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TO: GENERAL SERVICES ADMINISTRATION DATE RECEIVED /.
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 ‘/‘)’
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY .

VETERANS ADMINISTRATION
2. MAJOR SUBDIVISION

DEPARTMENT OF MEMORIAL AFFAIRS
3. MINOR SUBDIVISION

XY

In accordance with the provisions -6f 44 U.S.C. 3303a
the disposal request, including amendments, is approved
except for items that may be marked ‘‘disposition not
approved” or “withdrawn’’ in column 10. If no records

are proposed for dasposal the signature of the Archivist is
not required. ¢

/ : N -
CE{ARCAHIVIST OF THE UN({TED STATES

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT DATE

/Z/zﬁ

| hereby certify that | am authorized to act for this agency in matters pertammg to the disposal of the agency’s records;
that the records proposed for disposal in this Request of page(s) are not now needed for the business of this
agency or will not be needed after the retention periods specified; and that written concurrence from the General
Accounting Offnce if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is
attached.

MARJORIE M. LEANDRI
6.CERTIFICATE OF AGENCY REPRESENTATIVE

389.v.3662

e: D is attached; or’ is unnecessary.

A. GAOQO concurren

B. DATE C.SIGNATU S SENTATIVE. D. TITLE
JAN 25 | 5.4 ' . Director, Paperwork Management
m\{—’_\ and Regulations Service
-7 P 7 9.GRSOR | 10.ACTION
ITEM. 8. DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Inclugive Dates or Retention Periods) JOB (NARS USE
- ‘ CITATION ONLY)
‘Department of Memorial Affairs Records Control -
Schedule
//
(,; é | FEweS

STANDARD FORM 115 (REV. 8-83)
Prescribed by GSA
FPMR (41 CFR) 101-11.4

115-108 M"w Mﬁw ‘"‘ N ii‘—”?zz%:nw
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TITLE AND/OR DESC. [ION

ITEM NO.

~P
.

. Authorizations.

Delegations of authority issued by DMA
officials in memoranda, letters, and
other forms, and which pertain to broad,
general DMA activities and functions.

Benefits.

a. Oorrespondence, memoranda, 'studies,
reviews, and related material pertaining
to disinterments/transfers*,

burial flags, graveliners, graveside
religious services, eligibility,
headstones/markers/monuments**,

and state cemetery grants.

*Cemetery Service maintains official
files (see Item 20b).

**Monument Service maintains official
files (see Item 2la).

b. State Cemetery Grant Project
Files.

Proposals or applications,
contracts, project reports,
studies, certificates, agree-
ments, memoranda, correspondence,
and other records relating to
receipt, review, award, evaluation,
status and monitoring of grants;
allocation of funds, and project
budgets. EXCIUDED are drawings and
specifications for State Cemetery
Grants Files (see Item 201).

DISPO. .ON AUTHORITY

Temporary. Destroy
2 years after
cancellation.

Temporary. Destroy

‘when 3 years old.

[

Permanent. Retain in (GRS 3
VAQO (State Cemetery Item 15)
Grants Office, DMA)

from receipt of applica-

tion for Federal assist-

ance until 1 year after

grant is closed out ard

then transfer to FARC.

Offer to NARS when 20

years old.

In the event litigation,
claim, or audjt is started
before the expiration of

the above 20 year period,

the records shall be recalled
by State Cemetery Grants
Office until all litigations,
claims, or audit findings have
have been resolved. They
will be held for 1 year after
final action or decision:

ard then returned to FARC.
Offer to NARS 10 years

after final action or
decision or when 20 years old,
whichever is sooner.



* ITEM NO. TITLE AND/OR DESCR ION

2.,(con",c;')

C. —S&a&e—cemetefy-efaﬂe-een..“u

Files.

d. State Cemetery Grant
Program Files.

(1) Correspondence and/or
subject files including
memoranda, studies, reports,
forms, and other records
relating to the legal
establishment of the grant

- program, its policies and
basic procedures, and the
management and evaluation of
grants.

(2) Correspondence and/or
subject files relating to
routine operations and

daily activities in adminis-
tration of the grant program.

Indexes, reg1sters, logs or other

emporary. Destroy when GRS 3

superseded or obsolete. Item 16
Permanent. Retain (GRS 3
2 years then retire to Item 17a)

FARC, Offer to NARS
when 20 years old.

(2
14

Temporary. Destroy
when no longer needed
for reference purposes.

e~—.State Cemetery Grant
Appeals Case Files.

Contract appeals case files
consisting of notices of appeal
and acknowledgements thereof;
correspondence between parties;
copies of contracts, plans,
specifications, exhlbrcs,
change orders, and amendmef
transcripts of =z

Temporary. Destr GRS 3

action Item 19



DISPOS ON AUI‘HORI'I'Y

ITEM NO. TITLE AND/OR DESCE ION
3. ' Aclwsory C‘omnrf'('ee on Cem e‘fer/es analMemar/a£$ 5
Gorrespondence, memoranda, minutes, Permanent. Offer to NARS = John McMenam
reports, and related material documenting when 20 years old. 2"3{'9‘
the inception, scope, objectives, and - 197
accomplishments in actions affectmg
policy or establishing precedent 1n
. operations and administration.
4. Conferences.
Correspordence, memoranda, reports - Temporary. Destroy when
and related material pertaining to DMA 5 years old.
conferences and meetings.
5. Defense and Disaster.
Records pertaining to national defense,
civil defense, emergency planning, shut
: down procedures, and energy usage. .
mental pol1cy and procedures and obsolete or supersed tem 29
documents departmental plans and
operations in administering the
VA programs for continuity of
of ious
b. Energy Usage Reports.
Documents reflecting the use of all Temporary. Destroy
electrical and petroleum products by 2 years after the close
DMA. : of the fiscal year
involved.
6. Finance.

Records pertaining to annual and
supplemental appropriations and budget
estimates; apportionments, allocations,
allotments, and transfers of funds; OMB
and Congressional hearings; and accounting
transactions for appropriations and funds.



LY

ITEM NO. TITLE AND/OR DESCR ION DISPOS N AUTHORITY

6.(con't.) a. Budget Pol1cy F1les. “
correspondence f11es which Temporary. Destroy when
document departmental policies and 5 years old.

procedures on budget adminis-
tration and expenditures of
funds.

b. Budget Estimates and Justifications
Files.

(1) Oopies of budget estimates and Temporary. Destroy when
justifications. Included are 5 years old.
appropriation language sheets,

narrative statements, and related

schedules and data.

e

. Destroy when GRS 5

Correspondence files pertaining to :
al 2 years old. Item 3

routine adm:.mstrat:.on, inte

Gv—Budget-Background-Records.—
Working papers, cost statements, Temporary. Destr ] GRS 5
and rough data accumulated in year after ose of Item 4

Scal year covered

the preparation of annual budget
by the budget.

estimates, mcludmg duphcates

Periodic reports on the status of
appropriation accounts and apportion-
ment.

(1) Annual report (end of fi Temporary. Destroy when GRS 5

year). 5 years old. Item 5a

(2) A1l Temporary. Destroy 3 GRS 5
years after the end of Item 5b
the-fiseal—year~




. ITEM NO. TITLE AND/OR DESCRI 'ON DISPOS] W AU'I'I-DRITY

6.(con't.) f«—Bxpenditures-Aceounting-General -
' : .Correspondence and Subject Files. - SO - ]

ppotary. Destroy when GRS 7

Correspondence or subject files~
2 years old. Item 1

namtamed by operat:.ng umts

Gl jation Allotment Fil

years and 3 months after
the close of the fiscal

Control Files.

Records used as posting and control

’ media, subsidiary to the general and
allotment ledgers, and not elsewhere
covered in this schedule.

Temporary. Destrby when GRS 7

(1) Original Record
3 years old. Item 42

Temporary. Destroy when GRS 7
2 years old Icen—4b-

Correspondence, reports and data
relating to voucher preparation,
administrative audit, and other
accounting and disbursing
operations.

Temporary. Destroy when GRS 6

(1) Files used for work
t 2 years old. - Item 5a

and personnel
purposes.

1 other files. Temporary. Destroy when GRS 6
3 years old -ITtem—S5b

s Budcet . L Fi
(Transfer of Disbursing Authority
(VA Form 4-4564-6))

Apportionment and reapporti Temporary. Destroy 2 GRS 5
schedules, proposi years after the close Item 6
i each authorized of the fiscal year.




ITEM NO. TITLE AND/OR DESCR ION DISPOS W

AUTHORITY

6.(con't.) k. Operating Budget Plan.

Monthly fundmg program for each Temporary. Destroy 1
control point. year after the close
of the fiscal year.
7. Freedom of Information Act (FOIA)
Requests Files.

a. Files created in response to requests
for information under the Freedom of
Information Act consisting of the
original request, a copy of the reply
thereto, and all related supporting

files which may include official ‘file
copy of requested record or copy thereof.

(1) Correspondence and supporting
documents (EXCLUDING the official
file copy of the records requested ] .
’ if filed herein). -

(a i 5
requested records.

<
-

[ —————==

(b) Responding to requests for
nonexistent records; to
requestors who provide inadequate
descriptions; and to those who
fail to pay agency reproduction
fees.

\

_];..-Reques:-ﬁ-afpealeﬂ

Item 16a(2)(z

”4_7 m_‘,

2+—Recraest-appealeds

FO Appeals Files.

eI Under Item 7b,

16a(2) (t

(e)—Demying-aceess-to-all-
or part of the records requested.

1. Request not appealed.

Temporary. Destroy as
authorized under Item 7b,

GRS 14
Item 16a(3)(=

GRS 14
Item 16a(3)(t




ITEM NO. TITLE AND/OR DESCR. ON DISPOS. N AUTHORITY

7.l(con't.).
ion instruction for the
related records, or with
the related FOIA request,
—whichever—is-hater.
b-—FOIA-Appeats—Filtes: d
Files created in responding to adminis-
trative appeals under the FOIA for
release of information denied by the
agency, consisting of the appellant's
letter, a copy of the reply thereto, and
related supporting documents, which may
include the official file copy of records
under appeal or copy thereof.
’ (1) Correspondence and supporting ary. Destroy 4 GRS 14
documents (EXCLUDING the file years after ffnal : Item 17a

copy of the records under appeal
if filed herein).

determination by agency
or 3 years after final

adjudication by courts,
whichever is later.

(2) official file of records Temporary. Dispose of GRS 14
in accordance with Item 17b
approved agency
disposition instructions
for the related record,
or with the related
FOIA requests, whichever

is later,

c.—FOoIAReports-Filess

Recurring reports ard one—t:.me

Destroy when GRS 14

information requlrements re ; 2 years old or sooner Item 1%
. wpeme atlon of the if no longer rieeded for
- administrative use.

GRS 14
Item 20

2 years old or sooner if
no longer needed for
Iming : -




ITEM NO.

TITLE AND/OR DESCR  ION

DISPOS. N AUTHORITY

8.

' ' Legal.

Correspondence, memoranda, and related

10.

material pertaining to legal activities of
the VA.

Legislation.

Records relating to proposed legislation,
executive orders, and proclamations
affecting or of interest to the department.

a. Analyses and studies on cost and
statistical data, and other pertinent
facts relative to proposed legislation;
oopies of the Chief Memorial Affairs
Director's recommendations to the
Office of the General Counsel:; printed
copies of hearings and bills: and
related correspondence.

b. Correspordence pertaining to routine
information or requests about proposed
legislation.

Management and Organization. Records
relating to general management, manage-
ment techniques, management reviews and
evaluations, organization, establishing
standards for improving procedures,
operations, and performance.

a. Records constituting the basic
documentation of the origin and scope
of studies, surveys, evaluations, etc.,
affecting DMA management and organiza-
tion, and the establishment of standards
or criteria for performance evaluation,
and similar material documenting estab-

lishment or changes to policy, procedures,

or organizations.

3

Temporary. Destroy when
10 years old.

Temporary. Destroy when
10 years old.

‘~
.

Temporary. Destroy when
2 years old. -

Temporary. Destroy when
10 years old.



ITEM NO.

TITLE AND/OR DESCRIP N

DISPOSIT

10.(c;on t' ) b. Material on routine or repetitive
self-audits, top to bottom evaluations,
statistical quality control, work
measurement, and manpower utilization
reports; related correspondence; and
similar material; EXCLUDING internal
audit reports.

c. Internal audit reports. Official

copies with related comments, papers
and material filed therewith.

d.—Organizational-Files~

.- operations -such as- field station surveys, 5 years old.

Temporary. Destroy when -

Temporary. Destroy 10

years after completion of
the report.

Organizational charts and
reorganization studies. Graphic
illustrations which provide
a detailed description of the
arrangement and administrative

/ structure of the functional units
of the department. Reorganization
studies are conducted to design an
efficient organizational framework
most suited to carrying out the

Hic extent or limits
department's programs

Permanent. Offer to
NARS in 5 year blocks
when 20 years old
(e.g., offer 1978
block in 199

11.———0Office Systemns & Mothods

Records relating to office systems,
mechanical research and development,
electronic computers, wire and wire-
less commmnications, duplicating
systems, and related methods and
techniques.

Correspondence, memoranda, studies,
ard related material wh1ch pertam

Temporary. Destroy when GRS 16
the completed study is Item 14

5 years old.




I‘Im NO. TITLE AND/OR DESCR ION DISPOS. W AUI'(‘DRITY
11 (cont ) precedures—and-methods:—and—feasibitity : —

--studies on -use of office mach:.nes and - N e

12. Personnel.

Records which pertain to the administration
of personnel activities and relate to
performance awards, career development,
ceiling and staffing, employee relations
ard activities, employee training and
development, position classification and
evaluation, employment, salary and wage
administration, promotions, demotions,

and personnel actions.

a-. " b =

of outgomg cammmmatmns, record 3 years old.
# copies of forms and reports, and related
’ materials which reflect routine,

repetitive activities such as inquiries
and replies thereto which involve no

administrative action beyond the simple
reply, no policy decision, and no

b. Request for authorization of
overtime work.

(1) Approved requests. Temporary. Destroy 2
years after the close
of the fiscal year
involved.

(2) Disapproved Requests. ' Temporary. R«-etum to
requesting office.
Destroy when 6 months

old.
c. Personnel Allocation Letters.
Letters authorizing the personnel Temporary. Destroy after
ceiling (General Schedule and Wage the close of the fiscal
Grade) for each National Cemetery year involved.
and the NCAO for the current fiscal
year.

10.



ITD’( NO.

TION

TITLE AND/OR DES PTION DISP AUTHORITY
12 (con-t-)—-d-—-—Semee—Reeefd—éféc ' emporary——best SRS
— (VA-Form 5-4644-2) -- R - years after separatmn Item
or transfer of employee.
e. Employee Record Cards.
Cards that are used for informational Temporary. Destroy on GRS 1
purposes outside personnel offices separation or transfer Item 6
(VA Form 5-4644a). of employ
f. Position Classification Files.
(1) Optional Form 8, Position
Description.
Files describing established Temporary. pestroy GRS 1
positions including information copy when pbsition is Item 7b(2)
on title, series, grade, duties abolished/or description
and responsibilities. NOTE: supersegéd.
, The master copy is filed in the .
4 Classification Division, Central -
Office Personnel Service. -
(2) survey Files.
(a) Inspection, Audit and Survey
File.
Correspondence, memoranda, Temporary. Destroy when GRS 1
reports and other records obsolete or superseded. Item 7c(2)
relating to inspections,
surveys, desk audits ard
evaluations.
(b) Appeals Files.
Case files relatipg to Temporary. Destroy 3 GRS 1
classification gppeals. years after case is Item 74
closed. .
g. Employee Award§ Files.
General agWwards records.
(a) C3be files including Temporary. Destroy 2 GRS 1
recopfnendations, approved years after approval Item 12a(l)

opinations, memoranda,
cgrrespondence, reports amd
felated handbooks pertaining
to agency-sponsored cash and

non-cash awards such as incentive

awards, within-grade merit
1ncreases, suggestmns, and

or disapproval.

11.



12,

. ITEM NO. TITLE AND/OR DESCF TION DISPOf TON AUTHORI’I‘Y
]’_2.‘(@&_) b —Coxrrespondence peme 38 eEPOrary ~Pegtreoy iy ERS
‘ ' pertammg to awards from other- L. 2 years old. Item 124(2)
government agencies or private
organizations.
h. Length of Service Awards Files.
Records including correspondence, Temporary. Destroy when/ GRS 1
memoranda, reports, computations 1 year old. Item 12b
of service and list of awardees.
i. Letters of Commendation and
Appreciation.
Copies of letters recognizing length Temporary. DeStroy when GRS 1
of service and retirement and letters 2 years old., Item 1l2c
of appreciation and commendation for
performance.
R j. Incentive Awards Program Reports. .
’ - o
Reports pertaining to the operation Temporary. Destroy when GRS 1
of the Incentive Awards Program. 3/years old Item 13
k. VA Form 5-4652, Request for
Personnel Action.
VA Form 5-4652, is used by an officg Temporary. Destroy when GRS 1
or a supervisor to request a persofine 1 year old. Item 14b
action.
1. Personnel Operations Statistical
Reports.
Statistical reports relafing to Temporary. Destroy when GRS 1
personnel. 2 years old. Item 16
m. Oorrespondence ahd Forms Files.
Operating personpel office records :
relating to individual employees not
maintained in/Official Personnel Folders
and not proyided for elsewhere in this
schedule.
(1) gorrespondence and forms Temporary. Destroy when GRS 1
rejating to pending personnel action is completed. Item 17a
actions.
(2) All other correspondence Temporary. Destroy when GRS 1
L —and—-forms 6-months—old. Item-17c



ITEM NO. TITLE AND/OR DESC  TION DISPO. ION AUTHORITY

12.(conlt.) n. Financial Disclos B o P
e PP - Destroy when 6 years
o ) m statMts Of aplmt a-rd o liéﬁ&XQET t.hatttqo eu - Gm 1
financial interests and related ment arneed ed Ap- antion - Ttom /550
Fecords: Boing ed s gnt tgut fomri11]

be xeta inada?gﬁbimq noitre
longgrpneeded fn wtihe ..
inveatdeation, 1;;5@:;‘35 il

0. Equal Employment Opportunity Records.
(1) Copies of Complaint Case Files.

Duplicate case files or documents Temporary. g GRS 1
pertaining to case files retained year after resol(tion Item 26b
in Official File Discrimination of case.
Complaint Case Files.
(2) Backgreund Files.
’ } -~ -
’ Background records not filed in Temporary. Deéstroy 2 GRS 1
the Official Discrimination years After final Item 26¢
Complaint Case Files. resofution of éase. .
p. Training Records.
(1) Training Aids.
Training aids from other Temporary. Destroy GRS 1
agencies or private institutions. wnen obsolete or Item 30a(2)
superseded.
(2) General file of agency-
sponsored training.
(a) Correspondence, m anda, Temporary. Destroy when GRS 1
agreements, authorizzgtions, 5 years old or 5 years Item 30b(1)
reports, requiremenf reviews, after completion of a

specific training program.

Temporary. Destroy when GRS 1
3 years old. Item 30b(2)

Temporary. Destroy when GRS 1

S years old or when Item 30c
superseded or obsolete,

whichever is sooner.

ment agencies or non-government
ipstitnti

13.
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ALt DA,

VLl AND/OR DESCRIPTTON

DISPOSIT™ ™

12.(con't.) ——4)-Course-Anncuncenent-Files:
- = Reference file of pamphlets,

L Y

AUTHORITY'

notices, catalogs and other
reocords which provide information
on courses or programs offered by
government or non-government
organizations.

q. Grievance, Disciplinary and
Adverse Action Files.

(1) Grievance, Appeals Files.

Records originating in the review
of grievance and appeals raised by
agency employees, except EEO
camplaints. These case files
include statements of witnesses,
reports of interviews and hearings,
examiner's findings and recommenda-
tions, a copy of the original
decision, related correspondence
and exhibits, and records relating
to a reconsideration request.

NOTE: EEQO complaints are covered
under Item 120.

(2) Adverse Action Files
(5 CFR 752).

Case files and related records
created in reviewing an adverse
action (disciplinary or non-
disciplinary removal, suspension,
leave without pay, reductiogtin-
force) against an employee,/ The
file includes a copy of tie
proposed adverse action with
supporting papers; statéments of
witnesses; employee's/reply:
hearing notices, repgrts and

decisions; reversal/of action;
and appeal recordg,
r. Personal Injury Files.

Forms, reports,/correspondence and
related medical and investigative
records relatAng to on-the-job
injuries, witether or not a claim

for compengation was made, EXCLUDING
copies filed in the Official Personnel
Folder ahd copies submitted to the
Departgient of Labor., (Also included
in s series are duplicate copies of
foryfs, reports, etc., relating to

job injur:@esS that occur at

)
- [

Temnof“ar;‘.ﬁ Destroy when GRS 1

superseded or obsolete. Item/30d
Temporary. Destyoy 3 GRS 1
years after cas¢ is Item 3la
closed.

Temporary. Destroy 4 GRS 1
years after case is Item 31b

closed.

Temporary. Destroy when GRS 1

5 years old. Item 32
(Disposal
suspended
per GSA
Bulletin
B-136,
3-21-84)

14.

DN LX) Al A



ITEM

NO. TITLE AND/OR DESCR*"TION

12.(con't.) s. National Cemetery Director Trainee

13.

4.,
[

Appralsal F1les (VA Form 40-4986).
These files consist of VA Forms 40-4986
which are used by a National Ceémetery
Director when supervising a trainee to
evaluate his/her program during train-
ing. The training period is monitored
on a quarterly basis for one full year.

DISPOS™™T1QON AUTHORITY

Temporary. Destroy
appraisals (and all
copies thereof) when
3 years old.

 Pri ) Acminictrati

Files.

Records relating to the general
agency mplementat:.on of the

emporary. Destroy when GRS 14
2 years old or sooner if Item 30
no longer needed for
administrative use.

Public Information and Publicity.

Records relating to public releases
through press, radio and other
mediums.

a. Correspondence with the
public, organizations, Congress,
or others expressing satisfaction
or dissatisfaction with operations
or activities; copies of material
prepared for speeches, radio and
television releases, newspaper and
magazine clippings, and other work
papers used in developing press or
other releases and for reference in
making replies to inquiries.

b. Routine requests for information
and copies of replies, feeder
information submitted by DMA to
Information Service or for special
reports, informational copies

of releases, news digests, and other
publications distributed by Informa-
tion Service.

pg;- F;l. F.;

e

Temporary. Destroy when
5 years old.

Temporary. Destroy when
3 years old.

(1) Speeches, addresses, and
comments. Remarks made at
formal ceremonies and during
interviews by heads of agenci@

GRS 14
Item la.
ARS in 5 years blocks
when 20 years old (e.g.,
offer 1970-74 block in
1995).

15.



TTEM NO. TITLE AND/OR DESCRIF™TON

DISPOSI™™ N AUTHORITY

14 (con t.-)——and—addsesses—may—be—pzesen&ed

to executives from other Federal
agencies, representatives of State
and local governments, or private
groups, such as college and
university students, business
associations, and cultural news
media commentators. The format
selected may be paper, audio or
video tape or motion picture film.

(2) News releases. One copy of
each prepared statement or
announcement issued for
distribution to the news
News releases announce e

Permanent. Offer textual GRS 14
records to NARS in 5 year Item lb
blocks when 20 years old

(e.g., offer 1970-74 block

in 1995).

d. Memorial Day and Veterans Day
Service Newspaper Articles and

Temporary. Destroy when
1 year old.

Photographs. Requests for information
and oopies of replies thereto, involving
no administrative actions, no policy
‘decisions, and no special compilations

or research; requests for and
transmittals of publications, photo-
graphs and other informational literature.

15, Records and Information Management.

Records pertaining to written
communications in paperwork manage-

ment activities, forms, messenger,
publications, records and reports.

(Records pertaining to telecommunications,
wire, and radio appear under .
Office Systems and Methods).

av—Forms-Filesw
(1) One record copy of each form Tempo) GRS 16
years after related Item 4a

created by DMA with related
instructmns and docgx 3

form is discontinued,
superseded, or
cancelled.

16.
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i'I'I'M NO. TITLE AND/OR DESCR™ “ION DISPOS° W AU’I‘HORI’IY

15.(con"t.) (2 a R Rgrours Neine - RS 16 + .
L sTated form is discon- - Item 4b
: g and tinued, superseded, or
----- cancelled..

b. Messenger Service Files.
Daily logs, and assigmment records. Temporary. Destroy when
2 years old.
Reports, and Reference F11es.
Correspondence and related Temporary. Destroy when ~GRS 12
records pertaining to internal 2 years old. Item 2a

administration and operation.

d. Telecommunications general files Temporary. Déstroy when GRS 12
including plans, reports, and other ¥

P records pertaining to equipment

» requests, telephone se;:vice, and

like matters.
A pu
W"A W ~e. Publications/\Files
¢ 4\357/\

' H, Joba McMeaamin
| A asagrddatsec @
Tempordey”s N—

lq,g Copies of publications issue Nemmmeeend,. Destroy GRS 13
* by an element of the VA; pdblications when superseded, Item 1b
of other Government age ies; and obsolete, or no
publications of nop~Government longer needed for
organizations maintained for reference.

reference pi poses. (VA regulations,
i uals, processed orders,

Job or project records containing all
papers and data pertaining to the
planning and execution of printing,
binding, duplication, and
distribution jobs.

rary. Destroy 1 GRS 13
year after completion Item 3a
of job.

(1) Files pertaining to the
accomplishment of the job,

containing requls:Lt:Lons,
bills, samples, manusc

17.



ITEM NO. TITLE AND/OR DESCRIPTleu DISPOSITIC. AUTHORITY
ls.(w‘l‘_tol) ' ‘_(2 2 <. : = I ITH srg T ' N - = - an
and.ather techatent—yrryrayrs 3 years ald Item 3h
g. Publications.
Pamphlets, reports, leaflets, circulars,
memoranda, file manuals, or other ’
published or processed documents,
or the last manuscript report if
not published, relating to DMA
management projects.
(1) Record copy with the Permanent. Maintain a record
supporting papers which set of publications. Offer to
document the inception, scope NARA in 5-year blocks when most
and purpose of the project. recent record is 5 years old
(ie 1970-1974 in 1980). *
*’W Daan Hoet, 6-28-857
! R. ) 7"371 2-19-9 &

27

4

(2)-Werking—papers—and-back—
ground materials.

months after on Item 10
report or 3

years after completion of

report if no final action

is—taken.—

] 1e Di it ion Bil

Descriptive inventories, disposal
authorizations, schedules, and

reports.

(1) Basic documentation of
records description and
disposition programs,
including SF 115, Request for
Records D15pos1t1on Authonty

Temporary. Deskroy when GRS 16
related recgrds are Item 3a
or: when no

Temporary. Destroy when GRS 16

no longer needed for Item 3b
reference.

Temporary. Destroy 6 GRS 16

months after final Item 10

action on project
report or 3 years
after completion of
report if no final
aetion—is-taken-

18.




ITEM NO. TITLE AND/OR DESCR™ ™ION DISPOS” N AUTHORITY

]‘.‘E';.(pon,;t.") =i .~~Recor@s—toldings-Fites—

Statistical reports of DMA records Temporary. Destroy when RS 16
holdings, including feeder reports 1 year old. tem 6b
from all offices and data on the
volume of records disposed of by
destruction or transfer.

j. Reports Control Files.

Case files maintained for each Temporary. estroy 2 GRS 16
agency report created or-proposed, years after’ the report Item 8
including public use reports. is discogrti
Included are clearance forums,
including SF 83:; copies of
pertinent forms or descriptions
of format:; copies of authorizing
directives; preparation instructions;
and documents relating to the
evaluation, continuation,

» revision, and discontinuance of
reporting requirements.

k. Records Management Files/

Temporary. Destroy when GRS 16
er records 6 years old. Earlier Item 11
disposial is authorized

if records are superseded,
obsolete, or no longer

needed for reference.

Correspondence, reports
authorizations, and
that relate to the

19.



ITEM NO.

TITLE AND/OR DESCF ‘ION

DISPOS 'ON AUTHORITY

16. s

17.

a.. Accident Investlgatlve F11es.
Investigative files accumilating
from investigations of fires,
explosions, and accidents that
occur at National Cemeteries which
consist of retained copies of reports
and related papers when the original
reports are submitted for review and
filing in other agencies or organiza-
tional elements, and reports and
related papers concerning occurrences
of such a minor nature that they are
settled locally without referral to
other organizational elements. Thjae
definition does not include docym
relating to the investigation

hd )

Temporary. Destroy
when 2 years old.

K4

GRS 10
Item 5

Temporary. Destroy 6
years after case is
closed.

Structures & Lands.

Records relating to the acquisition,-
development, construction, use,
management, and disposition of property.

a. Correspondence, memoranda, and
related material which document policy,
precedents, exceptions to and
deviations from policy concerning

land, real property, and space
utilization.

b. Correspondence, memoranda, and
related material which pertain to
general policy, procedures, operations,
and information about buildings and
grounds and which reflect specific and
general questions and replies of a
repetitive or one-time nature.

c. Papers on the transfer of the
National Cemetery System from the
Department of the Army to the
Veterans Administration.

Permanent. Retain

3 years then retire to
FARC. Offer €o NARS
when 20 years old.

Temporary. - Destroy
when 5 years old.

Permanent. Offer to
NARS when 20 years old.

20.



ITEM NO.

TITLE AND/OR DESCR  TON DISPOS. W AUTHORITY

17 (con t.) d. National Cemeteries (Progect ) .

- - »-——--Case-Files).- - - - -
These files are maintained on Permanent. Retain 3

18.

each VA National Cemetery and
contain records and other data
pertaining to acquisitions,
expansion or construction. Also
included are copies of documents
relating to the overall operation
and maintenance of each cemetery.
Shey oloer imelucte. -aome

Supplies, Services & Equipment.

Records relating to the procurement, use,
management, and disposal of equipment,

supplies, and materials.

a. Correspondence, memoranda, and
related material which document
policy, precedents, exceptions to

years then retire to
FARC., Offer to NARS
when 20 years old.

on men -VA camaleniso

Temporary. Retain 2
years then retire to FARC.
Destroy when $ years old.

and deviations from policy concerning -
supplies, services, and equipment. .

GBS 3
Item 3

whe.n2yearsold

whlch pertam to
repetitive operations, routine
replles to mquiries about supplies

c. Consolidated Memorandum Receipt
(QMR) Files on Accountable Property
(Inventory Files). .

Copies of all vouchers affecting the

MR account (VA Forms 90-2237);

copy of consolidated OMR and, when

appropriate; copies of Report of Survey, -
Statement of Charges, or documents

relating to overages or shortages.

outs)

(2) Inventory cards. (Account-
ability/Responsibility Sheet 2
and VA Forms 90-2237) e of item or 2 years
. after stock balance is
transferred to new card
or recorded under a new
classification or 2 years
after equipment is removed

= -frem-agency-eontrolr—m

21.



ITEM NO. TITLE AND/OR DESCF “ION ) DISPOS™ "ON

18. (con't.)

19. Travel.

adjustment of inventory records, not survey action or date
otherwise covered in this schedule. of posting medium.

d. Non-Accounting Property Files
(Inventory Requisition Files).

Documents relating to the receipt Temporary.
and issue of property which is not years aft.
recorded on a MR account, such as or cancellati
stock cards, property issue and requisition.
turn-in slips, copies of purchase
orders, and shipping documents.

a. Passenger Reimbursement Files.

Records relating to reimbursing Temporary. Destroy when
individuals, such as travel orders, 3 years old. *

per diem wouchers, transportation -

requests, hotel reservatio

all supporting papers do
official travel by emplg

law to travel.

b. General Tra@el and Transportation
Files.

..‘. forms, and related Temporary. Destroy when
pertaining to agency travel 2 years old.

papers used as ev1dence for _ S years after date of ——

GRS 3
Item 9a

GRS 9
Item 4a

GRS 9
Item 5a

>
~scehedule —a——
e @

22.
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ITEM NO. TITLE AND/OR DESCRTPTION DISPOSTTION AUTHORITY
20, ' . SPECIAL FILES - APPLICAELE ONLY TO o
a. Cemetery Historical-Files.
These ~f.:lles oconsist of historical Permanent. Transfer to

documents which relate to the
establishment and/or development of
burial installations. Included are;
metes and bounds, deeds, correspondence,
newspaper/magazine articles,
photographs, historical brochures,
and visitor maps. Also included are
“general" historical reference '
books such as the "Roll of Honor“,
“Medal of Honor" Receipients, and
Civil War history.

b. Cemetery Service Individual
Deceased Personnel Files.

These files contain documents
pertaining to burials in

national cemeteries. Included

are authorization for disinterments,
gravesite reservations and cancel-
lations, disputes, and controversial
camplaints.

c. Cemetery Plan Files.

(1) All final reports,
studies, organiza-
tional and functional
documents relating to
long and short range
plans for the attainment

of System-wide objectives.

Administrative or house-
keeping records relating
to the development and/or
construction of new
national cemeteries, the
50-50 State Grant-in Aid
Cemetery Program, ect.

(2)

the National Archives
when 30 years old,

in 5 year blocks,

i.e., 1956-1960 in 1990.

-

Temporary. Retain 2 years
then retire to FARC, .
Destroy when 25 years old.

Permanent. Offer

to the National
Archives when 30

years old in 5 year
blocks, i.e., 1985-1990
in 2020.

Temporary. Destroy
when replaced or
superceded.

23.



ITEM NO. TITLE AND/OR DESCF ION

DISPOS ON

AUTHORITY

20.(con’t.) d. Gravesite Reservation Files.

These files consist of gravesite
reservations, letters of cancellation
survey cards reflecting whether or not
an individual reservation is still
desired, change of status of reservees,
etc. Also included in these files are
the original Records of Gravesite
Reservation, (Department of the Army
Form (DA 2121)), survey rosters, and
correspondence in connection with
reservations and surveys.

(1) Record of Gravesite
Reservation, DA Form 2121,

’ (2) Cancellétion Documents.

(3) Survey Rosters.

e. Cemetery Administrative Files.

These documents relate to overall or
general routine administration
including program and budget
documents, management improvement
reports, extracts of GAO or similar
" reports, agreements between
recognized organizations to
provide or obtain various types of
support services, and statistical
reports. These files also contain
correspondence and documents having
to do with agreements, reports and
instructions with other elements of
VA such as; Controller, Department
of Medicine and Surgery, Planning
and Program Evaluation, and Adminis-
trative Services; copies of material
sent to DMA field stations in which
operational guidance was furnished or
a request for information was made;
correspondence pertaining to
the preparation of National
Cemetery brochures and maps; and
copies of documents dealing with
preparation and coordination of

policies and procedures.

Temporary. Destroy
upon receipt of VA

Form 40-4956. (See
Item 20i(1)(a)).

Temporary. Filed
with Individual

Deceased-Personnel
Files. (See Item
20b). '

Temporary. Destroy
when updated.

Temporary. Destroy when
2 years old or sooner if

no longer needed for
reference purposes.

24.



~ ITEM NO. TITLE AND/OR DESCRTPTION DISPOS™ 1ON AUTHORITY
'ip.,(coi‘:'t.) f. General Correspondence Files. . ' " ‘

. These files consist of general Temporary. Destroy when
- inquiries from the public and other 2 years old.

Federal or State officials concerning

national cemeteries or burials in

national cemeteries. These inquiries

do not concern a named decedent,

administrative, technical or histori-

cal details of a named national

cemetery which would result in the

document being filed in the

Individual Deceased Personnel File,

the Cemetery Administrative Files or

the Cemetery Historical Files.

g. Installation, Gravesite Layout, and
Landscape Planting Plan Files.

Layout maps showing the location of Permanent. Transi_ier to
buildings, flagpole, rostrum area, the National Archives
drives, access roads, sidewalks, when 30 years old,
enclosure fences, gates, plantings, in 5 year blocksT
and gravesite layout plans which show i.e., 1956-1960 in
the current status of all gravesites

within a cemetery or burial installation.

.

1990.

h. National Cemetery Quarters Appraisal
Record and Estimate of Market Rent by
Comparison Files (VA Forms 40-4985 and
40-4985a).

These files are required to comply with Temporary. Destroy
the instructions of OMB Circular A-45 when 6 years old.
which states that all Government quarters

will be appraised for quarters rental

charge. These forms are used to determine

appropriate charges for rental facilities

under the Department of Memorial Affairs.

25.



TITLE AND/OR DESCRIPTION

DISPOSITION

AUTHORITY

-

——20.—{con*t)—1=—Record-of-Interment—+iles+

(1) Paper Copies

Copies of individual
Records of Interment, (VA
Form 40-4956), containing
pertinent data on each
interment in a National

Cemetery and communications

pertaining to the
correction of these files.
(VA Forms 40-4956 are
prepared at National
Cemeteries).

(a) The Original (Copy
No. 1) (Reference: 38
U.S.C. 1004) The dates
of these paper records
are 1862-1984.

1
(b) The Original (Copy
No. 1) (Reference: 38
U.S.C. 1004) The dates
of thesé paper records
begin with the year 1985,

(c) Copy No. 2
(Reference: 38 U.S.C.

1004)
(d) Copy ~c. 3

o R . - -

Permanent. Retire

to FARC. Immediately
offer to the National
Archives records dating

. 1862-1960. Offer the

remaining records in 5
year blocks when most
recent records are 30
years old. i.e., 1961-65
in 1995.

Temporary. Microfilm in
accordance with 36 CFR
1230.14. Destroy after the
microfilm laboratory staff
or agency official respon-
sible for microfilming the
records certifies the
records were microfilmed

in accordance with 36 CFR
1230.14.

Covered under item 9,
National Cemeteries,
Records Control Schedule.

Temporary. (Reference and
working copy). Destroy
when 1 year old.

L3N

€«



" ITEM'NO TITLE AND/OR DESCRIPTION " DISPOSITION AUTHORITY

20. (con't) (2) Microfilm Copies

i k3 o v
~ " ek e -

(a) Beginning April~ .. Permanent. Inspect the
1987, one silver copy  master copies of permanent

and one diazo copy record microfilm every 2
are to be transferred  years in accordance with 36
yearly to a Federal CFR 1230.22.

Records Center, and
subsequently transfer-
red to the National
Archives 10 years after
microfilming. (Micro-
film copies begin with

the year 1985).
ﬂw"'J"b”“J

(b) Oneasilver copy Permanent for VA purposes.
will be shipped to Do not offer to the National
a VA emergency reloca- Archives. Inspect the master
tion site, FEMA copies of permanent record
facility each year microfilm every 2 years in
during the month of accordance with 36 CFR

April, beginning April  1230.22.

1987. B .

(c) One,silver and two' Permanent for VA purposes.
diazo copies will be Do not offer to the National
retained in VACO, Archives. [Inspect the master
Cemetery Service. t copies of permanent record

microfilm every 2 years in
accordance with 36 CFR
1230.22.

P (}5,-124.



DISPOS™ W

ITEM NO. TITLE AND/OR DESCR™ ION

20.(con't.)

j. Record of Gravesite Set-Aside
Files (VA Form 40-4994).

VA Forms 40-4994 are used to record
set-aside gravesites in national
cemeteries assigned to the 4'x8'
single depth program and to retain
a gravesite for a reservee.

(1) original

(2) Copy

k. Monthly Report of Adjacent
Gravesite Set-Aside (AGS) Files
(VA Form 40-4995).

These forms are used to report the
number of set-aside gravesites at
each national cemetery assigned
to the 4°'x8' single depth program.

(1) oOriginal

(2) Copy

1. Drawings and Specifications for
State Cemetery Grants Files.

These files consist of drawings
and specifications to be used for

bid purposes.

Covered under Item 46,
National Cemeteries,
Records Control
Schedule.

. Destroy upon
receipt of VA Form 40-4956
(see Item 20i(1l)(a) or
when set-aside is cancelled
by reservee.

(X

Covered under Item 47,
National Cemeteries,
Records Control
Schedule.

Temporary. Destroy when
1 year old.

Temporary. Destroy 1
year after grant is
closed out.

In the event litigation,
claim, or audit is started
before the expiration of
the 1 year period, drawings
and specifications shall
be retained for 1 year
after litigations, claims,
or audit findings have
been resolved.

The drawings and specifi-
cations will be destroyed

1 year after final action
or decision.

AUTHORITY

27.



. ITEM NO. TITLE AND/OR DESCRIF N DISPOSIT AUTHORITY

21. . SPECIAL FILES - APPLICABLE ONLY TO
’ " MONUMENT SERVICE

a. Monument Service Individual
Deceased Personnel Files.

Documents pertaining to the furnishing Temporary. Retain for
of headstones and markers, burial in a 2 years then retire to
national cemetery, funeral arrangements, FARC. Destroy when 7
burial locations, military honors, years old.

headstone and marker inscriptions and

similar matters pertaining to veterans

and their families.

] F * n| go; ‘B.;; E; :. ,

Files).

Records relating to freight consisting
of export certificates, transit certifi-
cates, demurrage car record books, .
shipping documents pertinent to freight 3
classification, memorandum copies of -
government or commercial bills of lading,

shortage and demurrage reports, and all

supporting documents.

Destroy when GRS 9
Item la

(1) Issuing office memorandum copies. Tempor

. Destroy when GRS 9
ear old. Item 1lb

(2) All other copies.

Temporary. Destroy when GRS 9
3 years old. Item lc

(3) Register and control records.

c. Transportation Files.

General documents and corre ence Temporary. Destroy when GRS 9
relating to the shipment of stones 3 years old. Item la
or markers fram the manufac 4

Temporary. Destroy 6 GRS 3
years and 3 months Item 4a
after final payment

has been made.

(1) Copfracts.

(2) Bidders Lists. Temporary. stroy when GRS 3

28.



ITEM NO. .TITLE AND/OR DESCRIP. J

2l.(con't,)

(3) Delivery Orders.

(4) Purchase Orders for Special
Requirements.

e. Statistical Files.

Copies of reports prepared by Monument
Service, National Cemeteries, and ,
National Cemetery Area Offices. They
consist of monthly, quarterly, semi-
annual and annual reports of headstones
and markers and national cemetery
statistics. These reports show the
number of burials, war service, veterans,
deperdents, active duty, gravesites used,
gravesites reserved and available, group
burials, employee hours utilized at
National Cemeteries, costs by cemetery,
and cumulative report figures for the
Department of Memorial Affairs.

f. Headstone or Marker Application
Files.

These files consist of Headstone

or Marker Application Forms, VA Form
40-1330 or DD Form 1330, upon which the
next-of-kin of a deceased veteran has
requested a headstone or marker for an
unmarked grave.

DISPOSIT. AUTHORITY -
Temporary. Retain 6 '
years or as long as
the contracts against
which they are issued
are retained.

- Temporary. Destroy 3 years

after final payment
has been made.

Temporary. Destroy when
5 years old.

29,




rerm 24)
Mem2ifr) (1) Paper copies
(a) Fiscal Years 1973

Permanent. Retain for 2

“through 1985

(b) Beginning Fiscal
Year 1986

!

(2) Microfilm copies

—~ years and then retire to

FARC. Offer in yearly

“blocks to National Archives
when 7 years old.

§

¥ Temporary. Microfilm in
accordance with 36 CFR .
1230.14, Destroy after theé
microfilm laboratory staff
or agency official respon-
sible for microfilming the
records certifies the
records were microfilmed in
accordance with 36 CFR
1230.14,

(a) Permanent. Transfer a
silver and a diazo copy to
the National Archives every
five years to include the
previous 5 years records,
i.e., 1986 to 1991 in
1992. Inspect the master
copies of permanent record
microfilm every 2 years in
accordance with 36 CFR
1230.22. Franster—not—

: .
‘1“‘“?‘4‘°4‘9°?4*“92 £il
il'dexl

(b) Temporary. Two working

copies maintained in
Monument Service. Destroy

when 7 years old. Bisposat

not—authorized-pending
ovel " . £l
dadex

29 a.



ITEM NO. TITLE AND/OR DESCR ION

Zi.(mn;t)

g. Request for Replacement of
Headstone Files. (VA Form 40-4963).

VA Forms 40-4963 are used to
request a replacement headstane/
marker.

¢ (1) National Cemetery Copy.

(2) Original.

22, RECORDS QOMMON TO SEVERAL OFFICES

DISPOS. N AUTHORITY

Covered under ‘Item 37,
National Cemeteries,
Records Control Schedule.

Temporary. Retain for
2 years and then retire to.
FARC. Destroy when 5 years

office Administrative—Pites-

Records accumulated by individual
offices that relate to the internal
“administration or housekeeping
activities of the office rather than
the functions for which the office
exists. In general, these records
relate to the office organization,
staffing, procedures, ard
commmnications; the expenditure of
funds, including budget papers;
day-to-day admmstrauon of

old.

Temporary. GRS 23
2 years old or when Item 1l
longer needed,

is sooner.




I'}'EM NO. TITLE AND/OR DESCR ION V DISPOS’ 0N

2?. (con't.)

imthe dffice artforwarded to-higher—
-levels)- and other materials that do not

v

serve as official documentation to the
programs of the office.

NOTE: This does not apply to the record
copies of organizational charts,

functional statements, and related records
that document the essential organization,
staffing, and procedures of the Department.

b. Schedules of Daily Activities.

Calendars, appointment books, schedules,
logs, diaries, and other records
documenting meetings, appointments,
telephone calls, trips, visits, and other
activities of Federal employees while
serving in an official capacity.
Materials determined to be "personal
records" are not covered by this item.

(1) Records containing substantive
information relating to the official
activities of high level officials,
the substance of which has not been
incorporated into memoranda, reports,
correspondence, or other records
included in the official files.

(High level officials include thg
heads of departments and indepeyident
agencies, their deputies and
assistants; the heads of pr
offices and staff offices
including assistant secrets
administrators, and commj
directors of offices, byreaus, or

bmit SF 258, Request
-ansfer, Approval and

';%éichives of the
das. es, to VACO,
Administrative Operations

Staff (40F), for trans-
mittal to GSA to accept

r?

GRS 23
Item 2a

31.
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Rl

ITEM NO. TITLE AND/OR DESCF ION DISPOS "ON AUTHORITY

. destroy the records when 6

years old.
(2) Records of other than high Temporary. Destroy GRS 23
level Federal employees as 2 years old. Item 2b

defined in "(1)" above containing
substantive information relating

to official activities, the substance
of which has not been incorporated
into official files.

rary. Destroy when GRS 23

(3) Routine materials containing no
Item 2c

substantive information regarding no longer needed.
the daily activities of other
high level officials as defi.
"(1)" above; and records of

-

Temporary. Destroy when GRS 23
action is taken. Item 3a

Standard Form 71, Application for
Leave, and supporting papers relating
to requests for and approval of taking
leave.

(1) If timecard has been initialed Destroy at GRS 2
by the employee. of the applicable Item 8a

Temporary. Destroy GRS 2
after GAO audit or when Item 8b

3 years old, whichever

(2) 1f timecard has not been
initialed by the employee.

is sooner.
e. Flexitime Att
Supplemental t and attendance Temporary. Destroy after GRS 2
records, as sign-in/sign-out GAO auwdit or when 3 years Item 3b
sheets work reports, used for old, whichever is sooner.

ting under Flexitime

32.



LIUEM NO. TITLE AND/OR DESCRLPYLION

DISPOSITION AUIHORITY

Zﬁgcon't.) f. Congressional and White House
Correspondence 'Files.

- These files consist of inquiries
and responses on matters relating
to Memorial Affairs.

g. Chromological (Reading) Files.

These files contain extra copies of
all correspondence prepared in DMA.
They are used for information and
reference purposes only.

Temporary. Destroy'when
3 years old.

.-Temporary. ‘- Destroy when

2.years old.

R—Request-for-Tokens-or-Ticketsy
VA Form 00-3079 and Accountability
Record for Tokens or Tickets,

VA Form 60-4530 Files.

These files consist of all requests
for tokens or tickets and th
accountability of the éns or
are issued

s for official business

1% ]

Destroy 1 year GRS 9

Temporary.
Item 5b

after all entries are
cleared:

i. Intemal Control Files.

Record of vunerability assessment
reviews that are performed

quarterly.

Temporary. Destroy when
3 years old.

33.
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Records Control Schedule

Veterans Administration Central Office’ ,

Department of Memorial Affairs

SUBJECT INDEX

AUTHORIZATIONS
BENEFITS

General

State Cemetery Grant Appeals Case Files
" " "  Control Files
* " "  Program Files
" " " Project Files

BOARDS AND OOMMITTEES
CONFERENCES
DEFENSE AND DISASTER

Energy Usage Reports
General

FINANCE

Accounting Administrative Files

Appropriation Allotment Files

Budget Apportionment Files

Budget Background Records

Budget Correspondence Files

Budget Estimates and Justifications Files

Budget Policy Files

Budget Reports Files

Expenditures Accounting General Correspondence
and Subject Files

Expenditure Accounting Posting and Control Files

Operating Budget Plan

[
FREEDOM OF INFORMATION ACT (FOIA) REQUESTS FILES
FOIA Administrative Files
FOIA Appeals Files
FOIA Reports Files
LEGAL
LEGISLATION
MANAGEMENT AND ORGANIZATION
General

Internal Audit Reports
Organizational Files

o

RCS ITEM NUMBER

“ BERRPP b F

AT

geegegage > ¥y

10

10a, 10b
10c
104



™

SUBJECT INDEX

OFFICE SYSTEMS AND METHODS
PERSONNEL

Correspondence and Forms Files

Employee Awards Files

Equal Employment Opportunity Records

Employee Record Cards

Financial Disclosure Reports

General

Grievance, Disciplinary and Adverse Action Files
Incentive Awards Program Reports

Length of Service Awards Files

Letters of Commendation and Appreciation
National Cemetery Director Trainee Appraisal Files
Personal Injury Files

Personnel Allocation Letters

(A

Personnel Operations Statistical Reports - -

Position Classification Files -
Request for Authorization of Overtime Work

Request for Personmnel Action

Service Record Cards

Training Records

PRIVACY ACT GENERAL ADMINISTRATIVE FILES
PUELIC. INFORMATION AND PUBLICITY

Correspondence (General)

Memorial Day and Veterans Day Service
Newspaper Articles and Photographs

Public Relations Files

Routine Requests

RECORDS AND INFORMATION MANAGEMENT

Communication Correspondence, Reports, and Reference Files
Forms Files

Messenger Service Files

Project Files

Publications

Records Disposition Files

Records Holdings Files

Records Management Files

Reports Control Files

Telecommunications (General)

SAFETY

Accident Investigative Files
Motor Vehicle Accident Files

RCS ITEM NUMBER

11

12

129
120
12e

12a
12q
12j
1Zh
12i
12s
1l2r
12c
121
12f
12b
12k
124

12p
13
14
14a

144
l4c
14

15

15¢
15a

15¢
15e, 15qg
15h
15i
15k
153

16

l6a
16b



»%

SUBJECT INDEX ° : ' RCS ITEM NUMBER

STRUCTURES AND LANDS 17
Correspondence 17a, 17b
National Cemeteries 178
Transfer of National Cemeteries from Department of Army

to Veterans Administration 17¢c

SUPPLIES, SERVICES AND EQUIPMENT . 18

Consolidated Memorandum Receipt (CMR) Files on

Accountable Property 18c
Correspondence 18a, 18b
Non-Accounting Property Files 184

TRAVEL - 19
General Travel and Transportation Files A . 1%
Passenger Reimbursement Files : - 1%a

SPECIAL FILES — APPLICABRLE ONLY TO CEMETERY SERVICE - 20
Cemetery Administrative Files 20e
Cemetery Historical Files 20a
Cemetery Plan Files 20c
Cemetery Service Individual Deceased Personnel Files 20b
Drawings and Specifications for State Cemetery Grants Files 201
General Correspondence Files 20f
Gravesite Reservation Files 204
Installation, Gravesite Layout, and Landscape

Planting Plan Files 20g
Monthly Report of Adjacent Gravesite Set-Aside (AGS) Files 20k
National Cemetery Quarters Appraisal Record and

Estimate of Market Rent by Comparison Files 20h
Record of Gravesite Set-Aside Files 203
Record of Interment Files 20i

SPECIAL FILES — APPLICARLE ONLY TO MONUMENT SERVICE - 21
Freight Files (Bill of Lading Files) 21b
Headstone and Marker Application Files 21f
Headstone and Marker Procurement Files 214
Monument Service Individual Deceased Personnel Files 2la
Request for Replacement of Headstone Files 21g
Statistical Files 2le

Transportation Files 2lc





