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I 
t	 ,- . .REOUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 
TO: GENERAL SERVICES ADMINISTRATION DATE RECEIVED /- ~ '1-P7 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
1. F ROM (Agency or establishment) NOTIFICATION TO AGENCY 

~~~V~E~T~E~R~A~N~S~A~D_M_I_N~I_S_T_R~A_T_I~O_N~~~~~~~~~~~~~~ ~e~~~oM"MMU$£.~O~In~ro~anre~~ 
2. MAJOR	 SUBDIVISION the disposal request. including amendments. is approved 

except for items that may be marked "disposition notDEPARTMENT OF MEMO IAL A A S~~~~~~~~~~~~~~_R~~~_F_F~_I_R~~~~~~~~~~~	 approved" or "withdmwn" in c~umn 1Q If no records 
3. MINOR	 SUBDIVISION are proposed for disposal. the signature of the Archivist is 

not required. . 

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

MARJORIE M. LEANDRI	 389"~3662 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 38· page(s) are not now needed for the businessof this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurren e: D is attached; or' [iI is unnecessary. 

B.DATE	 D. TITLE 

Director~ Paperwork Management
and Regulations Service 

.. 7.	 9. GRSOR 10. ACTION 
8. DESCRIPTION OF ITEM	 SUPERSEDED TAKENITEM· (With Inclusille Dates or Retention Periods)	 JOB (NARSUSENO .. CITATION ONLY) 

·Department of Memoria·l Affa·irs Records Control 

Schedule 

/ 

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

I 

115-108 



I 

- .. 
, ITE11 NO. TITLE MID/OR DESC. rroo--~-----------------

~. ' Authorizatlons. I 

Delegatioos of authority issued by II1A. 
officials in memoranda,letters, and 
other forms, and which pertain to broad, 
general II1A. activities and £unctions. 

2. Benefits. 

a. O:>rrespondence,meax>randa, -stOOies,
 
reviews, am related material pertaining
 
to disinterments/transfers*,
 
burial flags, graveliners, graveside

religious services, eligibility,
 
headstones/markers/lIDlluments**,
 
and state cemetery grants.
 

~CemeteryService maintains official
files (see Item 20b). 

I 
**M::numentService maintains official 
files (see Item 21a). 

b. State CemeteryGrant Project 
Files. 

Proposals or applications,
 
contracts, project reports,
 
stooies, certificates, agree-
ments, mem::>randa,correspondence,
 
and other records relating to
 
receipt, review, award, evaluation,
 
status am IIlXlitoring of grants:
 
allocation of furds, and project

blxigets. EXalJDE[) are drawings and
 
specifications for State Cemetery
 
Grants Files (see Item 2Gl).
 

DISPO!. ':00~~------------

Temporary. Destroy
 
2 years after
 
cancellation.
 

Temporary. Destroy 
-when 3 years old. 

..: 

Permanent. Retain in (GRS 3 
VAOJ(State Cemetery Item 15) 
Grants Office, II1A.) 
from receipt of applica-
tion for Federal assist-
ance until 1 year after 
grant is closed out and 
then transfer to FARC. 
Offer to NARSwhen 20 
years old. 

In the event litigation, 
claim, or audit 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 aooit- findings have 
have been resolved. '!bey 
will be held for 1 year after 
final action or decision: 
and then retumed to FARC. 
Offer to NARS10 years 
after final action or 
decision or when 20 years old, 
whicheveris sooner. 



• ITEM NO. TITLE N.ID/OROESeR _100 

2•.{con't~} c.~~~~~~~~~~~~~-------------------------------===~- , ,. - Files. ----

d. State Cemetery Grant 
Program Files. 

(1) O:>rrespcnience and/or 
subject files inclooing 
mem::>randa, studies, reports, 
forms, and other records 
relatin,:J to the legal
establishment of the grant 

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

(2) O:>rrespcnience and/or
sUbject files relating to 
routine operations and 
daily activities in adKdnis-
tration of the grant program. 

e. State Cemete~ Grant 
Appeals case Files. 

Contract appeals case files 
CQlSisting of notices of appeal 
and acknc:Mledgementsthereof: 
correspondence between Parties: 
copies of oontracts, plans, 
specifications, exhibits, 
change orders, and am~lRlE!!fi 
transcripts of hei~:n 
documents r ed fram parties 

final decisions: and 

_ AIJIHORITY 

emporary. Destroy when GRS 3 
superseded or obsolete. Item 16 

Permanent. Retain (GRS 3
 
2 years then retire to Item l7a)
 
FAR::. Offer to NMS
 
when 20 years old.
 

tot-

Temporary. Destroy 
when no longer needed 
for reference purposes. 

GRS 3 
Item 19 

2.
 



JTfM NO. 
,

,3.. 

• 
4. 

5. 

6. 

TITLE AND/OR DESCI 'leN 

. @ , AJ Cc itee,Bs As aB vlsory 0111/111.s:~_t_t~~~.
Correspondence, JDeIIDranda,minutes, 
reports, and relatm material documenting 
the inceptioo, scope, objectives, and 
aOOClDplishmentsin acticns affecting 
policy or establishing precedent in 
operaticns and administration • 

Conferences. 

Correspondence, IIlEmJranda,reports
 
and re1ated material pertaining to ~
 
conferences and meetings.
 

Defense and Disaster. 

Records pertaining to national defense,
 
ci viI defense, egergency planning, shut
 
down procedures, and energy usage.
 

b. Energy Usage Reports. 

Documents reflecting the use of all 
electrical and petroleum products by 
IM\.. 

Finance. 

Records pertaining to annual and 
supplemental appropriatioos and 1:niget
estimates: apportiorunents, allocations, 
allotments, and transfers of funds: am 
and Congressional hearings: and accounting 
transacticns for appropriations and fums. 

DISPOS ON AUl'HORITY 

ell Cedle7efles a/lclfl1e.hJt1/'1a'$/*~' ..:_.~, 
... ~ 

Permanent. Offer to NARS· JoAn ,.,d','\e/lallli 

when 20 years old. :l -41J~" 

Temporary. Destroy when
 
5 years old.
 

Temporary. Destroy
 
2 years after the close
 
of the fiscal year

involved.
 

3.
 



,
 

• f1'D1 NO. TITLE NID/OR DESeR ..=I.=<N::..-. _ DISI?OS .:N AtJrHORITY...;;.;..------
" ,6~(con •L') a. Budget Polley Files. 

Correspondence files which 
document departmental policies and 
procedures on 1::u1getadminis-
tration and expenditures of 
furns. 

b. B\XlgetEstimates and Justifications 
Files. 

(1) Copies of bOOgetestimates and 
justifications. Included are 
appropriation language sheets, 
narrative statements, and related 
schedules and data. 

Working papers, cost statements, 
and rough data accumulated in 
the preparation of annual budget 
estimates, including duplicates 
of papers described . (2) : 
and ori' . 0 fices' 

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

(1) Annual report (end of fi 
year) • 

Temporary. Destroy when
 
5 years old.
 

Temporary. Destroy when
 
5 years old.
 

GAS· 
Item 4 

Temporary. Destr 
year after ose of 

scal year covered 
by the bOOget. 

Temporary. Destroy when GRSS 
S years old. Item Sa 

Temporary. Destroy 3 GRS S 
years after the end of Item Sb 

4. 



, 
ITEM NO. TITLE MID/OR DESCRJ ·...;;.OO~ _ DISPOSJ _)N _ AI1lK>RITY 

6.'( Con' t.) f__ ~IEQ..t;~!!&-l!\ee!9Y!loQ!~SeF~:l:l--------~-~--~~	 .. ' , , 
-Correspondence and Subject Files. 

Corre~ence or sUbject files- ~l&llp:n~ary. Destroy when GRS7 
maintained b¥ operating units 2 years old. Item 1 
responsible for . 
acoounti 

h. BI:p.iS:iaa:e Aee~iA9 Peea~ ana
 
Control Files.
 

Records used as posting and control
 
media, subsidiary to the general and
 
allotment ledgers, and not elsewhere
 
covered in this schedule.
 

(1)	 Temporary. Destroy when GRS 7 
3 years old. Item 4a 

Temporary. Destroy when GRS 7 

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

(1) Files used for work Temporary. Destroy when GRS 6 
and personnel t 2 years old. : Item Sa 
pw:poses. 

Temporary Destroy when GRS6 eo 

(Transfer of Disbursing Authority 
(VA Form 4-4564-6» 

Apportiaunent and reapportiOIl!_lt-- Temporary. Destroy 2 GRS 5 

schedules, proposi erly	 years after the close Item 6 
obligati eaCh authorized of the fiscal year. 

5. 



1'1»1 NO.	 TITLEAND/OROEseR 100~------------------
6:(~ ,t.') k, Operating BOOgetPlan. 

M:mthly furrling program for each 
control point. 

7.	 Freedan of Information Act (FOIA) 
~ts Files. 

a. Files created in respc:nse to requests 
for information under the Freedom of 
Information Act oonsisting of the 
original request, a copy of the reply
thereto, and. all related supporting 
files which may inciooe official' file 
copy of requested record or copy thereof. 

(l) Corresp:>ndenceand supporting 
documents (·EXCUJDING the official , file copy of the records requested, if filed herein). 

(a~ Granting access to eW.l c;be 

requested	 records. 

(b) Responding to requests for 
nonexistent records: to 
requestors Who ~ovide inadequate 
descriptions: and to those who 
fail to pay agency reproduction 
fees. 

1: ~st AX ilfP6'i'1 ea 
,t 

2. ~st: appeale~!a 

or part of the records requested. 

1. Request ~ awea1ed. 

2. 

DISPOS' :N..;......------

Temporary. Destroy 1 
year after the close 
of the fiscal year. 

-,. 

=== ;::;'TIe:s 
7b, 

FOIA Appeal.s Files. 

Temporary. 
ve~!i--1!~l:er date of 

Temporary. Destroy as 
authorized under Item 7b,. 

r 

AtJm::)RITY 

" . 

SRE 14 
Item 16a(1) 

GBS 14 

Item 16a(2)(a 

GRa 14
 
Item 16a(2) (1:
 

GRS 14
 
Item 16a( 3) (2
 

GRS 14
 
Item 16a(3)(t
 

6. 



!~ NO. TITLE AND/OR DESeR: .;;.;:00;.;;.;..... _ DISPOS: N	 At1l'HORITY~------
r 

7. '(Con't.). ~ Offieial file espy ef l'eEf\ies~eti 'f'eIII'e1'al'Y. Dispese of 
'-", ,- recx>rds." in accordance wi ~-.:-:--

~ov di spos i-
lon instruction for the 

related recorda, or with 
the. related . FOIA request, 

• 

Files created in respondiD;J to adminis-
trati ve appeals under the FOIA for 
release of informatial denied by the 
agency, exmsisting of the appellant' s 
letter, a copy of the reply thereto, and 
related supporting documents, which may
include the official file oo.P.Y of recx>rds 
under appeal	 or copy thereof. 

,	 (L) CorresPc::mc1enceand supporting ~iIpolX',ary. Destroy 4 GRS14 
documents (EXCLUDIN3 the file years after fihal .' Item 17a 
copy of the records under appeal determination by agency 
if filed herein). or 3,years aft~ final 

adjudication by courts, 
Whichever is later. 

(2) Official	 file of records Temporary. Dispose of GRS14 
under appeal.	 in accordance with Item 17b 

approved agency 
di~sition instructions 
for the related record, 
or with the related 
FOIA requests, Whichever. 

Recurring reports and one-time 
information requirementsu:r~~:ft9'-~ 
to the ag ation of the 

~~alaFerat;r..:-DDestroy when 
2 years old or sooner 
if no longer needed for 

GRS14 
Item 19b 

GRS14 
Item 20 

7.
 



--------------ITEM NO. TITLE N..ifD/OR DESCR ION	 DISros. .E A11lH:>RITY~~----------------
8.' ',Legal.	 .' , 

Correspondence, meuoranda, and related 
material pertaining to legal activities of 
the VA. 

9.	 Legislation. 

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

a. Analyses and studies on cost and 
statistical data, and other pertinent 
facts relative to proposed legislation: 
copies of the alief MeIlK>rialAffairs 
Director I s tore<Xl'l'lmeIldations the 
Office of the General Counsel: printed 
cOpies of hear~ngs and bills: and 
related oorre~ence.#, 
b. Correspondence pertaining to routine 
information or requests about proposed 
legislation. 

10.	 Managementand Organization. Records 
relating to general management,manage-
ment techniques, managementreviews and 
evaluations, organization, establishing
starrlards for improving procedures, 
operations, and perfonnance. 

a. Records constituting the basic 
documentation of the origin and scope
of studies, surveys, evaluations, etc., 
affecting tMA managementand organiza-
tion, and the establishment of standards 
or criteria for performance evaluation, 
and similar mterial documenting estab-
lishment or c'h.an;Jesto policy, procedures, 
or organizations. 

TempOrary. Destroy when 
10 years old. 

Temporary. Destroy when 
10 years old. 

Temporary. Destroy when 
2 years old. 

Temporary. Destroy when 
10 years old. 

8.
 



I 

·I'1'&1 NO..	 TITLE MID/OR DESCRIP' ~ ~----------------
10. (o?n ' t'. ). b. Material on 'routine or repeti ti ve 

.	 ---';.-~~','operations ,such as' field station surveys,
self-audits, top to bottan evaluations, 
statistical quality control, work 
measurement, and manp:JWeI' utilization 
reports: related correspondence: am 
similar material: intemalEXCUJI)IN3
aaU t reports. 

c. Intemal audit reports. Officiat 
copies with related oamnents, papers 
and material filed therewith. 

Organizational charts and 
reorganization studies. Graphic
illustrations WhiChprovide 
~ detailed description of the 
arrC1D3ementarid administrative 
structure of the functional units 
of the department. Reorganization 
studies are conducted to design an 
efficient organizational framework 
ItDst sui ted to carrying out the 
department's programs and include 
materials such as final reoc:mg~
dations, proposals, and s 
evaluations. These fil also 
contain administrat' maps that 
show regional ies and 
headquarters decentralized 

that show the 
c extent or limits 

department •s programs 

11.	 Office S¥stems , MetbgQs. 

Records relating to office systems,
mechanical researCh and development, 
electronic computers, wire and wire-
less communications, duplicating 
systems, am related methods and 
techniques. 

DISPOSIT	 AlTi'HORITY 

Temporary. Destroy 'when	 .' ,.. ')1 

5 years old.	 . -' ,....." 

.Temporary. Destroy 10 
years after completion of 
the report. 

Permanent. Offer to 
NARSin 5 year blooks
when 20 years old 
(e.g., offer 19 74 
blook in 199 

.: 

.• 

Temp:>rary. Destroy when GRS16 
the completed study is Item 14 
5 years old. 

9.
 



, , 
:t"l»1 NO. TITLE AND/OR DESCK ~roo;;;;;.;... _ DISPOS: X'l Aln'HORITY~------

!,11. (cooL') , ,	 " , 

- ---.'-----studies oo:use ,of office machines and
 
~ipuent, and on ma
 

12. Personnel. 

Records which pertain to the administration 
of personnel activities and relate to 
performance awards, career develcpuent, 
oeilin; and staffin;, employee relatioos 
and activities, employee trainin; and 
developoent, position classification and 
evaluation, employment, salazy and wage 
administration, praIDtions, deDDtioos, 
and persoonel actioos. 

a~-Q~~~~~~ra~~~~~~~~~QWU¥~~SUX¥~~-~~-
of outgoin; cammlnications, record
 
copies of forms and reports, and related
 
materials which reflect routine,
 
repetitive activities such as inquiries
 
and replies thereto which involve no
 
administrati ve action beyond the simple
 
reply, no policy decision, and no
 
special OCIDpilationor resear ,
 
correspondence which is 1cated in
 
or not needed for . ng in the
 
employee's ement Development,
 
Offici , or Fee Personnel
 

b. Request for authorization of
 
overtime work.
 

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

(2) Disapproved Requests.	 Temporary. Return to 
requesting office. 
Destroy when 6 JlDlths 
old. 

c. Personnel Allocation Letters. 

Letters authorizin; the personnel Temporazy. Destroy after 
ceiling (General Schedule and Wage the close of the fiscal 
Grade) for each National Cemetery year involved. 
and the NCAOfor the current fiscal 
year. 

10.
 



----------------

e. Employee Reoord Cards. 

Cards that are used for informatiooal 
pw:poses OQ.tsidepersonnel offices 
(VA Form 5 46440'3.). 

f. Position Classification Files. 

(1) Optiooal Form 8, Position 
Description. 

Files describing established 
posi tions incluUng information 
on title, series, grade, duties 
and re~ibilities. NOTE: , '!he master copy is filed in the,. Classification Division, Central 
Office Persormel Service. 

(2) SUrvey Files. 

(a) Inspection, Audit am SUrvey 
File. 

Correspondence, memoranda, 
reports am other records 
relating to inspections, 
surveys, desk audits and 
evaluations • 

(b) Appeals Files. 

Case files relati 
classification CHJl~L.&. 

9· 

e files inclooing 
'eo~nermtions, approved

nations, menoranda, 
espondence, reports am 

elated handl:xx>kspertaining 
to agenCY-sp:JnSOredcash and 
non-cash awards such as incentive 
awards, within-grade merit 
increases, suggestions, and.
 

DISP rION

years after separation -- -
or transfer of employee. 

Temporary. Destroy on 
separation or transfer 
of employee. 

stroy 
copy When ition is 

or description 

..,.., 

Temporary. Destroy when 
obsolete or superseded. 

Temporary. Destroy 3 
years after 
closed. 

case is 

Temporary. Destroy 2 
years after approval 
or disapproval. 

AtmDRITY 

GRS 1 
Item 7b(2) 

GRS 1
 
Item 7c(2)
 

GRS 1
 
Item 7d
 

GRS 1
 
Item l2a(1)
 

11.
 



-------
, r 

ITEMNO. TITLEMID/ORDEser "";.;:;I;.;;;;ON~ _ DISPOf ~ON AUl'HORITY 
, 

12~(~~+_----~~~~~~~~M9~~~~~~~~~~~ffle~~rt~
pertaining to awards_fran _other- -
government agencies or private
 
organizations.
 

h. Length of Service Awards Files. 

Records incluiing correspcn:1ence, Temporary. Destroy when GRS1 
lDeDXanda, reports, oomputaticms 1year old. Item l2b 
of service and list of awardees. 

i. Letters of CaDmendationand
 
Appreciation.
 

Copies of letters recognizing length Temporary. GRS 1 
of service and retirement and letters 2 years old. Item l2c 
of appreciation and canmendation for 
performance. 

, j. Incenti veoAwards Program Reports. .
; . 

Reports pertaining to the operation T ra;y. Destroy when GRS1 
of the Incentive Awards Program. 3 years old. ~ Item 13 

k , VAForm 5-4652, Request for
 
Persormel Action.
 

VAForm 5-4652, is used by an offi Temporary. Destroy when GRS1 
or a supervisor to request a pers-..n"'~ 1 year old. Item 1.4b 
action. 

1. Personnel Operations sta
 
Reports.
 

Statistical reports re Temporary. Destroy when GRS1 
personnel. 2 years old. Item 16 

m. Forms Files. 

1 office records
 
vidual employees not
 

maintained in ficial Personnel Folders
 
ded for elsewhere in this
 

rrespondence and forms Temporary. Destroy when GRS 1 
ting to pending persoonel action is ocmpleted. Item 17a 

(2) All other correspondence Temporary. Destroy when GRS1 
iIAQ ioms. 6 JlgAtn& 9W.. Item 17c 

12.
 



" ITEM NO. TITLE AND/OR DESC rros~~----------------- DISro~ ION AllI'HORITY 
" ,. , 

.---~- .---
All statements of employmentani 
financial interests and related 
records. 

o. FJqua.l &DploymentOpportunity Records. 

(1) Q)pies of Oc:aplaint Case Files. 

Duplicate case files or documents 
pertainiB3 to case files ret.ai.rm 
in Official File Discrimination 
Complaint Case Files. 

(2) BackgrQUndFiles. ,, 
Background records not filed in 
the Official Discrimination 
Complaint Case Files. 

p; Training Records. 

(1) TrainiB3 Aids. 

TrainiB3 aids from other 
agencies or private institutions. 

(2) General file of agency-
sponsored. training. 

(a) O:>rresp:x1dence, 
agreements, authori 
reports, requir~:4"" reviews, 
plans, and object· s relating 
to the establi t am cpera-
tion of traini , oourses an:i 
cxmferences. 

:~P.AA.lence, memoranda, reports 
and records relating to the 
ava· ability of training and 

loyee participation in trainin:j 
ograms sponsored by other govern-

ment agencies or non-<JOVernment 
jnst; t"tinns 

GRS 1 
Item 26b 

Tenlpor ~stroy 2 
.. 

GRS 1
 
years fter final Item 26c
 
reso ution of Case.
 

Temporarv. Destroy GRS 1
 
when obsolete or item 30a(2)
 
superseded •
 

Temporary. Destroy when GRS 1
 
5 years old or 5 years Item 30b(l)
 
after completion of a
 
specific trai~iB3 program.
 

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

Temporary. Destroy when GRS 1
 
5 years old or When Item 30e
 
superseded or obsolete,
 
whichever is sooner.
 

13.
 

http:ret.ai.rm


J.: J.l:~" 1¥...J. ..L'J.'.L.J....,t:; ANlJ/ OR DESCRlpt'TOO~----------------- DISroSI'J'-~---------
" " . 

Reference file of pa.uphlets, 
notices, catalogs and other 
records Whichprovide information 
on courses or programs offered by 
government or non-government
organizations. 

Temoorar-Y:-.- Destroy when 
superseded or obsolete. 

q. Grievance, Disciplinary 
Adverse Action Files. 

and 

(1) Grievance, Appeals Files. 

,, 

_ 

Records originating in the review 
of grievance and appeals raised by 
agency employees, except EEX> 
caDplaints. 'lbese case files 
include statements of witnesses, 
reports of "interviews and hearings, 
examiner' s findings and reoommenda-
tions, a copy of the original 
decision, related correspondence 
and exhibits, and records relating 
to a reconsideration request. 
NOl'E: Em oc:::mplaintsare covered 
under Item 120. 

Temporary. 
years after 
closed. 

Des 

..-

GRS 1 
Item 3la 

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

Case files and related records 
created in reviewing an adverse 
action (disciplinary or non-
disciplinary reuova.!, ~'on, 
leave witbJut pay, reducti 
force) against an employee 
file inclooes a copy of e 
proposed adverse action .th 
supporting papers: sta ts of 
witnesses: employee' s eply: 
hearing notices, r ts am 
decisions: rever 
and appeal reooI'CijJ 

Temporary. 
years after 
closed. 

Destroy 4 
case is 

GRS 1 
Item 3lb 

r. 

Temporary. Destroy when 
5 years old. 

GRS 1 
Item 32 
(Disposal 
suspende.1 
per GSA 
Bulletin 
8-136, 
3-21-84) 



ITi:l1 NO. TITLE AND/OR DESCRT,,",\,ION	 DISPOS .......'too
~-------~~----------------
l,2~(coi)·t.)	 s. NatiCXlalCemeteryDirector Trainee 

AR?_~,,:i~__~i~~s_(VA Form_.~9~t~ _ 

These-files consist of VAForms 40-4986 Temporary. Destroy 
which are used by a National cemetery appraisals (an:! all 
Director when supervising a trainee to copies thereof) when 
evaluate his/her program during train- 3 years old. 
ing. 'nle training period is IIOlitored 
on a quarterly basis for one full year. 

Files. 

Records relating to the general --rE!mpcxary. Destroy when GRS 14 
agency implementation of ,""I'!i-"-~ 2 years old or SCXXler if Item 30 
Pri vacy Act, inc' tices, D) longer needed for 
me~~~r,-routine correspondence, administrative use. 

14. , PUblic InformatiOn and PUblicity. -,;	 -, 

Records relating to public releases
 
through press, radio an:1 other
 
mediums.
 

a. Corresporxiencewith the Temporary. Destroy when 
public, organizations, Congress, 5 years old. 
or others expressing satisfaction 
or dis~tisfaction with operations 
or activities: cq;>ies of material 
prepared for speeches, radio an:1 
television releases, newspaper and 
magazine clippings, an:1 other work 
papers used in developing press or 
other releases and for reference in 
making replies to inquiries. 

b. Routine requests for information Temporary. Destroy when 
and copies of replies, feeder 3 years old •. 
information submitted by ~ to 
Information Service or for special 
reports, informatiooal. copies
of releases, news digests, and other 
publications distributed by Informa-
tion Service. 

Permanent. GRS 14 
t eoords to Item lao · 

in 5 years blocks 
when 20 years old (e.g., 
offer 1970-74 block in 
1995). 

15.
 



--------ITEM NO. TITLE	 AND/OR DESCRI~t:OO
, ~-----------------
14. (con: t. )	 ill'¥I aQQr8SS8S ~r Sa pli'8SeRt.ea 

to executives frem other Federal 
agencies; representatives of -State 
and local govemments, or private 
groups, such as college and 
universi ty students, business 
assc:x:iaticns, am cultural news 
media cxmoentators. The format 
selected maybe paper, aujio or 
video tape or lIOtioo picture film. 

d. MellDrial Day am Veterans Day 
Service Newsp!perArticles am 
Photographs. Requests for information 
am copies of replies thereto, involving 
no administrative acticns, no po1icy 
decisicns, am no special compilations 
'or	 research: requests for and 
transmittals of publicatioos, photo-
graphs am other informational literature. 

15. Records and Informatioo Management. 

Records pertaining to written
 
oammmications in paperwork manage-
ment activities, forms, messenger,
 
publications, records and reports.
 
(Records pertaining to teleoamnunicaticns,
 
wire, am radio appear urner
 
Office Systems and Methods).
 

(1) One record copy_of each form 
created by ~ with related 
instructions am d 100 

showi ~1Ati!ePifiC 

DISPOS!"l'T'N	 AlJI'HORITY 

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). 

.-, 
= 

: 

Temporary. Destroy when 
1 year old. 

T< stroy 5 GRS 16 
years after related Item 4a 
form is discontinued, 
superseded, or 

16.
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. ,
ITEM NO. TITLE MID/OR DESCR- ~I;;;.;ON~ _ DISroS' :N AI1l1DRI'I'l,'"--------

" , 
15·. (con ' t'.) (2 , . - _.- ma~erjals, _~.eq\1isitions,._speci--.- - -

b. Messenger Service Files. 

l):l.ily logs, am assignment recxv:ds. 

Reports, and Reference Files. 

Correspondence am related 
records pertaining to internal 
administration and operation. 

d, Teleccmmunicationsgeneral files 
including plans, reports, a.OO other 
records pertaining to equipment 
requests, telephone service, and 
like matters. _.~ .. 

~ . ~~;;::,tI\~ ...---;.Publ.ic:ati<XlS~Files 

,q"ca II 1\~If' Copies of publications issu 
J. ~ by an element of the VA: lications 

of other Governmenta ies: and 
publications of vernment 
organizations . tained for 
reference p ses, (VA regulations, 
techni uals, prooessed orders, 

s, daily bulletins, and 

f: Project Piles. 

Job or project records containing all 
papers and data pertaining to the 
plarming and executioo of printing, 
birxiing, duplication, and 
distribution jobs. 

(1) Files pertainiBj to the 
aoooorplishmentof the job,
containing requisitions,
bills, samples, manusc . 
clearances, am re papers. 
Nal'E: These . s do oot contain 
requisiti 00 the PUblic Printer 
and r ed records: or records 

ting to services obtained 
~siQe tlw asensy. 

tinued, superseded, or 

Teup>rary. Destroy when 
2 years old. 

Temporary. Destroy when 
2 years old. 

GRS 12 
Item 2b 

.-,
r w;flJo'"' ~tMWft ). c.-\.:'*' - . A.s C4.fTuJ~Vg,"" G{7~ Tem~o~~ "--- ---

tiP' ,srd .. Destroy GRS 13
 
when superseded, Item lb
 
obsolete, or no
 
longer needed for
 
reference.
 

~emr:o:rary. Destroy 1 GRS 13 
y~ after completion Item 3a 
of job. 

17.
 



ITE1-t·NO•• TITLE MID/OR DESCRIPl'1,="	 DISPOsrrIC--

..,

g. Publications. 

PamPhlets, reports, leaflets, circulars,
 
JDeIIDranda,file manuals, or other
 
published or processed documents,
 
or the last manuscript replrt if
 
not published, relatiD3 to ~
 
managementprojects.
 

(1) Record CD£1Y with the Permanent. Maintain a record 
supportiD3 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). ~ 

""~ ~ I)~ Hc-Vf, {, -:J. <64 s«; 
R~ ~ '1J/?1l . :z. - 19-<g'~ 

~~ 7I1'"'1~· 

(2)~~~~~~~~----------~~~H¥~~~~--~~~
ground materials. 

~_.-Otl-f.ro:~rireplrt or 
years after completion of 
report if no final action 

Descripti ve inventories, disposal
 
authorizaticns, schedules, and
 

v reports. 

(1) Basic documentation of GRS 16 
records description and Item 3a 
disposition programs, 
including SF 115, Request for
Records Dispositicn Authority " 

Temp::>rary. Destroy when GRS 16 
no longer needed for Item 3b 
reference. 

(3) WorkiD3papers	 Temp::>rary. Destroy 6 GRS 16 
grOUl'Xl	 materi IlOl1ths after final Item 10 

action on project 
report or 3 years 
after completion of 
report if no final 

18. 



ITEM NO. TITLE AND/OR DESCRr ....ION DISPOS'" "':N~------------------ ;;;;.;..-----------
" . 

15. (con~t.:) -1. "Bee ores n:"l~di~ Fil:e3. . ' . . 
Statistical reports of ~ records 
holdings, including feeder reports 
from all offices and data on the 
volume of records disposed of by 
destruction or transfer. 

j. Reports Cbntrol Files. 

Case files maintained for each
 
agency report created or"prop::>sed,
 
includin3 public use reports.
 
Included are clearance forms,
 
including SF 83: copies of
 
pertinent forms or descriptions

of format: copies of authorizing
 
djrecti ves: preparation instructions:
 
and documents relating to the
 
evaluation, oontinuation,
 
revision, and disoontinuance of
 
reporting requirements.
 

k. Records ManagementFile • 

Correspondence, reports 
authorizations, and r records 
that relate to the gement of 
agency records, i luding such 
matters as f , oorresporrlence, 
reports, mail and files manage-
ment: the u of microforms, ADP 
systems, word processing: 
records gement surveys: vi tal 
recot: programs: and all other 
GO}~ts of records managementnot 

Temporary. Destroy when 
1 year old. 

stroy 2 
years aft the report 

tinued. 

T~rary. 
6 years old. 
disposial is 

'..
 

if records are superseded, 
obsolete, or no longer 
needed for reference. 

GRS16
 
Item 8
 

Destroy when GRS16 
Farlier Item 11 

authorized 

"""illCiGlUQ.....JeJ.a;a.Iib8~-4I· ~;m·:&-se1_IW.e.-----------------· - -~-~----=--
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-------
, . 

ITEM NO. TITLE AND/OR DESCF '.;;;.Ioo~ _ DISPOS '00 AtmDRIT'( 

16. ',S&o:Ja.fue::.lt~y~ ---i. "':""':_--': 

a., Accident Investigative Files. 

Investigative files accumulati~ 
from investigations of fires, , 
explosions, and accidents that 
occur at Natiooal Cemeteries which 
consist of retained copies of reports 
and related papers when the original 
rep:>rts are sul:mi. tted for review and 
filing in other agencies or organiza-
tialal. elements, and reports and 
related papers oc:ncerning occurrences 
of such a minor nature that they are 
settled locally without referral to 
other organizational elements. 'lh. 
defini tion does not inclooe d ts 
relating to the investigation f 

, specific accidents, accid claim , files, nor the control ts 
accumulated by data E ssing 
activities for the eparation of 
statistical repg s. 

17. Structures & Lands. 

Records relating to the acquisition, 
development, construction,' use, 
management, and diSfX)Sition of property. 

a. Corresp:xnence, memoranda,and 
related material which documentpolicy, 
precedents, exceptions to and 
deviations fran policy concerning 
land, real property, and space 
utilization. 

b. Correspondence, mem::>randa, and 
related material Whichpertain to 
general policy, procedures, operations, 
and information alx>utbuildings and 
grOlU'dsand 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 Arnr:i to the 
Veterans Admdnistration. 

Temporary. Destroy
When2 years old. 

.. 

Temporary. Destroy 6 GRS 10 
years after case is Item 5 

Permanent. Retain 
3 years then retire to 
FARC. Offer to NARS 
when 20 years old. 

Temporary. .Destroy 
when 5 years old~ 

Permanent. Offer to 
NARSwhen 20 years old. 
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ITEMNO. TITLEAND/OROESeR''t .::.;00:=.:.... ----.; OISPOS~ ":N.;;;;.;..------
17. (con't~,) d. National Cemeteries (Project 

-- - ------ -- Case-- Files) e "	 -- - - ,,----L_ 

These files are maintained on Permanent. Retain "3 
each VA National Cemetery am years then retire to 
contain records am other data FAlC. Offer to NARS 
pertaining to acquisitions, When 20 years old. 
expansion or construction. Also 
included are copies of docnments 
relating to the overall operation 
and maintenance of each cemetery. • 

Mft.VA~.#~ ~ Me".t... ~ ~ 0"1 

18. Supplies, Services & ~ipDellt. 

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

a. Corresporxlence, meuoranda, and Temporary. Retain 2 
related material Whichdocument years then retire to FARC., 
policy, precedents, exceptions to Destroy when 'S years old.
 
and deviations fran policy ooncerning

supplies, services, and equipment.
 

related material which pertain to
 
repetitive operations, routine
 
replies to inquiries about supplies
 
services, and equiplllel!t esbs
 
or requisit' work or repair
, 

c. Consolidated MeBorandumReceipt
 
(om) Files on Accountable Property
 
(Inventory Files).
 

Copies of all vouchers affecting the 
a.m account (VA Forms 90-2237): 

'!,	 copy of oonsolidated am and, when
 
appropriate: copies of Report of survey, .0
 

Statement of Olarges, or documents
 
relating to overages or Shortages.
 

outs) 

(2) Inventory cards. (Account- Temporary. roy 2 GRS3 
ability/Re~ibility Sheet years er disoontinu- Item lOb 
am VA- Forms 90-2237) .....,.-4m'\,~ of item or 2 years 

after stock balance is 
transferred to new card 
or recorded under a new 
classification or 2 years 
after equipmentis retIOved 

21.
 



1'1»1 NO. TITLE AND/OR DESCP' ~;:;;.ON=.;.. --.;~ _ DISPOS' 'ON At1:nIoRITY=------
~ (L,.;31.;)wRtee~lX'or.rtt...J:ol:lfUSi1J1JiJ:rlli"~'¥'~t:~ii.Jl.tilel&sagQRj~e~~;,I;Rwae~r~~'Pe~mpel1pEN;rGH,r~'rr18. (con' t ) __ .....-IQe~si4:~~re~~''''';~~----'SR6-:~J'I 

papers used. as evidence _for _ 
adjustment of inventory records, not 
otherwise covered in this schedule. 

years after date of --
survey action or date 
of posting medium. 

d. Non-AccountingProperty Files 
(Inventory Requisition Files). 

D:x:umentsrelating to the receipt 
and issue of pr~y which is not 
recorded on a QoIR account, such as 
stock cards, pr~y issue and 
turn-in slips, oopies of purchase 
orders, and shipping documents. 

GRS' 3 
Item 9a 

19. Travel. 

a. PasseBjer ReimbursementFiles. 

,, Records relat1ng to reimbursing 
individuals, sudh as travel ord s,
per diem vouchers, transporta °on 
requests, hotel reservati , and 
all supporting papers d ting
official travel by empl ees, 
dependents, or others uthorized by 
law to travel. 

Teqx>rary. ~troy
3 years old •• , 

~ GRS 9 

Item 4a 

el and Transportation 

:SP()l'i1,ence, forms, and related 
eecor pertaining to agency travel 
and ransportation functions not 

ered elsewhere in this 

Tem{x>rary. Destroy when 
2 years old. 

GRS 9 
Item Sa 

22.
 

http:L,.;31.;)wRtee~lX'or.rtt...J:ol:lfUSi1J1JiJ:rlli"~'�'~t:~ii.Jl


InM NO. TITLE AND/OR DESCPT1?T=IOO;:;;;.;...	 _ 

"~., , SPECIAL FILES - APPLICABLE cm,y oro 
'~SERVICE' 

a.	 Cemetery Historical-Files. 

'lbese files consist of historical
 
c1oc:mIents which relate to the
 
establ.iabaent ard/or development of
 
burial installatioos. Inclu:ied are:
 
metes am bounds, deeds, correspondence,

.newspaper/magazine articles,
 
p,ot:ograpw, historical brcx:hures,
 
and visitor maps. Also included are
 
"general" historical reference
 
books such as the "Roll of Honor",
 
"Medal of Hcx1or"Receipients, and
 
Civil war history.
 

b. Cemetery Service Ind.ividual
 
, Deceased Persamel Files.
 .. 

These files contain Qocuments 
pertainin;J to burials in 
national cemeteries. Included 
are authorization for disinterments, 
gravesite reservations am. cancel-
lations, disputes, am controversial 
OCIl1plaints. 

c.	 1Cemetery P an Flles. . '" 
( 1)	 All final reports,

studies, organiza-
tional and functional 
documents relating to 
long and short range
plans for the attainment 
of System-wide objectives. 

(2) 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. 

DI~~I~ON~	 _ 

.'. 

Permanent. Transfer to 
the National Archives 
when 30 years old, 
in 5 year blocks,
i.e., 1956-1960 in 1990. 

'.. 
Temporcu:y. Retain 2 years 
then retire to~. . 
Destroy when 2S yeUs 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.
 



. 
ITFM NO. TITLE 'AND/OR DESCF ION	 OISPOS ~ON~ _ AUtHoRITY~~----------------

r; "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 qf the Army 
Form (M 2121», survey rosters, am 
correspondence in connection with 
reservations arrl surveys. 

(1) Record of Gravesite	 Temporary. Destroy 
Reservation,	 M Form 2121. upon receipt of VA 

Form 40-4956. (See 
Item 20i(1)(a». 

(2) Cancellation	 Ibcuments. Tenporary. Filed 
with Indi vidua1. 
Deceased-Personnel 
Files. (See Item 
2Ob). 

(3)	 Survey Rosters. Temp::>rary. Destroy 
when updated. 

e. Cemetery Pdministrative Files. 

These documents relate to overall or Temporary. Destroy when 
general routine administration 2 years old or sooner if 
includiBj program and budget no longer needed for 
doCuments, managementimprovement reference purposes. 
reports, extracts of GAOor similar 
reports, agreements between 
recognized organizations to 
provide or Obtain various types of 
support services, and statistical 
reports. These files also contain 
correspc:n:ience and documents having 
to do with agreements, reports am 
instructialS with other elements of 
VAsuch as: Cbntroller, Department 
of Medicine and Surgery, Planning 
and Program Evaluation, and Adminis-
trative Services: copies of material 
sent to DMhfield stations in WhiCh 
operatiooal. guidance was furnished or 
a request for information was made: 
correspondence pertaining to 
the preparation of National 
Cemetery brochures and maps: arrl 
copies of documents dealing with 
preparation and coordination of 
policies and procedures. 

24.
 



I'l'&1~. TITLE AND/OR DESCBTDT;;.;I;;...;CN~ _
 

, ~ •.(coi;l' t. ) f. General CorrespomerlCeFiles. . "
 

'ftlese files consist of general Temporary. Destroy when 
inquiries fran the public and other 2 years old. 
Federal or State officials concerning 
national. cemeteries or burials in 
national cemeteries. '!hese inquiries 
do mt cxn:ern a named decedent, 
administrative, technical or histori-
cal details of a named national 
cemetery which would result in the 
documentbeing filed in the 
Indi vidual Deoea~ Persamel File, 
the CemeteryMministrati ve Files or 
the CemeteryHistorical Files. .' 

g. Installaticn, Gravesite layout, and
 
~ Planting Plan Files.
 

,	 layout maps shOwingthe location of Permanent. Transfer to 
the National Archives•	 buildings, flagpole, rostrum area, 

drives, access roads, sidewalks, when 30 years old, 
enclosure fences, gates, plantings, in 5 year blocks,

i.e., 1956-1960 in 1990.and gravesi te layout plans which show
 
the current status of all gravesites
 
within a cemetery or burial installaticn.
 

h. National CemeteryQJarters Appraisal 
Record and Estimate of Market Rent by 
Caaparisoo Files (VAForms 40-4985 and 
4O-4985a). 

'lbese files are required to complywith Temporary. Destroy 
the instructions of a.m Circular A-45 when 6 years old. 
which states that all Governmentquarters 
will be appraised for quarters rental 
charge. These forms are used to determine 
appropriate Charges for rental facilities 
under the Department of MemorialAffairs. 

25.
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. " 

ITEM NO TITLE AND/OR DESCRIPTION 

---20;--(cort't) i~ecord7()Hnterment-FHes:-.-. 

(l) 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 these paper records
begin with the year 1985. 

(c) Copy No, 2 
(Reference: 38 U~S.C. 
1004) 

(d) Copy vc • 3 

. , 

D ISPOSI TION AUTHORITY 

Permanent. Retire 
tp 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. 



" 
~, 

.. 
TITLE AND/.OR DESCRIPTION DISPOSITION AUTHORITY 

(2) Microfilm Copies 

-(a') Beginni'ng April"-'"
1987, one silver copy 
and one diazo copy 
are to be transferred yearly to a Federal 
Records Center, and 
subsequently transfer-
red to the National 
Archives 10 years after 
microfilming. (Micro-
film copies begin with
the year 1985). I 

~-~ 
(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 J230.22. 
1987. ~ ..' ~.. . 
(c) One~si1ver and two' 
diazo copies will be 
retained in VACO, 
Cemetery Service. 

Permanent. Inspect the 
master copies of permanent 
record microfilm every 2 

iYears in accordance with 36 
CFR 1230.22. 

I. 

Permanent for VA purposes. 
Do not offer to the National 
Archives. Inspect the master 
copies of permanent record 
microfilm every 2 years in 
accordance with 36 CFR 
1230.22. 



ITEM NO. 
" 

.-

TITLE AND/OR DESCR" tON~-----------------
j. Recor.dof Gravesite Set-Aside
 
Files (VAForm 40-4994)•
 

VAForms 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, M:mthly Rep:>rt of Mjacent
 
Gravesi te Set-Aside (AGS) Files
 
(VAForm 40-4995).
 

These forms are used to report the
 
number of set-aside gravesites at
 
each national cemetery assigned
 
to the 4'xS' single depth prQ9Tam.
 

(1) Original 

(2) Copy 

1. Drawings and Specifications for
 
State Cemetery Grants Files.
 

These files consist of drawings
 
and specifications to be used for
 
bid purposes.
 

. . 
DISPOS" ':N--------- AUI'OORITl': 

, , 

Cbvered urner Item 46, 
National Cemeteries, 
Records Control 
Schedule. 

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

.
 
-; 

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

Temporary. Destroy when 
1year old. 

Temporary. Destroy 1 
year after grant is 
closed out. 

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

'!he drawings and specifi-
cations will be destroyed 
1 ~r after final action 
or decision. 

27. 



------------------- ------------

I 

ITEM NO.	 TITLE MID/ORDESCRIPT N " 

21.	 ~ FnES - APPLICABLE cm.y 'ro 
IoDruMENl' SERVICE 

a. M:lnumentService IndiVidual 
~ Personnel Files. 

Documentspertaining to the furnishing 
of headstcnes am DBrkers, burial in a 
natiCXlal cemetery, funeral arrangements,
burial looatioos, military honors, 
headstooe am marker inscriptions am 
similar matters pertaining to veterans 
and their families. 

Files). 

Beoords relating to freight consisting 
of export	 cer~ificates, transit certifi-
cates, demurrage car record boOks, 
shipping documents pertinent to freight
classification, JDe1OC)randlDll ofcopies 
govermnent or oarimercial bills of lading,
shortage and demurrage reports, and all 
supporting documents. 

(1) Issuing office	 copies.menv:>randlDll

(2) All other copies. 

(3) Register and control records. 

c. Transportation Files. 

General documents and corre_ ....._r-

relating to the shipment of 
or markers fran the manufae 
plant to the designated 

Procurement Files. 

J:k)cumentspertaini to contracts, bids, 
purchase orders, idders lists and 
oorresporrlence n cormection with the 
Headstone or ker Program. 

t ,
DISPOSIT ~	 1\lJIH)RITY' 

. ", 

Temporal:y. Retain for 
2 years then retire to 
FAlC. Destroy when 7 
years old. 

• Destroy when GRS9 
old. Item la 

GRS 9 
Item Ib 

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

Temporary. Destroy when GRS9 
3 years old. Item la 

Temporary. Destroy 6 GRS3 
years am 3 uonths Item 4a 
after final payment 
has been made. 

Temporary. Destroy when GRS3 

28. 



1'1'&.1NO. '
 .TITLE HID/OR OESCRIP~ ...~ 

(3 ) Delivery Orders. 

(4) Purchase Orders for Special 
Requirements. 

e. Statistical Files. 

Copies of reports prepared by M:lnument 
Service, National Cemeteries, am 
Natialal Ceinetery Area Offices ~ '!bey 
calSist 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, 
dependents, active duty, gravesites used, 
gravesi tes reserved and available, group
burials, employeehours utilized at 
National Cemeteries, costs by cemetery,
and cumulative report figures for the 
Department of Meuorial Affairs. 

f. Headstone or Marker Application 
Files. 

'lhese files consist of Headstone 
or Marker Application Forms, VA Form 
40-1330 or DOForm 1330, upon which the 
next-of-kin of a deceased veteran has 
requested a headstone or marker for an 
unmarkedgrave. 

D1sr05IT. 

Temporary. Retain 6' . . 
years or as "lcmg as 
the cc:xitracts against 
which they are issued 
are retained. 

Temporary. Destroy 3 years 
after final payment 
has been made. 

Temporary. Destroy when 
5 years old. 

I).. 9.
 



" , " 

/-lem 2d~)' 
j:ju"Z.I(rJ (1) Paper copies 

(a)	 Fiscal Years 1973 Permanent. Retain for 2 -- --through-l985 ---~-""":'y~e7ar::-:sancrltlen"r"etfre-to------..- . 

(b)	 Beginning
Year 1986 , 

(2)	 Microfilm copies 

FARC~ Offer in yearly 
. blocks to National Archives 

when 7 years old • •Fiscal X 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! 

~ Retire te 
meAthly ~6sis,
Rot lutboFlzed 
develeplll8R'sf 
iFlEieM•. .' 

(a)	 Permanent. 
silver and a 
the National 

FARG	 SA a 
Bisposal

pGAd1At
a mit' ofilm-

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. Tran5.fer "ot 
autboriJGd PGRdlR~ dG"81opmeAt of a mhiF9fi 1RIo ~. 

(b)	 Temporary. Two working
copies maintained in 
Monument Service. Destroy
when 7 years old. 9;'po,al
Rot i~tboFiZQd ~QRdiRg
dGvijlop~iRt ef i mi,refil.
~ AEie)(. 

Transfer a 
diazo copy to 
Archives every 

",9 a. 



--------------------,ITEM NO. TITLE MID/OR DESCR ION DISPOS~ .:N 

21. (con~t) 

g. Request for Replacement of 
Headstale Files. (VAForm 40-4963). 

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

(1) National Cemetery Copy. 

(2) Original. 

22. RFXX>RDS~ ro SEVERAL OFFICES 

Records accumulated by individual 
offices that relate to the internal 

-administration or housekeeping 
activities of the office rather than 
the fwlctions for Whichthe office 
exists'. In general, these records 
relate to the office organization, 
staffing, procedures, am 
OCIIIIIlImications:the expenditure of 
funds, including budget papers: 
day~y administration of fice 
persormel including trai' am 
travel: supplies am ice services 
and equipment r ts am receipts: 
and the use 0 ffice space and 
utilities. ey nay include copies of 
inte acti vi ty and workload reports 
(i tiding work progress, statistical, 

, , 

Covered under :Item 37, 
National_Cemeteries, 
Records Caltrol~ Schedulj:!. 

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

TeJrporary. Destroy whe 
2 years old or when 
longer needed, 'Chever 
is sooner. 
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22'.(con~t.'), 
--levels)' ani other materials that do not 
serve as official documentation to the 
programs of the office. 
tcrE: This does not apply to the record 
copies of organizatiCX1alcharts, 
functiaml statements, and related records 
that documentthe essential organization, 
staffin:j, am procedures of the Department. 

b. Schedules of Daily Activities. 

Calendars, appointment books, schedules,
 
logs, diaries, and other records
 
documentil'¥3meetin:js, appointments,

telephone calls, trips, visits, am other
 
activities of Federal employeeswhile
 
servil'¥3 in an official capacity.
 
Materials determined to be "personal

records" are not covered by this item. .
. 

(1) Records oontaining substantive
 
information relatin:j to the official
 
activities of high level officials,
 
the substance of which has not been
 
incorporated into JDeIIl)rarda,reports,
 
correspaldence, or other records
 
included in the official files.
 

(High level officials include th
 
heads of departments and ioo ent
 
agencies, their deputies and
 
assistants: the heads of pr
 
offices am staff offices
 
includil'¥3assistant secre
 
administrators, and .
 
directors of offices,
 
equivalent: principal egiooal
 
officials, staff ass' tants to
 

-0those aforementi officials,
 
such as special as istants,
 
confidential ass tants, and
 
administrative sistants: and
 
career Federal employees, political
 
app::>intees, officers of the
 
Armed For ~in:j in equivalent
 

e p6eitions.) 

(a) b1Dit SF 258, Requestl
 
to .' :a1i,¥,f.er;- Approva L, and
 
Re eipt ~f1.Records to'
 
N ,ional-kN.chives of the
 

ited!..S'Stes, to VACO,
 
~dministrative Operations
 
Staff (40F), for trans-
1Dittal to GSA to accept
 
tbe offer 

GRS 23 
Item 2a 
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. destroy the records when 6 
years old. 

(2) Records of other than high 
level Federal employees as 
defined in "(1)" above containing 
substantive information relating 
to official activities, the substance 
of Whichhas not been incoIporated 
into official files. 

(3) Routine materials ccntaining no 
substantive information regarding-
the daily activities of other 
high level officials as defi 
II (1)II above: and records of 1 

_	 Federal employees oontai .ng sub-
stantive information, e substance
 
of which bas been' rporated into
 
official files.
 

c. 

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

(1) If timecard has been initialed 
by the employee. 

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

SUpplemental t' and atten1ance 
records, as sign-in/sign-out
sheets work reports, used for 
time tir:t9 under Flexi time 

Temporary. Destroy GRS 23 
2 years old. Item 2b 

)1'(!lIDPOBry. Destroy when GRS 23 
no lQ'lger needed. Item 2c 

.. 

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

Tempor GRS 2 
the of the applicable Item Sa 

period. 

Temporary. Destroy GRS,2 
after GPD au:Ut or when Item 8b 
3 years old, whichever 
is sooner. 

TempoBry. Destroy after GRS 2 
GAD audit or when 3 years Item 3b 
old, whichever is sooner. 
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f. Congressional and White House 
Ooire~ence'Files. 

" 
These files CXX1SistOf inquiries 
and respcnses on matters relating 
to Memorial Affairs. 

g. OlrCD:>logical (Reading) Files. 

'Jllese files contain extra copies of 
all correspondence prepared in IH\. 
']hey are used for informaticn and 
reference purposes only. 

Ru Iiteq1Jest mr ~ (X Tiekets, 
VA Form 00-3079 and koountability
Record for Tbkens or TiCkets, 
VA Form 60-4530 Files. 

, These files coDsist of all requests, for tokens or tiCkets and th 
accountabili ty of the ens or 
tiCkets. ( are issued 
to s for official business 

i. Intema! Control Files. 

Rec:Drdof V\.U'1erability assessment 
reviews that are performed 
quarterly. 

Temporary. Destroy when 
3 years old. 

.' Temporary. . Destroy when 
2.years old. 

Destroy 1 year 
entries are 

cleared. 

Tempora%Y. Destroy when 
3 years old. 

. ..
 

GRS 9 
Item 5b 
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~ Records Control Schedule , 
Veterans Administration Central Offl.ce i ...Department of MenDrial Affairs 

~INDEX ~ ITEM NUMBER 

A11l'HORIZATIOOS 1 

BENEFITS 2 

General 2a 
State Cemet~ Grant Appeals Case Files 2e 

It It II Control Files 2c 
II II II Program Files 2d 
It II II Project Files 2b 

3 

4 

S: 

Energy Usage Reports Sb 
General Sa 

FINANCE 6 

Accounting Adndnistrative Files 6i
 
~ropriation Allotment Files 6g
 
Budget Apportionment Files 6j
 
Budget Backgrourn Records 6d
 
Budget Correspondence Files 6c
 
Budget Estimates and Justifications Files 6b
 
Booget POlicy Files 6a
 
Budget Reports Files 6e
 
Expenditures J\ccx)unting General Corresporrlence
 

and SUbject Files 6f
 
Expenditure Accounting Posting and Control Files 6h
 
Operating Budget Plan 6k
 , :. 

Fl<EEOCMOF INFO~ON ACr (FOIA)REWESTSFILES 7, 7a 

FOIAAdministrative Files 7d
 
FOIAAppeals Files 7b
 
FOIAReports Files 7c
 

8 

LmISIATION 9 

~ AND OlGANIZATION 10 

General lOa, lOb 
Internal Audit Reports lOc 
Organizational Files lOd 



'. ~ 

OFFICE SYSl'EMS AND ME'lB:>OO 

Olrrespondenoe and Forms Files 
EmployeeAwards Files 
~ EmploymentOglortunity Records 
Employee Recx:n"dCards 
Financial Disclosure Reports 
General 
Grievance, Disciplinary and Adverse Acticn Files 
Incentive Awards Program Reports 
Length of Service AwardsFiles 
Letters of Caamendation and Appreciation
Naticmal Cemetery Director Trainee Appraisal Files 
PerSonal Injury Files 
Personnel Allcx:ation Letters 
Persamel ~ations Statistical Reports
Positicn Classification Files 
Request for Authorizatioo of Overtime Work 
Request for Persamel Action 
Service Record Cards 
Training Records 

... 

PUBLIC. INFORMATI<E AND PUBLICI'IY 

Correspondence (General) 
Me1rorial Day and Veterans Day service 

Newspaper Articles and Photographs 
PUblic Relations Files 
Routine Requests 

REXX>RDS AND INFORM1\TI<E MANAGEMENT 

Canmunication Corresp:x1dence, Reports, 
Forms Files 
Messenger Service Files 
Project Files 
Publications 
Records Dispositioo Files 
Records Holdings Files
Records ManagementFiles 
Reports Control Files 
Te1ecamnunicatioos (General) 

and Reference Files 

Accident Investigative Files 
Motor Vehicle Accident Files 

. ,ITEM NUMBER 

11 

12 

12m 
l2g
120 
12e 
Un 
l2a 
12q
12j 
1211 
12i 
l2s 
l2r 
l~ 
121 
12f 
l2b 
12k 
12d 
12p 

13 

14 

l4a 

l4d 
14c 
14b 

15 

15c 
lSa 
lSb 
lSf 
15e, lSg
ISh 
lSi 
15k 
lSj 
l5d 

16 

lGa 
1Gb 

2. 



.
 
RCS ITEM NUMBER
 

17 

Cbrresp:zldence l7a, l7b 
National Cemeteries l7d 
Transfer of Natiooal Cemeteries £rom Department of Army 

to Veterans Administration l7c 

SUPPLIES, SERVICES AND EXlJIPHENT 18 

Cbnsolidated MemramUID Receipt (Q.iR) Files on 
Acoolmtable Property


Cbrrespornence
 
Non-Acoolmting Property Files
 

TRAVEL -

General Travel am Transportation Files 
Passenger Reimbursement Files 

SPEC:AL FILES - APPLIC'ABLE CH.Y TO <»£1'ERY 

Cemetery AdRdnistrative Files
 
Cemetery Historical Files
 
Cemetery Plan Files
 

lBc 
lBa, lab 
lSd 

19 

19b 
19a 

SER\7ICE 20 

20e 
20a 
20c 

Cemetery Service Individual Deceased Persormel Files 20b 
~awings and specifications for State Cemetery Grants Files 201 
General Cbrrespondence Files 
Gravesite Reservation Files 
Installation, .Gravesi te Layout, and landscape 

Planting Plan Files 
~thly Report of Adjacent Gravesite Set-Aside 
National Cemetery Quarters Appraisal Record and 

Estimate of Market Rent by Caoparison Files 
Record of Gravesite Set-Aside Files 
Record of Interment Files 

20f 
200 

20g
(AGS)Files 20k 

20h 
20j
20i 

SPD:IAL FILES - APPLIC'ABLE CH.Y TO ~ SER\TICE 21 

Freight Files (Bill of Lading Files) 
Headstooe and Marker Application Files 
Headstone and Marker Procurement Files 

2lb 
2lf 
2ld 

M::>nmnentService Individual Deceased Personnel Files 2la 
Request for Replacement of Headstone Files 
Statistical Files 

219 
2le 

Transportation Files 2lc 

3.
 




