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REQUEST FOR RECOR POSITION AUTHORITY
(See Instrucu...s on reverse)

! 7W’I1Wf

LEAVE BLANK

[

JOB o .

TO GENERAL SERVICES ADMINISTRATION,
NATIOMAL ARCHIVES AND RECORDS SERYICE, WASHINGTON, DC 20408

NC1-217-82-1

DATE RECEIVED

1 FROM (AGENCY OR ESTABLISHMENT) . .
U.S. General Accounting Office

October 19, 1981

NOTIFICATION TO AGENCY

2 MAJOR SUBDI\{!SION . .
Office of Information Systems & Services

In accordance with the provisions of 44 U S C 3303a the disposal re
quest, mcludmg amendments, s approved except for items thaJmay

3 MINOR SUBDIVISION

be stamped “disposal not approved” or “withdrawn™ in columi

Records Management Services
4 NAME OF PERSON WITH WHOM TO CONFER

Shirley Allen

5 TEL EXT

275-5877

Archiist of the United Stutes

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records,
page(s) are not now needed for the business of

that the records proposed for disposal in this Request of

this agency or will not be needed after the retention periods specified.

[ ] A Request for mmediate disposal.

k] B Request for disposal after a specified period of time or request for permanent

retention.
C DATE D SIGNATURE OF AGENCY REPRESENTATIVE E TITLE
7 V "
10/15/81 7 e I\ )Z;/.LZ;W Records Management Officer
i .9
7 8 DESCRIPTION OF ITEM 10
ITEM NO (With inclusive Dates or Retention Periods) sﬁggLEOOR ACTION TAKEN
GAO Comprehensive Records Schedules
(See attached)
C
tcdvétfeif L L/d / ﬁ?éi
Hoiw SFNS
v v "7’“
115-107 denks R gty L, VYA ‘/z aw Eam3 AN AVT - R lci/STANDdA:D FORM 115
‘ Revise pril, 197
: : - Farem— Prescnibed by General Services
T VAL ‘} PI I T = 170 o VR va R Adn:'Inlstra¥|on

Cepy G M(Zéivvyrh
Wy o R PRCS W MDL st vy s

el /“/L. b) /fg_J/_,Z ¢ kf - /,1/1 ~//,S<.2 FPMR (41 CFR) 101-11 4
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BUDGET AND FINANCIAL MANAGEMENT
. BUDGET PLANNING FILES
. TRAVEL ACCOUNTING FILES
. PAYROLL FILES
. ACCOUNTING FILES

ORGANIZATION, HUMAN RESOURCES AND DEVELOPMENT,
AND PLANNING
. ORGANIZATION MANAGEMENT, AND PLANNING FILES
. EMPLOYEE DEVELOPMENT AND COUNSELING FILES
. TRAINING AND EDUACTION FILES
. AUDIO VISUAL FILES

PERSONNEL
. GENERAL PERSONNEL PROGRAM FILES
. POSITION CLASSIFICATION FILES
. RECRUITMENT AND PLACEMENT FILES
.  LABOR MANAGEMENT AND EMPLOYEE RELATIONS FILES

INFORMATION AND RECORDS MANAGEMENT
. INFORMATION POLICY AND PLANNING FILES
. ADP SYSTEMS AND SERVICES FILES
. DOCUMENT SYSTEMS AND SERVICES FILES
. LIBRARY FILES
. RECORDS AND INFORMATION MANAGEMENT FILES
« DIRECTIVES AND FORMS MANAGEMENT FILES

PUBLISHING AND DISTRIBUTION
+ PRINTING AND DUPLICATING FILES
. MAIL AND MESSENGER SERVICES FILES
. DISTRIBUTION FILES
. GRAPHICS FILES

PUBLIC INFORMATION

AUDIT AND SPECIAL STUDIES

Page

61
73
83
95

103
104
107

110
111
114
118
128

133
135
140
141
143

145
146
151
154
156

163
164
165
172
179

187



100
110
120

130

#57

131
132
133

134

COUNGRESSIONAL RELATIONS

LEGAL SERVICES AND DECISIONS

CLAIMS SETTLEMENT AND DEBT COLLECTION

REGULATORY AND OVERSIGHT FJNCTIONS
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010--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 pertalning 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-
cluded here are records in the Office of the Comptroller General, his

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

011 OFFICE ADMINISTRATION AND OFFICE PERSONNEL FILES
012 PROCUREMENT, TRAVEL, AND SUPPLIES FILES

013 PROPERTY, EQUIPMENT, AND FACILITIES
MANAGEMENT FILES

0l4 SECURITY AND SAFETY FILES

015 OFFICE OF THE COMPTROLLER GENERAL FILES



011--OFFICE ADMINISTRATION 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.]

Y 011-02

011-04
v

Y011-06

OFFICE ADMINISTRATION FILES

FILES MANAGEMENT PLAN FILES (GAO Form 10)

Files Management Plan and related papers pertaining to

preparation and revision of the form.

TEMPORARY

in aqen
Destroyswhen superseded, obsolete, or no longer needed.

CHRONOLOGICAL FILES

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 appropriate function/subject file.)

TEMPORARY

in aqeney
Destroyawhen,l year oldy earlies—destruetion—suthoriredr

no wmore ‘thon

TRANSITORY FILES

Coples 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.)

o



v011-08

v011-10

V/011—12

J/ ol1-14

TEMPORARY

whem no more ‘Yhaw
Destroyjafeer 90 dastd i s
4

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

Eilefor shoprsition W? o an%«*/%

POLICY AND PRECEDENT FILES

prhcd&
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

Destroy:b%zn guperseded or obsolete.

WORRING FILES

Includes rough drafts, notes, and materials accumulated
in the development of a final product. (Does not include

the workpapers for audit studies.)

TEMPORARY

in maemcy
Destroyaupon completion of the project.

RECORDS MANAGEMENT FILES

Documents pertaining to the maintenance of office records

not filed elsewhere.



011-15

V//Oll—l6

J011-18

Q .

TEMPORARY

1N agency
Destroy,when superseded. obsolete, or no longer needed.

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 GRS 16

Item 3a
Destroy when related records are destroyed or when ok

no longer needed for adninistrative or reference
purposes.

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

;Aaqen
Cut off at end of FY; destroypwhen 3 years old. GRS 16
Item 6 oKk
OFFICE ADMINISTRATION AND DELEGATION OF AUTHORITY FILES

Coples 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 assignments

of fire wardens, building custodians, supply representa-
tives, security officers, records liaison officers, forms
liaison officers, and similar assignments,

4



v 011-19

7/ 011-20

TEMPORARY

in aqevcy
Destron\when superseded, revoked or obsolete.

CLASSIFIED DOCUMENTS RECEIPT AND ACCOUNTABILITY
FILES

Receipts and related records tracking the movement,
storage, and use of classified documents.
TEMPORARY GRS 18

Item 3
Gut—aff—ar—end—of ¥ —when-rolated—dogumentas—ape

bl » . E)
frem—eustedyt Destroy 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

Destroyk&&gr?he person leaves the agency or clearance
is revoked.

b. Other records.

TEMPORARY

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

See olsg Section OIY oF “His schedule



/

011-22 AUDITS AND INSPECTION REPORT FILES

Reports received as a result of an audit or inspec-
tion of office operation.
TEMPORARY

n agqency

Destroy,upon completion of the next audit or inspection.

011-24 TELECOMMUNICATION/ TELEPHONE FILES

Copies of documents pertaining to installation and use
by operating offices, telecommunication equipment and
services, such as telephone, FTS, facsimile transmission,
etc. (Record copiles of these documents are retained

with the Facilites Management Files and scheduled at
013~46/48/50.)

TEMPORARY

I¥s+nbg whew G ot  old .
V/Oll-26 FACILITIES FILES

Copies of documents pertaining to the obtaining of services
for design, alterations}or new facilities.

TEMPORARY

Cut off at end of FY; destroy whea-2 years e&duafiza/ aaibfﬁ)-

V/611-28 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 whem 6 months odd~ nfibt» c-t31}ﬁJ-

o



V/011-30

v 011-32

v 0l11=34

v 011-36

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

. akkiuuduuﬂ./alua—
contracts, GAO forms 19 and 21, etc. C?ﬂ“ﬁ‘:“ht .;;‘ﬁb s4ociﬁﬁ4HVVna;>
TEMPORARY

Cut off at end of month; destroy whes 6 monthsm ﬂ GRS 3
Item 9 o4
EQUIPMENT 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.

PLANNING/BUDGETING FILES

Coples of documents relating to setting goals, projecting
resource requirements, and developing budget estimates.
TEMPORARY

Destroy when superseded, obsolete, or no longer needed,

whichever) S doenat).
or when 3 years old, ss—spprepriate

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.

I . - l!CO‘Gﬂ’ V'mb‘u
C\r,,[:,‘f W mMj) g



TE M PORARY
Cat off at and of FY 1n «hich erearad; desiroy

whet 2 vears wids aftu/ M&H)v

/011-38  ORLENTATION AND BRIEFING FILES
Docunents pertaining to or used in orientations or briefings
“about the functions and operational methods of the office

including photographs, handouts, and similar material.

TEMPORARY

N aneney
DestroyAwggn superseded, obsolete, or no longer needed.

Y011-40 MEETINGS AND CONFERENCES FILES

Documents pertaining to staff meetings, management confer-
ences, or other meetings of a general nature. (NOTE:
Meetings concerning specific projects, cases or other
functional activities should be filed under the
SOML-, ¢

. : . : KL&%J&. A41uAA&4¢z gvhwrd/ ol
appropriate functional file series.)
Achedanlod 2Llisnhsre Hile acheduta .

s
TEMPORARY

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

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

V/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 whes 2 years edéd afihg/ c‘;t’ff)'

v/ 0l1-44 ANNUAL REPORT INPUT FILES

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

Report.



011-46

TEMPORARY

Cut off at end of FY; destroy -<whem 2 years old~ afﬂh&) cA:i;u@{),

GENERAL CORRESPONDENCE - MISZION FILES

General correspondence f}les, consisting of letters,

memoranda, reports,
a variety of subj#fcts, created or received by the following

GAO offices i

ctive mission. (NOTE: The records and the

stAff are described in 015.)

I 4
d related data and attachments on M
connection with the accomplishment of ¢ t



011-46  MISSION CCREESPONDENCE 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 administrative offices (those which perform
"housekeeping" functions for GAQ) maintain mission correspondence files. Such files
include letters, memos, reports, related data created or received by an office on a
variety of subjects, including reports to management on program accomplishments or
problems; Congressional relations/assistance files; copies of speeches of office officials;
agreements with other agencies and GAO components; numbered instructions; records

documenting participation in professional associations, and other similar materialsy

4. Mission correspondence files maintained by GAO program offices at division level

Comp¥roller 6khtnmblkrn§,¢:eb

or above. (Examples of program offices are the f ollowing: A Community and

Economic Development Divasion; Office of Congressional Relations; knergy and

liinerals Divasion; Federal Personnel and Compensation Division; <iimseessmms:.

office of Frogram Planning;
-~y Office of General Counsel;pGeneral Government Division; Human

Resources Division; International Division; Office of Policy; Office of
Budger OFFice;
Joint Financial Mgt.Improvement,, ;jAccounting and Financial Management

Program Agk®\  per year:
Division; and the like.) Arranged by subject.pVolumep €e: 32 ¢w @1—/ yc.

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. Mission correspondence files maintained by program offices below the division

level.

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

c. Mission correspondence created and maintained in offices whose primary function

involves administrative support activities such as personnel, procurement,

property, fina\znial management and accounting for GAO, travel, communications,internal
inFormotiow +

program review, publishing services, security and safety, information, and
the like, At the division level.

Cut off of clese of FY, Hld 3 gears or wntil volume Wwarrants
onmd retice Yo FRC, ])es#’ra'_«j € years oer cuwltofFF.

p. 10 -5


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

~~
Q )
d. Mission files for administrative support offices below the davision

level.

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

011-48 NON-MISSION CORLESPONDENCE FTIES

Non-mission correspondence files include correspondence. reports, forms, and other
papers which are accumilated in an office but do not relate directly to the function
or mission for which the office exists., They generally mlkude: (1) copies of
papers relating to program subjects for which another office i§ responsible for
official documentation, and (2) papers relating to internal routine management or
general administrative functions of the office. Such papers would relate to

office facilities, supplies, equipment, financigl matters, travel, property, and

personnel management.

Cut off at close of FY. Destroy @ years after cutoff. (;W“473‘”7)

suptosaddee
GAO-Schedfao))

53



011-48 GENERAL CORRESPONDENCE-ROUTINE ADMINISTRATIVE FILES

These files include administratife documents of a routine

ses.
nature created or received by’ GAO offices and not listed P“?i::f
under (011-46) and which dre not appropriate for filing
with other record serfes.
TEMPORARY (NN-173-77)

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

v/011-50 RESERVED

011-52 PUBLIC RELATIONS FILES

Material prepared for news articles (including fnput

to GAQO Management News), press releases and related

. ; neboancs
documents. [Px:f M[ W""Q'! webar m"gg oo ;M)

TEMPORARY

Cut off at end of FY; destroy «whea 1 vear eiér afliv c«tﬂ

'/011-54 INFORMATION BULLETIN FILES

Announcements, coplies of newsletters, etc., of no per-
manent reference.

(NOTE: Record set of GAO Management News is ieept—in—the

acheduto e vndon Bl

080-1¢ of \Hhie auuuluxxn)
TEMPORARY

i &
Destroy&bﬁgn guperseded, obsolete or no longer needed.

54



“//011—56

v/61l-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

Destroyizggg“gzperseded, obsolete, or no longer needed.
TECHNICAL REFERENCE PUBLICATIONS

Duplicaie
ACopies of motion pictures, sound recordings, still photo-

graphs, maps, graphics, brochures, and similar materials
maintained for reference purposes.
TEMPORARY

|
Destroypwhen superseded or obsolete. Return accountable
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

Destroyx&%gg“guperseded, obsolete or no longer needed.

GAO ORGANIZATION Aug(fﬁfRA-OFFICE COORDINATION FLEEg/

Copies of docysmfents relating to intra-office”matters

as well those relating to the organjZational structure

of ZA0 and its components. Also cludes copies of

55



L 011-64

V/’011-66

‘/01 1-68

v 011-70

organizational managemgnt records maintain by offices

other than the ginating office.

“when superseded, obsofete or no longer needed.

SUPERVISOR'S PERSONNEL FILES

Ratings, counseling and adverse action and other offi-

cial actions initiated by supervisors, maintained sub-

Jectively.
TEMPORARY GRS 1
Review annually and decuments s or des al Item 182 ok

A Destroy whea superseded obsolete
dxume«fs Iﬂd‘/‘mg o a’k md?vfdual GMf/m,eL /qear- o FYer

arativr r, c.no/sdu.ﬂ/

P RSONNEL ACTION FILES 2/’80.

Requests for personnel actions such as position changes,

separations, and related matters. [&"‘M \%W ost-1a l{ - ]

TEMPORARY GRS 1
Item l4b 44

Cut off at end of FY; destroy when 1 year old.
Gao )3/
Wy

PERSONNEL POLICY AND PRECEDENT FILES

Mon~recordd

A Copies of documents reflecting the development of plams,

policies, procedures, and methods for the management of

personnel.

TEMPORARY

Destroy when superseded, obsolete or no longer needed.

MANAGEMENT/EMPLOYEE RELATIONS FILES

Coples of documents relating to the relationship be-

os¥- 3

tween management and emaloyee unions or other groups. I See aleor Slorw

TEMPORARY GRS 1

Item 29a(2) 4k

Gho/SohJ-/g/
56 R9C2)(2)

LY
Destroy,‘. w‘t‘l‘en.ﬁsuperseded or obsolete.



GR®

V/011—72

i a

Qq fmekeefws' wpy

CukoFf ol end oFcY,
Destroy atler GAO
OM \’ o¢ (A)NM 5
qrg, Ol& w‘]lC»\eA)eA/

1% Wer'

6953\ b, AW%S%
C,(PIC

C,lr~

(\c

”Z,n ” f’m ess

o,gﬁrm
A ot

)eshw\

/011 74

V//;ll—76

TIME AND ATTENDANCE RECORD FILES

Copies of documents relating to time/attendance over-
time/compensatory, including Form l4-Biweekly Work

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

. a»J—
record, Form 484, etc. L c,w W

033- 10 o‘ \Haw achaduts . ] crr
Ttem 33—
stroy—when—6-months-edds afi *-—aaéaﬂ-—'

POSITION DESCRIPTION FILES -

Copies of position descriptions, arranged by series, grade,
position number. Includes classification position manage-
ment.

(NOTE:  Record copy is retained in the Personnel Offlce,)
vn&dr-44a,‘°&‘,l~uZul/ urdee Wi 0SQ-04 05 Hica nobaclte .

TEMPORARY GRS 1
l;caqaua, Item 7b(2) o4
Destroyswhen position is abolished or description super-
cded Fehofsches /8]
) 7h. (2)
TRAVEL FILES

Copies of documents on travel conducted by office per-

sonnel.

TEMPORARY GRS 9

oflew catspf. Item 3a o4

Cut off at end of FY; destroy +whem=3 years -edds

57
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b/611-78 OFFICE EEO FILES

Copies of documents pertaining to EEO matters within
the immediate office, includingig:;g¥::{ﬁ:222inaeiue-
aetiemrptant, and similar material.

TEMPORARY

Destroy when 3 years old or when superseded or obso-
lete, whichever 1is applicable.

V%ﬁl-SO EMPLOYEE LOCATOR FILES

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

into the AMPS system.

TEMPORARY

Destroxr;;:z¢guperseded, obsolete, or upon the sepa-

ration of the employee.

b. Employee directories/listings.

TEMPORARY

Destroyﬁ%ggg“?uperseded, obsolete, or no longer needed.

V/bll-SZ 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 -

GRS 1
Item 26g of-



TEMPORARY GRS 1
Item 30d .-

Destroy when superseded or obsolete.

b. Training requests including the related forms

and documents, etc.

TEMPORARY

Cut off at end of FY; destroy whee 3 years -otd

v/bll~84 CAREER LEVEL/PROMOTION FILES

Copies of documents relating to the Competitive Selection
Program, Upward Mobility Program, and similar programs,
including job announcements, etc.
TEMPORARY

in

Destroy,when :superseded, obsolete or no longer needed.

v~ 011-86 EMPLOYEE SUGGESTIONS/INCENTIVE AWARDS FILES

Copies of documents pertaining to employee suggestions e
and incentive awards.

TEMPORARY

Destroy;umerseded, obsolete or no longer needed.

~/011-88 EMPLOYEE EXIT PROCEDURES

Completed copies of GAO Form 473 and related documents.
TEMPORARY
Cut off at end of FY in which employee separates; destroy

~#hea~2 years -etd A‘il—u a«%

v011-90 CONFLICTS OF INTEREST/ETHICS FILES

Copies of documents related to conflicts of interest/ethics,

GAO Forms 310 and 311, Financial Disclosure Statements.

59
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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.)

V/012-02 PROCUREMENT ACTION REPORTS FILES

GRS 3/5@
Statistical reports on the placement, status, delivery ob
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 whes 2 yearsﬁ ‘

V/612-04 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 ofe

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.

61



012-08 UNSOLICITED PROPOSAL REPORT FILES

Reports on the feasibility of unsolicited proposals for
contracts.
a. Rejectezé osal'i 4l #M' M wfdlo ,@J:bn’ whem
FREORART (N 4 L M conchact Catt  pg 3
— fin = le:m, woth, atwbid oot Item +éx ba +b ok
w—uw,\bb/w oR~1H of Vit Selindats .

b. Accepted proposals

: \iizan/
TEMPORARY ~ 9“,5.,4’ with, aal bl coex -1—-4’:4«
N o1- o; oo achedule, ’

V/612-10 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

Containsxgzétggg%ﬁfgg:z:;rgugg;nce, establishing policy
for the administration of GAO contracts, includes OMB
Circular A76.

TEMPORARY

Destroyﬁ%ﬁzgogﬁgerseded, 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

62



3. Purchase orders
4. GSA Multiline
5. Cash orders
TEMPORARY
v// l. Transactions of more than $10,000 and all con- GRS 3

Item 4a(l)

struction contracts exceeding $2,000 dated sub-

sequent to July 25, 1974 - Close and place in G'ﬂols ) !I
inactive file on final payment. Transfer fiscal ‘7/34(:>

year block to FRC after 2 years. Destroy 6

years and 3 months after final payument.

/2. Transactions of $10,000 or less and construction GRS 3
Item 43(2) DJL—
contracts under $2,000, dated subsequent to July
dpecinedes
25, 1974; and transactions of $2,500 or less dated GHC)/SoLul/
- 9/3Ac5>
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.
V/G. Transactions of more than $2,500 dated prior GRS 3

Item 4a(3) "*_
o1

to July 26, 1974. Destroy 6 years after final

payment. GHO/S
9/3ac3

(Note: 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

material. (WW derolietlicl) bl
oecowntall qﬁkggup’axuuwwoau)
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TEMPORARY GRS 3

Item 8 do
Cut off at end of FY; destroy whem 1 year -wid. fatr A 0 Ghol
Sehect /77
\/012—18 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 o
Item 4c
{
DestcﬁryAﬁp‘;‘n te‘xination or completion. e 6ﬂ0/
Sehuet [ 9/ 3c .
\/012-20 PRINTING AND BINDING FILES
Printing procurement unit copy of requisitions, invoices,
specifications, and related papers.
TEMPORARY GRS 3
Item 7a o
Cut off upon completion or cancellation; destroy 3 ; 0
years later. 6&0/5 /
012-22 TAX EXEMPTION FILES

Documents relating to the issuance of tax exemrption

certificates affecting contract price.

TEMPORARY GRS 3
Item 13 o
Cut off at end of FY after period covered by account: 0
destroy 3 years later. GAO/S ’ /
a/i
/ 012-24 PROCUREMENT CORRESPONDENCE FILES
Corresrondence pertaining to internal operations and
administration matters not covered elsewhere.
TEMPORARY GRS 3 |
. Item 3 A
Cut off at end of FY:; destroy whem 2 vears odd.
W
Gho[ Schadl /4/ 2
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Az-ze

v/612-28

»//612-30

-/012-32

4//012-34

CATALOG FILES

Catalogs used by procurement offices.

TEMPORARY

n Hml‘
Destroy,when stiperseded or no longer needed.

FEDERAL SUPPLY SCHEDULES

Coples of full supply schedules and related announce-~

ments from GSA.

TEMPORARY

iudq
Destroy,when ;uperseded, obsolete or no longer needed.

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.

TRAVEL RULES & REGULATIONS FILES

A’m-»u&oﬁ.o‘/

A Coples of rules, regulations, and documents pertaining

to travel by GAO personnel.

TEMPORARY

n quncz
Destroyswhen sdperseded, obsolete or no longer needed.

TRAVEL SCHEDULES, GUIDES, DIRECTORIES FILES

Reference files including official airline guides, etec.

TEMPORARY

In aq
Destroyﬁwhen superseded, obsolete or no longer needed.
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V/612-36 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
N Item 5b oA
Cut off when entries are cleared; destroy l year later. ‘4~1“~“4L&,
7 GAO/Schact |
012-38 BLANK TICKET FILES b
14/

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 - SF1170, originals
and/or equivalent.

TEMPORARY GRS 9
B Item 3¢ ad_

J/// Destroy when no longer needed for administrative use. A P
0

12-40 PASSPORT FILES Ghof S"""‘“‘/
lq/3c

Documents relating to the processing of applications
for passports.
" TEMPORARY

Lot
Cut off at end of FY; destroy «whtem 2 years -otdw
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012-42

V 012-44

Vv012-46

\/012—48

\/012-50

TRAVEL ORDER FILES

Travel orders and any other supporting documentation, AulL l‘*’ *‘M
c - . t t' l -~

TEMPORARY ' GRS 9

Item 4a L[,

Cut off at end of FY; destroy whem 3 years olde

TRANSPORTATION ASSISTANCE FILES GAo- S 7 l'l/‘b\

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

Dest:royAwhe guperseded obsolete or no longer needed for

reference.

GBL FILES

Government Bills of Lading and all supporting documentatlon,w &7
TEMPORARY Ea{ i GRS 9

, Item la ode
Cut off at end of F"Y; destroy whea 3 yearsﬁ'fdj:‘d GM/ I
Fou W %aﬂw Copiar ) Lot GRS °(/L‘:,c,a(- S"t‘“",.,/,‘_
SHORTAGE AND DEMURRAGE PORT 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 1a
Cut off at end of FY; destroy wiem 3 years -edd.

GAofS ol)nﬂ/
DAMAGE AND LOSS CLAIMS FILES L]

Documents relating to damages or losses in shipments.

This item applies only to claims files held in
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J012-52

JS012-54

v N12-56

Vv 012-58

travel offices, and not claims processed by Claims

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

folder.
TEMPORARY GRS 9
Lote. . Item 2 of /
Cut off at end of FY; destroy whem 3 years eld. Ampsstdag. @ RO .
Schad / 14[a

GENERAL REPORTS FILES

General reports on amounts or types of material trans-

ported.
TEMPORARY GRS 9
Labre - Item la b
Cut off at end of FY: destroy whem 3 years -eid. ] ¢
GRof Schet /
CASHIER ACCOUNTABILITY FILES H/IA..

Daily and monthly accountability reports as well as all

documents relating to travel advances/reimbursements made

by the cashier. Mol Lk' YMM Odominictotive W

TEMPORARY GRS 9

Lot Item 4a ol
Cut off at end of FY: destroy when 3 years eodd / P ho/

Apesedio
or after audited/cleared, whichever is later. S.—,L...I./ "//“’a.,
MOTOR VEHICLE COST FILES
Motor vehicle ledger and work sheets providing cost and
expense data.
TEMPORARY GRS 10
Item 3 ok
Destroy 3 years after discontinuance of ledger or date A g
of work sheet Gﬂ’o/ 3 /
) 153

MOTOR VEHICLE RELEASE FILES

Records relating to transfer, sale, donation or exchange

of vehicles.

68

war?



v 012-60

v’ 012-62

V01264

J012-66

TEMPORARY GRS 10

Item 6 ok
Destroy 4 years after vehicle leaves agency custody. "“‘1““"“""" GAo/
SoLAJ-/Ijr/‘v
MOTOR VEHICLE MAINTENANCE AND OPERATIONS FILES
a. Operating records, including those related to o0il/
gas consumption, dispatching and scheduling.
TEMPORARY GRS 10
Item 2a
Cut off at end of each month; destroy when 3 months W @no/IcM
1s/aa
old.
be. Maintenance records, including those related
to service and repair.
TEMPORARY GRS 10

Item 2b ol
Cut off at end of FY; destroy when 1 year old.

At dar GAo/
MOTOR VEHICLE REPORT FILES Schad /15/2b

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 ol
Destroy 3 years after date of report. (
GAO[Schad /
SUPPLY REQUIREMENTS FILES ,lecf

General reports on overall internal supply requirements.

TEMPORARY GRS 3
Item 5a

Cut off at end of FY; destroy when 2 vears old. Arpretader cho/ScLl-'-
qf/de

SPECIAL SUPPLY PROJECT FILES

Grs 3/
o

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 1s complete; destroy l year later.

b. Recurring projects

TEMPORARY GRS 3 /, )
Cut off at end of FY when completed; destroy s#em—l year —2412~r- ot-
odd?

V/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.

J/612-7O 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 &l
Cut off upon completion or cancellation of requisition; PP PO
clad
destroy 2 years later. Gn-o/ S /
ql ga

v/612-72 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 10a o
Destroy 2 years from date of list. W GAO/SM/
9%

b. Inventory Cards

TEMPORARY GRS 3
Item 10b g
Cut off upon discontinuance of item or transfer to

new card under a new classification or 2 years after gno SM/

equipment is removed from agency control; destroy a Qb
2 years later.

cs Documents, including lists, cards, and printouts

used to maintain im;entory of supplies in stockroom.

Includes surveys or inventory and adjustments made

in inventory management files.

TEMPORARY ' GRS 3

Item 10c oA
Cut off at end of FY in which the survey was taken;

Barfesrtelae’
destroy when 2 years old. GRo/ SJaJ./
V4 9/9c
012-74 RECEIVING AND INSPECTION FILES

Documents pertaining to the receipt and inspection of
incoming stock at a supply center.
TEMPORARY

..;04\*&41
Cut off at end of FY; destroy whes 2 years odde

A12-76 RETURNABLE ITEMS FILES

Documents pertaining to accounting for returnable items
received or sent by the supply center.
TEMPORARY

St

Cut off at end of FY; destroy whea 2 years ekd.
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A2-78

/012-80

Az-sz

SHIPPING FILES

Documents pertaining to the shipment of supplies, includ-
ing documents pertaining to the packaging of materials

to be sent from stockroom.

TEMPORARY
Lode.
Cut off at end of FY; destroy whem~2 years owd.
FINANCIAL STATUS REPORT FILES GRS 3/5‘.‘/
Reports on financial value of supplies held, shipped, etc. od

TEMPORARY

Cut off at end of FY; destroy whem 2 years oid.

SUPPLY ACTIVITY REPORTS FILES

/ GRS 3/Sa
Includes excess supplies, reports, statistical reports, o
etc.
TEMPORARY

DY, N
Cut off at end of FY; destroy whaa 2 years -oidn
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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 *

Listings, printouts, and other documents accounting for
location 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

in Gaemey
Destroypwhen superseded or obsolete.

V/613—04 PROPERTY MANAGEMENT PROBLEMS FILES
Documents relating to special pr&blems involving regional
offices., including lists of control tags sent to regiomal
offices
a. Case files
TEMPORARY
Cut off when the problem is resolved; destroy 3 vears
later.
b. Lists of tags
TEMPORARY

" aq

Destroyawhen superseded, obsolete,or no longer needed.

)
v/613-06 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. Ledger Files
TEMPORARY GRS 18
Item l6a ad_
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
—_— l Item 16b L&
-emf&-ee-end—e-f—ﬂ,-hestroy when -a—yeari( old.

v/613-08 PROPERTY MANAGEMENT STUDIES AND PROJECTS FILES

Documents pertaining to special property management
projects.

TEMPORARY

Cut off when project 1is complete; destroy 2 years later.

V/613-10 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 ot
Cut off at end of FY; destroy when 3 years old. !
V/013-12 POLICY AND PROCEDURES FILES 6"“’/“"‘"&/
Now-records y lo/S'

a Documents which establish policy and procedures for
locating and maintaining technical equipment.
TEMPORARY

" aqency
Destroy,when superseded or obsolete.
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ng;-lh TECHNICAL EQUIPMENT DATA FILES

Information concerning types of equipment, the compo-
nent parts of the equipment, the suppliers or manu-
facturer, numbers, etc., used to aid in proper replaca-
ment or repailr of equipment, including handbooks and
technical publications. May be arranged by type of
equipment.

TEMPORARY

Destroy}?ﬁzgfgggerseded, obsolete or no longer needed.

v/613-16 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.

v/613-18 EQUIPMENT RECEIPT FILES

Documents used to maintain accountability of equipment
in the disposal or repair cycle (including when sent to
a reconditioning center).

TEMPORARY

in aqency repair, or
Destroypupon completion of #he—metion and after the

. . - - 4
equipment has been accounted for.imw W wf enad i ALy e

L/613-20 EQUIPMENT MODIFICATION FILES

Recommendations for modifications of equipment designs

or requirements.
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TEMPORARY
in aqency
DestroxAupon modification or disposal of related equip-

ment.

v/613—22 EQUIPMENT FAILURE REPORT FILES

Reports documenting equipment failures and whether
adjustment or replacement took place.
TEMPORARY

Cut off at end of FY; destroy whem 1 year -eid. a#»v c.a%

V/613-24 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

TEMPORARY

Destroyi;;;n equipment is no longer in use.

b. Other copies

TEMPORARY

W“; whew [year old.

3

V//S;B-ZG 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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& B

TEMPORARY GRS 11

. g Item 5 44
Destroy 3 months after work is performedw,uzwqbtw) !

‘/013—28 EQUIPMENT INSPECTION FILES

Worksheets and other documents reflecting the perform—
ance of praventive maintenance inspections, services,
and spot checks of equipment.
TEMPORARY

.Zﬁtu,-
Cut off at end of FY; destroy-whea—3 years-edds

v/613-30 FACILITIES REQUIREMENTS 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 22 J

Destroy 2 years after termination or when lease is can-

celled, or when plans are superseded or obsolete.

v/613—32 SPECIAL FACILITIES PROJECT FILES

Case files pertaining to specific facilities projects.

v oRpteted—proier Ty

TEMPORARY

Cut off upon completion of project; destroy 1l year

later.

“Tr—~6Gountituiny-prolects
~TEMPORARL
Lut~offat-and—of Y destrov-—when—t—ress—oidr—
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‘/013-34

-

SPACE POLICY AND PROCEDURES FILES

Non- astonel

A Coples of documents reflecting policies, procedures, and

~013-36

J013-38

vV 013-40

‘/0'13—42

precedents pertinent to obtaining, leasing, allocating,
using, and maintaining space facilities.
TEMPORARY

in agen,

Destroy,when g&perseded or obsolete.

FEDERAL BUILDING FUND/SLUC FILES

Computer print-out of GSA controlled space.

TEMPORARY GRS 11
eu%‘- Item 2b(1) L,
Cut off at end of FY: destroy whes 2 years&f’
Aaparindes GHO/
ACQUISITION OF SPACE FILES Sebaol |bf
&b
Copies of GSA Form 81 (Request for Space) and related
documents.
TEMPORARY GRS 11
T c,*,“, Item 2b(1l) ol
Cut off at end of FY: destroy «whem 2 years okdsr . Laas ,
G Ao [ Sclad
RESERVED 16 /ab(.)

REQUESTS FOR SERVICES FILES

Record copy
a. Documents pertaining to obtaining of services for
GAQ Divisions/Offices, Regional Offices, and Audit

Sites.
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TEMPORARY

4

Cut off at end of FY; destroy wirem 2 years‘e’ﬁ?ﬂz

b. Blue copy of requisition maintained for easy

reference.
TEMPORARY GRS 11
W aqene Item 5 sl
Destroy,3 months after work performed or requisi- “.’" w
tion cancelled. € ho ’ISb/_f /
/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 GRS 11
Item 5 L4
Destroy 3 months after work performed or last entry in
the log. GRo| Schat |
/ 16]s”
013-46 COMMUNICATION CORRESPONDENCE, REPORTS, AND
REFERENCE FILES
a. Correspondence and related records pertaining to
internal administration and operation.
TEMPORARY GRS 12
Item 2a 44
Cut off at end of FY; destroy when 2 years old. Rrsqariande Gnd/
Scludl/ 1)
b. Telecommunications general files including plans, e,
reports, and other records pertaining to equipment
requests, telephone service, and like matters.
TEMPORARY GRS 12
Item 2b ode
Cut off at end of FY; destroy when 3 years old. 6h0/
Sd.«-uﬂ-/ I‘I/
2b
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c. Telecommunications statistical reports including
cost and volume data.

TEMPORARY GRS 12

Item 2¢
Cut off at end of FY; destroy when 1l year old. W Gﬁo/.}d./.ufu,
I7face

d. Telecommunications reference voucher files.
(1) Reference copies of vouchers, bills,

invoices, and related records.

TEMPORARY GRS 12
TEMPORARY Item 2d(1) 4
Sut—off—nt—ond—oi~i%y Restroy when 1 year W C"'0/
cAad / ,7
old. e €1)

(2) Records relating to installation, change,
removal, and servicing of equipment.

TEMPORARY GRS 12
Item 2d4(2) Py §

audit or when 3 years old, whichever is sooner. GAO/S {1'14‘)

Gu-e—of-f—a-e—end—a-f—l“éruestroy 1l year after

e. Copiles 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;

drpecaedosr
destroy 2 years later. Gﬂ-o/SoluJ/
Vg r7)ae
013-48 TELECOMMUNICATIONS OPERATIONAL FILES

a. Message registers, logs, performance reports, daily
load reports, and related and similar records.

TEMPORARY GRS 12
Item 3a o
Destroy when 6 months old.

Icm/se,t-wi)
80 1M/ 3



V013-50

013-52

/01354

b. Copies of incoming and original copies of outgoing

messages, including SF 14, Telegraphic Message.

TEMPORARY GRS 12
Item 3b odo
Destroy when 2 months old. MM GHo/ S chudl /
F7_3b

¢. Machine copies (hard copies), discs, and tapes
of outgoing messages.

TEMPORARY , GRS 12
Item 3¢ od~

| sgf.co /17/

o
Destroyp=zfeer transmission.

TELEPHONE SUMMARIES FILES

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
of the FY in which audited. ' GAo/ Schad/
APPROVED VENDORS ~ q

List of vendors approved by GSA for various products/

services.

TEMPORARY

in
Destroyswhen su%erseded, obsolete or no longer needed.

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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V/1;:3-56 PROCUREMENT OF SPECIAL FACILITIES SERVICES FILES

Documents relating to the procurement of special products

r
ég services such as air conditioning, heating, carpet

services, design services, etc. E/O-M— oo 0|3-‘(3- 06
Ys schadate)

TEMPORARY

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

v/<;i3‘58 RETMBURSABLE WORK AUTHORIZATION FILES

Copies of Form 2957 and related documents generated
for seeking reimbursement for work done by GAQO in be-
half of GSA. -
TEMPORARY

Cut off at end of FY; destroy whem 2 yvears eodld.

\//313—60 CORRESPONDENCE/AGREEMENTS WITH OTHER AGENCIES FILES

Documents relating to and including agreements per-
taining to facilities with other agencies.

TEMPORARY

Cut off when agreement 1Is 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

in aqemcy
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 résulting from acci-

dents.)

\/014-02

014-04

PR

V///'014—06

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.)

TEMPORAR! GRS 18

— Item 24
U]

Destroy when Luperseded or obsolete. (sewe

eho sedact] a1l ®
SECURITY CLEARANCE CASE FILES

Documents relating to investigations of employees,
' L
) .
poténtial employees, or other persons, for security

clearances.

TEMPORARY ‘ GRS 18
Item 23a

Destroy upon notification of death or not later than Soma

5 vears after separation or transfer of employee or W‘t/
no later than 5 years after contract relationship 2! fao
expires, whichever is applicable.

OUTSIDE ACCESS REQUEST FILES

Copies of requests to other agencies for access by GAO

employees to classified documents held by that agency.

83



\//614—08

Am-m

TEMPORARY

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

SECURITY OFFICER DESIGNATION FILES

Documents pertaining to designations of security officers.

TEMPORARY

" chqo
Destroypwhen surerseded, obsolete or revoked.

SECURITY VIOLATION CASE FILES

Case files on investigations of alleged security
violations,mw of “prpet ploecd in W

.rua@o«wul, -?oll‘u‘-; -
a. Non-felonious Violations :

(Personnel Office)

TEMPORARY GRS 18

- Item 25b iJL
Destroy 2 years after completion of final 650 °L~4
corrective or dlsciplinary action, OV whew ne *Q""Y"' W"("&')
wheshevow 4 Soowr ,

b. Felonious Violations

TEMPORARY /
O 5 Apence nfb Qe e GRS 18

RAS a
Arapeedec ob
oldr GAof sa.ul‘—;éan/

c. Other copies of a and b.

TEMPORARY

Cut off when investigation is complete- destroy

3 years later or when no longer needed for administrative

or reference purposes, whicheverd o0 Qovmen.
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=== V//:;4-12 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

Cut off at end of FY; destroy when 2 years

old. - 4
/ )
014-14 INFORMATION SECURITY POLICY AND PROCEDURES FILES
Won-record copies of
4 Files reflecting the formulation and establishment
of policy, planning, and procedural developments
governing security matters. e
TEMPORARY
W ety
Destroxgwhen superseded, obsolete or no longer needed.
A L//;14-16 SECURITY CLASSIFICATION FILES
== GRS IQ/GB
= Documents relating to the classification, declassification (s z)
or downgrading of specific documents. .4u~p¢4aadbu
- GAa/SrJuJ-/
TEMPORARY ' all3
Cut off at end of FY; destroy when 2 years old.
\/ 014-18 RESERVED
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 (scw-t—>
Destroy 2 years after authorization expires.
Peho| Schad [ at] 7
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v

014-22

V014-24

v014-26

v 014-28

CLASSIFIED DOCUMENTS INVENTORY FILES

Inventories of classified documents held. Also may
include reports on missing classified documents, but

not document receipts.

TEMPORARY GRS 18
— Item 5
Cut off at end of FY; destroy when 2 years old. W GAO SM’
aljs~™
DOCUMENTS INDEX FILES
Documents relating to the maintenance of an index system
providing a listing of classified documents. May fall
into the following categories:
a. Index file cards
TEMPORARY
n ogétnm
Destroy,when superseded or obsolete.
b. Documents relating to index files. GRS /3/5“('
TEMPORARY
Cut off at end of FY: destroy when 2 years Gﬁo/SM/
218
old.
CLASSIFIED DOCUMENTS DESTRUCTION CERTIFICATE FILES
Certificates required to record the destruction of clas-
sified material,
TEMPORARY GRS 18
Item 4 b
Cut off at end of FY; destroy when 2 years old. Loy feol
GHO/SM/
[
SECURITY CONTAINERS FILES a'/‘{

List of combinations of containers, individuals knowing
the combination, and similar materials limiting access
to containers. Includes documents relating to
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V/614—30

v//014-32

V614-34

determining proper equipment for security uses and
related correspondence.
TEMPORARY
n £4€unoy
DestroyAwhen 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
facility, whichever is sooner.

IDENTIFICATION MEDIA FILES

Documents relating to issuance, control, and account-
ability of all forms of identification.

TEMPORARY

Destroy afeer all issued media have been returned or
accounted for.

PROPERTY PASS FILES

Passes authorizing removal of property or materials.

TEMPORARY

..é%i‘uny~3ou410¢‘4/45¢1;/ Agar;cdﬂﬂiwn/
_L*::uFW-
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V/614-36

J/ 014=38

014-40

V01442

KEY ACCOUNTABILITY FILES

Documents accounting for keys issued for buildings or
rooms.

a. Maximum Security Areas

TEMPORARY GRS 18
i Item 17g
in oqemey
Destroy,\3 years after turn-in of key. GAO/S&‘J/ &L
alfle
b. Other areas
TEMPORARY GRS 18
in Item 173 Hbo
Destroy,6 months after turn-in of key. .
PROPERTY LOSS LEDGERS FILES
Ledgers accounting for personal property lost or
stolen from Government facilities.
TEMPORARY GRS 18

in aqenacy
Destroyp3 years after final entry.

PROPERTY LOSS FILES

Reports, statements, and other documents pertaining
to the loss or theft of personal property in govern-
ment facilities.

TEMPORARY

Sut—obb—gr—erd~edi—fite Destroy when 1 year old.

ACTIVITY SUMMARY/DATA FILES

Summaries/reports of statistics of crimes reported or
analyzed in GAO.

TEMPORARY

-

MW
Destroyawhen superseded, obsolete, or no longer needed

for administrative or reference purposes.
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V/014-44 GUARD SERVICE FILES

Documents relating to controlling the operations and

actions of the guard force. 1Includes 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 GRS 18

IR A e T
sM}fy?l"{

J/014-46 COMPUTER SECURITY FILES

Documents relative to the physical and technical pro-
tection of computers including safeguards against the
unauthorized use of data.
TEMPORARY

In agemcy-
DestroyAyhen superseded, obsolete or no longer needed.

v/ 014-48 SECURITY EDUCATION/TRAINING FILES

Documents relating to briefings or general training pre-
pared for this function for agency personnel.
TEMPORARY
n aqengy
Destroypwhen superseded, obsolete, or no longer needed.

L/614-50 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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v/614—54

v 014-56

TEMPORARY

i oqemes
Destroyawhen superseded, obsolete, or no longer needed.

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 whemr 2 yearsﬁ c«?toﬁ),

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
Destroy)';"wm;aerseded or obsolete. M GAD/SJ\!J./.?I/
b. Correspondence relating to administration and as
operation of emergency planning not covered else-~
where.
TEMPORARY GRS 18
Item 27 o
Cut off at end of FY: destroy when 2 years

old.

FACILITY SELF PROTECTION PROGRAM FILES

Documents relating to information on plans for evacu-

ations and other actions resulting from emergencies.

TEMPORARY

[ ity
Destroy:Gaen uperseded, obsolete or no longer needed.
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‘/Ol'-l-sfs' PROMoTIONAL. CAMPRIGN Fnes

Docoments rehxt{us to jro:tome %o, coTore watefw z-od
the wrevention of sccidents and fires.
TEMPORARY

B e s T Destroy when 1 vear old.

Vo14-60 SAFETY DRILL FILFS

Documents relating to the scheduling and concduct of
safety drills, such as for fires.

TEMPORARY

Got—offasweond ofE¥-[Jestroy when 1 vear old.

V/014-62 SAFETY INSPECTION & SURVEY FILES

Surveys and checks of facilities and equimment, for
general or specific safety problems and the resulting
reports. Does not include safety checks conducted in
response to safety complaints.

TEMPORARY GRS 18

T Ttem 10 of
Destroy when 3 years old, or upon discontinuance of
YT "sm.l’ é al/

facility, whichever 1s sooner.

v/614—64 SAFETY COMPLAINT FILES

Complaints from personnel on potential safety hazards,
and resulting investigations and reports.
TEMPORARY
Cut off at end_of FY: destroy when 3 vears old.
/ 014-66 SAFETY STUDIES FILES

Special studies conducted on safety hazards or problems

and recommended solutions.
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TEMPORARY
Cut off at end of FY in which the study is completed-
destroy witemr 3 years -ald _Lolin/ .

\A)l4-68 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.

\/014-70 MOTOR VEHICLE ACCIDENTS FILES

Records relating to motor vehicle accidents maintained
by transportation offices.

TEMPORARY GRS 10
Item 5 ode

Destroy 6 years after case is closed. W GA.o/S(,LA,Q/
is| &

‘/614—72 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 GRS 10

Item 7 od_
Destroy 3 years after separation of employee or 3 years
after recision of authorization to operate Government- GA‘U/ SM/
owned vehicle, whichever is soomer. q/a.‘-{
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/)14-74 ACTIVITY SUMMARY/DATA FILES

Summaries and reports of statistics on accidents and

related safety matters.

in ogoncy
Destroywhen superseded, obsolete or no longer needed
for administrative or reference purposes.

v/614—76 SAFETY TRAINING/EDUCATION FILES

Documents relating to briefings or general training
given to agency persounnel on safety techniques or
procedures.

TEMPORARY

Destrogrzggzmguperseded, obsolete or no longer
needed.

/014-78 SECURED AREA FILES GRS /K/ZL

Records relating to administration and operation of

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

v/614—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

in aqom
DestroyAwhen superseded, cancelled or withdrawn.
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b. Coples of checks received for parking fee

TEMPORARY

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

¢. Parking permits

TEMPORARY GRS 11
Item 4a
Destroy 3 months after return to issuing office. Mf.wu.Ju GAo _S‘-,L.,L/

1of ‘/an.
d. All other documents not covered by a, b and ¢

above.
TEMPORARY
Cut off at end of FY: destroy when 1 year old.
or when no longer needed for administrative or reference

pur poses, whichever is applicable.

94

- P



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.]

015-02

015-04

NUMBERED MEMORANDA OF THE COMPTROLLER GENERAL FILES

These memoranda are initiated in the Comptroller General's

Noye:

Memeoll ~proysr
"‘“‘717”“/
€ ool A2
CC ace

dehedodled

Mw

office where the record copy is retained and filed numerically. 2 ,

(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 EAA 1;{5:;’ )

Cut off entire file at termjfiation of CG's appointment;

transfer to GAO Record lding area; transfer to FARC at

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

increments)

LOG OF COMPTROLLER GENERAL'S NUMBERED MEMORANDA FILES

Log of numbered memoranda signed by the CG, maintained by
the CG's secretary, arranged chronologically and con-
taining subject summaries.

PERMANENT (ECV 1/12cf AA  1/12cf )

Cut off entire file af/ termination of CG's appointment;
transfer to GAO Regbrds Holding Area; transfer to FARC at
end of FY; offey/ to NARS when 20 years old. (In 5 year

increments)
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615-06 ANNVHL REPKRT WorkPAPER FILES

Wockpapers created 1n “he pre;faration of the *onnal Report

the Conaptroller Gaaeral of the United States. (LOTE:

Fh

)
Copies of the Annual Report of the Comptroller General

are sent to OISS for entry into the GAO Documents Data

Base and microfilmed as a part of the permanent micro-

fiche set of GAO Documents,
063 - Obea

TEMPORARY II-NN-3536
Ttem No. la (sewe)
Cut off 1 year after close of the fiscal vear covered

by the report; destroy 1 year later. Gﬁo/SM/ 7/7

015-08 GAO REVIEW WORKPAPER FILES

Workpapers created in the preparation of the GAO Review,
(NOTE: Copies of the GAO Review are sent to 0ISS for
entry into the GAO Document Data Base and microfilmed

as a part of the permanent microfiche set of GAO Documents,
HF1—124)

063-06a

TEMPORARY

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

year old.

015-10 INTERNATIONAL VISITORS

These files consist of generalycorrespondence 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.


http:TE~lPOR.i\.RY

015-12

015-14

-

“TEMPORARY
(EATORRKY
Cut oFf at end of FY; destcoy whea b years old.

INIEANATIOVAL AUDLIOR FELLOLSHIP PRNCRAMS (LAFP

:

Documents relating to participation in the IAFP. The program
supports professional growth of auditing organizations in
developing countries, Ten candidates per year are selected

by the CG from nominations madz by their Auditor General to
partihipate-in the 3 month program that combines classroom
learning and direct experience. Documents include nominations,
selections, requirements for acceptance, and related papers.
TEMPORARY

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

SPECIAL ORGANIZATIONS AND PANELS

Documents relating to the deliberations of crganizetions—
requiring—GAOs—paTTicipation. ' Ineludes—documents—relat——
imag—te- the CG's Consultant Panel and to GAO's participation

in International Organization of Supreme Audit Institutions

(INTOSAI), as—well-as—the—quartertypubticatieon—International

ehronologically—and ¥aintained in the Office of the Assistant
Records of We CG's Consubant Pamel are

CG for Policy and Programming. &ffamgedt Chronoledically f ﬁ’t‘:ﬁ{geralzroq: I&NQT?Q:S"HI

\s{"’"‘d; aqwo(as oA sub yedt,

a. Records, includingAminutes)aﬂé pfoceedings, docu—-

menting GAO's participation sad contribution and vnvolvesment
J

3ct A ”/gr,/

PERMANENT (ECV 6ef EAA Heetf)

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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015-16

015-18

N\ .
N Other records and Publicqﬁons) mc\ur)\w\f) dekys o e&\‘r‘.wi reconds

L1 fORKY

Cut off at end of FY; destroy when superseded or no
longer needed for reference purposes.
SPECTAL GUEST FUND FILES

Documents related to the expenditire and control of funds

appropriated to defray expenses for lunches/dinners for
guests and gifts to foreign countries. 1Includes 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

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

STAFF LUNCHES FILES

Copies of memoranda sent/to division directors whi %GV%JV
assign their responsibilities for staff lunch Ae;;ujbﬁf
Includes copies of/ memoranda sent to attendges of 0/57 20
. K18
staff lunches; Mdocuments regarding the Cgmptroller S
La® 3

General's ayailability for the lunches/ and related

records.

Cut/off at end of FY; destroy/when 5 years 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 Assistaﬁf Comptroller General for
Administration: arranged chronologically.

PERMANENT (ECV 1/12cf EAA 1/12cf)

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)

N15-22 SPEECHES FILES

Copies of the speeches of Comptroller Gemneral, Deputy CG
and Assistant CG.

TEMPORARY

Destroy when no longer needed.

(NOTE: Copies are sent to OISS for entry into the GAO
Document Data Base, and microfilmed as a part of the

permanent microfiche set of GAO Documents O7t=t27)
063 ’Oéc\)
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015-24

W Gkevw

GAO HIS}bRY FILES

These filds include records collected, created, or ex-
tracted from other GAO files for, or during the projects
established Yo compile historical accounts of the func-
tioning of GA§ and/or its components, covering the entire
or any specifid period of GAO's existence. Records may
consist of copie} of correspondence, memoranda, speeches,
testimony, reports, organizational charts, interview
notes or oral histoyy tapes, trip reports, memoirs, etc.
These files include:
a. History Reportl
The record of th 
for which the projdct was established, the orig-
inal manuscript, and\the successive substantive
revisions. Arranged ;\ronologically within each
chapter of the proposed\outline of the finished
report and maintained by the History Project 0f-
fice.
PERMANENT (ECV lcf Estimatdd additional accumu-
lation by completion of projecy 4cf)
Cut off and transfer to GAO Recokfds Holding Area
upon the completion of the projectyy transfer to FARC
at end of FY when 2 years old, or ujon the closing

of the Project 0ffice, whichever is s¥oner:; offer

to NARS when 20 years old. (In 5 year \ncrements)
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b.

. Backgground and workpaper files.

Recordy extracted from other GAO files, trip re-
ports, fnterview notes and tranmscripts, oral
history tupes, memoirs, and other materials
collected Yr created for or during the project,
arranged chfonologically and maintained by the
History Projdct Office. Dispose of as follows:
(1) Materials|\used and cited in the history

report: retain\with the History Report Files -

in the Project Office.

PERMANENT (ECV 8\1/2cf Estimated additional

accumulation by cogpletion of project 4cf)

Cut off and transfef to GAO Records Holding Area
at the completion of \the project; transfer to
FARC at end of FY whe‘iZ years old, or upon the
closing of the Project Qffice, whichever is
sooner; offer to NARS whgn 20 years old. (In

5 year increments)

(2) Oral History Tape Files

W I orudits ] o st
T ) - j — ’ 'ISthmﬂ

Sy - e D VoI VvEUY O of=¥-

wths e Wa&
plastley - - 6GAOG
OnE Ara ansiderod-— peralicl valiue. ﬁ:"‘hzwq ‘ 'll

(NOTE: Tapes which are prepareq only as a con- W or ot~
4 etence anlold
venience to take notes, may be erased or reused +. " 04&JL\“

after the notes have been transcribed and

M 'E'MJA—ﬁs

verified.)
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>

¥

PERMANENY (ECV 2cf Estinated .additional

accumulation by completion of project 2cf)
Cut off and transfer to GAO Records Holding

Area at thelcompletion of the project; —txenefer

prB
el

8 RE—~ari—etid—e hre-s care—dbd; offer +eo—
S mpe Hhareattor ov whea ne -—Qvuau neeoled
tO NARSA » ez . ‘.“;' reEEres S -': - - », /
wiicbeveorv \ v Avoner -
Q 0 ¥ 20 hever ds _soaoner (T“. 5 year

ireremertsr—

(3) Records dupllicated elsewhere and not cited
in the History Regprt.

TEMPORARY

Cut off at the completion of the project; destroy

when 1 year oid. of W%W

(4) Records not duplitated elsewhere nor cited in
the History Report.

TEMPORARY

Cut off at the completion pf the project; transfer
to FARC at end of FY 2 y f‘i‘t‘-, or upon the
closing of the Project Office\ whichever is sooner;

10 Yeasro aflaw Corngal ,{.4~;,?,¢j;
destroy wheal18—years—oUld, unldss, in the meantine,

of ptect,

these records have been or are Deing used for another

project; if so, follow the retentfon requirenments

of the new project.
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015-24 INTERNAL HISTORY FILE

GRS /a/

/¢
(o)

This file consists of records collected, created, or extracted from other
GAO files for the project established within GAO to compile the internal
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 which Elmer B. Staats was Comptroller General. Records
include copies of corresvondence, menoranda, speeches, clippings, articles,
testimony, reports, organizational charts, interview notes, oral history
tapes and related transcrapts, trip reports, memoirs, etc., in the following
series:
| copy oF ‘the published history, plus
a. AThe final draft (ca. December 3, 1980) and the first complete manuscript
(ca. October 20, 1980) from which the final draft was compiled.
Arranged by date., Ca. 5".

PERMANENT . Transfer to FARC upon completion of project. Offer to NARS
20 years after completion of project.

b. UVritten comments of Comptroller General Staats and Deputy Comptroller

General Heller on the October 29, 1980, draft.
Arranged by reviewer. Ca. 5".

PERMAMENT . Transfer to FARC upon completion of project. Offer to NARS
20 years after completion of project.

c. Background and workpaper files

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

PERMANENT. Transfer to FARC upon completion of project. Offer
to NARS 20 years after completion of project.

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

PERMANENT., Transfer to FARC upon completion of project, Offer to
NARS 20 years after completion of project.

(3) Interviews

Written interviewes with GAO officials and others related to
GAO. Arranged by name of interviewee. Ca. 6",

PERMANENT . Transfer to FARC upon completion of project. Offer to
NARS 20 years after completion of project.

(4) Oral history tapes and related transcripts.
Arranged by name. 65 tapes. 4" of transcripts (generally,
only the tapes of Staats have been transcribed.) Talks with
Elmer Staats and other present and former top GAO officials.
~ost tapes are of discussions with Staats. Not all tapes have been
transcribed. Tapes include much information that was not included
in the final draft.
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4f5h' g\ PERMANENT. Offer to NARS 5 years after completion of project or when no
o\ab\ longer needed, whichever is sooner.
1
(NOTE: Tapes which were prepared only as a convenience to take notes may be
erased or reused after the notes have been transcrabed and verified.)
(5) All other records

Destroy in agency when project is completed, or return to office whiach
provided materials.

NOTE: For other internal histories which may be done in the future, subinit
SF 115 for individuael appraisals.

lod b
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020 POLICY AND PROGRAM PLANNING
[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
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021 POLICY FILES
(These files relate to development and maintenance of the Comprehen-

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

are approved by the CG for issuance and FOIA.)

MANUAL o, G enenl Policy Mamunl , and “Comerat™

021-02 COMPREHENSIVE AUDIT,AND REPORT MANUAL&&S 'Pro_Se.d‘

" monvals Mormua

Q- Record set including a copy of the £imtstred preduer as (q:’wle""

ms\

well as superseded, revised, or cancelled sections. GRO "3

Vol by wmanval, Wrecemmder P"°3““‘)
) olvme: . Arranged.numericallybané—-nei-ne&aeé—iﬁh—ahﬂm
G g mamval_sech o, is an interna! GAO mamnmal Ut

3t ok C‘q‘q%;) Botiey: The Comprehensive Audit Manualﬁcontains the offi-

. yu , 4
J.Swa’ 2ach cial policies and standards for conducting audit studiae:" ijech"“v o

N and issuing audit reportsy™he Gevern| Pﬂ‘WlAiﬂgucces”“ Ner
QW ’W cmponibisstomgdn. \the Conrprehensive Rudw+ A AN Repar'{— Mavval,
¢ Propch : PERMANENT .

No . Cut off at end of FY; transfer to FARC when 5 years old;
RALAARS )
becaset e A offer to NARS when 10 years old. (In 5 year increments) L
- b. Bepkammad v peckig pegecs, By i wanvals — Destry in ageviey whew
3 el 021-04 REFERENGE MASTER SET OF COMPREHENSIVE AUDIT MANUAL AND 5 gears old.
. dnets REPORT MANUAL FILES

y ”W (WW Reference copy of the Comprehensive Audit and Report Mznual
containing latest changes and updated material.
TEMPORARY

l‘u. L byt
Destroy individual sections,as tf‘l‘;} 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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V/621—08

J 021-10

TIUPORARY

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

destroy when no longer needed for administrative or
10 yrare’ afthes progich o covmplatecd
reference purposes, orpwhes—to—yeers—oidwirrchever—ts—

whiehowt/ W Sooma
SR,

REPORTS REVIEW FILES

A chronological record of all GAO reports received
by the Office of Policy for review.

TEMPORARY

Sut—offuhonleop—is—eocmprateds Bestroy 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 117 and related documents.
a. Form 117 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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v/621—14

¢%21—16

Cor
ol

lSlg\

REVIEW COPIES OF GAO REPORTS FILES

Reference files of GAO reports reviewed by QOffice of
Policy.
TEMPORARY
n aqen
Destroypwhen no longer needed for administrative or

reference purposes by the Office of Policy.

POLICY WORK 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.

FREEDOM OF INFORMATION ACT (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.

TR RORARE

 EAoBE 2 % T 1 =171% I~ a v e —top gy ST D T
See Gemeral Records Schedule M, Dewe 6, 17, 18,
19, ancl 20
For a..fprarr)oéle.
aUsPos‘;\Ho-us
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022 PROGRAM PLANNING FILES
(These files relate to the agency-—wide planning of GAO's programs and
igsue areas.)

“/ 022-02 PROGRAM PLANNING POLICIES AND PROCEDURES FILES

Methods and procedures for establishing, maintaining, and

implementing programs required to carry out the assigned .S

respongibilities and mission of GAO. Also includes records {
relating to planning function in GAO and PPMA files. Ar-
ranged chronologically and maintained by OPP.
PERMANENE (ECV 20cf  EAA 4cf)
Cut off at end of FY when superseded, revised, cancelled ,

! 1r64oettil' /
or obsolete; transfer to FARC whea-5 years-o-]:&-:-eﬁﬁ-ﬁer—:o- ov ’

estrey

ofti supicaedsd ) ate..
ARS-wirer 20 years-ekds (In 5 year increments)

J/022-03 BUDGET COMMITTEE MEETING MINUTES

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 2/12cf EAA 1/12cf)
Cut off at end of FY; tramsfer 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—uf'Records relative to division program plams,

including OPP's input to division program plans and PPC

deliberations,wwm widioidueld loture artas.

a. Program PlansA Files Arrwqe& b'j Narme ﬂ-g Al ‘V‘—Q""-"
R em B4,
PERMANENT ECV EAA
1974 preaesd) -

Cut off at end of FY when superseded, revised,
cancelled or obsolete; transfer to FARC when-

oo ettt f ' e&‘tb1}‘.
5 years eokd4 offer to NARS +henm-20 years -:-t.?;-/

(In 5 year increments)

‘., .be Supporting and background materials mel C¢1uiJ&4442/)¢«Akﬁélmﬂﬁéxy.
TEMPORARY
Destroy when the corresponding program plan file

is cut off or when no longer needed for reference or

administrative purposes.

’ ¢ H
Note ! ﬁdiuhwﬁfu»7uwwu 4§;:§f:mf44_ aaif ZZE "GAo Aaeizzzjfgﬁw
\/022'06 PLANNING/BUDGETING FILES ’ 06'2- 06 Mo . ’

/

Documents related to the implementation of GAO's programs

and the projection of resources required.

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

\/022-08 ASSIGNMENT REVIEW FILES

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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‘//622-10 COORDINATION WITH OTHER LEGISLATIVE
BRANCH 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 records.

TEMPORARY

Destroy:;hen Juperseded, obsolete or no longer needed.

022-12 ISSUE AREA FILES withdr
1/g/8a
Correspondence Xegarding individual/issue areas C/a / .
'including e list of issue areds with codes a descrip-
OQR-O4a>

Destroy when supersgded, obsolete or /Mo longer needed.

‘/'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/

completed; destroy -whem 3 years-eitdw a‘v'cv WM/W .
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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 agaimst 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

6Fice
The 84éice—ef Budgety and—FémmotrMIMTIPSAEAC OB Files
documenting agency policy and procedures governing budget

administration, and reflecting policy decisions affecting

buAsef 3ea.r.

expenditures for agency programs. Ace. bg

PERMANENT (ECV 10cf EAA 1/2cf)

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

wher 5 yvears edd; offer to NARS whanw.20 vears -okd.

031-03 SPECIAL BUDGET STUDIES AND LONG TERM PLANNING FILES

as

b.

031-04 BUDGET

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.

Five years or other long term plans for agency's

budgeting of programs.

TEMPORARY

Destroy when superseded, obsolaste or

no longer

needed for reference or after 3 years as appro-

priate.

ESTIMATES AND JUSTIFICATIONS FILES

Ae

Coplies of budget estimates and justifications

e B
prepared or consolidated in 3BEM for

111

suémission to

GRS 5/:
oh

Auprde
6&0/.57&»&/
n/i



the Congress. Included are appropriate language GRs ~576lw
obo

sheets, narrative statements, and related schedules

and data. Mw-&w -

Ghof Sche /

PE T (ECV 70cf EAA 2cf) >
W l.w.\uu. W'

Cut off at end of FY4 transfer to FARC when 5 years 7

old. Of toM%IXPZO years old. (In-S5—year—— 5‘2A,A//é/55”
iW

\/b. Working papers and background materials GRS 5/:2};’
TEMPORARY

Cut off at end of FY covered by the budget;
destroy 1 vear later.

031-06 BUDGET CORRESPONDENCE FILES

Correspondence files pertaining to routine administration,
internal procedures, and other matters not covered else-

where in this schedule.

TENMPORARY GRS 5
Item 3
Cut off at end of FY; destrov when 2 years old. A : fes
/ Ghof Schad/ 11/
031-08 BUDGET BACKGROUND FILES 3

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 GRS 5
Item 4 oa‘v
Cut off at end of FY; destroy 1 year after the
close of the fiscal year covered by the budget. GHO/ SM/

n/y

112



\/631-10 BUDGET REPORTS FILES

Periodic reports on the status of appropriation accounts
and apportionment.

a. Annual report (end of fiscal year)

TEMPORARY GRS 5
Item 5a gdo .
Cut off end of FY; destroy when 5 years old. Asprasdag GAo/&iAU
n/sa
b. All other reports
TEMPORARY GRS 5
Item 5b o4
Cut off end of FY; destroy when 3 years old. Wudw 6ﬂo/5d.n!/
ulsk
v/ 031-12 BUDGET APPORTIONMENT FILES -
Apportionment and reapportionment schedules, proposing
quarterly obligations under each authorized appropriation.
TEMPORARY GRS 5
- Latew . Item 6 ok
Cut off end of FY; destroy wihrem 2 years -edda botpe tedes
6540/551441/

n/ b
\/031-14 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 persoanel slots
in GAQ and the management of staff years.

TEMPORARY

Cut off at end of FY; transfer to FARC when 5 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.)

032-02 TRAVEL ORDER FILES

Travel order files arranged by travel order number,

blanket travel orders, trip authoriza-

tions, and GAO Form 176 or equivalent(fA‘«-&eM ﬂ'@

TEMPORARY GRS 9 -
E— Item 4a odo :
Cut off at end of FY; destroy when 3 years Amprrasday
’ ono/sd-nﬁ/ '7/
old. . He
v/032-04 TRAVEL FILES ,. GRS 9 /‘/A’
oL

Travel vouchers and related supporting documents, main-

tained by name of traveler. Mg‘;‘:f'}o ! !/

TEMPORARY MY
Cut off at end of FY; destroy when 3 years old
or after audit, whichever is sooner.

ﬁ32-06 ADVANCE OF TRAVEL FUNDS FILES GRS 9/ Yo
oA

Documents relating to the advancement of funds for travel,

including any supporting papers. W
GAof Schad /

TEMPORARY M) a

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

or after audit, whichever is sooner.

/032—08 TRANSPORTATION REQUEST FILES
CRS 9/ 3a
pr e

Transportation requests and related supporting documents,

including vouchers, tickets, listings, etc.
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v/632—10

032-14

v

TEMPORARY

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

or after audit, whichever 1s sooner. W GAOISM/

\Y | 3a
TRAVEL AND TRANSPORTATION SERVICE FILES

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.,

TEMPORARY GRS 6

Item 1 o‘u

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

later.

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

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

’JNF_\,@/ all vendors maintained by purchase order number and
\év

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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nunber, 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)

h,fl\§Y This magnetic tape file links the Vendor's Master Record

IJ ,\<p to the Travel Voucher Master Record by a common transpor-
tation 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)

g?l This magnetic tape file contains vendor names and addresses
s

NI

A

\ controlled by a vendor number. The file contains such data
elements as the vendor number, social security number, 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
NJE% the monthly travel costs and statistics report. The file
5 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 FILES
(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 o
Transfer to the National Personnel Records Center (NPRC), L
St. Louis, Missouri. Gﬂo/SM/~’7’
416

(a) If filed in official personnel folder (OPF) or
in individual pay folder adjacent to the OPF,
destroy with the OPF.

(b) 1If 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

%N This magnetic tape file consists of personnel data on all
PI’,RTSSKGAO enployees. Some of the data received is in the
N\
4 . :

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 occupation data, classification

data, and appointment and allotment information.
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033-06

d

N

v/633-08

/033-10

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.

EMPLOYEE HISTORY PAYROLL FILES

The magnetic tape file contains payroll information on

r)ﬂjkyall 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
1s maintained for an additional 365 days.

PAYROLL CORRESPONDENCE FILES

Correspondence files maintained by payroll unit pertaining

to payroll preparation and processing.

TEMPORARY GRS 2

Item 2 ot
Cut off at end of FY; destroy when 2 years old. W Gﬂo/
S/17

TIME AND ATTENDANCE REPORTS FILES

Forms such as GAO Form 484, 485, Form l4 or equivalent.

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

Administration)
TEMPORARY GRS 2
- . Item 3a 4
Cut off at end of CY; destroy after GAO audit or when
' GAO- Schas] <figA
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. 1If record is maintained on earning record
card.
TEMPORARY GRS 2
Item 4a(l) gk
Destroy when superseded or after separation of )
GAo[Sdst |
employee. If employee transfers within an agency 5/"-7 o~ (')
or between agencies, these authorizationS/ must
also be transferred.
b. 1If record is not maintained elsewhere.
TEMPORARY GRS 2

Item 4a(2) ode

Cut off when superseded or upon separation of
employee; destroy 3 years after supersession (,Qo/_sM/
s/ 190>

or 3 years after separation of employee.

\/033-14 BOND REGISTRATION FILES

Issuing agent's copies of bond registration stubs.

TEMPORARY GRS 2
Item 5 ok
Cut off end of FY; destroy when 2 years old.
¢ Ao | schad)
S/ W0
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V033-16

A:&—IB

/033-20

S

BOND RECEIPT AND TRANSMITTAL FILES

Receipts for and transmittals of U.S. Savings bonds

and checks.

LEAVE DATA FILES

Records of leave data, such as SF 1150, prepared except
as noted in the Federal Personnel Manual, 293-A-3.

a. Original copy of SF 1150

121

TEMPORARY GRS 2
Item 6 oib
Destroy 3 months after date of receipt.
Gho/ Sclel/
BOND PURCHASE FILES S / al
Reports and forms of deposits and purchases of bonds
with related papers.
TEMPORARY GRS 2
Item 7 ok -
Cut off at end of FY; destroy when 3 years old. /'-
I o] Schad /] S/ 22
LEAVE RECORD FILES GA / /
Leave record cards maintained separately from pay and
earnings records, including SF 1130 when used as a leave
record.
a. Pay or fiscal copies
TEMPORARY
GRS 2
Cut off end of FY; destroy when 3 years old. Item 92 ok
Arvpeandoy 670 AW/
b. Other copies s Yoo
TEMPORARY GRS 2
Item 9b 44
Destroy 3 months after the end of the period Anprttedeo
GRo| Sched ]
covered. N s/ b



TEMPORARY

File on right side of official personnel

folder(m\.ﬂﬁu 0S/-02 7"/‘«/ M

b. Agency copy
TEMPORARY

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

V/033-24 NOTIFICATION OF PERSONNEL ACTION FILES

v 033-26

/03328

Copies of SF 50 or equivalent for use in payroll
administration, not filed in the Official Personnel

Folder.

TEMPORARY  ( oy ,,.}434445 co¢L7:>

Cut off end of CY; destroy when related pay records
are audited or when 3 years old, whichever is
sooner.

PAYROLL CONTROL FILES

Pavroll control registers such as SF 1125A.

TEMPORARY

Cut off at end of CY; destroy after audit or when
3 years old, whichever is soomner.

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.
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GRS 2
Item 10a oA

Eho? SoL-J./

" &jrﬂv

GRS 2

Item 10b ,l.-
44-puA4A4lh41
tSIio/
sfash

GRS 2
Item lla

od
Gno/SoLaZQ/
QA6 a

GRS 2
Item 14

ok
W
Gna/SM/
s/la7



b.

TEMPORARY

Destroy after the second subsequent payroll
or checklist covering the same payroll unit

has been received.

All other copies

(1) 1If earning record card is maintained.
TEMPORARY

Cut off at end of CY; destroy after audit

or when 3 years old, whichever is sooner.

(2) 1If earning record card is not maintianed.
TEMPORARY

Transfer to NPRC St. Louis, Missouri, when

3 years old; destroy when 10 years old.

v//g33-30 PAYROLL CHANGE FILES

Payroll change slips, exclusive of those in Official

Personnel folders. such as SF 1126.

ae

Copy used in audit.

TEMPORARY

Cut off at end of CY; destroy when related
pay records are audited or when 3 years

0ld, whichever is sooner.

Copy used by disbursing officer in preparing
checks.

TEMPORARY

Destroy after preparation of check.
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GRS 2
Item 13a ok

GAo/Schad [
.5/33a.

GRS 2
Item 13b(1l)

ot

' GRofSched|

Slagh¢r)

GRS 2

Item 13b(2) oA

GHO/W/
S/a8b(2)

GRS 2
Item l5a

oh

G Ao/ Schast/
s/ a9a

GRS 2
Item 15b

o

G Ao/ Schadt/
Slaqak



¢c. All other copies.

TEMPORARY GRS 2
Item 15¢
Cot—off—aitend—pof-enrch—montir; Destroy 1 oL

Anprarrdes GAC
month after the end of the pay period. S /g/

‘/ A9e
033-32 FISCAL SCHEDULE FILES
Memorandum copies of fiscal schedules used in payroll
processing.
a. Copy used in audit
TEMPORARY GRS 2
Item lba L4
Cut off at end of CY; destroy after audit { 6/90/5 ] _U
or when 3 years old, whichever is sooner. s/ 3oec
b. All other copies
TEMPORARY GRS 2
Item 16b oA
Gu:-af-f—e-e—end—e-f—ea-eh—meaﬁhg-hestroy 1 month
4¥M4uHA44L‘o
after the end of the pay period. G&O/SM/
s/30b

\/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 ok

Cut off at end of FY; destroy when 2 years old. W ‘ﬁo/SM

5/31a
b. All other reports and data
TEMPORARY GRS 2
Iter 17b oA
Cut off at end of FY; destroy when 3 years old.
G ho/ SoL.-.l/
s/314
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‘Ass-ss

\/)33-38

/033—42

/ 033-44

TAX FILES

Withholding tax exemption certificates, such as Internal

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

records relating to the retirement,

or equivalent.

125

TEMPORARY GRS 2
Item 18a of
Cut off at end of CY; destroy 4 years after form is <h~r%~gg440
chof Schads]
superseded or obsolete. 5/3;,
INCOME TAX RETURN FILES
Returns on income taxes, such as Internal Revenue
Form W-2. -
TEMPORARY GRS 2
Item 18b ok
Cut off at end of CY; destroy when 4 years old. Apeiedac
: Ao [ Sched
TAX REPORT FILES sl33
Reports of withheld Federal taxes, such as IRS Form W-3
with related papers, including records relating to income
and social security taxes.
JTEMPORARY GRS 2
Item 18¢c od_
Cut off at end of CY; destroy when 4 years old. dpecicelen
G Ao | Schat/
OTHER MISCELLANEOUS PAYROLL AND '513‘/
ADMINISTRATIVE REPORTS FILES
Other miscellaneous administrative reports not listed
elsewhere.
TEMPORARY
Cut off at end of FY; destroy when 2 years old.
RETIREMENT FILES
a. Reports, registers or other control documents, and

such as SF 2807



\/033—46

/ 033-48

TEMPORARY GRS 2

- Item 2la gld_

Cut off at end of FY; destroy when 3 years old. Aaupassdio GAG/JaLAl/
&35

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 ol
Lrt—off—aremtui=Ffi; Pestroy when 1 Aupertades GAO/JM/
S35
year old.
V/Z' Deduction Files
SF 2806 or equivalent and other records used to
document retirement deductions of individual
employees.
TEMPORARY GRS 2
Item 2lc od~
Send to Office of Personnel Management in anpressadLoar
CRo[ Schal/
accordance with FPMR Supplement 831-1, 4r/357c.
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 ok
Cut off at the end of CY; destroy when 3 years old.
Fomo] schast)s/
LEVY AND GARNISHMENT FILES 3¢

Levy and garnishment records, including official notices,
change slips, workpapers, correspondence, release and other

forns, and other records relating to charge against
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J 033-50

033- 52 .

033-54.

retirement funds or attachment of salary for payment
of back income taxes or other debts of Federal

employees.

TEMPORARY GRS 2
Item 23 ok
Cut off at end of CY; destroy when 3 ars old.
u ) ; y ve tupertades ano/ScluJ-l
WAGE SURVEY FILES s[37

Wage survey files ccnsisting of wage survey reports and
data, working papers and related correspondence concern-
ing area wages paid for each employment class; background
papers establishing need, authorization, direction, and
analysis of wage surveys; development and implementation
of wage schedules; and request for an authorization of

y

specific rates (excluding authorization wage schedules

and wage survey recapitulation sheets).

TEMPORARY GRS 2

Item 24 'va
Destroy after completion of second succeeding wage

survey. ) GM/JM/
$/38

He oty of Vhe p
G, 5% et ot e g, TR S

s/

Paqu(Su&wl—vmsw»J—A&“Z %/

QWW mw “ &/13

nterdo ¢ ane Aokl nreod
W' At '
D fo b gff (A gt



_ 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.)

/ 034-02 GENERAL ACCOUNTING LEDGERS FILES

General accounts ledgers, showing debit and credit

entries, and reflecting expenditures in summary.

TEMPORARY GRS 7

Item 2 ol
Cut off at end of FY; destroy 10 years after L GAD/
the close of the fiscal year involved. SM/'a/a'

\/034-04 APPROPRIATION ALLOTMENT FILES

Records showing the status of obligations and

allotments under each authorized appropriation.

TEMPORARY GRS 7
—_— Item 3 oA
Cut off at end of FY; destroy 10 years after
6hOJ S chuadd |
the close of the fiscal year involved. 13l 2 —
\/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 44

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

Gho [ Sclad/
'1/ Yo
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v/634—08

b. Copies

TEMPORARY GRS 7

Item 4b

ob

Cut off at end of FY; destr when 2 ars old.
stroy whe e Auwpissdioc GQO/SM/

PAYABLES FILES

Records showing money 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 GRS 6
Item 1la
Cut off at end of FY; destroy 6 years, 3 months
after period covered by account. This certifies

that the records described in this item will be

129

af4b



microfilmed in accordance with the standards
set forth in 41 CFR 101-11.506.

V/034—10 VOUCHERS AND SCHEDULES OF PAYMENTS FILES

Accounting and accomnplished copies of vouchers and
schedules of payments (SF 1166, 1081, 1098, or equi-
valent) documenting the disbursement of agency funds
by the U.S. Treasury. Includes cancelled checks.

TEMPORARY GRS 6

Item la b}’

Cut off at end of FY, destroy 6 years 3 months after
period covered by account,

J/O34—12 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 GRS 6

Item 4 od_
Cut off at end of FY; destroy when 3 years old. ) CA'O/.S l !’

/034—14 REPORTS TO THE TREASURY FILE '/ a3

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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\/ 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.

V/g;b—IB COLLECTION FILES

Documents relating to collections made as a re-~
sult of claims settled by the GAO Claims Group/AFMD.

(All original documentation is kept with the claims

files.)
TEMPORARY . NN—lGS-ﬂO) I.‘l-:):l
Cut off at end of FY; destroy when 1 year old. c‘“‘“}

034~20 CURRENT PROPERTY MASTER FILE (MASTWICH #)

¥

This magnetic tape file maintains control over current

7 capitalized property by physical location of each property

NN&\@’ item purchased and computes depreciation on active and re- i
Xa
A

tired records. The file contains such data elements

as the control number, organization, building, room

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

—~ R . -

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)

9«/
Nl\)

\

034-24

¢
NN

o

A

R

W

U

This magnetic tape file maintains control over capitalized

property that has been retired within the current fiscal

Y'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.

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 updated monthly and each tape is maintained

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

AND PLANNING
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040 ORGAN1ZATION, HUMAN RESOURCES AND DZVELOPMENT,

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, Management, 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 presentatiouns.
The files are arranged by division, office, or regionw'
and—meihbainedbi—the—onantrat-iton-Development—Geaff—
-a&-00HDT" - .
a.- Record copy of subeﬂa-a&a.é:i‘:t-eammﬂw
TN AW—a et ittt i ot r—p—r e tone
PERMANERT—CECV IZcf EAA &4ci)

e
)"T;% e

Deatroy on
ot whon 5"3““"““/

Cut off upon the completion of the project;

whithewty w ALovnet .

Al oHer copies—

TEMPORARY

}MW”"A"“"“! WMMWW'
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-Soapletieon—ef—ment—comparesbie—svrvey~or—yiren—

¢. 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/\1;“4 L) .
wirerr—deepemmo—edd. (All confidential documents must

be destroyed in accordance with the applicable secu-
rity regulations).

4/ 041-04 SYSTEMS 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

. aw%% afti cntoff -

to FARC when—i—yenxrs—oidi-Pestroy whes 5 years edd.
\/ 041-06 ORGANIZATIONAL AND FUNCTIONAL CHARTS FILES

Official record copy of organizational and functional GRs ’6/ Ba
Cok-
charts reflecting the organization of GAO. Arranged chro- Soma,

nologically and maintained by the Office of Program

Planning. ' -

Duplicale copies of
(NOTE: A Charts

of—imdividuat—oiiteasidirtsiors—are-rerITEd T
e&mmd‘.} are MA:“L"'&.IU\CJ- l;\v ‘“-d‘\\)?d“’l OF‘F‘FCQS.)_
PERMANENT (ECV 4cf EAA 1/12cf)

Cut off when superseded or revised; transfer to FARC

.

ot cotetyy ; Loy c,.zt.‘ﬂ»
-when 5 years -eddy offer to NARS whea-20 years j:d—-

(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-

B grams, procedures, and their implementation. Included in

et

3/ these files are documents reflecting the initiation of the
';‘3’“
}

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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ol studies —

a. Record copy of

PERMANENE——EGV——ddef— B —Scf) .
Destray on completion of next

font . Com.parable
Cut off upon completion of the project; tsamsfet—to—FARC—when— P or ww hew

3 14 £ S m— oD ARGk 28 I dv—iT5 ; _; CS. c("l
’ whichever is Soover,
mentey

Al Coples —
b.pOther doeumente~ (including non=-substantive studies).

TEMPORARY
Destroy in agfm whemi no longer needed - _

ARG—wrhen—2—vezrs—oidr—destroy—on-compietior—of-mext—comr—

~perabie—study—or—wher——years—od;—whivtever—ts—sconer.
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 compleFiou of the project; destroy whea 3

of Ens
yearsAe;d-ia-accotdance 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
Cut off at termination of counseling; destroy 3 years Amfu“&‘h‘ an/g;q(
8’} Qoo :
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 ol
Cut off at end of FY; destroy when 3 years old.
Aupescolea-
GﬂO/SMI
g) 27b
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043 TRAINING AND EDUCATION
(Files relating to programs which provide training and allow for the

development of employees.)

J043-02 TRAINING AIDS

GRS l/30a(-)

(1) One copy of each manual, syllabus, textbook, and

ok - sﬁtﬁi
other training aids developed by the agency. P
TEMPORARY M eno| Sched
TENRORARY 304 )
<
Destroy when superseded. obsolete, or no longer
needed. )
(2) Training aids from other agencies or private
institutions.
TEMPORARY GRS 1
Item 30a(2) od
{
Destrox:dgggt%uperseded or obsolete. bnpeiticole 6H0/J
g
/ 043-04 GENERAL FILES OF AGENCY-SPONSORED TRAINING /304 D
(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(1l)
Cut off upon completion of training program; dvpeedes ode
Lotew, Gho /sduﬂ/?/
destroy whem 5 years edé. 30b C|)

(2) Background and workpapers
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TEMPORARY GRS 1
Item 30b(2) od
Sut—gifmunon-gonpletionrof—tTrimine—prossai.

Destroy when 3 years old. MMM Gﬁo/‘;g:‘ﬁ/jg/

v/343-06 EMPLOYEE TRAINING FILES

Correspondence, memoranda, reports and other records
relating to the availability of training and employee
participation in training programs sponsored by other

Government agencies or non-Govermment institutions.

TEMPORARY GRS 1
Item 30c b
Cut off upon completion of training program; destroy
when 5 years old or when superseded or obsolete, which- GAO/SM/
e }30¢
ever is soomner.
/ 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 GRS 1
" Item 30d °J‘—
DestroyAmeerseded or obsolete.
G Pro)Schud/
g) 304
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MN"

mla-"lﬂ

CLL~CL

C44~0€

v Cl4  SIDICTISUAL )

te primarily to still pictures files, =otion pictures files, video cassettes,
to audiovisual nateraals vsed in conducting GAC training classes.)

STIIL PICTURE FIIcS

Color slides and prints of GiC activaties, personalities, and programmatic
res-onsibilities. These records are msde and utilized in the course of GAC
tusinzss and are used primarily in conducting GAO training classes, or

for counseling purposes.

Lesiroy in agency when no longer needeld for administrative purnoses.

MOTICY PICTURE FII=S

a. Zilms acquired or purchased by GLO

Feturn to AV for re-use when no loager needed. AV dispose of when
ro longer needed.

b, Films internally nroduced by G40

I7 and when such items are crezied (none are in existence at this time),
subinit SF-115 to YARS to schedule them.,

VIDZC CASSETTE AECCADIIGS FILES

Video recordings of significant nrogrermatic eveats, procedures, conferences,
meztings, operations, and other reccrdings which are distributed and intended
to ln;orﬂ and teach w1t“1n the agency, Also includes camera original tanes,
editel intermecdiate taves and durlicate copies of master sets.

a. lzster.sets--video cazssettes internally produced by GAO--arranged by Y
D

ter
reunder aumericglly by Job Code, and maintained by the Audio Visual unit,

LI Y

FIRMERT. (BCV 48cf ExA 6cf)

Cut off at end of ¥ in which no lonzer needed for administrative use.
fer to xS when 10 years cld.

b. f=ts acquared or purchssed from ccxmercial or trzining sources, or
~lica ~ies of mzster sets.

for re-use wnen nc losger neeaed. AV dispose of when no

P ML - gy
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050 PERSONNEL
[Records relating to all official personnel folders, service records cards,
position classification, recruitment and placement, labor management and
employvee 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 GENERAL PERSONNEL PROGRAM FILES
(These files relate to the general personnel program within GAO, including
the Official Personnel Folders and related records.)

V/SSl-OZ OFFICIAL PERSONNEL FOLDERS FILES

Records {iled 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 WM/ §/la
Forward to gaining Agency's Personnel Office.

b. Separated employees
TEMPORARY GRS 1

Item 1b(2) od—

Transfer folder to National Personnel Records Center
(CPR) St. Louis, Missouri, 30 days after separation. *4‘4':;;t7§;L~¢/
NPRC will destroy 75 years after birth date of em~ s/ 1b
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

&

N

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 EEQ 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-gréde 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
cvcles are purged after 30 days. Semi-annual cycles
are created on a U.S. Army file and retained 1in their

disaster storage.
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J/ 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.
TEMPORARY GRS 1,
Item 2a O‘L
Transfer to NPRC (CPR) St. Louis, Missouri;
destroy 60 years after earliest personnel GAIO/SM /3/30\.

action date.

b. Cards for employees separated or transferred

on or after January 1, 1948. »
TEMPORARY GRS 1,
Item 2b ot

Destroy 3 years after separation or transfer of
employee. GM/SM/Q/QL

J/OSl-lO POSITION IDENTIFICATION STRIPS FILES

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

occupied.
TEMPORARY GRS 1
Item 11 A
Destroy when position is canceled or a new strip is
prepared. GﬁO/SM/S//"
\//;51-12 NOTIFICATIONS OF PERSONNEL ACTION FILES
(Exclusive of those in Official Personnel Folders)
a. Chronological file copies, including face
Sheets maintained in personnel offices.
TEMPORARY GRS 1
Item lbda oo

Cut off at end of FY; destroy when 2 years

old.

M eholschod) 8 )14
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\ASl-ll&

/051-16

b. All other copies maintained in personnel offices.

TEMPORARY GRS 1
Item l4b odh
Gut—ofé—peremdTor Y Bestroy when 1 year old.
fohofSchedd £/ Mt

STATISTICAL REPORTS FILES

Reports in operating personnel office and subordinate

units relating to personnel.

TEMPORARY GRS 1
Item 16 LA
Cut off at end of FY; destroy when 2 years old. )
/
CORRESPONDENCE AND FORMS FILES GM/ 5“"‘43/ .‘

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 A
Destroy when action is completed. Auprisedog Gno/ A ‘/
87’7«.

b. Retention registers
(1) Registers from which reduction-in-force
actions have been taken.

TEMPORARY GRS 1
Item 17b(1)

Cut off at end of FY; destroy when 2 years old. Auperssden cno/ /
Rllqb(:;

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

actions have been taken.

TEMPORARY GRS 1
Item 17b(2) "_

Destroy when superseded or obsolete. I 0
6RAo [ Scludk
g r1b(a
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ce All other correspondence and forms.

TEMPORARY GRS 1
Item 17¢ g4
Destroy when 6 months old. A p GHO/K lat]
{
/051-18 PERFORMANCE RATING FILES 7/1%e

a. Certificates of performance rating

TEMPORARY GRS 1
Item 23a oA
Cut off at end of FY; destroy when 2 years old. Anvpriasdes Gl;o/ScLuU
8/a3a

b. General or case files of forms, memoranda,

and correspondence. -

TEMPORARY GRS 1
Item 23b el
Destroy when 3 years old. Ampeedo Gﬂo/?l‘;ds/b

c. Memoranda, correspondence and other records

relating to employee appeals of performance

rating.
TEMPORARY GRS 1
- Item 23c L
Cut off when case is settled; destroy whem 3 years weid. *““4"“"‘“"’
Gno/ScAAdl
/ gla3c
051-20 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 hewr ‘Reny
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-
sificarion Unit).

e Rl oo

22

Cut off when superseded, revised, or cancelled;

transfer to FARC whesa 2 yearsmj,mao W
b. Other copies 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-

Aevedope d unrder e GHO /wxmne/ Law oF /fi&0.
peaulian Lo—GAQ.

cation of positions
a. Case file

TEMPORARY SRS T

-LEem—laLZ;Qa}TT==é>__
dupasedes

scription superseded; destroy 5 years later. GAO/SM/
811 «La)(a)
151 (s >

Cut off when position is abolished or de-



“/b. Review file

TEMPORARY GRS1
W&M
Cut off when review is complete; destroy y p||.¢'l
2 Lc GAO SM/S’
/VOYC /;J/' l‘eCoI‘dS relatin years 2 le.S‘ 0/696/0 e.jx Pn/ % W‘—C '7aC‘i )

GAGy Fersonnel e
552-04 " POSITION DESCRIPTION +1ES GRS

V052-06

/, -+ L 7 Arspositions.,

Record copies of position descriptions, describing es-
tablished position including information on title, series,
grade, duties. and responsibilities. (Included are OF-8C

Position Description and similar or related documents.) -

TEMPORARY GRS 1

Item 7b(1l) od~

Destroy 5 years after position is abolished or de-

scription is superseded. GﬁO/SM/

8'/7 b(u)

POSITION CLASSIFICATION SURVEY FILES

Documents connected with classification surveys, in-
cluding 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(1l)(a) of_
Cut off at end of FY; destroy when 3
’ GAgfSchat
years old. ?"7c (=)

b. Inspection, Audit and Survey 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 7¢(1)(b) od-
Destroy when superseded or obsolete. Anpesedes GHOISM/
/052-08  APPEALS FILES #/7/ced (] b)
Case files relating to classification appeals.
TEMPORARY GRS 1
Item 7d  4_
Cut off when case is closed; destroy 3 vears later.
Gﬁo/SM/ .
9 )7
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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.)

\/653—02

S053-04

\//053—06

EMPLOYMENT APPLICATIONS FILES

15
Applications for employment such as (SF 171) and related GKs '/o*'
papers, EXCLUDING (a) records relating to appointments
requiring Sematorial confirmation, and (b) application GI\OéS/,{ /

resulting in appointment filed in the 0fficial Personnel
Folder.)

TEMPORARY

Cut off at end of FY; destroy when 2 years old,wniw?ww

%WWMMM Ch. 333, “Sectiow A-H,
INTERVIEW FILES

Correspondence, reports and other records relating to
interviews with employees.
TEMPORARY GRS 1

Item 8 L4
Cut off aéug&wtransfer or separation; destroy

W
6 months later. GHO/SM/

, g)¢
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.
TEMPORARY GRS 1
Item 5 o

Lulobiwher—seieetion—io—nedes Pestroy when 2

years old. . GAol SM/
g/ s
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‘/653-08 OFFERS OF EMPLOYMENT FILES

Correspondence, letters, and telegrams offering ap-
pointments to potential employees.

a. Accepted offers

TEMPORARY GRS 1
Item 4a of_
Destroy immediately. Aupacstday 640 /!‘aL-J./
§/4e

b. Declined offers
(1) When name is received from certificate

of eligibles.

TEMPORARY GRS 1

Item 4b(1) o
Return to Source with reply and Ampeaedso 6Ao Sd.qt/
application. 8/ 16 C')

(2) Temporary or excepted appointment

TEMPORARY GRS 1
Item 4b(2) o/

File inside application( ,.,‘24, "zf,.; ass-sa, Snpestedes GAO [Chodf

g
(3) All others /HL Ca)
TEMPORARY GRS 1
Item 4b(3) ok
Destroy immediately.
Aumpesaddos
GAo [ Schud]
g/ 45(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.)

v/654-02 EMPLOYEE AWARDS FILES

a. General awards records
(1) Case files including recommendations,
approved nominations, memoranda, 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(l) ol
Cut off after approval or disapproval; . vedso G 40/_(‘ e/

destroy 2 years later. S//Raé:)
(2) Correspondence or memoranda pertaining

to awards from other government agencies or

private organizations.

TEMPORARY GRS 1

Item 12a(2) 4_
Cut off at end of FY; destroy when

2 years old. GHO/SM/
g1 a ¢a)
V/B54—04 LENGTH OF SERVICE AND SICK LEAVE AWARDS FILES
Records including correspondence, memoranda, reports,
computations of service and list of awardees.
TEMPORARY GRS 1
- Item 12b h

Cu&-of-f—a-ﬁ—oad—of—-ﬁ&g-hestroy when 1 year old.

G A0 [Schust]
156 g|i1ab



\/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 1l2c o-lv
Cut off at end of FY; destroy when 2 years old. GHO/
YA ' Sclast | 8/
054-08 LIST OR INDEXES TO AGENCY AWARD NOMINATIONS FILES 12
<
Lists of nominees and winners, and indexes of
nominations.
TEMPORARY GRS 1
Item 12d odhe
Destroy when superseded or obsolete. Anpenedes GAO/S / z/?//aa
/054-10 GAO-WIDE AWARDS FILES GRS ,/,ae
s
Records relating to awards made at the agency ¢ “t?:‘tl-)
level.
Avptaedsy
TEMPORARY G A0 /Schat |
8/lae
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 gk
Cut off at end of FY; destrov when 3 years old. W
GAo/ SG;J-J,/
054-14 EEQ GENERAL PROGRAM{ FILES g/13
W}Wf‘w»)
Policies and ocedures and redated documents pgftaining lo/&!/ﬁl—
Sowe o4
to EEO grams, namely, e Handicapped Ppdgram, Federal e
0s4- 28

's Program, etc.s also includes mgferial pertaining
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onger needed.

‘/054—16 EQUAL EMPLOYMENT OPPORTUNITY FILES

GRS 1/

Complaints with related correspondence, reports, ex- &L ACI)
hibits, withdrawal notices, copies of decisions, records ot
of hearings and meetings and other records, necessary

in resolving cases handled by GAO Appeals Board.

TEMPORARY
Cut off when case 1s resolved; destroy 4 years later. Gﬂo/ SM/
8/ ab o CI)
J/ 054-18 RESERVED
J//054-20 BACKGROUND FILES
Background records not filed in the Official Discrimi-
nation Complaint Case Files.
TEMPORARY GRS 1
Item 26¢c od.
. Cut off when case 1s resolved; destroy 2 years later. ; )
Asa-zz COMPLIANCE FILES GAofSchast |
2)ab
1. Compliance Review Files, including reviews,
background papers and correspondence relating to
contractor employment practices.
TEMPORARY GRS 1
Iten 26d(1) UL
Cut off at end of FY; destroy when 7 years old. Apeceedes GAO/Sohull
glatd ¢1)

2. EEO compliance reports, reviews, background
papers and correspondence relating to EEQ employ-

ment practices.
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TEMPORARY GRS 1
Iten 26d(2) (,L

Cut off at end of FY; destroy when 3 years old. Arspoeceles GHO/S':I ¢/
\/054—24 EMPLOYEE HOUSING REQUESTS FILES glac d ¢x)

Forms requesting agency assistance in housing matters,

such as rental or purchase.

TEMPORARY GRS 1
Item 26e ol
Cut off at end of FY; destroy when 1 year old. J“"“P"""""“’ (gno/ Sclss
glabe
054-26 EMPLOYMENT STATISTICS FILES
Employment statistics relating to race and sex. -
TEMPORARY GRS 1
Item 26f odo
Cut off at end of FY; destroy when 5 years old. Aipesedes GAO/SM{
054-28 EEO GENERAL FILES g/ Wk
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 EEOQ Committee meeting and
records including minutes and reports.
TEMPORARY GRS 1

Item 26g 4l
Destroy when 3 years old, or when superseded or

obsolete, whichever is applicable. Gho
g/ ab 3

\454—30 EEO AFFIRMATIVE ACTION PLANS (AAP) FILES

1. Agency copy of consolidated AAP(s).

TEMPORARY GRS 1
Item 26h(1) o
Cut off at end of FY; destroy 5 years from
date of plan. GRo| Schad
g/ac k(_l)

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

e P

date of feeder plan or when administrative
P glag b ()

Cut off at end of FY; destroy 5 years from

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
in aqen Item 28 od-

Destroyawhen s‘:'perseded or obsolete. .
GAO%SOLA*/Z/
g

%54-34 LABOR MANAGEMENT RELATIONS FILES

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 GRS 1

Item 29a(l) ode
Cut off at end of FY; destroy when 5 years old. “vptrardae GAo/S'M/g/

&9e c)
b. Labor Arbitration General and Case Files.

Correspondence. forms and background papers

relating to labor arbitration cases.

TEMPORARY GRS 1
Item 29b ot
Cut off when case is resolved; destroy 5 years later. W Gﬁo/sddl
g/a29b

\/ 054-36 EEO TRAINING MATERIALS

Includes films and video cassettes used in EEQO training

classes.,
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\/054-38

/054-40

TEMPORARY
Destroyi?vh?ﬁuperseded, obsolete or when no longer
needed. Return films and video cassettes and other audio
visual materials to the source. if necessary, or to GAQ
Audio Visual Unit for disposal.

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 hearings, 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. W
ChofSolact [ 8[3la

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 Eecords,

EXCLUDING letters of reprimand.

TEMPORARY GRS 1

: Item 31b LA
Cut off when case is closed; destroy 4 years later.

Gho | Sched/
g/3l b

16 ]



‘/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 G4
Cut off at end of FY; destroy when 5 years old.
A0S Schadt |
g3
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060 INFORMATION AND RECGRDS 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
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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

-Bucumeae-e-;—i-ae-hdi-ng—e-heuinutes 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.

v a %&s—m CRS 'b/lab(.)é

Submit Hg
atratess ol
ﬁSﬁ' ~BERMANENE- (ECV 1/12cf EAA 1/12cf)
Destrey when Qo years old,
daﬂ‘q Cut off at end of FY; Swansfar—to—FARC—when—S—years
otdsr—otfer—toARE—whenr—20~yearo—6tdv—
(In 5 year increments)
v/ b. Background and workpapers GRS fb/ I8¢
od-

TEMPORARY

Cut off at end of FY destroy when 3 years older whew

ne Lonage  hasdleld v Asfrenes, ohileherer Lo domu

‘/061-04 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

Destroyf%ﬁZﬁnzuperseded, 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 1 year later.
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‘/062-04

062-06

Vg

062-08

ik

ADP SERVICES AND EQUIPMENT FILES

Documents relating to the requesting and provision of
ADP services and equipment to GAO offices/divisions,
by 0ISS. 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

}n-quuwl
Destroxﬁwhen uperseded, obsolete, or no longer needed.

ADP FUNDS ACCOUNTING AND CONTROL SYSTEM (AFACS)

The ADP Funds Accounting and Control System (AFACS) is
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-
flecting all actions throughout the year and retained
until it is no longer needed for administrative pur-
poses.

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:

data

--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.

AMPS data is maintained in a single centralized

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 regiomnal 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-
complishments 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. JOBMAS~-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-
mént.

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
nonitor 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 reéional 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 management
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 time
sheet processing file contains individual divisions'/
regions' biweekly time and attendance records. It enables
management to track the hours worked on the audits.

1l. 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.

l4. 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. De

Upon dederminatioy ot  Further relewtion s wot refzmrw’l,
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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.

Disapproved proposed system or service

TEMPORARY

Cut off when the first action on the system
is taken; destroy one year after final action.

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.

Approved continuing systems or services
«

TEMPORARY

Retain with the other systems files.
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063-04

No
INFORMATION HANDLING AND SUPPORT FACILITY (IHSF) FILES. The IHSF is 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.

1773 ¢
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4. Records Management Support. This program provides automated assistance
in classification, storage, and retrieval of information about forms and
directives, and records disposal. *‘In addition, systems are provided to
assist GAQ 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 Genmeral. (Option 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 acfiiffiff;/f{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
QJ Copies of RFP, winning proposal, and all documents which are
NﬂR\Q@?/ incorporated into the contract document, amendments to the

A

contract, correspondence to and from the contractor documenting
affecting operational procedures, contract deliverables and related

material. Also included are the periodic management reports

Z
Rk



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 admini;trative purposes to be
filed with the contract file. Retain other documents until no
longer needed for administrative purposes, then destroy.

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 completion of the contract or when no longer

needed, whichever is sooner.

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 DOCUMENTS/PUBLICATIONS FILES

f"',ﬂ‘

GAO documengs (audit reports, program plans, Annual Report of the Comptroller
General, The GAO Review, memoranda, CG's decisions, testimonies, opinions,
letters, speeches) and other publications entered into the GAO Documents
Data Base.

a.

Microfiche
(1) Unclassafied

PERMANENT . Offer first increment upon approval of this schedule.
Thereafter, transfer original silver negative and one diazo copy to

NARS at the end of each FY when microfiche has been veraified. (Reference
copies may be regtined for GAC use.) 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.

(2) Classafied

PERMANENT. Transfer original silver negative and one diazo copy to
the Washington National Records Center at the end of each FY when
microfiche has been verified. (Reference copies may be retained for
GAO use.) Offer to NARS when 20 years old and micdrfiche has been
reviewed and declassified. This certifies that the records described
in this item will be mlcﬁyfllmed in accordance with the standards set

forth in 41 CFR 101-11. 506 P waoaﬁn/ Al e e
/ng,deMung v - Foreq UJ:

Original Paper Copy

e

Destroy in agency upon verification that microfiche copies have been made
in accordance with GSA regulations and are adequate substitutes for the
paper records.

063~08 GAO DCCUMENTS DATA BASE

A

GAC documents data base on machine-readable tapes as well as printed copies of
GAD Documengs, containing catalog data on all GAO documengs.

Q.

b.

GAO Documentgkkpaper copy)

Published monthly. Arranged chronologically.
Cut off at close of FY., Destroy when no longer needed for administrative use.

Camera copy of GAO Documents

Destroy in agency when printing is completed and copies are no longer needed.
(NOTE: Artwork may be recycled.)

¥ Note: showld GAO decrde Yo micre Fiche GAO -Docum«fs
In%L FMVU"C/ S'q,ém)f- Srt- -1/ /V'qfs
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c. Data Bases
There are two data bases, BIBCIT and BIBRES.
év BIBCIT contains bibliographic data on unrestricted
N/Jf:bgﬁy bAO docuﬁents only; while BIBRES contains the
restricted documents.
TEMPORARY
These data bases are continuously updated. bcsfﬁj abier

3l wpdate cycle.
v/663-10

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

Destroyk@ﬁgg‘g%tered on data base.

J,063-12 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
Dsstmee, whex qolemgsr nseded B advamsiradive
PERMANEICE e ek wafpm::cs .
O&E NARS 3 : o . eistred

b. Automated file is continuously updated. besﬁu“j ofPler

3rd update cqcle.

oH
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éﬁ:)pg‘ \‘x@'
A

TEMPORARY

Progra g office 11 review eriﬂz/zsg{; to
degszﬁgizﬁif fyfther retenyfon is regfired.
Documents pertaining to the review of terms for
entry in the Thesaurus.

TEMPORARY

1 aqemcy
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.

ae.

Paper Files (These files sometimes contain
additional data that is not always captured on
the data base.)
TEMPORARY

m ‘7“‘0:1
Cut off at end of each week; destroyqwhen

no longer needed for administrative purposes.

User Data Base

TEMPORARY

The data base is continuously updated and oldest

data is dumped to tape as needed.
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Asx-le

SPECIAL OUTPUTS PROJECTS FILES

Documents pertaining to special outputs on a'one-time
or periodic basis, from the GAO data base. Included
here alsolare 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 aqency

Destroyswhen superseded, obsolete, or mno 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

QM Thais file is an on-going listing of all magazines,
ﬂﬁﬂ<§§?;eriodicals, 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

179



V/g64—08

v 064-10

\A&;—lz

received for the Technical Information Sources and Services

Branch.

TEMPORARY

"
DestroyAyhen ncvionger needed for administrative purposes.

CATALOG FILES

Catalog cards/lists listing holdings by title, subject,
author, or other identifier. Includes shelf list

records.

TEMPORARY

in nq
Destroy individual cardghas they become superseded,

obsolete, or when the records represented by them are
removed.

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 wivan 2 years -edd. Later).

LOAN FILES

Docunments used to maintain control over all materials
loaned out from the library area, including charge-out
cards and similar materials.
TEMPORARY

" aqen

Destrox‘when tgl charge—out card is filled or when materials

are withdrawn from the Library collection.
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0~A4-14 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

Transferftles—at—end—eofC¥—imrwhich the-loans—werc trans>

In o4
aetedy Bestroy/\wh::% 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

v 065-04

7/ 065-06

GAO FILES MANAGEMENT CASE FILES

Case files containing all GAO offices of record file plams
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
in oqem
Destroxﬂwhen superseded, obsolete, or no longer needed.

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

th aqency
Destroy, when superseded, obsolete, or no longer needed.

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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ﬁs 5-08

‘/065-10

65-12

/065-14

TEMPORARY

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

catoft ; 10 Lﬁ@&f/} 68, (¢

transfer to FARC 5 years later; destroy .20 years

gfor™™

GENERAL RECORDS MANAGEMENT REPORTS FILES
General reports made on records management actions or
status, and not otherwise described in this subfunction.
TEMPORARY
Cut off at end of FY; destroy when 3 years old.
INFORMATION REQUEST FILES )
Documents relating to requests from outside GAO for ac-
cess to specific records.
TEMPORARY
Cut off at end of FY; destroy when 3 years old.
RECORDS RETIREMENT FILES
Documents relating to the retirement of records to a
holding area or records center, including correspondence,
forms and related materials.
TEMPORARY GRS 16
- Item 3y ok
Destroy when related records are destroyed, or when

«¢M?e~au&4¢—
no longer needed for reference or administrative purposes. tzhoéjfjf;ﬁf

RECORDS DISPOSITION AUTHORITY FILES

Documents relating to the evaluation of GAO records and

development of disposition schedules.
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v/ 065-16

S065-18

/065-20

/065-22

TEMPORARY GRS 16

Item 3q ofe
Destroy when related records are destroyed, or when
no longer needed for reference or administrative

purposes.

RECORDS TRANSFER FILES

Documents relating to the transfer of records to the

National Archives or other government agenciles.

TEMPORARY GRS 16
Item 3a.
Destroy when related records are destroyed, or when . foo )
G Aol SM/
no longer needed for reference or administrative ,;Qa/-]a\
purposes.

RECORDS STORAGE AREA FILES

Documents relating to the administrative man-agement of
the holding area for records in GAO.

TEMPORARY

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

RECORDS DISPOSITION FILES

Documents relating to disposition matters in general and

not described in other items of the subfunction.

TEMPORARY GRS 16

-_— Item 3o o

Destroy when related records are destroyed, or when

no longer needed for reference or administrative GI‘\O/ SM/
Q0) T e

purposes.

REFERENCE REQUEST FILES

Documents relating to the retrieval of records from storage

for temporary use,
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\/065—24

J065-26

v065-28

v 065-30

TEMPORARY
n aqcug?
Destroy,\when ocuments have been returned to storage.

DISPOSAL REQUEST FILES (GAO RECORDS)

Documents relating to the approval or disapproval of
requests to dispose of records, including approval
for records in a records center or records holding area,

or special type record.

TEMPORARY GRS 16
Item 3a b
Destroy when related records are destroyed or when no M‘T""“‘J“‘” j
: cAs[Schd |
longer needed for administrative or reference purposes. °1°/‘7~

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 when 5
years otd. Leaho .

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.

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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TEMPORARY
n aqency
Destroyl\when 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, directives and forms.)

066-02 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 0ISS/RMS/DFS) see Fol\ow'mj ‘Pﬂﬁe For
Axspoﬂ44m~f
p‘b PERMANENT (ECUZicf EAA 3cf)

S:;Jlaglﬁ‘

Cut off updn supersessiornbr revision; tra#sSfer to FARC

later; offer NARS 30 years Jdter. (In 5 year

ncrements)

v/666-04 DIRECTIVES MASTER SET
. Master reference set of GAO Operations Manual and other
directives.
TEMPORARY .
n aqényy
Destroy individual directivegAas they are superseded, dis-

continued or cancelled.

V/066—06 DIRECTIVES WORKPAPERS AND BACKGROUND MATERIALS

Includes working notes, drafts and related correspondence
not covered under schedule 066-02.
TEMPORARY
in oy
Destroyawhen no longer needed for administrative refer-

ence purposes.
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GRS 16]1a Hhm d.

066-02 RECORD SET OF GAO DIRECTIVES (continued) ok

a.

Issuances related to agency program functions

PERMANENT. Offer to NARS in 5-year blocks when 20 years old (e.g., offer
1970~/ block in 1995). o 15 e Bt ln existence ; VVal pec yean

Case files related to (a) above which document important aspects of the
development of the issuance.

Destroy when issuance is transferred to NARS.

Issuances related to routine administrative functions (payroll, procurement,
personnel, etc.)

Destroy in agency when superseded or obsolete.

Case files related to (c) above which document aspects of the development
of the 1issuance.

Destroy when issuance is destroyed.

, ano/SM/
av]Ss
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J 066-08

/066-10

v 066-12

J/066-14

DIRECTIVES MANAGEMENT STUDIES/SURVEYS/PROJECTS

Documents relating to surveys or studies of directives and
related practices, projects or sources. l%s4hmm'\cw§4/ﬁm

TEMPORARY

GRg

16/11
ok

Ddestroy tohesc—Ar—
Gﬂ%—e%é4H%1ﬁd—0f—f¥—when—sanhris—eem&kya}—iiaﬁeg;% Y- slie

ro—FARC—wher5—vears—eoldi—destroy—when=20"Fears old.

DISTRIBUTION CODES FILE

Documents related to the issuing/distributing of direc-
tives and other publications, including inputs needed
to develop the master set of cards which are physically

located in the Distribution Services Section.

TEMPORARY

Destrogdwhen :Lperseded 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

n ng
Destroy individual orderqﬁas they are superseded, dis-
continued, cancelled, or no longer needed for reference

purposes.

GAO TELEPHONE DIRECTORY FILES

a. Record set of GAQ Telephone Directories

TEMPORARY

CJWAF[Q*hh&—OF

S ﬁrﬁ
/ aJiras

2
H r—toFARCWhen 5> years /%/}Q—J&V/

}SM W a__ e WL)Q/UL/ o [0"“—3%
need

¢ €.
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‘wrimapers, 1opats & oA otes voad i cowprliag/
updating the teleplone directory.
TEMPOPRARY

in aqemey

Destroysafter the next i1ssue of the Telephone

Directory has been published.

v626-16 FORMS REPORTS FILES

Documents relating to reports made on the forms manage-

ment program, including statistical data.

TE!{PORARY

Cut—offmgtmand—oi—F¥y- Pestroy when 1 year old.

v 066-18 GAO NUMERICAL FORMS FILES

J a.

GRS /4/1:»

Case files relating to all standard and optional

forms for which GAO 1s the promulgating office Anporae Lea
GRO[Schud |
ac) ¥

and GAO forms, including copies of forms, their
justification, design, and other actions taken

to control forms and their effectiveness. Ar-
ranged by form number and maintained by OISS/RMS/
DFS. .

PERMINP N PO oSl

Cut off at end of FY following discontinuance or

Roter tray
obsolescense; transfer to FARC whew 1 vear uhds ’ bes

S years laler,
sffep—tro—NAR S~wire

26 yedIs Ulde
Workpapers, background material, requisitiomns,
specifications, processing data, and control

records.
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‘/066-20

v 066-22

TEMPORARY GRS 16
Iten 4b ok
Destroy when related form is discontinued, super-

seded, or cancelled. Arpirsedheo GA"/ S‘L'al/

a/ghb
DIVISION/OFFICE NUMERICAL FORMS FILES GRS ,6/‘/‘
Case files relating to individual division/office forms, ol

their justification, design, and other actions taken to

control forms and their effectiveness.

TEMPORARY

Cut off at end of FY following discontinuance or obso-

Lotee 4 -
lescense; transfer to FARC whea ]l year olds destroy
when 5 years -edd.

EXTERNAL NUMERICAL FORMS FILES

Copies of forms created by other agencies and instructions
for their use.
TEMPORARY

in aqe

Destroy,when discontinued, 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 fast copy.)

v/071-02 PRINTING ADMINISTRATION CORRESPONDENCE FILES

Correspondence files pertaining to the printing, bind-
ing, duplication, distribution, and related papers.
TEMPORARY

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

y//671—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 2

W/,g/

G

Aol s

ok

Cut off upon completion of job; destroy 1 °"1°“"‘"‘°°’ GAO/SM/

vear later.

b. Files pertaining to planning and other techni-
cal mattters.
TEMPORARY

Cut off at end of FY; destroy when 3 years old.
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/071-06 CONTROL FILES

Control registers pertaining to requisitions and work
orders.
TEMPORARY GRS 13

Item 4 o‘k
Cut off at end of FY or when register is full, which-
ever is applicable; destroy 1 year after close of '630/ sM/
fiscal year in which compiled or 1 year after filling 18 I"

of register, whichever is applicable.

V/ 071-08 REPORTS TO CONGRESS AND RELATED FILES

GADO 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 gf_
Cut off at end of FY; destroy when 3 years old.
G Ac/Schad //g/
\/071-10 INTERNAL MANAGEMENT FILES o
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. Wéno/
Schapl [ 12 /7
071-12 MICROGRAPHICS FILES/
set of all GAO audj withde
fax|e-
, Annual Report of Cnf‘a')r\'& of
063 - o(.)
eview, and other pubfications entered
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v~ 071-14 FAST COPY SERVICE FILES

copies ntained by the Micrographics Section in

OPS and arXanged alphabetically/numdrically.

Original paper copy records

Destroy\ after it is ascertained {hat the micro-
fiche copies has been made in accdrdance with GSA
regulatiohs and are adequate substifute for the
paper recoids.
b. Microfiche
PERMANENT (EEV 26cf EAA 2cf)
Transfer origijal silver negative and onkg diazo
copy to the Nat}onal Archives at the end each
FY when microfiche has been verified. (Ref%rence
coples for GAO us® may be ;etained at GAO.)
This certifies thal} the records described in

item will be microfAlmed in accordance with th

standards set forth inh 41 CFR 101-11.506.

Documents relating to reproduction of documents on fast
copy equipment.

TEMPORARY

Gue—oéiqre—eaé-eé-¥¥rlaestroy 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.)

V/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
B Item 5a a*_/
fot—obfmap—end—ei=ily Pestroy when 1 year old. GAo/S
; $totinedon /17 fec

b. Application for postal registration and certifi-
cate of declared value of matter subject to postal
surcharge.

TEMPORARY GRS 12
Item 5b ode
eotoff—at—emtof—FY; Plestroy when 1 year old.  ampususcles GAO/J_{OLJ//7/
b

c. Report of loss, rifling, delay, wrong delivery,
or other improper treatment of mail matter.

TEMPORARY GRS 12

D Item 5S¢ ok
Swt—off—at—endwoi~F% ldestroy when 1 year old. Apareades’
GRD/SCM”/

‘/072—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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V07208

v 072-10

‘/072-12

those covered by 072-10, below and those used as

indexes to correspondence files.

TEMPORARY GRS 12
Item 6a
Sut—otf~=xt—endof I, Bestroy when 1 year old. Avpriredao Gﬂo/scu/
17 ba
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
.D Item 6b
Cet—ofi—gt—emd—ovf—the~months Mestroy when CAo/
50&»&//7/&1»
6 months old.
ACTIVITY REPORTS FILES
Statistical reports and data relating to
handling of mail and volume of work performed.
TEMPORARY GRS 12
Item 6d of_
Whestroy when 1 year old. tnparceole Gﬂo/
Sebat ) /77@:4
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
-Cat—cﬁ-—a:—ead—ef—-?‘l-r}estroy when 1 year old. Wéﬁo/fo‘d}
/ be

OFFICIAL MAIL AND MESSENGER 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 6f ol
G&G—e.ﬁf—a.:—e-ad—ef—e-he—ne&e-h-g}estroy when

Aupageslas
6 months old. ] ¢Ao/ 3'/477'1-’/'0

V/O72-l4 GENERAL MAIL DELIVERY FILES

General files including correspondence, memoranda,
directives, indexes and other records relating
to mail delivery to individuals.
TEMPORARY GRS 12
Itenm GgM ol
Destroy when 1 year old or when superseded or obso-

lete whichever is applicable. 1 gﬁo/SV{.,,[,/

\/072—16 LOCATOR FILES 17 / Ch

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.

v (072-18 PENALTY MAIL REPORT FILES

Official penalty mail reports and all related

papers.
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TEMPORARY - GRS 12

Item 7 o,“__

Cut off at end of FY; destroy when 6 years old. Aupecergdoy GHOIScLAJ/
/072-20 POSTAL IRREGULARITIES FILE (7]9

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 majil.
TEMPORARY GRS 12

Item 8 od_

Cut off when investigation is complete; destroy

3 years later. GHO/SM'/
/

17/¢

198



073 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.)

“/673-02 DISTRIBUTION POLICY & PRECEDENT FILES

Non-record copies ofF
ADocuments and guidelines relating to the distri-

bution of GAO publications.

TEMPORARY

b1nqcu3
Destroyawhen superseded, obsolete or no longer needed.

‘/673-04 PUBLICATION INITIAL DISTRIBUTION FILES

Documents accumulated for the automatic distribution
of Publicatioms.
TEMPORARY

in Aﬂeuﬁ?
Destroypafter Supersession or cancellation; changes
may be destroyed after posting to the current dis-

tribution list.

v/g73—06 GENERAL DISTRIBUTION FILES

Documents reflecting the general administration and ful-
fillment of requests for GAO publicationms.
TEMPORARY

Gse—o'f'f'-at‘end-c'f—ﬁ‘,‘_Bestroy when 1 year old.
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“/673-08

V/b73—10

J073-12

j 073-14

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 wirem=1 year edds L.

STATISTICAL REPORTS OF DISTRIBUTION

Documents relating to summary activities of distri-
bution unit including special accomplishment re-

ports.

TEMPORARY

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

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

Cut off at end of FY in which the report is issued;
transfer to FARC shea 1 yearaegé; destroy shen. 15

years eid: afﬂ.v ufvvt, JOWPS B

DISTRIBUTION COPIES FILES

Stock copies in distribution of publications, posters,
charts, directives, regulations, booklets, speeches,

forms, press releases, and similar material to fill

200
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requests from GAO or outside. (This item does not
cover copies and related program material retained
in originating office.)

TEMPORARY

Destroy;zh:%a:a$erseded, obsolete, or no longer
needed.

073-16 MAILING LISTS AND RELATED MATERIAL

v/ 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.
/b. Card lists

TEMPORARY

Destroy individual cards when canceled or revised.
\//c. Plate or stencil mailing lists

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

&32_ source to identify GAO reports by key words, date,
ﬁ/zgﬁygsubject 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.
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v/ as Magnetic tape
TEMPORARY
The tapes are updated bi-weekly, combined semi-annually
and annually and retained until no longer needed for
administrative use.
v// b. Printouts
TEMPORARY
The printouts are retained until an update is received.
v// c. Source documents (source information taken from GAQ
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.
\// d. Microfiche (Printouts are microfiched bi-weekly, semi=-
annually and annually.)
TEMPORARY

Pestroy whew
'REMAno longer needed for administrative use.
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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
Destroy 1 year after close of fiscal year in which boperredles )
compiled or 1 year after filling of register, which- GA/;//// 7

ever is applicable.

\AM-OA PRINTING PURCHASE ORDER/VENDOR FILES

Documents relating to work contracted out.

TEMPORARY

Cut off when job is completed; destroy whem 2 years Liteo -
oté,

074-06 PHOTOGRAPHIC NEGATIVE FILES

Negatives created during the processing of GAO
publications.
a. Special Publications (including the GAO Re-
view, the Annual Report, Food Update, and the

Policy and Procedures Manual).

TEMPORARY NCl—2l7°78-1)
' 75“7: Ttew I
Destroy 2 years after date of publication. 12/8e- Cs )
she

b. Audit Reports and other printed material
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TEMPORARY NC1-217-78-1 , Tdeme
! ane) -
Destroy 6 months after date of publication. b (s ~
Aupeedes 6190/544/
074—-08 PHOTOGRAPH FILES 18/8 b
Still photographs, consistyng of negatives of all withd
1o 27/81-
cowld wet
e Located

LAY

months old. (Note: Photogyfaphs of significant GAO activities
have permanent value and 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
(These files relate to GAO's relations with the public and media and
inc ludes inquiries, replies, press releases and related documents.)

\/080-02 INFORMATION FILES

Complete set of formal informational releases .aad— GRS l‘l/
la + b
pabideattomsT such as press releases, press conference o

transcripts, official speeches, and indexes thereto.

Arra nged;::%r‘trdlgf o; fca‘g.olr;'v::: *nfajt‘tea';.en.;gdb?r the Infor- GAo / SM/ -
mation Office. /7//
PERMANENT (ECV 1/4cf EAA 1/8f)

Cut off at end of FY; transfer to FARC when 3 years

w $ ?eo.r bloeks
old; offer to NARS,when 0 years old.

r5—yesr—ITements )
v 080-04  RESERVED

v080-06 INFORMATION REOUESTS FILES

Requests for information and copies of replies there-

to, involving no administrative actions, no policy

deci‘sions, and no special compilations or research;

and requests for and transmittals of publications,

photograrhs and other informational literature.

TEMPORARY GRS 14

Destroy 3 months after transmittal or reply. y », 6”0/55414/
v/080-08 ACKNOWLEDGEMENT FILES /3

Acknowledgement and transmittals of inquiries and

requests that have been referred elsewhere for reply.
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AO-IO

80-12

w//0§0-16

TEMPORARY
Destroy 3 months after acknowledgement and
referral.

PRESS CLIPPINGS FILES

Compilation of clippings from newspapers
and similiar materials of interest to GAO.
TEMPORARY

Destroy when 6 months old.

INFORMATION PROJECT FILES

Informational services project case files maintained
in the Information Office.

TEMPORARY

Cut off when project is completed or closed;

deétroy 1 year later.

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

Destroy when 3 months old.

INDEXES AND CHECK LISTS FILES

Bibliographies, check lists, and indexes of GAQ
publications and releases, except those used as in-

dexes to formal informational releases, including
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o

ot
i\

The Monthly List of GAO Publications (requested by the

Congress).

‘P

a. Paper copies, Mh)auﬂl ‘J«t—g 6GAo PMJM
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.
* 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.

\/ 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.

V/a. Materials not covered by a and ¢ above.

TEMPORARY

in aqen
Destroy,when superseded or obsolete
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080-18

P
i
N“ |"\8‘

GAO MANAGEMENT KEWS

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)

J/ 2. Master set of 959 Management Eszi. Arranged
‘chronologically and maintained by the Information
Office.

PERMANENT (ECV lcf EAA 1/12¢f)

Cut off at end of FY; transfer to FARC when
5 years old; offer to NARS when 30 years old. (In
5 year increments)

q/ b. Backup materials
TEMPORARY
Cut off when publication is issued; destroy 6
months after the publication of the GAO Manage-

ment News.
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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, undert&ken

to achieve the program objectives of GAO including the workpapers generated,

and the history of each job.)

v/b90-02 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
in aqen
Destroyawhen szggrseded, obsolete or no longer needed.

S/ b. Background/Workpapers
TEMPORARY
Cut off at end of FY; destroy when 3 years
old.

\//690-04 ASSIGNMENT AUTHORIZATION FILES

The document providing authority to start new
assignments, including all documents revising the
original Form 100 such as the J-1.

TEMPORARY

ml
Cut off when report is issued; destroy wirem 3 years odd
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v//090-06 JOB SCHEDULING/FIRM ASSIGNMENT LI1STS
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 whan 2 years odée

\//690—08 INDIVIDUAL JOB FOLDER FILES

This folder may include copies of the Form 100,
Work Progress Reports (GAO Form 133), all corres-—
pondence with the agencies, contact memoranda, trip
reports, etc.
TEMPORARY
.ﬂaizu}
Cut off when report is issued; destroy whea 3 years obd,
or when working papers are destroyed,whichever is later.

\//690—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) &;Mla
0173~

TEMPORARY ‘ ! "H"“‘I "0

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

V/B90—14 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.

V/G90-16 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 GAQ

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

‘a"uﬁlhb'éﬂdb
TEMPORARY NC1-217-80-4
Hold for 1 year after completion of assignment; (SG**)
transfer to FARC; destroy when 3 years old. 640'{“/7/’
b. Machine~readable records ‘NCi—Q[7—8O‘L(
Ttem 1b
Y Routine processing files not included in 090-18. C San~b)

AN

TEMPORARY
Erase when 3 years old.

090-18 INFORMATION DATABASE FILES

NI‘)’JP Unique data bases, machine readable or otherwise,
¥

N
ﬁ% created during the audit process/studies as a part
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J 090-20

090-22

ik

of the information gathering task and repourted 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

&

’,NFt} Offer to NARS with accompanying documentation

b
\>

A upon publication of the report. (NOTE: Retain
a copy for GAO's reference use, if necessary.)

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-

ment was reported; destroy whes 5 years weid,

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 (USﬁA), 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. 1In 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 ; 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.

@}‘ - o Wm
Q§§®§6# ér to NARS 3396/:::; Uffkﬂﬁgf iiiﬁiz;zh/ ﬁ*”’ s

090-24 CONGRESSIONAL INFORMATION SOURCES INVENTORIES AND

DIRECTORIES
These magnetic tape files are developed and main-
R_ tained by the General Accounting Office under autho-
NN 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-legislative 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-
ters.

3. 1Inventory 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-
ment.

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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9

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, OMNB
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-Flle.

R, S and I File

PERMANENT

Offer to NARS-tpon each update.

old tape may be destroyed.

that time the
Daghoy whicty.p

E-File Tpucppetsd

PERMANENT

VAQVOffer to NARS whenever a 25;/6811;; is added. [9

090-26 LEGISLATIVE, AUTHORIZATION, PROGRAM AND BUDGET

it

INFORMATION SYSTEM (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 9; record (program, administrative,
financial),

~—Appropriation account number, fund code,
and transmittal type,

--House and Senate authorizing committee juris-
diction,

-~House and Senate authorizing subcommittee
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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1 \}\‘&3’

--Specialized data for individual committees,
including outlays for current year budget
authority. Unobligated balances and loan
levels,

—-=-Qversight 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 1egislatién, 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
of the President's budget. A history 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 NARS, 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.

v

NOTE: OFFICIAL RECORD COPIES (PERMANENT RETENTION) are retained
by

in the offices of directors for eventual offer to NARS for Permaneant

retention.(m Jteme 0l)- '-l‘)

J/;oo—oz

./ 100-04

CONGRESSIONAL CORRESPONDENCE—MEMBER FILES

Documents consisting of copies and some originals of

letters off memoranda addressed to or from members )
. ) N
of the U.S. Senate and the House of Representatives,

including matters pertaining to constituent problems

i

or requests.

TEMPORARY

Cut off at end of member's term; transfer to FARC
2 years later; destroy 6 years later.

CONGRESSIONAL CORRESPONDENCE—COMMITTEE FILES

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 House, President of the Senate, Sgt. of
Arms, etc.' Copies of routine letfers from Congress,

commendations, thank you notes, sent to Personnel and

Divisions.

TEMPORARY

Cut off at end of each Congressional session; transfer

to FARC 2 years later; destroy 6 years later.
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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.

CONGRESSIONAL INFORMATION FILES

Information concerning the Congress' organization

and membership.

TEMPORARY

in aqonen
DestroyAwhen 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

110-04

A/B-FILES

Case files arranged numerically by A/B number 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, relatiomns
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.

REFERENCE CARDS FOR A/B Files

Index cards providing access and retrieval to the
B~Files. Records (kept up—to-date by the Correspondence
Control File since Sept. 1978). Retain with A/B 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

;ﬁ%L%7’related correspondence within the 0ffice of the General
h’q“}x 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 0GC. 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. Des ﬁ““““
~ ’ , ntzniow i not

& S ade AL
110-08 LEGISLATIVE HISTORY FILES

Arranged chronmologically 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, ‘and
private interest groups, internal memoranda, newspaper
clippings, Comptroller General decisions, and reports
on legislation prepared by GAO and other agencies.
Printed hearings which are too bulky to be included

in the Congressional materials segment described above.

(@) Original paper recordsslhat- ake W :

TEMPORARY
Ascertain that the microform copies are adequate NC1-217-80-5
, . e Item la
substitutes., Transfer to the GAO law library in ( ‘aann)
in aqem
two year accumulations. Destroxhwhen the General - -- -
Counsel has determined that all administrative
needs for the records have ended.
(b) Microform copies.
PERMANENT (ECV lcf EAA 3/4cf silver negative NC1-217-80-5
Item 1b
1/4cf diazo). CSaanL)

OFF,
?eeﬂsgg; original silver negative and one diazo
copy to NARS at end of FY when microfiche has been

verified.
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110-10

"

ry

A

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. L SeeFollowing page for Treww )]

MACHINE READABLE DATA BASE

This magnetic tape file 1s a cumulative listing of the
microfiched legislative histories of public laws of the
United States. The file contains the public law numbers, -
the title derived from the statutes at large, indicators
to céoss-reference laws which are amended by other laws
or which amend other laws and & listing of the number of
fiche and number of pages in each of the three categories
of fiche (Congressional, GAO, and Hearing).
The file 1s used for inventory control of the dicro-
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 NC1-217-80~5
) Item 2 (gm>
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 coples at GAO in

in adequate storage facilities.
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110-08 (continued)

(¢c) Original paper records that are WOT failmed: These include any paper
legislative histories, 1931-present, that are not filmed because file 1is
known to be incomplete.

PERMANENT. Offer to NAKS when all administrative needs for the records are
met.



v/ 110-12

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 memoranda filed by Congress and bill number. n"’“’“‘ﬁ“" bﬂ Soufce

C S or HR)) thecevmeler by Bl #, Yheramder by Wupe oF Bill (c.9. straight

TEMPORARY W) resolution,
doint resolution,

(a) When a bill becomes law, transfer the affected record to ek.) Ca. go
for dispos) Hiow 5 e £

"Legislative History File (110-08)" ransfer to FARC at e“u,é
years afder end of related Comoress, All e B les QA ues

end of FY ZA*EEG—MC—L&SHGW- 3s.

Vv110-14

ever ’
Review for destructionAB ?ears.-hreer. )Cs*roj records whan

od va\ntstrative need ceases,
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.
TEMPORARY
m agen

Destroyawhen superseded, obsolete or no longer needed

for reference purpose.

/ subject
110-16A IN‘DEX CARD FOR LEGISLATIVE HISTORY MATERIALS

3 xS cands [isting
Hieravehieal inderespof subject and law citation,'vn-’i—ar—s._

eolormagoded—enrrds containiag 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. Are. 55 walcc,f,(30,m carols ref‘ gcc\r'/'
Y0 %5; now Full) ecchh 41@5 = ca. Y3 en H)
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110~18

Lus ol

110-20

EETURNT PERMAVE AT aﬁt Yo WARS whew wo .L-w—-aw

NOTE : dnearidusl conds meosy be W W“’
> MW

RESEARCH MATERIALS FOR GAO ISSUANCES
PREPARED BY OGC STAFF

DiIsPosITiON
Manuscript volumes of issuances transmitted by Index-Files NoT
of decistons, pius background AUTHORIZE]
Section; containing full texts, erremwged-cirromotogtivaitys
= and. paai ntainesd bg”““«

Information and Reference Services. These files are

used for reference and all records are duplicated in

V ’u es oré
: I b e.a.r. Decisions are
A/B Files. AArf 0‘»’”"0 C‘m/ volames by B nvmber. (AU decisions

SEMRORARY are g,uen s B“ use# H30 ew FF. since 19al, ca. 9

cu.Ft [yr.
Pestsox when superseded, obsolelfe—obmho-—longeb—necdo /ﬁ
DisPOSITION NOT AuTHoRzED. “TRANSFER To FRC
INDEX CARDS TO RESEARCH MATERIAL FILES NOoT ﬂ'uTIfoﬁ 12 E D DISPbSITIa
Collection oFcCards which M den duaests anAccBwns in AuraoRis
Subjeet—aardi—an=digeats eregesraiorancad Jiith.,

with legal principles covered by Wha decisions,
aRt—intho—gaoe—of—procure——

manuscript volu.mes)!
Arr- b; ;car , %umd,w by mal pPrinciples, A~ e Fl-j
o T 5'\3&wrs,

Gemevadts~Rracurenent QocisioRGrm—
TEMPORARY

Retain with 110-18. DFl“Sl’ole'n‘d NgT ﬁuTHORIZ eD - TRANSFER TO
Col(echm oF cuds _Jink, P&l"hcullr:\ Code) e.o, fecau‘af‘uml
e-\-c, c\kol w a dec]smv wN«k o\tgai' OF w deciSam, DAN.A

“Reflect oWl CG deelslswk ch have CHed a given
: Acromqed \:5 reﬂulcd'vm,

Code, regulad'lm, ete. codc, g.o., cireular,
TEMPORARY cdd- Ca. IS e
Retain with 110-18 :msrosmm NoT H e nal ca- tou®y

ORIZED , TRANSFER yr.
-2'31 C w~NoT Awmouz».
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120 CLAIMS SETTLEMENT AND DEBT COLLECTION FILES

232



120 CLAIMS SETTLEMENT AND DEBT COLLECTION FILES
(These files relate to claims by, for, or against the United States
Government.)

/ 120-02 GENERAL CLAIMS FILES

Settled files of general claims filed by or against revious
Sdtfd.qu‘
the United States, excluding those involving Indian /V”i =171~ :‘ :H' . e
)
Tribal claims. J’ﬁ-
[y VOPR on ﬁu&#‘aﬁJH
TEMPORARY fw;a~isish=d§?7_

ét&%

AVI'Gﬁf“E//&..

sokulyﬁyll

Destroy 6 years and 3 months after the date of
settlement,
v/ 120-04 INDIAN TRIBAL CLAIMS FILES

Settled files of general claims filed by Indian (.Q.'.nl-'l_'}_

tribes of the United States., Arrby case ¥

AUTHORI1ZED
DiISposiTioN A/OT' Aun/a.e/zab
v//120-06 LEDGER CARDS (GAO Form 4022) L : -

Numerically filed cards and microfiche reflecting
names, addresses, case nunbers, 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 NC1-217-80-2 ,
= Tl ¢ sama
Destroy when Claims Group has determined the

microfiche to be acceptable.

b. Microfiche
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TEMPORARY ) NC1-217-80—2, I¥em. b

Cut off when all active accounts have been (‘nﬂw;)
satisfied; hold for 6 years, 3 months; then
destroy.
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,
120-08 ACCOUNTS RECEIVABLE FILES

Payment records of debtors of the U.S. Government

and related records.
a. Paper Copies
TEMPORARY GRS 6

Item la

Destroy 6 years, 3 months after period covered
by the account.
b. Magnetic tape files
9@ & These magnetic tape files record information

I\,/J F./‘\\\B\ regarding payment records of debtors indebted
to the United States Government and provides
statistics with respect to debt collectioms.
Some of the data elements include debtor's name,
claim number, mailing address, payments received,

distribution of payment, and debt balance.
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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.

v 120-10 INDEX LOCATOR FILES

Records on microfiche, showing names, addresses,
Z-case numbers, SSN, agency ID, etc. on claims.
Suverseded 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

standards set forth in 41 CFR 101-11.506.

b. 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.

120-12 LOCATOR SYSTEM FOR CLAIMS FILES

&U ﬁL. These magnetic tape files record information about

\§#3~related correspondence on claims submitted to GAO
\
N
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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 nane, 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 to them are destroyed.
b. Printouts
TEMPORARY
Destroy in accordance with the applicable security
regulations when superseded, obsolete, or no longer
needed.

120~14 COLLECTIONS BY DEPARTMENT OF JUSTICE FILES

Copies of USA Form 200 showing collection information
on payments made to the Department of Justice.
TEMPORARY

Eut—eff—at—and—of—F¢y Bbstroy when 5 years

old.

\/ 120-16 CHECK COPIES FILES

Copies of checks deposited by Claims Group as pay-

ments made on debts to U.S. Government.
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120-18

TEMPORARY
Lur—erfbmpperd=Uf—TYT destroy when 3 years
old.

COLLECTION RECORDS

Microfiche copies of information on magnetic tape
concerning the status of collections made by the
Claims Groun.

a. Computer Tapes

TEMPORARY

Erase after the 3rd update cvcle and after the

Q)
NN\\E\ microfiche has been verified and accepted as an
4

V/IZO-ZO

adequate record.

b. Microfiche

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 im 41 CFR 101-11.506.

0GC RFEFERRAL FILES

Copies of transmittal letters for cases being
referred to the 0ffice of the General Counsel for

resolution of legal natters.

TEMPORARY

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

120-22 CREDIT REPORT FILES

Copies of requests for commercial credit reports.

TEMPORARY

in aqemey .
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. Arranged chronologically b’ Mﬁo¢¢“~'o

File includes Correspodence Comcerning

PERMEHENE BVt et

Destrosy in agem b vears afler
mﬂ Cut off at end of FY; -ssane-ée-r—%e—h%e@-&n—@—

lal Terrsridr—otfer—tro=ttRt—whan.20 _yoars old o

D ik azizia e

0/120—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.

TEMPORARY

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.

PERMANENT (ECV .75cf EAA 1/12cf) 1\301-217-80-3I:1>k,._|

Maintain in current files; offer to NARS 6 years and 3

months after President ceases to hold office.
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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

132

133

134

ACCOUNTING STANDARDS AND SYSTEMS FILES
ACCOUNTABLE OFFICERS' RECORDS FILES
RECORDS PERTAINING TO THE ENFORCEMENT OF SPECIAL LEGISLATION

OTHER INVESTIGATORY RECORDS
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131 ACCOUNTING STANDARDS AND SYSTEMS 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
by aqency, Ve resuder
sections. Arrangquchronologically within each

section, and maintained by AFMD.

PERMANL el G el il i
ﬂ;é’ wm a T

] ency
)0P51 Guﬁ-eféﬂwhen superseded, cancelled, or withdrawng

Lransfor—to—EiRt—whtenr——verrs—oidi—offer—to—iAR5

Py

Sihen—2—yerrs—oid:IT 5 YEIr INCremenrs—
¢’ b. Reference Master Set
TEMPORARY
Destroy individual sections as they become super-
seded, obsolete, or cancelled.
V/ 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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V/:31-04 APPROVED ACCOUNTING SYSTEM DESIGNS

Executive Department and Agency accounting systems
designs that have been formally submitted‘}o GAO
and approved by the Comptroller Gemeral 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 h

TEMPORARY - NC1-217-80-6
Item la
Destroy when ascertained that reproduced records Csm)

- have been made in accordance with GSA regulations
and are adequate substitutes for the paper records.
b. Microfiche
TEMPORARY l NC1-217-80-6
Item 1b (Sawae)
Destroy when all administrative needs have ended.
Maintain one diazo copy in GAO techmical library
and one diazo copy in GAO division records files,
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.

V//131-06 AUDIT STANDARDS—STATE CORRESPONDENCE FILES

s

Correspondence between GAO and various states, relat-

ing to audit standards and related matters.
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TEMPORARY
Cut off at end of FY; destroy when 3 years old.
\ABI-OS Through 131-10 RESERVED

JOINT FINANCIAL MANAGEMENT IMPROVEMENT (JFMIP) FILES

(Files and records created and maintained by the JFMIP in connection

with its official business.)

/131-12 AGENCY MANUALS FILES HUls schedole .7\

Various agency manuals containing policies, proce-
dures and guidelines.
TEMPORARY
n agen
Des troy, when 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 Govermment programs,

systems, actions, or changes.

TEMPORARY

Cut off when the case/project is completed or closed;

Gevesal c.ormstAch, o SHMIP is
scheduled under lewa. O

Yo of

v ConpleTa nM,‘

transfer to FARC whem 3 yearspedd; destroy 7 years

/131—16 WORKING PAPERS ON JFMIP 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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131-18 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)
FM/ Cut off at end of FY; transfer to FARC when 5 years
old; offer to NARS when 20 years old. (In 5 year

increments)

m@;%wwmm

JFMIP T VARS W ,
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132 ACCOUNTABLE OFFICERS' ACCOUNT RECORDS
(These files include records held by Federal agencies for on-site 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.)

\/132—02 BOND RECORD CARDS

Bond record cards of Accountable Officers of the

United States, Section of Surety Bonds, Treasury

Department.

TEMPORARY 351-5-356
(SM)

Destroy 10 years after officer ceases to disburse

Aa*wunluw
or executes a new bond. GRO- i

J{QZ—OA 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.

MMW

TEMPORARY NC1-GRS-81-12
Destroy 6 years J months after period covered by lCﬂo—SC&A14/5/Jw
account.
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/32-05 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.
M N
TEMPORARY NC1-217-81-1, Y|

"‘h‘nﬁ)
Destroy 12 years after the close of the fiscal year in

which the account was paid.
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It
~

%32-06 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 II-NNA-2845
Item 2 (SM)

Destroy 3 1/2 years after the periods covered by such AM*‘.,.J,,
G Ao [ Schat /1f3

schedules.

V/{$2-08 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 NN=-170-125
R Item 1 (¢ Sowma
Destroy 3 years after the period of the account. Asnprrsadaes
7o P Enofsaad/i]:

V/'132-10 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,
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132-12

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 22
of the Interstate Commerce Act, offering rates, fares, or
charges representing a reduction from those published in -
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 NN-170-125
Item 2
Destroy 3 years after the period of the account. (ananaa

GRo-Shaplif s

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

any one of the following conditions exist:
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132-14

a. Notice of overcharge has been or is expected
to be issued, or if a rail freight overpayment
is involved.

b. Deduction or collection action has been taken.

c. Voucher contains inbound transit shipment(s).

d. Parent voucher has print of paid supplemental
bill assoclated.

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 - NN-170-125

Destroy 10 years after period of the account. MM GM-SM./I ()

Original vouchers and supporting documents and micro- hew Siwo
filmed reproductions thereof covering freight and

passenger transportation charges of settled fiscal

accounts of Accountable Officers of the United States

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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a.

‘///132—16

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&E?éORARY\f i . .7b I .

Destroy original transportation payment documents

only after clearance in the audit,(g.e., no adjust-

ments are made in the audit or no claims or legal

actions concerning those documents are of record,m 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.

ORARY

Destroy microfilm copies of the original docu-

ments or certified or authenticated reproductions

of those microfilms 6 vears after the period of the
account.

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-
lyv 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



/132-18

TEMPORARY

Destroy 6 years after the period of the account.

Original vouchers and supporting documents 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 tramnsporation,

the charges for which are applicable thereto under
rates, fares, and charges established pursuant to
contract, arrangement, or exemption from regulation
when the charges for any single bill of lading or
transportation request are one hundred dollars or
more, except as shown in Items 132-12 thru 132-16

of this schedule.

TEMPORARY

Destroy 6 years after the period of the account.

251



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

whoily within 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)anA,\
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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v//c. Destroy microfilm copies of the original documents

V132-22

v/132—24

v 132-28

\//132-30

or certified or authenticated reproductions of those
microfilms 6 years after the period of the account.

Newspapers——supporting vouchers for advertising.
”

TEMPORARY

Deséroy 3 1/2 years after the periods of the accounts
in which they are submitted.

Meal tickets—-originals

TEMPORARY

Destroy 3 1/2 years after the periods of the accounts
in which they are submitted.

Coples of schedules of deposits to official credit.

TEMPORARY

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 after audit by GAO or when 3 years old, which-

ever is sooner.
Telephone toll tickets—-originals and copies of toll
tickets filed in support of telephone toll call

payments.

253
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Item 5 (Sorma

Aecpiintns ‘./}/""J'

352-5-311
Item 6 (5o .)

Gn'o/SM/:/ﬁ

II-NNA-688

Item 5
( savs

Ao Schadf 1] 16
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/132-32

/132—34

\/132-38

V// 132-40

TEMPORARY

Destroy after audit by GAO or when 3 years old, which-
ever 1s sooner.
Telegrams-—originals and copies of telegrawms filed in

support of telegraph bills.

TEMPORARY

Destroy after audit by GAO or when 3 years old, which-
ever is soomner.

Coples of Internal Requisitions filed in support of

ad justment vouchers, SF 1081.

TEMPORARY

Destroy after audit by GAO or when 3 years old, which-
ever 1s sooner. ’

Standard Form No. 1170, "Redemption of Unused Ticket”

--originals and/or copies.

TEMPORARY

Destroy 1 calendar yvear 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

Destrov 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
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Accounting Office by the military establishments
for use in connection with the audit of payments

for passenger transportation.

TEMPORARY II-NNA-3098
Item 2 CS )

Aeprassdes GRO/ Schud,/
i 177

Destroy 1 year after audit of the account to which
they relate.
v432-42 Savings Bond Control. (Originals)

TEMPORARY 352-8311
Item 2 ( See

Destroy 3 1/2 years after the periods covered thereby. ‘“‘1""““‘“ 6) /S a [)
V//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.

TEMPORARY NN-172-62
Item 1 / gan .)

Anpeandes

(1) the date of transmittal of case to the Depart- GAa/S / ./

Destroy 3 years after:

ment of Justice, or ! f1
(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.
s 132-46 Accountable officers' returns, comprising memorandum

copies of all supporting vouchers, schedules,
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~/{32—48

/132750

J 132-52

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.

Copies of certificates of settlement of accounts

of accountable 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 1is received.
Records relating to the availability, collection,

custody and deposit of funds, including appropriation
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S 132-54

132-56

warrants and certificates of deposit (SF 201, 209

and 219), other than records covered by item 132-46.

TEMPORARY GRS 6

Item 4 {‘N
Destroy when 3 years old. g L Gﬁo/: (
Administrative correspondence, reports and data re- l/ 1

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
D Item 5a Csm
Destroy when 2 years old. Avporasles 6/96/ //
1S4
b. All other files

TEMPORARY GRS 6
Item 5b (gomma

Destroy when 3 years old. Asprisades éﬁo//
. S

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(l)

Destroy 15 vears after bond becomes inactive. S Qnnns

4 wepssmdes Gpg scunsi// )044(1)
(2) Bonds purchased after December 31, 1955.

TEMPORARY GRS 6
Item 6a(2)

Destroy 13 years after end of bond premium period. Cse

 b. Other bond files, including other copies of 600/.:4.,!///,764 (‘"’)

bonds and related papers.
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TEMPORARY GRS 6
Item 6 |

(Sw)

bond premium period. : 6/}67501‘#//?“

Destroy when bond becomes inactive or at end of
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133 RECuWRDS PERTAINING TO THE

ENFORCEMENT OF SPECTIAL LEGISLATION

(These files relate to the GAO's work in monitoring and enforcing activities

nnder special legislation identified below.)

133-02 CLEARANCE OF INFORMATION COLLééTION CASE FILES

1

33-04

lofaz]gl,
Records consist of submissfons, under Federal Reports withd rama -
Yas was
Act, to GAO, of any infgrmation collecting doguments covenid.
previens
(forms, regulations, fuestionaires, etc.) at the .3’ as o

-Hme disposal, s0
does not need
appear in

His schedule .

agency intends to Aend to 10 or more resgondents.
Includes commengs received from the pyblic and
notices to tWe Federal Register.
NC1-217-80-1
stroy when 3 years

Cut offf after case is closed;

old.

PROPERTIES OF AMERICANS DECEASED ABROAD

TEMPORARY

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
. v a’ -
of July 12, 1940, 22 U.S.C. 1175. ""‘““1"'”-,,!2

Arnand. on adl‘;&t{”m
NC1-GRS-81-12

Destroy 6 years 3 months after period covered

by the account.
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b/{33-06

\/133-08

DISPOSAL APPROVAL FILES

Case files of requests from other agencies for
approval of proposed records disposition schedules
covered under Title 8 of the GA0 Manual for

Guidance of Federal Agencies.

TEMPORARY

in
Destroxkéggn Euperseded, obsolete, or no longer
needed for administrative or reference purposes.

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 and/or refunds for these reproduction serv-
ices, and copies of correspondence transmitting

the certified copies to requestors.

TEMPORARY

Cut off at end of FY after final action; destroy 3

years later.
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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.)

136-02 FRAUD HOTLINE SYSTEM

These disk files record the vital information about
IJ A)ﬂ' 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.

EEMPORARY-
DISPasAL NoT™ AuTHoRiZED, 1P, at Hat FHime, A
Review when 5 years ol%&t——t—h&ﬁ—é—ime—éhe—p%eg%&m&ag— 6{6\5&“}”

‘Fﬁ?'arw 0«5»6442, AL A osit ) amy I/V\-"-O%J&M/ ﬁ.
office-will determine—if further reteantion-is—required.

W SF-IS T NARS _pices do amy decbrncction
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