Mail and Messenger
 

Services.
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TEMPORARY	 GRS 12 
Item 6£ o...L. 

s~~ eff at	 eBa sf ~Re m8a~ftt~estroy when 
..4..,~ ...c..I..tJ 

GAtJ/r~/p6 months old. 17/" 
'/072-14	 GENERAL MAIL DELIVERY FILES 

General files including correspondence, memoranda, 

directives, indexes and other records relating 

to mail delivery to individuals. 

TEMPORARY	 GRS 12 
Item Qg'" oA.. 

Destroy when 1 year old or when superseded or obso-

lete whichever is applicable. 

/072-16 LOCATOR FILES 

Locator cards, (copies of GAO Form 410 or equivalent), 

directories, indexes, relating to mail delivery to 

individuals. 

a. Card Files 

TEMPORARY 

Destroy 2 weeks after the computer printout has 

been received, tested, and accepted. 

b. Computer Printouts 

TEMPORARY 

Destroy after the second printout has been re-

ceived, tested and accepted. 

~	 072-18 PENALTY MAIL REPORT FILES 

Official penalty mail reports and all related 

papers. 
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/072-20 

TEMPORARY 

Cut off at end of FY; destroy 

POSTAL IRREGULARITIES FILE 

when 6 years old. 

GRS 12 
Item J oJc... 

4"" ...·.1&.. GAo/SdAJ/1'1/, 
Memoranda, correspondence, reports and other records 

relating to irregularities in the handling of mail, 

such as loss or shortage of postage stamps or money 

orders, or loss or destruction of mail. 

TEMPORARY 

Cut off when investigation is complete; destroy 

GRS 12 
Item 8 0.1-

3 years later. 
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0~3 DISTRIBUTION FILES
 

(These files relate to the initial distribution of GAO publications 

and the retention of the official GAO publications, including 

the Master Report Folder. NOTE: For records pertaining to the 

secondary distribution and on-demand request processing by the GAO 

Documents Handling and Information Service Facility (DHISF), see 

schedule 063 - Documents Systems and Services Files.) 

DISTRIBUTION POLICY & PRECEDENT FILES 
N.,~l'"I!"co~ copies of 

ADocuments and guidelines relating to the distri-
bution of GAO publications. 

TEMPORARY
 

it A4fe.1ICy
DestroYAwhen sdperseded, obsolete or no longer needed. 

vI073-04	 PUBLICATION INITIAL DISTRIBUTION FILES 

Documents accumulated for the automatic distribution 

of Publications. 

TEMPORARY 

i" ... ettCctDestroYAafter tupersession or cancellation; changes 

may be destroyed after posting to the current dis-
tribution list. 

~73-06	 GENERAL DISTRIBUTION FILES 

Documents reflecting the general administration and ful-
fillment of requests for GAO publications. 

TEMPORARY 

~Ht! off at eM of PII, .'Destroywhen 1 year old. 
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~073-08	 SPECIAL DISTRIBUTION PROJECT FILES
 

Documents relating to distribution projects, which
 

because of their complexity or importance, are handled
 

separately.
 

TEMPORARY
 

Cut off at end of FY in which the project is
 

accomplished; destroy ~l year ~ ~,
 

/073-10	 STATISTICAL REPORTS OF DISTRIBUTION 

Documents relating to summary activities of distri-

but ion unit including special accomplishment re-

ports. 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 

~073-l2	 MASTER REPORT FOLDER FILES 

Master Report Folder of accounting, auditing, and in-

vestigative reports, maintained in OPS, including 

all drafts, review sheets, report processing forms and 

related records. 

TEMPORARY NN-173-l91 
ol- s--.... 

Cut off at	 end of FY in which the report is issued; 
~ I&~,J;.. ~4N .,J.

transfer to FARC ~ 1 year~; destroy ~ 15 "'~t:=/7/3 
years~ ~ ~ 

J 073-14 DISTRIBUTION COPIES FILES
 

Stock copies in distribution of publications, posters,
 

charts, directives, regulations, booklets, speeches,
 

forms, press releases, and similar material to fill
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requests from GAO or outside. (This item does not 

cover copies and related program material retained 

in originating office.) 

TEMPORARY 

i" "',CIIC4fDestroYAwhen superseded, obsolete, or no longer 

needed. 

073-16 MAILING LISTS AND RELATED MATERIAL 

vi a. Correspondence request forms and other re-

cords relating to changes in mailing lists. 

TEMPORARY 

Destroy after appropriate revision of mailing 

list or after 3 months, whichever is earlier. 

v!'b. Card lists 

TEMPORARY 

Destroy individual cards when canceled or revised. 

Plate or stencil mailing lists-r: 
TEMPORARY 

Destroy plates or stencils when cancelled or 

revised. 

073-18 KEY WORD OUT OF CONTEXT (KWOC) 

These magnetic tape files are created to provide a 

~~ source to identify GAO reports by key words, date, 

rJ~~~'Ubject area or title. The file contains such data 

elements as title, date of publication. issue area, 

publication number, and B-number. The file covers 

all GAO reports issued from 1967 to present. 

20 I 

GRS 13 
Item 16 

GRS 13 
Item 5a oJ.... 

~4t:b/G/K1!s-~
 

GRS 13 
Item 5b ~ 

......,.c ..4.~ S~/ 
IK/SJ, 

GRS 13 
Item 5c ~ 

~.,.t..~
(PAO/~/ 

E/.5c.. 



V a. Magnetic tape 

TEMPORARY 

The tapes are updated bi-weekly, combined semi-annually 

and annually and retained until no longer needed for 

administrative use. 

/ b. Printouts 

TEMPORARY 

The printouts are retained until an update is received. 

~ c. Source documents (source information taken from GAO 

Audit Reports and put on GAO Form 462, GAO Documents 

Input Sheet Updates, for entry into system-) 

TEMPORARY 

Cut off at end of FY; destroy when 1 year old. 

vi d. Microfiche (Printouts are microfiched bi-weekly, semi-

annually and annually.) 

TEMPORARY 

1>~~ wh&Mi 
iU!CA1M8' ulfcllAno longer needed for administrative use. 

202
 



074 GRAPHICS FILES 

(These	 files relate to the graphics and illustrations prepared for GAO 

publications and other graphics.) 

/074-02 REQUEST LOG FILES 

Control	 registers pertaining to requisitions and 

work orders for graphic arts or audio visual ser-

vices. 

TEMPORARY	 GRS 13 
Item 4	 oJ-

Destroy	 1 year after close of fiscal year in which ~-;7f:t.-'I-compiled or 1 year after filling of register, which- la/'I 
ever is applicable.

h4-04 PRINTING PURCHASE ORDER/VENDOR FILES 

Documents relating to work contracted out. 

TEMPORARY 

Cut off	 when job is completed; destroy ~ 2 years ~. 

~. 
074-06	 PHOTOGRAPHIC NEGATIVE FILES
 

Negatives created during the processing of GAO
 

publica tions.
 

a. Special Publications (including the GAO Re-

view, the Annual Report, Food Update, and the 

Policy and Procedures Manual). 

TEHPORARY NCl-2l7-78-l
~A'tJ1re.LcJ/ ~-t._I~ 

Destroy 2 years after date of publication. IiIf... C ~~) 

b. Audit Reports and other printed material	 ""-
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I 

TEMPORARY NCI-2l7-78-I, '"I_",-
If, (S~ . .t,Destroy 6 months after date of publication. 

~~ ... ch.4- to ~/ SJ.J/
074-08 PHOTOGRAPH FILES Iflsb 

Still photographs, wi,",~

pictures taken by GAO '0/ ~:"/BI· 
~~ and white; including N.~ 

have limited admin" trative use or interest. 
~ 

photographs depict athletic events,
 

gatherings, , ceremonial
 

to GAO operations 

end of each month; 

months old. GAO activities 

permanent value e maintained by the Audio Visual 

Unit under 044-02.) 
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080 PUBLIC INFORMATION FILES
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080 PUBLIC INFORMATION FILES
 

(~ese files relate to GAO's relations with the public and media and
 

includes inquiries, replies, press releases and related documents.)
 

~080-o2	 INFORMATION FILES 

GRSComplete set of formal informational releases~	 I'll 
IQ. ....b 

p.al~eatlons, such as press releases, press conference ~ 

transcriPts, official speeches, and indexes thereto • 
.,~ '":1~ o~ .loc." ...,~,:t,~e.rell"cle,..

ArrangedAchronologically and maintained by the Infor-

mation Office.
 

PERMANENT (ECV l/4cf EAA liScO
 

Cut off at end of FY; transfer to FARC when 3 years

r\'"s- ~eA.t'	 blocks 

old; offer	 to NARSAwhen 20 years old. 

f-!u 5 yea! increments) 

~080-04 RESERVED 

~080-06 INFORMA~ION Rr.OUESTS FILES 

Requests for information and copies of replies there-

to, involving no adcinistrative actions, no policy
 

decisions, and no special compilations or research;
 

and requests for and transmittals of publications,
 

photogra?hs and other informational literature.
 

TEMPORARY CRS 14
 
Item 3 ~ 

Destroy 3 months after transmittal or reply. 4-c.'f'-Ud~ CAt)/ Sd.d/ 
IDf/3vl08o-o8	 ACKNOWLEDGEMENT FILES 

Acknowledgement and transmittals of inquiries and 

requests that have been referred elsewhere for reply. 
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TEMPORAR¥.. GRS 14 
Item 4 tJ..L 

Destroy 3 months after acknowledgement and 

referral. 

~0-10 PRESS CLIPPINGS FILES 

Compilation of clippings from newspapers 

and similiar materials of interest to GAO. 

TEl1PORARY 

Destroy when 6 months old. 

~-l2 INFORMATION PROJECT FILES 

Informational services project case files maintained 

in the Information Office. 

TEMPORARY GRS 14 
Item 6 oJ-

Cut off when project is completed or closed; 

destroy 1 year later. ~"~~Jf41t-
~-14 COMMENDATION/COMPLAINT CORRESPONDENCE FILES 

Anonymous letters, letters of commendation, complaint, 

criticism and suggestion, and replies thereto, ex-

cluding those on the basis of which investigations 

were made or administrative action taken and those 

incorporated into individual personnel records. 

TEMPORARY GRS 14 
Item 7 u.J... 

Destroy when 3 months old. 
-+" ~-. S·Z/ ftt,1/080-16 INDEXES AND CHECK LISTS FILES 

; 

Bibliographies, check lists, and indexes of GAO
 

publications and releases, except those used as io-

dexes to formal informational releases, including
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The Monthly List of GAO Publications (requested by the 

Congress) • 

a. Paper copies #4--'Ju.. ~~ Glto p~
, :=::::.l - -

TEMPORARY 

Destroy after it is ascertained that the microfiche 

copy is made in accordance with GSA regulations and 

is an adequate substitute for paper records. 

b. Microfiche Master Set of Monthly List of GAO 

Publications 

TEMPORARY 

Cut off at end of FY; transfer to FARC when 5 

~ years old; destroy when 20 years old. 

~r" ~.	 This certifies that the records described in this 
~,,,\,,,
;p	 item will be microfilmed in accordance with the 

standards set forth in 41 CFR 101-11.506 • 

./ c. Backup material 

TEMPORARY 

Cut off when publication is issued; destroy 6 

months after the publication of the issue to which 

the material is related. 

~d. Materials not covered by a and c above. 

TEMPORARY 

i" "~tc.ec.c,DestroYAwhen superseded or obsolete 
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080-18	 GAO 1-Lt,..l\AGHlENT HWS 

GAO Management News and backup material, published 

weekly by the Information Office as the communication 

of official news to GAO staff. (See also 011-54) 

./ a. Master set of -GAO Management -News. Arranged 

·chronologically and maintained by the Information 

Office. 

PERMANENT (ECV lcf EAA 1/12cf) 

Cut off at end of FY; transfer to FARC when 

5 years old; offer to NARS when 30 years old. (In 

5 year increments) 

J	 b. Backup materials 

TEMPORARY 

Cut off when publication is issued; destroy 6 

months after the publication of the GAO Manage-

ment News. 

209
 



090 AUDIT AND SPECIAL STUDIES FILES
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090 AUDITS AND SPECIAL STUDIES FILES 

(These files relate to all audits and studies, not covered elsewhere, undertaken 

to achieve the program objectives of GAO including the workpapers generated, 

and the history of each job.) 

~09O-02	 ISSUE AREA OPERATIONAL PLANS FILES 

Issue area operational plans prepared by each division/ 

office for review and approval by the Program Planning 

Committee and the related documents, including resource 

projections needed to accomplish the program plans. 

/ a. Program Plans 

TEMPORARY 
i., Ck1CM~ 

DestroYAwhen superseded, obsolete or no longer needed. 

'NOTE; Copj AS are s8p1; tie 8lSS fut EutLY lULU tlle eJ1\6-

Bocameut Bata iese; aRB miel'e£11med as a patL of Lfte 

peLmaLIeR! udEfbflche set of She Bocumeets,wQ71 1£.' 

~	 b. Background/Workpapers
 

TEMPORARY
 

Cut off at end of FY; destroy when 3 years
 

old.
 

~090-04	 ASSIGNMENT AUTHORIZATION FILES 

The document providing authority to start new 

assignments, including all documents revising the 

original Form 100 such as the J-l. 

TEMPORARY 
~, 

Cut	 off when report is issued; destroy ~ 3 years ~. 
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yl'n90-06	 JOB SCHEDULING/FIR~ ASSIGNMENT LISTS 

Short-range planning document prepared by head-

quarters divisions to be used by regional offices 

to assist them in staffing assignments. 

TEMPORARY 

~. 
Cut off at	 end of FY; destroy ~ 2 years ~ 

~090-08	 INDIVIDUAL JOB FOLDER FILES 

This folder may include copies of the Form 100, 

Work Progress Repo~ts (GAO Form 133), all corres-

pondence with the agencies, contact memoranda, trip 

reports, etc. 

TEMPORARY 

woO" bo" J 
Cut off when report is issued; destroy ~ 3 years ~, 

or when working papers are destroyed,whichever is later. 

~090-10 RESERVED 

'/090-12 AGENCY COMMENTS FINAL REPORTS 

Copy of agency's response to Congress on actions taken 

in response to GAO recommendations. Usually sent to 

GAO with a cover letter to CG or division director. 

Record copy is included in the Master Report folder; ~ 
O'1a-/~ 

~TEMPORARY 1~'£.k. 
Cut off at end of FY; destroy when 3 years old. 

vl090-l4	 STATUS OF REPORTS FILES 

Summary of activity on each active and issued report 

in auditing divisions. 
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TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

WORKPAPERS, AUDIT PROGRAMS AND REPORTS 

Workpapers (manual and automated) generated by the 

General Accounting Office in connection with its 

accounting, auditing and investigative programs. 

These consist of tabulating machine runs or adding 

machine tapes; magnetic tape, punched cards, etc.; 

confirmation letters obtained in the verification of 

account balances; copies of interoffice correspon-

dence relating to GAO assignments; copies of GAO 

work programs; workpapers supporting payroll audit 

reports, regional letter reports, and close out letter 

reports. (NOTE: Does not include data bases de-

scribed in 090-18). 

a. Paper records 

TEMPORARY 

Hold for 1 year after completion of assignment; 

transfer to FARe; destroy when 3 years old. 

b. Machine-readable records
 

Routine processing files not included in 090-18.
 
~ 't::y 

~ TEMPORARY 

Erase when 3 years old. 

090-18 INFORMATION DATABASE FILES 

~~ Unique data bases, machine readable or otherwise,
rJr ~ 

~~ created during the audit process/studies as a part 
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- - ..... 

of the information gath~ring task and repurted on 

GAO Form 100, where the interest in the data may 

transcend the needs of the specific study. 

(NOTE: For housekeeping, routine administrative and 

workpaper files, see 090-16.) 

a.	 Paper files not converted to machine readable 

format. Enter into the GAO Documents Data Base 

and microfilm as a part of the permanent micro-

fiche set of GAO documents (see 071-12). 

b.	 Paper files converted to machine readable format. 

TEMPORARY 

Destroy when the machine-readable records have 

been verified and accepted as adequate substitute. 

c.	 Machine-Readable Files 

PERMANENT 

Offer to NARS with accompanying documentation 

upon publication of the report. (NOTE: Retain 

a copy for GAO's reference use, if necessary.) 

J	 090-20 ACCOMPLISHMENT REPORTS FILES 

Accomplishment reports (GAO Form 82) showing any action 

which results in dollar savings or improvements in 

Government operations. 

TEMPORARY 

Cut off at end of fiscal year in which accomplish-
.	 -WLv. ment	 was reported; destroy wfteR 5 years ~. 

090-22	 FOOD, AGRICULTURE AND NUTRITION INVENTORY (FANI) DATA BASE 

FANI is a data base of Federal food related (such as 

land, soil, water, energy, etc.) programs in 28 dif-
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Department of Agriculture (USDA), the Office of 

Management and Budget, and 27 other agencies co-

operated with GAO to develop a method and build the 

prototype inventory of food, agriculture, and nu-

trition-related programs. 

FANI can be compared to a card catalog in a library 

that helps locate different types of materials; for 

example, a certain subject would be found in the 

subject index, or a certain author would be listed in 

the author index. In this same way, FANI can be used 

to find which food, agriculture, and nutrition pro-

grams would affect a certain subject (such as food 

stamps), a certain function (such as regulation), or 

a specific user group (such as the elderly). Just 
, 

as a card catalog makes library materials easily 

accessible, FANI will put the tremendous volume of 

information on food programs within easy reach. 

Examples of questions FANI can answer are: 

--How much money does the Federal Govern-

ment spend in nutrition research and 

development? 

--Which agencies are involved in the produc-

tion or consumption of fish? 

--What groups are affected by the regulation 

of foodstuff safety? 
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What congressional committees have oversight 

over the	 Federal programs that set food policy? 

The basic information contained in the inventory 

includes program title; administering body; catalog 

of Federal domestic assistance number; Office of 

Management and Budget/Treasury account number(s); 

statutory authority; financial data (budget authority, 

obligations and outlays, and staff-years); narrative 

description of objectives, accomplishments, and tar-

get users; keywords describing the program; program 

description codes (the compelete list of codes is 

contained in the GAO report "Inventory of Federal 

Food, Agriculture and Nutrition Programs" CED-79-125, 

September 11, 1979); congressional committee juris-

diction; related programs; program reports; and 

agency contact point. 

~~ ~ .:4-~*yrto NARS "7 each u~ Sa~~ 
090-24	 CONGRESSIONAL INFORMATION SOURCES INVENTORIES AND 

DIRECTORIES 

These magnetic tape files are developed and main-

tained by the General Accounting Office under autho-

rity of Title VIII of the Congressional Budget and 

Impoundment Control Act of 1974 (P.L. 93-344), which 

assigned the Comptroller General the responsibility 

to identify congressional information needs as 
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expressed in-legislat~ve requirements; to monitor 

the various reporting requirements of the Congress; 

to identify congressional needs for fiscal, budge-

tary, and program-related information; and to main-

tain a central file or files of fiscal and budge-

tary information. The data base consists of the 

following four files: 

1. Inventory of Federal Evaluations (E-file) 

This file contains an inventory of program and manage-

ment evaluation reports produced by and for most of the 

departments, agencies, and various commissions of the 

Federal Government. 

2. Inventory of Information Sources (I-file) 

This file contains an inventory of information sour-

ces such as clearinghouses, libraries, and data cen-

terse 

3. Inventory of Requirements for Reports to the 

Congress (R-file) 

This file describes requirements for recurring and one 

time reports to the Congress for the executive, legis-

lative, and judicial branches of the Federal Govern-

mente 

4. Inventory of Federal Information Systems (S-file) 

This file describes Federal systems maintained by 

Federal agencies, which contain fiscal, budgeting and 

program-related information. 
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The information for these inventories is collected 

through the use of a series of four especially designed 

forms filled in and submitted by the various Federal 

agencies. Entries in the data base provide the user 

with a full range of information, such as the title, 

agency maintaining the system or issuing the re-

port, relevant statutory or non-statutory authori-

ties, Congressional relevance, affected programs, OUB 

ID codes, agency contacts, and descriptive abstracts. 

The I, R, and S files are cumulative (new records 

are merged with the old ones in the established 

sequence). A separate new file is created at each 

inventory cycle for the E-FIle. 

R, S and I File 

PERMANENT 

Offer to 

be destroyed.
 

E-File
 

,J.>	 PEru1AN~NT 
~~\I	 . /

~\\,\V:70ffer to ARS whenever a 701ume is added. 

090-26	 LEGISLATIVE, AUTHORIZATION, PROGRAM AND BUDGET 
INFORl1ATION SYSTEH (LAPIS) 

These magnetic tape files are developed and main-

tained under the authority of Title VIII of the 1974 

Budget Act to meet the needs of the Congress for 

fiscal, budgetary, and program-related information. 
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LAPIS currently includes basic authorizing and budge-

tary data on most Federal agency programs. The 

following data elements are available for each program, 

activity or project listed in LAPIS: 

--Administering agency and bureau, or independent 

commission, 

--Budget function and subfunction, 

--Citation of the law that authorizes the pro-

gram, including the public law name and the 

relevant title and section of the U.S. Code, 

--Name of program, activity, or item, 

--Type of record (program, administrative,
I 

financial), 

--Appropriation account number, fund code, 

and transmittal type, 

--House and Senate authorizing comnittee juris-

diction, 

--House and Senate authorizing subco~ittee 

jurisdiction for selected committees, 

--Amounts authorized, if specified, and/or 

narrative description of funding limitations, 

--Expiration and reauthorization dates for 

programs, 

--Related budget authority, outlays, and obli-

gations for the past, current, and budget 

years. 
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--Specialized data for individual committees, 

including outlays for current year budget 

authority. Unobligated balances and loan 

levels, 

--Oversight review dates,
 

--Senate/House policy areas,
 

--Special Program areas, e.g., for use in iden-

tifying special Government-wide programs such 

as: 

- disaster assistance programs 

- entitlement programs 

- research and development programs 

The LAPIS is maintained as an on-going system. 

Continued revisions to the system are made due to re-

programmings, new legislation, changes in committee 

jurisdictions, new budget function classifications, 

and various other factors. The system continues to 

expand, update and refine the program inventory to 

ensure its effectiveness in meeting GAO's legisla-

tive mandate. 

PERMANENT 

~ The master file is updated annually after release 

tI rJ ~,,\Il'of the President's budget. A. hi.st ory file is pulled 

before any update is performed on the master file. 

The history file must be retained for 5 years. 
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Offer to NAR?, both current as well as historical 

tapes, upon each annual update. 
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100 CONGRESSIONAL RELATIONS FILES
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100 CONGRESSIONAL RELATIONS FILES 

(These files relate to relations with Congress and its members. 

NOTE: OFFICIAL RECORD COPIES (PERMANENT RETENTION) .are retained 

in the offices of directors for eventual offer to NARS""for permanent 

retention. ( ...ua.. ~ On- "U.) 
~100-02 CONGRESSIONAL CORRESPONDENCE--MEMBER FILES 

Documents consisting of copies and some originals of 

letters oimemoranda addressed to or from members 

of the U.S. Senate and the House of Representatives, 

including matters pertaining to constituent problems 

or requests. 
'I ~' S= 

TEMPORARY 

Cut off at end of member's term; transfer to FARC 

NN-173-190~,I 
C s.-c.) 

J 100-04 

2 years later; destroy 6 years later. 

CONGRESSIONAL CORRESPONDENCE--COMMITTEE FILES 

....."fC' •• ,J ..... 
C; ~ Sr.W../~/1 

Correspondence with committees of Congress, or members 

of the Congress acting for the Committee, or offices of 

the Congress. Also includes correspondence with other 

congressional offices, such as Secretary of the Senate, 

Speaker of the Rouse, President of the Senate, Sgt. of 

Arms, etc. Copies of routine letters from Congress, 

commendations, thank you notes, sent to Personnel and 

Divisions. 

TEMPORARY NN-173-190, 
~. I(s-...) 

Cut off at end of each CongressiOnal session; transfer -r-:f. 
I 1...1-to FARC 2 years later; destroy 6 years later. -:)11'1~....".~..".., 
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~lOo-06	 CONGRESSIONAL REQUEST CONTROL FILES 

GAO form 437 and related records generated to keep 

track of the Congressional requests. 

TEMPORARY 

Cut off when action on the request is completed; 

destroy 2 years later. 

~ 100-08	 CONGRESSIONAL INFORMATION FILES 

Information concerning the Congress' organization 

and membership. 

TEMPORARY 

j", "'1~CItDestroYAwhen superseded, obsolete, or no 

longer needed. 
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110 LEGAL SERVICES AND DECISIONS FILES
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110 LEGAL SERVICES AND DECISIONS FILES
 

(These files relate to the legal affairs at GAO. The history of 

each case and the decisions rendered by the Comptroller General 

are handled by the Office of the General Counsel. Reference 

materials are maintained by the Legal Information and Reference 

Services Section, Office of Information Systems and Services.) 

110-02 AlB-FILES 

Case files arranged numerically by AlB nmaber and main-
tained by Legal Information and Reference Services, 

including memoranda, correspondence, reports, draft 

audit reports, General Counsel and Comptroller Gen-
eral opinions, briefs, CG decisions, Congressional re-
quests for reports and audits, draft memoranda and 

correspondence related to claims, contracts, relations 

with other federal agencies, legislation, etc. Also 

included are documents relating to bid protests, 

interpretation of statutes regarding the right of 

agencies to expend funds on programs and projects, 

and a wide variety of legal financial questions cover-
ing nearly all of the federal activities 

DISPOSAL NOT AUTHORIZED AT THIS TIME. 

110-04	 REFERENCE CARDS FOR AlB Files 

Index cards providing access and retrieval to the 

B-Fi1es. Records (kept up-to-date by the Correspondence 

Control File since Sept. 1978). Retain with AlB files. 

DISPOSAL NOT AUTHORIZED AT THIS TIME. 
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110-06 CORRESPONDENCE CONTROL MASTER FILE 

These disk files record vital information about case 

~~ related correspondence within the Office of the General 

rJ -1\1 1--\ {r Counsel. It also serves as a record of all 

activity leading to Comptroller General decisions, 

index to the B-files, and a legal research tool for 

GAO. The system was started in September 1978. 

Key identifiers and summary of the text are extrac-

ted from the correspondence sent to and from OGC. The . ) 

file provides assistance in the tracking of the law 

cases and congressional requests. Some of the infor-

mation in the system is subject to privacy restrictions. 

TEMPORARY 

Review when 5 years old. At that time the programming 

office will determine if further retention is required. De~~ ,~~ 
t~.M;~~~~~~~

/nO-08 LEGISLATIVE HISTORY FILES 

Arranged chronologically by Congress and thereunder 

numerically by public law number. 

Materials relating to the legislative history of bills 

passed by Congress. From 1921-30, only legislation 

related to GAO was included. Beginning in 1931, his-

tories of all enacted laws were compiled. The materials 

in each history are divided into three groups: 

~ Congressional Materials. Includes various drafts of the 

bill, committee reports, excerpts from the Congressional 
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Record, slip laws, House and Senate documents, 

clippings from the House daily calendar and from 

the calendars of Senate and House committees, and 

other similar materials. This segment is further 

divided into three groups: materials relating to 

the enacted bill, materials from the same Congress 

related to similar bills, and materials. from previous 

Congresses related to similar bills. 

•• GAO Materials. Includes correspondence with Congres-

sional committees, executive branch agencies J 'and 

private interest groups, internal memoranda, newspaper 

clippings, Comptroller General decisions, and reports 

on legislation prepared by GAO and other agencies. 

~ Print~d hearings which are too bulky to be included 

in 

~) 

the CongreSSional materials 

Original paper records~ 

segment 

QJwA. 

described above. 

~ A,; : 
TEMPORARY 

Ascertain that the microform copies are adequate 

substitutes. Transfer to the GAO law library in 

two year accumulations. 
j", .. ~~~ 

Destroy~when tne General 

NCl-2l7-So-S 
Item la

(,~) 

-, 
Counsel has determined that all administrative 

needs for the records have ended. 

(~) Microform copies. 

PERMANENT (ECV lcf EAA 3/4cf silver 

1/4cf diazo). 

OFPc.r'Prsasf<eroriginal silver negative and 

negative 

one diazo 

NCl-217-S0-S 
Item Ib 

lSo-&. ) 

copy to NARS at end of FY when microfiche has been 

verified. 
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Maintain silver negative and two diazo copies at 

GAO in adequate storage facilities. 

This certifies that the records described""in this item 

will be microfilmed in accordance with the standards set 

forth in 41 CFR 101-11.506. (S' ... FOnOW1"~ P~a. rc,r ~ (e)] 

110-10	 MACHINE READABLE DATA BASE 

This magnetic tape file is a cumulative listing of the 

microfiched legislative histories of public laws of the 

Uni ted States. Th~ file contains the public law numbers, ---

the title derived from the statutes at large, indicators 
I 

to cross-reference laws which are amended by other laws
 

or which amend other laws and a listing of the number of
 

fiche and number of pages in each of the three categories
 

of fiche (Congressional, GAO, and Hearing).
 

The file is used for inventory control of the ~icro-

fiche and production of photocomposed catalogs which 

indicate the relationships of the elements entered in the 

data base. It is anticipated that the magnetic tape will 

be used as an interface for automatic retrieval of the 

microfiche. 

PERMANENT NCl-217-80-5 
Item 2	 l s--...)

Transfer 2 copies of the magnetic tape and input docu-

mentation to NARS at the end of each FY along with
 

with the microfiche. Maintain 2 copies at GAO in
 

in adequate storage facilities.
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110-08 (continued) 

(c) Ori.ganaL paper records that ale ~-rOT : These ancIude f'z.Lmed any paper 
legislatlve histories, 19~1-present, that are not fllmed because file lS 
known to be incomplete. 

PERHANEW. Offer to NAFLSwhen all administrative needs for the records are 
met. 
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../ 110-12
 

(~ 

~110-14 

j 110-16A 

LEGISLATIVE HISTORY FILES ON BILLS
 

Compilation of legislative histories on bills containing
 

all versions of the bills, committee reports, documents,
 

hearings, and Congressional Record extracts not only on
 

the present bill but related bills from prior Congresses
 

assembled chronologically as the action occurred starting
 

with the introduced bill. Contains GAO letters, decisions
 

and memolanda filed by Congress and bill number. A~.~ b!1 SoCA.t'C&
 

( S or "'ft.), '"'ert-v"''' .... lt~ 6ill #) 'ft-t,..~.,,. b~ ~, .. Dr. 8;" lr.Cj., sirA)s'd" 
TEMPORARY "" } ~S""'+lcrMJ 

,7)01,," (CSo'1t +1ft" 
When a bill becomes law, transfer the affected record to e:k.) CQ. io 

~~~roslil~ j ~~ .."Legislative History File (l10-08)A{~rransfervto FARC at 

..tArs ..PW- cWMlor r.'-'Wtl ~f!lI"C". All df(1a(' ~'''J end of FY 2A~ea£8 teL the last aeti 0 it, ttl, a folder.a:!!
e,,""', ) _ • ~ Review for destruction",8 years.-4:ateL. e~ rt-c.o,...." IN """'"
 

.......__' ...h'i-r""1-''' ....... ee.,t. c:e~ses.
 
LEGISLATIVE HISTORY SUBJECT FILES
 

Legislative materials used pertaining to a bill or law,
 

newspaper clipping, Congressional Record extracts arranged
 

alphabetically by subject and chronologically thereunder.
 

TEHPORARY
 , 
i", "'". "'Cot::)nestroYAwhen superseded, obsolete or no longer needed
 

for reference purpose.
 

s~~i!c.tINDEX CARD FOR LEGISLATIVE HISTORY MATERIALS 

3 lC. S e..r.I" "51-I"!)~3aIU!la!'eh!:ealinde»el!'~ subject and law citation; ell • Ii 5
 

eeliP &8Sce earse contain~ bill or law number, sponsor,
 

title of bill or law, prior history information, whether
 

request was received from Congressional committee to report
 

on the legislation. Arr. b~ s"",bj.c.t.(30/~ CA.n:U p&r " .... r/


Cl'fo ~s .-,ow ~~IIi t~"- ....~ ':. Ca. y~e."" ~.) 
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110-18	 RESEARCH MATERIALS FOR GAO ISSUANCES 
PREPARED BY OGC STAFF 

I>ISPoSITION 
Manuscript volumes of issuances transmitted by Index-Files Nor 

IhtT/fotel Z~lof tAec.hl~~, pJI4S h~~HlWlJ.)

Section; containing full textsA aaaf1&Ed chronologicall"
 

aRe then by Ii FHe number, and maii"ie!:l'1ea by the l:iegar~ ~""+-Al"eol"~ ~ 

L~~I Information and Reference Services. These files are 

used for reference and all records are duplicated in 

Vo/lA.l'V" ~ Nt	 » - - ~ 
AlB Files.A A rr: ~rollD ID'1 ,C;#--I/'j .,~ 'ju.,.. t,C1S/0'7I5 pJ'- (~J_t J__'> ' 

A.r~ ttl. ~..", t/'dt;.n1(~ b~ 5- ,,~er. IT" VtU"SIQnS 

'fBQ?QR ~;y «re 'jilie." r;... If B' C4.Se, #-) ~fJ o ~ F+. s i~e " a.1 / COIl. , 

c «, F+./ lj r. 
,J:)8Etroy when snperseded, obsolete, or li8 

.. -i.e! referEnce, in ae~OfdaiiCe wits imposed Ecstrieni:s'A:s 
1>,sPO.s,TION NOr AI.fTHoRl~.I:»~ 71tllAlSFGte 10 Fl<e 

110-20 INDEX CARDS TO RESEARCH MATERIAL FILES NtJTJ9.IIlTIf"/!/"l.e"l>-. 1)ISJ!'oSITlo, 

Con~c.tiO'W' 0 f c.Ards w,,\~ Ch h", tA'~esk of A~-ee'U)DJls i~ ~ NOr 
a. S101Qjee1O e8:l!'ee 8" aa.81ii!tl! en 98 I!'ehrepced Hi tb	 I\\.n-IfO Ilil 

..",,,",,, \~ ..\ ,"'W'C\p'eS to,,(tre~ b~ ~ cAte'~'G1I' , 
manuscript volumes~ aRe ta tAB 98:8e e£ ~zocare 

Arr. "~	 ~eAr I ""'"~ l:J~ ~tA.t 1H" nc.'t foes,
me!lL case cross r@fefEnced wilh the 0 Iitt'slleF 

GeRQ1i'al's Procurement degisieas 

TEMPORARY 

Retain with 110-18. l)JS l'NO~I~OA1 ~(J'T h ....THo~,.z r:b~-rItANSA1R.. "Tb~C, ..or M.~l/~Ij'. ~ 

b.	 Code) e. 0, re~~14 f.'tnt)61t'!~'it!:":'arafS~~~re'f'::~eell~~~r~t!::!:!;10
e\<.) e'\wcl'", A. c4eels"'''' wl~ ol'~" .~ ~ elects)""", t>.N.A 

voluillES by Saited 8ta&99 eBsel verim,s re~'13tiQns;
Rc.FItt'" G.\\ CG clUl!.l".,S wMc.~ ~e.. Cl'kA.. A. .1) "'~ 

-eJleeuLi: e 8IfSeZS, citCul:afS, munuals j e&8 Arro-k.~~c:L b,:, re~c.\l4.+ilJo)1.l 
C.~tl ~",lA.1-l"'1 e.tc. Codoc} G.O., ct rcCo\l~t} 

TEMPORARY e.i-e.) 'C.I~1 CA. IS c.a... 

Retain with 110-18.])ISrD~tr"DN NdT' Ft. Sl~~ ''tal J &4. ,,,,,,,pe.J
A'-\....."olll~, lRlwSFEL ~t'. 
~ IFitC. NOT A"""'Mfo~,~ ... 

http:t/'dt;.n1


110- aa.. 1J~.4 
$-~ ~ 

~ ~ 
S~, 

lk,...,,,.-{; 
~ 

~J~~c:~a/~~ r 1~0I.1 ..,.. ~ 

~.s~~~~ 
~ ""-'4.- +r", 
~f- ~ ~ ~ 1007"0 

.~~~~'i~ 
~ ~. 1)..u.4j •••+' a: '-f/...£-.. 
~~~ 

k,~~~~~'~~ 

~ 

CiUl.,.t~~~' 

~ 

~.'Wf 

0--.-'1 ~ 
~ 

_ ~""41"""~.JL. 
(..4.4:... 44,.1 ~«-( 

~v.<AG - 11: _ 
J I'/~. 



b~~~~~ 

i)~~~~~~ 
~cJ41, 

~3Jb
 



120 CLAIMS SETTLEMENT AND DEBT COLLECTION FILES
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120 CLAIMS SETTLEMENT AND DEBT COLLECTION FILES
 

(~ese files relate to claims by, for, or against the United States
 

Government.)
 

/ 120-02 GENERAL CLAIMS FILES 

Settled files of general clai~s filed by or against prcvl.~
S~4Pct""I~\ 

the United	 States, excluding those involving Indian "'';-/u,.;"'..7'; ~~f·.j
I 

Tri bal claims.	 . ~;, '1• .-~......:= 0""- ;fA.",' "~ 
TEMPORARY fit,.. ~-,. 4$ ,iJS-

) <lC'''"tis=!__ ~ 
Destroy 6 years and 3 months after the date of 0:> "''''::..1- fE,R~-.FI"/~.n,. ......
1' --bAt)....- S~/¥I_ 
settlement. 

/ 120-04	 INDIAN TRIBAL CLAIMS FILES 

Settled files of general claims filed by Indian 

\) ~~".tribes of the United States. A ff'. ~ ':\ 
" .. Pt••" ""~~; tAo ~., c.. ~... i~ F~C ( ~FII''''J; e4. 'c.~FtI . "()I.sP~5/""'oN uor: 

HI{'T'H oRI Z,E]>

n'Spos(lioN AIOT" A",rl!(J/fl ~et> 
/120-011	 LEDGER CARDS (GAO Form 4022)
 

Numerically filed cards and microfiche reflecting
 

names, addresses, case numbers, dates, amounts
 

collected and original principal amounts of debts
 

to U.s. Government which have been referred to the
 

General Accounting Office for collection.
 

a. Ledger Cards 

TEMPORARY NCl-217-80-2 
:t"---I~Jcs-.-a.)

Destroy when Claims Group has determined the 

microfiche	 to be acceptable. 

b. Microfiche 
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TEMPORARY 

Cut off when all active accounts have been 

NC1-217-80-2 I I""--ll,
(S~) 

satisfied; hold for 

destroy. 

This certifies that 

6 years, 3 months; then 

the records described in this 

item will be microfilmed in accordance with the 

standards set forth in 41 CFR 101-11.506. 

120-08 ACCOUNTS RECEIVABLE FILES 

Payment records of debtors 

and related records. 

of the U.S. Government 

a. Paper Copies 

TEMPORARY 

Destroy 6 years, 3 months after period covered 

by the account. 

b. Magnetic tape files 

These magnetic tape files record information 

regarding payment records of debtors indebted 

to the United States Government and provides 

statistics with respect to debt collections. 

Some of the data elements include debtor's name, 

claim number, mailing address, payments received, 

distribution of payment, and debt balance. 

GRS 6 
Item la 

234 



information in this file is subject to privacy 

restrictions. 

TEMPORARY 

These magnetic tape files are erased as the paper 

records relating to them are destroyed. 

vi 120-10	 INDEX LOCATOR FILES 

Records on microfiche, showing names, addresses, 

Z-case numbers, SSN, agency ID, etc. on claims. 

Superseded since 1976 by the computer based Accounts 

Receivable Locator System (120-12). 

a. Microfiche Records 

TEMPORARY 

Retain with Accounts Receivable (120-08) and 

Claims Files (120-02 and 120-04). 

This certifies that the records described in this 

item will be microfilmed in accordance with the 

stRndards set forth in 41 CFR 101-11.506. 

b. Paper Records 

'rE~ORA..ltY 

Destroy after it is ascertained that the microfiche 

copy is made in accordance with GSA regulations 

and is an adequate substitute for paper records. 

120-12	 LOCATOR SYSTEM FOR CLAIMS FILES 

~ (\. These magnetic tape files record information about 

~ \.'6)-- related correspondence on claims submitted to GAO 
/)\;~\ 

235
 



;' 

J 120-16 

., 

by other agencies or claimants. It provides immedi-

ate access for associating correspondence about a 

particular claim or locating the claim within GAO. 

The file contains such data elements as claim number, 

claimant's name, address, social security number, 

submitting agency, and location of claim in GAO. 

Some of the information in the system is subject 

to privacy restrictions. 

a. Magnetic Tape Files 

TEMPORARY 

These magnetic tape files are erased as the paper 

records relating 

b. Printouts 

to them are destroyed. 

TEMPORARY 

Destroy in 

regulations 

needed. 

accordance with the applicable 

when superseded, obsolete, or 

security 

no longer 

COLLECTIONS BY DEPARTMENT OF JUSTICE FILES 

Copies of USA Form 200 showing collection information 

on payments made to the Department of Justice. 

TEMPORARY 

eat eff at sfta of Pl, ~stroy when 5 years 

old. 

CHECK COPIES FILES 

Copies of checks deposited by Claims Group as pay-

ments made on debts to U.S. Government. 
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~MPORA.RY 

~ut off 

old. 

at end of Pi, destroy when 3 years 

120-18 r.OLLECTIO~ RECORDS 

Microfiche copies of infornation on 

concerning the status of collections 

Claims Grou!). 

a. Computer Tapes 

TEMPORARY 

magnetic 

made by 

tape 

the 

Erase after the 3rd 

microfiche has been 

adequate record. 

b. Microfiche 

update cycle 

verified and 

and after the 

accepted as an 

TEMPORARY 

Destroy when superseded, obsolete or no longer 

needed for administrative purposes. 

This certifies that the records described in this 

item will be microfilmed in accordance with the 

standards set forth in 41 CFR 101-11.506. 

/ 120-20 or;c R~FERRAL FILES 

Copies of transmittal letters 

referred to the Office of the 

for cases being 

General Counsel for 

resolution 

TEMPORARY 

of legal natters. 

Cut off at end of FY; destroy when 2 years old. 
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120-22 CREnlT REPORT FILES 

Copies of requests for commerc~al credit reports. 

TEllPORARY 

,.." O''tCM "'1 DestroYAin accordance with the applicable regulations, 

after the report has been reviewed and payment made. 

/120-24 WAIVER REGISTER FILES 

Contains copies of all correspondence concerning 

waivers of indebtedness (military and civilian) 

referred to the GAO. Also includes summary sheets 

showing amount waived. 
nle, Ine.ll4~es Co rre., ~d.tJVIC 

alii!] ITi;nUi",ee '8, Hie 

Arranged chronologically 
e CD'l\.ce.c- tI. \ rItj 

OlaiIH8 Cr8\ip ;kR iA~U;~ 

b, ~~~ _ 

fE~U"'zHEHT (BElT{ ltd Etu'! 1/4ef) 

offer to HftRg .,hen 20 years OJd (In 5 

year iReremChU) 

1120-26 CONGRESSIONAL CORRESPONDENCE FILES 

Correspondence as it relates to claims received 

from or addressed to the members of the Congress 

on behalf of their constituents. 

TEHPORARY 

Cut off at end of FY; destroy when 3 years old. 

/120-28 PRESIDENTIAL PAY FILES 

Certificates of settlement and related records 

concerning the salary of the President of the 

United States. Includes certificates, correspondence, 
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and related materials concerning the monthly salary of 

the President. Subjects include deductions, expense ac-

counts, and any unsettled pay claims. Atranged chrono-

logically and maintained by the Claims Group/AFMD. 

PER1W~ENT (ECV .75cf EAA l/l2cf) NCl-217-·SC'-3 ~ 
J :"\Cs-.c-)Maintain in current f i Les ; offer to NARS 6 years and 3 

months after President ceases to hold office. 

2388 

.. 



130 REGULATORY AND OVERSIGHT FUNCTIONS
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130_ REGULATORY AND OVERSIGHT FUNCTIONS 

[These files relate to the regulatory and coordinating functions of 

GAO with respect to other agencies]. 

131 ACCOUNTING STANDARDS AND SYSTEMS FILES 

132 ACCOUNTABLE OFFICERS' RECORDS FILES 

133 RECORDS PERTAINING TO THE ENFORCEMENT OF SPECIAL LEGISLATION 

134 OTHER INVESTIGATORY RECORDS 
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131 ACCOUNTING STANDARDS AND SYSTEHS FILES
 

(These files relate to the development and the application of Accounting 

and Audit Standards as well as the review and approval of agency Account-

ing Systems.) 

131-02 ACCOUNTING PRINCIPLES AND STANDARDS FILES 

These files consist of statements of accounting 

principles and standards that have been approved, 

submission, approval letters, and related internal 

memos and summaries. 

/ a.	 Record Set 

Including all superseded, revised, or cancelled 

ba "1~~, ~M.cIa,..I.crsections. Arranged~chronologically within each 

section, and maintained by ABID. 

P!!lIUI5.\:NiU. (iQI} IQd Et'zi't lei)
 

~ 'M .. t)~
Sat off~hen superseaed, cancelled, or withdrawn, 

traAS;SI' as FARS "flea 5 yeats ola; sifer te NAftS 

T;h9P	 :2Q ,eats old. (In 5 year lfiEfeldeLlLs) 

./	 b. Reference Master Set 

TEMPORARY 

Destroy individual sections as they become super-

seded, obsolete, or cancelled • 

../' c.	 Workpapers and Related Documents 

not retained with the record set. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 
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_ond 

,. 

APPROVED ACCOUNTING SYSTEM DESIGNS 

Executive Department and Agency accounting systems 
". 

designs that have been formally submitted to GAO 

and approved by 'the Comptroller General under pro-

visions of Title II of the GAO Policy and Procedures 

Manual. Included are GAO summary letters and 

correspondence from agencies. All records are 

currently being microfiched. 

a. Original Paper Records 

TEMPORARY 

Destroy when ascertained that reproduced records 

have been made in accordance with GSA regulations 

and are adequate substitutes for the paper records. 

b. Microfiche 

" 

NC1-217-So-6 
Item 1a )

(.s-

TEMPORARY 

Destroy when all administrative needs have ended. 

Maintain one diazo copy in GAO technical library 

and one diazo copy in GAO division records files, 

in adequate storage facilities. 

This certifies that the records described in this 

NC1-217-So-6 
Item 1b ($~) 

item will be microfilmed in accordance with the 

standards set forth in 41 CFR 101-11.506. 

/131-06 AUDIT STANDARDS--STATE CORRESPONDENCE FILES 

Correspondence between 

ing to audit standards 

GAO and various states, 

and related matters. 

relat-
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TEMPORARY
 

Cut off at end of FY; destroy when 3 years old. 

~31-08 Through 131-10RESERVED 

JOINT FINANCIAL MANAGEMENT IMPROVEMENT (JFMIP) FILES 

(Files and records 

with its official 

created and maintained by the JFMIP in connection 

r ~O\.( c..oc--rt.S t.O"'fo4-cL-e.1A c..e... 0 ~ "J"t+t, 1> 
business.) L s.c:J.\e.J..c.\.\e.L v~.,.- .:::0.4.....-... 61\- "lea, 

is 
o~ 

/131-12 AGENCY MANUALS FILES ~~5 s~eJ.u. \-e . "1 

Various agency ca~uals containing policies, proce-

dures and guidelines. 

TEMPORARY 

,it "'.,.~DestroYAwhen superseded, obsolete, or no longer 

needed. , " 

~131-14 JFMIP PROJECT/CASE FILES 

Documents relating to the implementation of, use of, 
--.J 

and training for the various Government programs, 

systems, actions, or changes. 

TEMPORARY 

Cut off when the case/project is completed or closed;
t¥fw p~l.ce ~ c.... pfIA».t~ "" Cot. ' ... .1j 

transfer to	 FARC .wfteft 3 years~~; destroy 7 years 

~.~C.tI~IIA.~~	 ~ ~I·.ft.. 
/131-16	 WORKING PAPERS ON JTI1IP PROJECT/CASE FILES 

Workpapers generated by JFMIP in the execution of its 

prograns, projects, and other official business. 

TEMPORARY 

Cut off upon completion or close of a project/case; 

destroy 3 years later. 
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~31-18	 RECORD SET OF JFMIP PUBLICATIONS 

One copy of each publication issued by JFMIP, 

arranged chronologically/numerically and maintained 

by the JFMIP office. 

PERMANENT (ECV 3cf EAA 1/4cf) 

Cut off at end of FY; transfer to FARC when 5 years 

old; offer to NARS when 20 years old. (In 5 year 

increments) 
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132 ACCOUNTABLE OFFICERS' ACCOUNT RECORDS
 

(These flies include records held by Federal agencies for on-slte audit
 

by the General Accounting Office. These schedules are reproduced here
 

for the benefit and convenience of the Federal agencies as well as to
 

provide a convenient reference list for GAO auditors.)
 

v{32-02	 BOND RECORD CARDS 

Bond record cards of Accountable Officers of the 

United States, Section of Surety Bonds, Treasury 

Department. 

TEMPORARY 351-S-356
(s---.)

Destroy 10 years after officer ceases to disburse
 

or executes a new bond.
 '''~;::-vwJ'J' 
~2-04	 SETTLED FISCAL ACCOUNTS 

Original settled fiscal accounts of Accountable 

Officers of the United States Government, consisting 

of statements of transactions, statements of account-

ability, collection schedules, collection vouchers, 

disbursement schedules and vouchers, and all other 

schedules used as supporting documentation, exclu-

sive of freight and passenger transportation records 

and payroll records. 

...d~~"'"TEMPORARY NC1-GRS-81-12
 

Destroy 6 years 3 months after period covered by ~h~;~JtJ.'A/1/~
 
account.
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~32-oS	 u.s. SENATE VOUCHERS 

Records generated by the Office of the Secretary of 

the Senate which are accountable officers' accounts 

maintained for site audit by GAO, consisting of 

statements of transactions, statements of accounta-

bility, related vouchers and schedules and supporting 

papers. ,At,,- ....,..	 -
TEMPORARY	 NCl-217-81-1 ,Jit,.1 

~S--.A.) I 
Destroy 12 years after the close of the fiscal year in 

which the account was paid. 

, 

246 



/i'32-06 

~32-08
 

./ 132-10
 

BOND ISSUANCE SCHEDULES
 

Original and carbon copies of Bond Issuance Schedules,
 

United States Savings Bonds, Treasury Department 

Form No. 1737 or equivalent--accounts of all disburs-

ing officers. 

TEMPORARY 

Destroy 3 1/2 years after the periods covered by such 

schedules. 

Original vouchers and supporting documents covering 

freight and passenger transportation charges of 

settled fiscal accounts of Accountable Officers of 

the United States Government covering payment for 

services furnished when the charges for any single 

bill of lading or transporation request are less than 

one hundred dollars, except as shown in Item 132-12 

thru 132-20, of this schedule. 

TEMPORARY 

Destroy 3 years after the period of the account. 

Original vouchers and supporting documents covering 

freight and passenger transportation charges of 

settled fiscal accounts of Accountable Officers 

of the United States Government covering payments 

for services furnished for interstate transportation 

by motor, household goods, carriers, express, 

pipelines, rail, bus, and freight forwarders, 

247 

II-NNA-2845 )
Item 2 (s-..& 

,.,.... - -J..., /,1- GItDT'''''''t3 

NN-170-125
 
Item 1 c.. s-.....)


.....,,·"·I.(;ltolsrJ.A/'" 



other transportation such as inland waterways or 

coastwise traffic, and for international transportation 

by freight forwarders of unaccompanied baggage or 

privately owned vehicles shipped separate from house-

hold goods; the charges for which are published in 

tariffs	 on file with the Interstate Commerce Commission 

or based on tenders or quotations, pursuant to Section 

of the	 Interstate Commerce Act, offering rates, fares, 

charges	 representing a reduction from those published 

tariffs	 lawfully on file with the Interstate Commerce 

Commission, when the charges for any single bill of 

lading or transportation request are one hundered 

dollars	 or more, except as shown in Item 132-12 thru 

132-20 of this schedule. 

TEMPORARY 

Destroy	 3 years after the period of the account. 

132-12	 Original vouchers and supporting documents covering 

freight and passenger transportation charges of 

settled fiscal accounts of accountable officers 

of the United States Government covering payments 

for services furnished as specified in Item 132-08, 

132-10, and 132-14 thru 132-20, of this schedule when 

anyone of the following conditions exist: 

22 

or 

in 

NN-170-125
 
Item 2
 

~~..:::t:dGIIO-SeU/fS 
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a. Notice of overcharge 

to be issued, or if 

is involved. 

has been or is expected 

a rail freight overpayment 

b. Deduction or collection action has been taken. 

c. 

d. 

Voucher contains inbound 

Parent voucher has print 

bill associated. 

transit shipment(s). 

of paid supplemental 

132-14 

e. Voucher has become involved in litigation. 

f. Any other condition that requires the voucher 

to be retained beyond the 3 year disposal 

period, such as, detection of an undercharge. 

TEMPORARY 

Destroy 10 years after period of the account. 

Original vouchers and supporting documents and micro-

filmed reproductions thereof covering freight and 

passenger transportation charges of settled fiscal 

accounts of Accountable Officers of the United States 

NN-170-125 
Item 3 (f;~) 

-4NfW4 wt..t (i"".~II" 

Government covering payments for services furnished 

by motor, household goods, express, pipeline, air, 

rail, bus, and water carriers and freight forwarders 

or for other transportation, the charges for which 

are published in tariffs lawfully on file with any 

U.S. Federal or State transportation regulatory agency 

or the charges for which are applicable thereto at 

rates, fares, and charges established pursuant to section 
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22 of the Interstate Commerce Act or other equivalent 

contract, arrangement, or exemption from regulation, 

except as shown in Item 132-12 of this schedule. 

A. O.vt"",a +AA-~tA.~-.cJ-1'~	 ~ ...wd..v-
TE PORARY 

Destroy original transportation payment documents 

only after clearance in the aUdit,~.e., no adJust-

ments are made in the audit or no claims or legal 

actions concerning those documents are of record,~An 

when microfilm copies of the original documents or 

certified or	 authenticated reproductions of the 

microfilms and a means of retrieving data from the 

microfilms are available. 

b.~~y 

Destroy microfilm copies of the original docu-

ments or certified or authenticated reproductions 

of those microfilms 6 years after the period of the 

account. 

/132-16	 Original vouchers and supporting documents covering 

freight charges of settled fiscal accounts of 

Accountable Officers of the United States Government 

covering payment for services furnished for internatio-

nal shipments of household goods (not including separate-

ly shipped unaccompanied baggage or privately owned 

vehicles) moved via freight forwarders, except as shown 

in Items 132-12, 132-14, and 132-20 of this schedule. 

250 



TEMPORARY
 

Destroy 6 years after the period of the account.
 

~132-18	 Original vouchers and supporting docu~ents covering 

freight and passenger transportation charges of 

settled fiscal accounts of Accountable Officer of the 

United States Government covering payments for serv-

ices for (1) interstate and international transporta-

tion by air and water, the charges for which are 

published in tariffs on file with the Civil Aero-

nautics Board or the Federal Maritime Commission, 

(2) intrastate transportation by any mode, the 

charges for which are published in tariffs on file 

with any State transportation regulatory agency, 

and (3) interstate and intrastate transporation, 

the charges for which are applicable thereto under 

rates, fares, and charges established pursuant to 

contract, arrange~ent, or exemption from regulation 

when the charges for any single bill of lading or 

transportation request are one hundred dollars or 

~ore, except as shown in Items 132-12 thru 132-16 

of this schedule. 

TEMPORARY 

Destroy 6 years after the period of the account. 
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132-20	 Original vouchers and supporting documents and 

mircofilmed reproductions thereof covering freight 

and passenger transportation charges of settled fiscal 

accounts of Accountable Officers of the United States 

Government covering payments for services between or 
, 

wholly	 ~ithin foreign countries furnished by carriers 

whose rates or charges are not subject to tariffs 

lawfully on file with any U.S. Federal or State trans-

portation regulatory agency. when the charges for any 

single	 bill of lading or transportation request are 

one hundred dollars or more. except as shown in Item 

132-12 of this schedule. 

TEMPORARY 

a. Destroy original transportation payment documents 

only after clearance in the aUdit.(i.e •• no adjust-

ments are made in the audit or no claims or legal 

actions concerning those documents are of record~A~' 

when microfilm copies of the original documents or 

certified or authenticated reproductions of the 

microfilms and a means of retrieving data from 

the microfilm are available. 

b. Destroy original transportation payment documents 

cleared in the audit, as defined in the foregoing 

paragraph, but no microfilm copies thereof have been 

made, 6 years after the period of the account. 
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yl)32-22 

c. Destroy microfilm copies of the original documents 

or certified or authenticated reproductions of those 

microfilms 6 ye~rs after the period of the account. 

Newspapers--supporting vouchers for advertising •
• 

TEMPORARY 

/r32-24 

Destroy 3 1/2 years after the 

in which they are submitted. 

Meal tickets--originals 

TEMPORARY 

periods of the accounts 

yl'132-26 

Destroy 3 1/2 years after the periods of the accounts 

in which they are submitted. 

Copies of schedules of deposits to official credit. 

TEMPORARY 

vl'132-28 

Destroy after the depository accounts to which they 

pertain have been reconciled. 

Gasoline sales tickets--original sales tickets filed 

in support of paid invoices for credit card purchases 

of gasoline. 

TEMPORARY 

Destroy 

ever is 

after audit 

sooner. 

by GAO or when 3 years old, which-

~ 132-30 Telephone toll tickets--originals and 

tickets filed in support of telephone 

copies of 

toll call 

toll 

payments. 

352-S-311 
Item 5 (S~)

"".~uJ·. '~~fcIl.Jl 

352-S-311
 
Item 6 (So-I.,)
 

tr:iS':;:;"/I! Cf 

Il-NNA-688 
Item 5 )

C~-.-... 

GRS 6
 
Item 7
 

Cs~ 
~ ~..

t;Ao Sd-.A../' / II 
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TEMPORARY 

Destroy 

ever is 

after audit 

SOOiler. 

by GAO or when 3 years old, which-

~132-32 Telegrams--originals 

support of telegraph 

TEMPORARY 

and copies 

bills. 

of telegrams filed in 

Destroy 

ever is 

after audit 

sooner. 

by GAO or when 3 years old, which-

~132-34 Copies of 

adjustment 

TEMPORARY 

~nternal Requisitions 

vouchers, SF 1081. 

filed in support of 

Destroy 

ever is 

aft~r audit 

sooner. 

by GAO or when 3 years old, 
/ 

which-

/132-36 Standard Form No. 1170, "Redemption 

--originals and/or copies. 

TEMPORARY 

of Unused Ticket" 

~132-38 

Destroy 1 calendar year after the calendar year in 

which payments of the respective items were made. 

Official travel authorizations (carbon copies of 

travel orders) issued to civilian officers and employ-

ees of all United States Departments and Agencies. 

TEMPORARY 

~ 132-40 

Destroy 5 full fiscal years from date of issue. 

Copies of travel authorizations of military depend-

ents and attached copies of Government requests for 

transportation which were forwarded to the General 

254 

GRS 6 
Item 8 ( S"""""'-) 

~ 
"ADI srJ,..,L/ '1,01. 

GRS 6 

Item 9 (s--...) 
.....p~J. ...y 

(gAOl f.~/1113 

GRS 6 

Item 1b ( 5-.-..) 

....'...cuJ.,t 
GAO· S~/,/,q 

II-NN-3509 
Item 1 (S~) 

.......
,.,1 &I .. 
GAoIScJ&A./1/'$' 

347-S-128
 
Item 1 ( scc-a. )
 
.."Ufc4·" Glto1s~J

1/' ,. 



Accounting Office by the military establishments 

for use in connection with the audit of payments 

for passenger transportation. 

TEMPORARY 

Destroy 1 year after audit of the account to which 

they relate. 

v(32-42	 Savings Bond Control. (Originals) 

TEMPORARY 

Destroy 3 1/2 years after the periods covered thereby. 

vl'132-44	 Records created or accumulated by the General Account-

ing Office in connection with the audit and settle-

ment of accountable officers' accounts consisting 

of GAO copy of certificate of Exceptions Outstanding, 

GAO form 366, and related papers. 

TEl1PORARY 

Destroy 3 years after: 

(1) the date of transmittal of case to the Depart-

ment of Justice, or 

(2) the date of clearance of a Certificate of 

Settlement of Account, or 

(3) the date the case would have been referred 

to the Department of Justice, except that such 

cases does not meet the requirements of referral. 

~	 132-46 Accountable officers' returns, comprising memorandum 

copies of all supporting vouchers, schedules, 
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II-NNA-3098
 

Item 2 (S~)
 

~. r·I~'.t...CAb/ S~/
1/17 

352-$311
 
Item 2 t:s~)


4.'1A4·~	 ~j(o IS6#.it.J.)
tIlt 

NN-172-62
 
Item 1 )
(s ........


...... .,&.;yeJ • ., 
GAOl ScJ.&J../

,/" 



documents, and related papers not otherwise provided 

for in this schedule (exclusive of freight records 

and payroll records). 

TEMPORARY 

Destroy 3 years after the period of the account. 

General Accounting Office notices of exception (such 

as GAO Form 1100 formal or informal) and related 

correspondence. 

TEMPORARY 

Destroy 1 year after exception is reported as 

cleared by the General Accounting Office. 

~132-50	 Copies of certificates of settlement of accounts
 

of ac~ountable officers, statements of differences,
 

and related records.
 

a.	 Certificate covering closed account settle-

ments, supplemental settlement, and final balance 

settlements. 

TEMPORARY
 

Destroy 2 years after date of settlement.
 

b. Certificates covering periodic settlement.
 

TEMPORARY
 

Destroy when subsequent certificate of settle-

ment is received.
 

~	 132-52 Records relating to the availability, collection, 

custody and deposit of funds, including appropriation 
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Item Ib {~~

..AI ,.",.Iee ('AD/ l/lJI. 

GRS 6 
Item 2 C. s__ ) 

AMftA;'A:i;~/ II~' 

~"''''140tA	 'Aol 
GRS 6 ~II/a~ ... 

Item 3a C .s~) 

GRS 6 
Item 3b .'\

(s~ 

............... .J.. ...
 
'''0/ ScJ,.4/I/~').b 



warrants and certificates of deposit (SF 201, 209
 

and 219), other than records covered by item 132-46.
 

TEMPORARY 

Destroy when 3 years old. 

~132-54	 Administrative correspondence, reports and data re-
lating to voucher preparation, administrative audit 

and other accounting and disbursing operations. 

a.	 Files used for workload and personnel manage-
ment purposes. 

TEMPORARY	 GRS 6 

Item 5a (~-o/Destroy when 2 years old.	 ~ f'~ ~II(J;" 1/
~ ~ 

b.	 All other files 

TE~IPORARY 

Destroy when 3 years old.
 

132-56 Federal personnel surety bond files.
 

"a. Official copies of the bond and attached
 

powers of attorney.
 

(1)	 Bonds purchased prior to January 1, 1956. 

TEMPORARY	 GRS 6 
Item 6a(1) 

Destroy 15 years after bond becomes inactive. 
~-?cr.eu GA~~/7a7'''(~ 

(2)	 Bonds purchased after December 31, 1955. 

TEMPORARY	 GRS 6 
Item 6a(2) 

Destroy 1~ years after end of bond premium period. ~&.cAh.c ls~ 

./ b. Other bond files, including other copies of fi, "'1)/Jd4./ t/i1~~C~) 

bonds and related papers. 
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TEMPORARY GRS 6 
Item 6 .b 

Destroy when bond becomes inactive or at end of Cs--..)
bond premium period. A4AfW;t:;;~ 1/«"" 

258
 



• 

133 RECuRDS PERTAI'H"1G TO THE 

ENFORCEXENT OF SPECIAL LEGISLATION 

(These files relate to the GAO's work in monitoring and enforcing activities 

u nder special legislation identified below.) 

133-02 CLEARANCE OF INFORMATION COL CTION CASE FILES 
lo/~31B'1 

...,.4l.-t r..--..!. 
~ls ...,AJ 

co"er-'-

(forms, 

agency intends to 

received from the 

.....yr~"l'k$
jo'elS ~ 
l-+l ....e J.~'~jA',III 
~o es l'Ioi ~.e,l.. ....... ,,~...~ ;,. 
~;~ $ ~,d ...11 • 

not ices to 

NCl-217-80-1 

case is closed; stroy when 3 years 

old • 

.1'133-04	 PROPERTIES OF AMERICANS DECEASED ABROAD 

Documentation related to all functions performed while 

serving in the capacity of "Custodian and Conservator" 

set forth in GAO order 1161.1 as required by Section 

1709 of the revised statutes, as amended by the Act 

.... -.: ...... ...:-L AlCJ ..'1lJ..n_., cv_......- ..of July 12, 1940, 22 U.S.C. 1175. "71-.1. 
~ 0""' Ol,~',..

TEMPORARY NC1-GRS-81-12 '
 

Destroy 6 years 3 months after period covered
 

by the account.
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vi'33-06	 DISPOSAL APPROVAL FILES 

Case files of requests from ocher agencies for 

approval of proposed records disposition schedules 

covered under Title 8 of the GAO Manual for 

Guidance of Federal Agencies. 

TEMPORARY 

i,,~~DestroYAwhen ~uperseded, obsolete, or no longer 

needed for administrative or reference purposes. 

~133-08 REQUEST FOR CONTRACTS 

Files pertaining to Miller Act, 40 U.S.C. 270a-d as 

amended.	 Contains correspondence requesting 

certified	 copies of various documents such as con-
tracts, payment bonds, final payment vouchers, or 

statements	 of the date of final settlement. Also, 

there are	 affidavits submitted to the Comptroller 

General as	 required under 40 U.S.C. 270c, letters 

from various administrative offices forwarding 

the above mentioned documents, letters transmitting 

payments andlor refunds for these reproduction serv-
ices, and copies of correspondence transmitting 

the certified copies to requestors. 

TEMPORARY	 NCl-217-76-1J=n.-. \ 
Cut off at end of FY after final action; destroy 3 (s-....) 
years later. ~ GAoI/

S~ 

~/.3 
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134 OTHER INVESTIGATORY RECORDS 

(These files relate to GAO's role as an investigatory agency with 

the responsibility of handling complaints on improprieties in Federal 

Agencies, not filed elsewhere.) 

134-02 FRAUD HOTLINE SYSTEM 

These disk files record the vital information about
 

calls from the Government fraud phone hotline. The
 

data will be analyzed to discover which types of
 

Government programs are more open to abuse or fraud.
 

This system is subject to privacy restrictions.
 

~¥--
l)[SPaSftL NOr /'ruTFlortl zeD..... I~ I eti- "+k,{- --Hvw-e..J :!H 
Review when. 5 years ol~t that ~ime the JH'ogra~iftg- ~:~ ,.VJ 
p~rw.-~ ~ ~ 0/ tlM--t1 v:i~ ~.f1'T~~iY 

off4.ce will determine-i.f-fu.r,.the.r-t'e~ent--i-on-r.s-I"equ-i:l"ed. '/ -11' 
~ SF-flS 10 .NMS ~ 'h ~ ~ 
1ot~ 
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