
I .BLANK (NARA use only) 
REQUESTFORK~:I:U~l"IUNAUTHORITY - rrM~-/S-lJh -2-
To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPID ROAD, COLLEGE PARK, MD 20740-6001 

1. FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

DEPARTMENT OF VETERANS AFFAIRS (OVA) 
In accordance with the provisions of 44 USC 
3303a, the Disposition, request including 

2. MAJOR SUBDIVISION Amendments is approved except for items 
that may be marked "disposition not 

Office of General Counsel, Headquarters approved" or "withdrawn" in column 10. 

3. MINOR SUBDIVISION 

Office of General Counsel, Regional Offices 

4. NAME OF PERSON WITH WHOM TO CONFER	 5. TELEPHONE DATE ARCHIVIST OF THE 
AAUJ'lITJi::QSTAT,ES 

Susan P Sokoll, Records Manager aGC 202-273-6558 1L'('!o:r /(vt-' ~p..;...q----
ALLEN WEINSTEIN 

6. AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the 
records proposed for disposal on the attached _21_ page(s) are not needed now for the business of this agency or will not be 
needed after the retention periods specified; and that written concurrence from the General Accounting Office, under the 
provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies. 

IZI is not required D is attached; or D has been requested 

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 

RECORDS MANAGEMENT 

SERVICE 

7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED 9. GRS OR 10. ACTION TAKEN 
DISPOSITION	 SUPERSEDED 

JOB CITATION 

SEE ATTACHED SHEETS 

The disposition instructions appl~
to records regardless of physica~

format or characteristics. Recor~s 
may be maintained in any format o~ 
any medium. These records are me~ia neutral 

PREVIOUS EDITION NOT USABLE 115-109 

I 



7. ITEM NO. 

1 

•
8. DESCRIPTION OF ITEM AND PROPOSED 
DISPOSITION 

CORRESPONDENCE 

•
9. GRS OR 
SUPERSEDED 
JOB 
CITATION 

to. ACTION 
TAKEN (For 
NARA use) 

Description: General correspondence, circulars, and 
memoranda pertaining to the activities, operations, and 
administration of the Office of General Counsel, such as 
individual letters on benefits, insurance, personal 
inquiries, claims statement of fees, and related materials, 
that are not considered part of veterans' claim folders, 
litigation, case material or involve agency policy. 

Disposition: Cut off file at the end of the third fiscal 
year. Destroy after 3 years from cutoff if no additional 
material received. 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

Ib Description: Draft Correspondence. 

2 

Disposition: Destroy after preparation 
document. 
ELECTRONIC MAlL 

of final 

GRS 23/7 

Deseription: Eleetronie eommunieations. 

Disposition: I:}eleteafter si* months if routine. Print out 
ease relatea or intemal Business emails ana file in 
appropriate ease file or felaer. I:}estroy eleetronie eopy 
'fersion after ~rinting ana filing hare eo~y. Ineluae eo~y 
of any email that is ease relatea in assoeiatea aatabase 
as ~~ro~riate. I:}estroy online personal eo~y if email is 
ineluaea in a aatabase. 

Reeord Type: TEMPORARY 

Site Loeotion: HEAI:}QUARTERS AND REGION 

Nete: GAIiAe email may ee ElestfeyeEi in 6 meAtl'ls if it is fel:ltiAe 
eeffesllenEleAee. I'ef ease files, tl'le email is eitl'lef entefeEi iAte 
GGb,<\W8 as llaFt eftl'le ease file, aAElfef IlfiAteEi el:lt anEi tReA 
ineef!lefateEi inte tl'le ease file. ,o.ftef iAeef!leFatien inte tl'le ease file 
EGGbAW8 aAElfef l'IafEi eej3y~, tl'le email may be ElestFeyeEi. Any 
sl:lestanti¥e email tl'lat Elisel:lsses a ease in aA~' mall:ll:ef is eensiElefeEi 
j3aFt ef tl'le ease file. RemaflEs tl'lat tfaAsmit attael'lments afe fel:ltine 
emails aAEImay be Elestfe~'eEi iA 6 mentl'ls. +l'Iis SYAellsis fef emails 
eemj3lies witl'l tl'le efitefia estaelisl'leEi e~' ~~,6,R,A.gI:IiElelines. If an 
attemeyEs~ is Elisel:lssiAg a mall:ll:ef in wl'liel'l te preeeed en a ease, I 
feeemmeAEI all:ll:etating tl'le email '",itl'l a eeAfiElential Eliselaimef. +l'Iis 
j3feteets it !fem I'GI,o)PA Eliselesl:lfe anEi it eaA tl'len ee elassifieEl as ~ 
Lll:'~<;",)lh\ In c: 

1 



7. ITEM NO. 

3 

8. DESCRIPTION OF ITEM AND PROPOSED 
DISPOSITION 

ELECTRONIC TRACKING AND CONTROL 
DATABASES 

9. GRS OR 
SUPERSEDED 
JOB 
CITATION 

lO.ACTION 
TAKEN (For 
NARA use) 

Description: Electronic databases to include tracking 
and other control databases and/or records contained, 
entered, or maintained in a database to include all 
media. 

Disposition: Retain for ten years onsite and then 
transfer disk media to long term storage unless 
superseded by new technology advancements. If 
superseded by new technology, destroy data files and 
documentation after replacement and/or upgrade. 
Current operable systems will not be scheduled for 
destruction or transfer. Systems remain onsite and 
operable until obsolescence and/or upgrade. 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

Note: GRS 27 provides disposal authorization for certain records 
created and maintained by Federal ChiefInformation Officers (CIO). 
This schedule applies to the records ofCIO's at agency or 
departmental headquarters and records of deputy and subordinates 
CIO's at the bureau or field office level. 36 CFR 1228.50(d) require 
that GRS changes be submitted within 6 months of receipt. GRS 20 
and GRS 24 cover certain records associated with the day-to-day 
operation of individual information systems and related support 
services. 

4 LABOR MANAGEMENT RELATIONS. 
GENERAL AND CASE FILES. 

Description: Correspondence, memoranda, reports and 
other records relating to the relationship between 
management and employee unions or other 
administrative litigation groups. 

Disposition: Destroy after 6 years from cut-off 
receipt of final correspondence. 

or 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

2 



7. ITEM NO. 

5 

8. DESCRIPTION OF ITEM AND PROPOSED 
DISPOSITION 

EQU}"L EMPLOYMENT OPPORTUNITY 
RECORDS. CASE FILES. 

9.GRSOR 
SUPERSEDED 
JOB 
CITATION 
GRS 25, Item 
1a. 

to. ACTION 
TAKEN (For 
NARA use) 

DeseFifJtion: GeFfespeRaeRce, cemplaiRts, memefaRaa, 
fepefts, pleaaiegs, statemeRts, aepesitiees, aea/ef 
reeerds ef heafiegs ievel>,'ieg litigatiee feseh'ea 'i'.'ithie 
the ageecy, by EEOG, aamiRistmtive beafd, aecllef the 
effi:tft&.. 

Disposition: Giese case file afteffeseh:ltiee efthe case 
Sf aftef feceipt Sf fieal cemmliRicatiee. GHt eft: elesed 
files at eRa ef fiscal yeaf. Deskey 4 fiscal yeafs aftef 
CHt eff. 

Reeord Type: TEMPORARY 

Site Loeotion: HEADQYARTERS AND R:EGIO~~ 

6 ADMINISTRl~",TI\lE GRIE\lANCE, ADJiERSE 
i-",CTION & DISCIPLINARY RECORDS. 

GRS 1130 

DeserifJtioR: I<iles iR>,'el>"ieggfievaeces, aiscipliRafj' 
aRa aa'fefse actieRs ethef thae EEO isslles raised by 
ageRCYempleyees geeemtea by GeRtml Office OGG. 

Disposition: Giese case file aftef feselHtieR efthe case 
Sf aftef feceipt Sf the fiRal csmmHeicatieR. Glit sff 
clssea files at tHe eRa Sf the fiscal yeaf. Desksy aftef 5 
yeafs frem Clit eff. 

Reeord TYfJe: TEMPORl\RY 

Site Loeotion: HEADQYARTERS AND R:EGIO~~ 

7 REAL PROPERTY LITIGATION CASE_FILES. 

Description: Records relating to property acquired after 
December 31, 1920, other than abstract or certificate of 
title. 

Disposition: Close case file after filing of documents 
and settlement of case. Cut-off closed files at end of 
fiscal year. Destroy after 1°years from cut-off. 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 
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7. ITEM NO. 

8 

8. DESCRIPTION OF ITEM AND PROPOSED 
DISPOSITION 

FREEDOM OF INFORMATION & PRIVACY 
ACT REQUESTS. 

9. GRS OR 
SUPERSEDED 
JOB 
CITATION 

to. ACTION 
TAKEN (For 
NARA use) 

Description: Original requests for release of 
information under FOIAIP A from Office of General 
Counsel and appeals of agency FOIAIP A decisions in 
other parts of Department of Veterans Affairs and the 
Regional Offices 

Disposition: (1) Correspondence and acknowledgement 
for requests referred to another DVA Division. Cut-off 
after three years from case closure and destroy. 

(2) OGC initial FOIA requests granting 
access to all documents or partial access (not appealed) 
Cut-off after three years from case closure and destroy. 

(3) Denied or partially denied FOIAIPA 
requests (not appealed). Cut-off after three years from 
case closure and destroy. 

(4) Appealed FOIAIPA decisions-

Destroy 6 years after final determination by agency, 6 
years after the time at which a requester could file suit, 
or 3 years after final adjudication by the courts, 
whichever is later. 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

9 ETHICS MATERIALS. GRS25 

Desefiption: RepeFts, eeffespeReeRee, fe",iews, 
eetefmiRatieRs, eeRfieeRtiai fiRaReiai eiseiesHfe fefms 
aRe waivefs iRveiviRg all VA pefseRRel. 

Disposition: gestfey 3 yeafs aftef fe'<'iew of GRS ~§, 
and eanHfmatian by tHe AgeRey ethies effieef. If. 
fetaiRiRg past ~ yeafs pef AgeRey etHies effieef and 
GRS ~§, fetaifl fef 6 yeafs tetai, tHeReestfey. 

Reeafd Type: TEMPORI\RY 

Site Location: HEADQUARTERS AND REGION 

4 



•
 
7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED 

DISPOSITION 
9.GRSOR 
SUPERSEDED 
JOB 
CITATION 

to. ACTION 
TAKEN (For 
NARA use) 

10 HOSPITAL REIMBURSEMENT RECORDS. 

Description: Documentation of collections or collection 
attempts to obtain hospital reimbursement funds due to 
the government. 

Disposition: Close case file at completion of 
reimbursement activities or when funds have been 
recovered. Cut-off closed files at the end of the fiscal 
year. Destroy 5 fiscal years after cut-off. 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

11 DEBT COLLECTION RECORDS. 

Description: Documentation of efforts to obtain 
satisfaction and collect funds in cases involving 
educational overpayments, loan guaranty debts, and 
medical debts. 

Disposition: Close case file at completion of 
reimbursement activities or after funds have been 
collected. Cut-off closed files at the end of the fiscal 
year. Destroy 5 years after cut-off. 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

5 



7. ITEM NO. 

12 

8. DESCRIPTION OF ITEM AND PROPOSED 
DISPOSITION 

LITIGATION FILES. 

9. GRS OR 
SUPERSEDED 
JOB 
CITATION 

10. ACTION 
TAKEN (For 
NARA use) 

Description: Working papers and other litigation papers 
on forfeiture, tort, loan guaranty, civil litigation and 
other cases originating in Central Office OGC or 
Regional Office. 

Disposition: Close case file after resolution of case or 
after receipt of final correspondence. Cut-off closed 
files at the end of the fiscal year. Maintain files on-site 
for two years. Transfer to records center after two 
years. Destroy 6 years 3 months after cut-off (if there is 
no further action). 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

NOTE: The litigating attorney will determine 

for 2 years or 6 years. 
whether to schedule 

13 ADMINISTRATIVE TORT CLAIMS. 

Description: Claims against the VA under the Federal 
Tort Claims Act by any person plus supporting reports, 
pictures, statements, and other documents as are 
necessary to properly adjudicate the cases. 

Disposition: Close case file after completion of case. 
Cut-off closed files at the end of the fiscal year. 
Maintain files on-site for two years then transfer to the 
records center. Destroy 7 years after cut-off. 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

6 



7. ITEM NO. 

14 

8. DESCRIPTION OF ITEM AND PROPOSED 
DISPOSITION 

BANKRUPTCY RECORDS. 

9.GRSOR 
SUPERSEDED 
JOB CITATION 

10. ACTION 
TAKEN (For 
NARA use) 

Description: Records asserting the claims of the VA 
for repayment of benefits (education, loan guaranty, 
etc.) from individuals or businesses in bankruptcy 
proceedings 

Disposition: Close case file after resolution or 
decision. Cut-off closed files at the end of the fiscal 
year. Destroy 5 years after cut-off. 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

15 OFFICE ADMINISTRATIVE FILE. 

Description: Records accumulated in individual offices 
that relate to internal OGC/RO administration or 
housekeeping activities, non-functional and non-
procedural office records to include procedures, 
staffing, fax logs, and day-to-day administrative papers. 

Disposition: Cut-off file at the end of the fiscal year. 
Destroy after 3 years from cut-off. 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

16 CONTRACT FILES. GRS 3/3 

J)esefi13tian: ~l;:efking 13apefsana eentfaets fef 
13feeHfement ef geeas, seFo<ieesana eenstfHetien 
inelHaing easements, lieenses, leases, ana agfeements 
13IHSany a1313ealseftaese sHbjeet afeas. 

J)is13asitian: gestfey >,l,<effiing13apefSaftef thFee yeafs 
fFem ease elesHfe. GHt eft: aftef ease elesHfe ana aestfey 
eentfaets aftef six yeafs, 3 mentas. 

Reeanl TY13e: TEMPORARY 

Site Laeatian: HEA9QYARTERS M~9 REGION 

7 



7. ITEM NO.	 8. DESCRIPTION OF ITEM AND PROPOSED 
DISPOSITION 

17	 ACCREDITATION OF REPRESENTATIVES & 
SERVICE ORGANIZATIONS. 

Description:	 Material submitted to DVA by veterans' 
service organizations concerning VA recognition and 
VA accreditation of service organization 
representatives, and material submitted by service 
organization representatives and independent claims 
agents in support of applications for VA accreditation. 
This material includes documents submitted to VA in 
disputes concerning recognition of organizations and 
accreditation of representatives, and may include 
material	 originally submitted to VA Regional Offices 
and VA Regional Counsels, held up to two years, then 
transferred to VACO. The material includes VA's 
revocation of recognition and termination or suspension 
of accreditation records, as well as termination or 
suspension of accreditation reports provided to 
employing entities, licensing bodies, State bar 
associations, and courts. 

Disposition: (1) After two years, transfer records to VA 
Central Office Records Management Office (033A4) 
those records pertaining to individuals who are no 
longer accredited via any veterans' service organization 
or who are no longer accredited as independent claims 
agents. Destroy after three years after transfer. 

(2) Destroy after three years those records 
pertaining to applicants for accreditation who fail to 
submit any documentation in support of an application 
during the one-year period following VA's most recent 
correspondence concerning the application. This 
includes records pertaining to individuals who seek but 
are denied accreditation by VA. 

(3) Destroy after three years from VA's 
receipt, correspondence from organizations that seek 
VA recognition whose applications are denied or 
incomplete. 

(4) Destroy after five years those records 
pertaining to VA's revocation of service organization 
recognition pursuant to the request of service 
organization officials. 

9. GRS OR 10. ACTION 
SUPERSEDED TAKEN (For 
JOB NARA use) 
CITATION 

8 



•
•
 
7. ITEM NO.	 8. DESCRIPTION OF ITEM AND PROPOSED 9.GRSOR to. ACTION 

DISPOSITION SUPERSEDED TAKEN (For 
JOB CITATION NARA use) 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS 

Note to Item 4: Records pertaining to VA termination or suspension 
of a representative's accreditation for incompetence or improper 
conduct as defined by applicable law and records pertaining to VA's 
involuntary revocation of a service organization's recognition will be 
maintained at VACO as precedent reference items that may be used 
in evaluating subsequent recognition, accreditation, or reinstatement 
applications. These records will be maintained for 20 years from the 
date of involuntary termination, suspension or revocation, excluding 
any period of administrative or judicial review, and then destroyed. 

18 VETERANS BENEFITS. 

Description: Records dealing with individual issues 
that establishes VA policy for veteran's benefits to 
include health coverage, compensation, and pension, 
burial issues, vocational rehabilitation and education, 
insurance, etc. 

Disposition: Transfer to National Archives 50 years 
after cut-off. Cut-off is after receipt of last relevant 
correspondence. 

V A will maintain these records in accordance with 
36 CFR 1234.24 if they are converted into 
electronic format, and will notify NARA if a 
conversion to an electronic format is made to 
determine if any changes should be made to the 
schedule. 

Record Type: PERMANENT 

Site Location:	 HEADQUARTERS 

19 APPELLATE LITIGATION FILES. 

Description: Case files of appeals of decisions made by
 
the Board of Veterans Appeals to the Court of Appeals
 
for Veterans Claims, or other appellate files sent
 
forward to other adjudicating courts of higher authority.
 

Disposition: Close case file after completion of case
 
and receipt of last resolved motion or action. Cut-off
 
closed files at the end of the fiscal year. Maintain files
 
on-site for one year and then transfer to records center.
 
Destroy 7 years after cut-off.
 

9 



•

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED 9. GRS OR 10. ACTION 
DISPOSITION	 SUPERSEDED TAKEN (For 

JOB CITATION NARA use) 
BUDGET MATERIALS.20 

Description: Materials used in formulation and 
administration of Office of General Counsel budget 
including annual budget estimates, budget worksheets, 
etc. 

Disposition: Destroy after 5 years from budget
 
implementation date.
 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

21 ENHANCED USE LEASES. 

Description: Records relating to property leased after
 
August 14, 1991 pursuant to VA's enhanced use leasing
 
authority (38 U.S.C. § 8161 et seq.).
 

Disposition: Close case file at expiration oflease. Cut-
off closed files at the end. of the fiscal year. Destroy 10
 
years after cut-off.
 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

10 



•
 
7. ITEM NO. 

22 

8. DESCRIPTION OF ITEM AND PROPOSED 
DISPOSITION 

PATENT AND INVENTION LICENSING. 

9.GRSOR 
SUPERSEDED 
JOB CITATION 

to. ACTION 
TAKEN (For 
NARA use) 

Description: Copies of determinations of rights, patent 
applications, license negotiations and agreements, etc. 
dealing with intellectual property in which DV A 
has/has not retained an interest. 

Disposition: a. Where DV A has an interest: Retain 
information onsite for 10 years where DV A has an 
interest then transfer to Records Center for 40 years 
after the file has been imaged. Destroy 40 years after 
transfer. 

b. Where DV A has no interest: Retain 
information onsite for 7 years where DV A has no 
interest then transfer to records center after 3 years. 
Destroy after 3 years from transfer to records center. 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

23 STATE LICENSING BOARD. 

Description: Copies of determinations made on 
decisions for State licensing whether affirmative or 
negative. 

Disposition: Close case file at completion of 
determination case. Cut-off closed files at the end of 
the fiscal year. Destroy 4 years after cut-off. 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

24 PROCUREMENT CORRESPONDENCE. 

Description: 
contracts. 

Review of operating procurement unit 

Disposition: Destroy after 3 years from final decision. 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

11 



• • 
7. ITEM NO. 

25 

8. DESCRIPTION OF ITEM AND PROPOSED 
DISPOSITION 

ATTORNEY REVIEWS OF AGENCY 
MATERIALS 

9.GRSOR 
SUPERSEDED 
JOB CITATION 

to. ACTION 
TAKEN (For 
NARA use) 

Description: OGC review of agency publications and 
submissions to Congress and/or other federal entities, 
including annual reports, manuals, handbooks, 
directives, notices, etc. 

Disposition: Close case file at completion of the 
review. Cut-off closed files at the end of the fiscal year. 
Destroy 3 years after final review. 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

26 LEGAL OPINIONS. 

Description: Requests for and responses to requests for 
legal interpretations and opinions made to Office of 
General Counsel. Opinions determined to be precedent 
(interpreting veterans' laws and regulations) and those 
considered as vital records. 

Disposition: (1) Precedent, Advisory, and Conclusive 
Opinions will be sent to the records center after 10 
years from the date of final interpretation or opinion and 
after imaging. Transfer to archives after 15 years. 

VA will maintain these records in accordance with 
36 CFR 1234.24 if they are converted into 
electronic format, and will notify NARA if a 
conversion to an electronic format is made to 
determine if any changes should be made to the 
schedule. 

(2) Non-precedent, non-advisory, or non-
conclusive opinions remain onsite until superseded or 
determined obsolete then transferred to records center 
after 7 years. Destroy 17 years after superceded or 
obsolete. 

(3) Background Material for the opinions 
will be destroyed after 5 years. 

Record Type: TEMPORARY !PERMANENT 

Site Location: HEADQUARTERS 

12 



•
 
7. ITEM NO.8.	 DESCRIPTION OF ITEM AND PROPOSED 9. GRS OR 10. ACTION 

DISPOSITION SUPERSEDED TAKEN (For 
JOB CITATION NARA use) 

27 INTERAGENCY AGREEMENTS. 

Description: Negotiated agreements with other
 
governmental agencies to cooperate in research, sharing
 
electronic and paper data, sharing resources, exchange
 
of agency information, structured settlements, business
 
associate agreements, etc
 

Disposition: Close at the end of agreement terms.
 
Cut-off closed files at the end of the fiscal year.
 
Destroy 4 years after cut-off.
 

Record Type:	 TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

28 REPORTS FILES.	 GRS 5/3 

Deseription: :Narrative and statistical recurring and
 
nonrecurring reports (including work sheets and baclcup
 
material) required for reporting to higher echelons.
 
These budget materials are submitted to VA,CO for
 
creation of the OGC annual budget.
 

Disposition: Cut off and destroy after 3 years from the
 
date of creation.
 

Reeord Type:	 TBMPORl\RY 

co: ... T .... • lJD A nAT TA D'T'DD C l.hln...D. 

29 OTHER LEGAL SERVICES. 

Description: Miscellaneous legal matters including 
Touhy regulations, reorganizations, criminal 
investigations,	 information disclosures that are non-
FOIAJPA, and canteen service including legal matters 
for benefit issues, cemetery and burial matters, patient 
safety, commitment, and eligibility. 

Disposition: a. Miscellaneous Legal Files: Destroy
 
after 3 years except accreditation records.
 

b. Accreditation Records: Transfer
 
Regional Office accreditation records to VACO
 
(Records Management Division) after 2 years. (See item
 
17 for Headquarters disposition of accreditation
 
material).
 
Record Type: TEMPORARY/ Site Location: REGION
 

13 



7. ITEM NO. 

30 

•
8. DESCRIPTION OF ITEM AND PROPOSED 
DISPOSITION 

FIDUCIARY AND GUARDIANSHIP. 

•
9. GRS OR 
SUPERSEDED 
JOB 
CITATION 

to. ACTION 
TAKEN (For 
NARA use) 

Description: Documents dealing with fiduciary and 
guardianship of veterans. 

. Disposition: Cut-off and destroy 4 years from the end of 
agreement or fiduciary term date. 

Record Type: TEMPORARY 

Site Location: HEADQUARTERS AND REGION 

31 ELECTRONIC MAIL AND WORD PROCESSING 

Description: Electronic mail copies and word 
processing documents of routine use. These are 
electronic copies of records that are created on 
electronic and word processing systems and used 
solely to generate a copy of the records covered by 
the other items in this schedule. This also includes 
electronic copies of records created on electronic 
mail and word processing systems that are 
maintained for updating, revision, or dissemination. 

a. Copies that have no further 
administrative value after the 
recordkeeping copy is made. 
This includes copies maintained by 
individuals in their personal files, 
personal electronic mail directories, or 
other personal directories on hard disk 
or network drives that are used only to 
produce the recordkeeping copy. 

Disposition: Destroy/delete within 180 days after 
the recordkeeping copy has been produced. 

b. Copies used for dissemination, revision, 
or updating that are maintained in 
addition to the recordkeeping copy. 

Disposition: Destroy/delete when dissemination, 
revision, or updating is complete. 

Record Type: TEMPORARY 

14 




