
• LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) JOB NO. C /- / ,-cf y _ / 
DATE RECEIVEDTO:	 GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDSSERVICE, WASHINGTON, DC 20408 
1. FROM (Agency or establi.hment) 

VETERANS ADMIWISTRATION 
::--::~=-::=-=-:-:-=::-;:-:-:-=-=	 -I In accordance with the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISION	 the disposal request, including amendments, is approved 

DE:PAltTMEIfT 01" MEMOltIAL AP'P'AlItS except for items that may be marked "disposition not 
::--::~=:-==::-;-:-;=-c:;:;o;------------------------I approved" or "withdrawn" in column 10. If no records 
3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is 

RATIOll'AL CEMETERY. AliA OFP'lCES not required. 

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

l 
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 12 paqets) 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. 

D. TITLE 

Direetor, Paperwork M8eaReaent 
aed legulatl0 •• Ser.iee 

7. 
ITEM 
NO. (With 

8. DESCRIPTION OF ITEM 
Inclu8ille Date. or Retention Periods) 

9. GRSOR 
SUPERSEDED 

JOB 
CITATION 

10. ACTION 
TAKEN 

(NARSUSE 
ONLY) 

Depart.eet of Me.orial Affair. - Natio •• 1 Ceaetery 

Area Office. Record. Coatrol Schedule 

.STANDARD FDRM 115 (REV. 8·83) 
PrescrIbed by GSA 
FPMR (41 CFR) 101-11.4 

115-108 



" 
I' 

• I e e 
ITEM NO. DESCRIPl'ION DISPOSITION AUl'lDRITYOF ITEM 

Papers arranged in chronological order 
as a remirrler that an action is required 
on a given date. 

2. EmployeeRecord Cards 

Cards that are used for informational 
purposes outside personnel offices 
(VA Form5-4644a.). 

3. Supervisor's Personnel Files 

Correspondence, menoranda, forms am 
other records relating to positions,
autb::>rizations, perrling actions: copies 
of position descriptions; request for 
perscnnel action, and records on 
irrli vidual employeesduplicated in 
or not appropriate for the Official 
Perscnnel Folder. NOl'E: All offici 
record copies of these documents a 
filed in the Official Personnel der 
maintained at the servicing st 

4. Publications Files 

Copies of publications .ssued by 
an element of the VA·publications of 
other Governmenta ies; am publications 
of non-Governmenorganizations maintained 
for reference ses, (VAregulations, 
technical s, processed orders,

ily bulletins, am catalogs). 

5. 'cle Accident Files 

icate copies of records relating 
not.or vehicle accidents that occur 

at NatiCXlalCemeteries. NOrE: This 
description also covers motor vehicle 
accidents involviD3Government 

Temporary. Destroy when 
action is taken. 

Temporary. Destr 
separation or 
employee. 

Tempor Destroy 
supe seded or obsolete 
d nts whenno 

ger needed for 
reference or destroy 
all documents relating 
to an individual employee 
1 year after separation 
or transfer. 

Non-record. Destroy 
when superseded, 
obsolete, or no longer 
needed for reference. 

Temporary. Destroy 6 
years after case is 
closed. 

GRS 1 
Item 6 

GRS 1 
Item l8a 

GRS 13 
Item Ib 

GRS 10 
Item 5 



, . 
ITEM NO.	 DESCRIPl'ION OF ITEM 

Investigative files accumulating from 
investigations of fires, explosions, 
am 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 organizational elements, and reports
am related papers concernmq occurences 
of such a minor nature that they are 
settled locally without referral to 
other organizational elements. Tho 
definition does not include d 
relating to the investigati of 
specific accidents, acci t claim files, 
nor the control docum s accumulated by
data processing a vities for the 
preparation of atistical reports. 

7.	 es (Bill of Lading Files) o 

8.	 Ccnsolidated Memorandum Receipt (Q.1R)
Files on Accolmtable Property
(Inventory Files) 

Copies of all vouchers affecting the
 
CMR account (turn-in and issue slips):
 
CCJfIY of consolidated Q.1R and, when
 
appropriate; copies of Report of Survey,
 
Statement of Charges, or documents
 
relating to overages or Shortages.
 

a. Inventory lists 

b. Inventory cards 

/6 rt of SUrvey files and other 
......oera used as evidence for adjustment 

inventory reoords, not otherwise
o 0 

eDISPOSITION 

Temporary. Destroy when 
2 years old. 

Temporary. Destroy when 
I year old. 

Temporary. Destroy 2 
years from date of list. 

Temporary. Destroy 2 
years after discontinu-
ance 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 
from agency control. 

Temporary. Destroy 2 
years after date of
survey action or date 

o • 

AIJI'lDRITY 

GRS 9 
Item lb 

GRS 3 
Item lOa 

GRS 3 
Item lOb 

GRS 3 

Item IOc 

2.
 



. . .. 
ITEM NO.	 DESCRIPTIOO OF ITEl1 

(Inventory Requisition Files) 

Documents relating to the receipt 
and issue of property Which is 
recorded on a om a , such as 
stock cards rty issue and

slips, copies of purchase 
omers, aAS shippiRg EioetJmeftts. 

10.	 Management and Organization Files 

Documents received from VAOO relating
to the review, preparation, issuance,
and interpretation of directives or 
regulatory instructions concerning the 
management, administration, and operation
of the National Cemetery Area Office 
and National Cemeteries. 

11.	 ~n" l'dwjaistl"atiSJe Files 

Records that relate to the overall or 
general routine administration of the 
office. 

12.	 Persalal Injury Files 

Forms, reports, correspondence and 
related medical and investigative
records relating to on-the-job injuries, 
whether or not a claim for compensation 
was made. (This description also cov s 
duplicate copies of forms, report
etc., relating to on-the-job i . ies,
that occur at National Ceme ries). 

13.	 Accident Case Files olving individuals 
visiting VA Nati Cemeteries 

e 
DISPOSITlOO 

Destroy 2 
years after completion 
or cancellation of 
requisition. 

Temporary. Destroy when
superseded, obsolete, or 
no longer needed for 
reference. 

Temporary. Destroy when 
2 years old or when no 
lOD;Jerneeded, whichev 
is sooner. 

Temporary. Destroy when 
2 years old. 

" 

AUl'HORITY 

GRS 3 
Item 9a 

GRS 1 
Item 32 
(Disposal
suspended per
GSA Bulletin 
B-136,
3-21-84) 

GRS 18 
Item 12 

3.
 



, .	 ,· .	 ,

ITEMNO. DESCRIPl'ICN	 DISPOSITICN AUl'IDRITYOFITm 

These files contain: 

a. copies of documentswhich duplicate 
the record, and copies of documentswhic.lt 
are filed in VAm or at the servicing 
station: 

b. documentswhic.ltrequire no action: 

c. rough drafts, notes, feeder reports, 
and similar working papers accumulated
in preparation of a communication, 
study, or other documents: 

d. cards, listiD3's, indexes, and other 
papers used for controlling work. 

15.	 VA Form 5-4652, Request for Personnel 
Action 

VA Form 5-4652 is used by an office or a 
supervisor to request a personnel actio • 

16. 

17.	 Position Classification Files 

Optialal Form8, Position 

Files describing estab . shed 
positions inclwiD3' i ormation 
on title,	 series, e, duties arrl 
responsibilities. The master 
copy is filed in e Classification 
Division at th servicing station. 

18. 

Standard	 orm 71, Application for Leave, 
and s rting papers relating to requests 
for approval, of taking leave. 

If timecard has been initialed by the 
loyee. 

b. If timecard has not been initialed 
by the employee. 

Non-record. Destroy when
no longer needed for _ 
reference or at the end 
the calendar year, 
whichever is sooner , 

(same as l4a) 

(same as 

Temporary. Destroy when GRS 1
 
1 year old. Item l4b
 

Temporary. Destroy 3 GRS 1
 
years after separation Item 2b
 
or transfer of employee.
 

Temporary. Destroy NCAO GRS 1
 
copy whenposition is Item 7b(2)
 
abolished or description
 
superseded.
 

Temporary. Destroy at GRS 2 
the end of the applicable Item Sa 
pay period. 

Temporary. Destroy after GRS 2 
GAO audit or when 3 years Item 8b 

4. 

http:documentswhic.lt


. . , .	 e " ,. 
ITEM NO. DESCRII?I'IOO OF ITEM	 DISPOSITIOO A1JlH)RITY 

Supplemental time and attendance 
sudh as si u 

reports, used for 

20.	 Budget ApportionmentFiles (Transfer 
of Disbursing Authority 
(VA Form4-4564-6» 

21.	 Personnel Allocation Letters 

Letters authorizing the personnel 
ceiling (General Schedule and Wage 
Grade) for each Natiooal Cemetery and 
the N:AO	 for the current fiscal year. 

22.	 Operating Budget Plan 

Monthly furning program for each control 
point. 

24.	 Internal Control Files 

Record of vunerabili ty assessment reviews 
that are performed quarterly. 

Records relating to reimbursing 
individuals, such as travel orders, 
per diem vouchers, transportation 
requests, hotel reservations~_._ 
all supporting enting 
official employees, 

J1l~!ltQlents, or others authorized by 

rary. Destroy after GRS2 
GAO audit or when3 years Item 3b 
old, whichever is sex>ner. 

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

Temporary. Destroy after 
the close of the fiscal 
year invd1ved. 

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

__-J:--=r.---:z stroy 1 
ear after the close 

of the fiscal year
covered by the bu:iget. 

Temporary. Destroy when 
3 years old. 

GRS 5 
Item 6 

GRS5 
Item 4 

GRS9 
Item 4a 

5.
 



. . , ' " 

ITEM NO. DESCRIPI'ION 

. --~. ~--..- -..- --.- . - .-... 
OF ITEM 

--. -- -

DISroSITION AUl'lDRITY 

Records relating to transfe 

27.	 Autcmated ManagementInformation System
(AMIS)Code Sheet Files 

a. These files contain VAForms 
40-4973b, 40-4973c, 4O-4973d, 40-4973e, 
and 4O-4973f. 

b. VAFbrm 705lg - Tilese files contain: 

(1)	 Eq>loyee Hour Record - WageGrade (W:;) 
(2)	 EmployeeHour Record - Work-Study 

Student (ws) 
(3)	 EmployeeH:>ur Record - General 

Schedule (GS) 

28.	 Record of Obligations ~ Sub-object Class 
Files (VAForm 40-4976a) 

These files contain VAForms 40-4976a 
that are used for the recording of all 
obligations incurred in order to 
account for and oontrol funds that 
are allotted for the operation and 
maintenance of the NCAO. 

29.	 . National Cemetery Quarters Appraisal Record 
and Estimate of Market Rent ~ Couparison
Files (VAForms 40-4985 and 40-4985a) 

'1hese files are required to comply with 
the instructions of GIDCircular A-45 
which states that all Goverrunentquarters 
will be appraised for quarters rental 
charge. These forms are used to determine 
appropriate charges for rental facilities 
urxier the Department of Memorial Affairs. 

30.	 National Cemetery Director Trainee 
Appraisal Files (VAForm40-4986) 

VAForms 40-4986 are used ~ Natiooal 
Cemetery Directors when supervising a 
trainee to evaluate his/her program 
during trainin:J. '!be trainin:J period
is monitored on a quarterly basis for 
one full year. 

Temporary. Destroy 4 
years after vehicle 

Temporary. Destroy when 
1 year old. 

Temporary. Destroy when 
1year old. 

Temporary. Destroy when 
2 years old. 

Temporary. Destroy when 
6 years old. 

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

GRS 10
 
Item 6
 

6.
 



, ' 

ITEM NO. DESCRIPl'Irn OF ITEM DIsrosITIrn AUl'IDRITY 

31. Defense and Disaster. 

Records pertaining to national defense, 
civil defense, emergencyplarming, shut 
downprocedures, and energy usage. 

policy and procedures and documents 
plans and operations for continui 
operations in 

b. Energy Usage Reports. 

Documentsreflecting the use of all 
electrical and petroleum products 
by~. 

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

32. Conferences. 

Corresporrlence, menoranda, reports 
and related material pertaining 
to ~ calferences and meetings. 

Temporary. Destroy when 
5 years old. 

calemars, appointment books, schedules, 
lCXJs,diaries, and other records 
documenting meetings, appointments, 
telephone calls, trips, visits, and 
other acti vi ties of Federal employees
While serving in an official capacity.
Materials determined to be "perSCllal 
records" are not covered by this item. 

(a) Records containing substantive 
information relating to the official 
activities of high level official , 
the substance of which has nox-oeer 
Inccrporaeed into meD¥:)r"'rl£' ......... 
correS£XXldence,or othe 
inclooed in the off' al, 

7.
 



, '	 .,· .	 " 

I'I'FM NO. DESCRIPTION OF ITEM DISPOSITION AlJlH)RITY 
x--::.:-..... =~-.,..:-=- -~ ~~-~--.--T·- - - _ -_. ~~-----~ -

33.	 (QgA't.) lit~ff a&liili,tsaAtli to tlloIiQ ~~"QlRQRtieRed 
officials, such as special assistants, 
confidential assistants: and adminis-
trative assistants: and career 
Federal employees, political appointees, 
and officers of the Armed Forces serviaj 
in equivalent or comparable positions.) 

GRS 23 (1) Submit SF 258, Request to Transfer,
Approval, and Receipt of Records to Item 2a 
National Archives of the United States , 
to VACO, Administrative Operations Sta 
(40), for transmittal to GSA to acce 

(2) If the offer is not,
 

accepted, destroy the
 
records when 6 years old.
 

(b) Records of other than hig evel Temporary"" Destroy when GRS 23 
Federal employeesas defin in II (a) II 2 years old. Item 2b 
above containing substan ve infor-
mation relating to of 'cial activities, 
the substance of . has not been 
incoIpOrated int fficial files. 

Temporary. Destroy when GRS 23 
no longer needed. Item 2c 

34. tCAO A'lIANTA CNLY 

(a) D:lily Deficiency Worksheet Files, Temporary. Destroy when 
VA Form40-4992a am (b) WeeklySummary 3 years old. 
of Deficiencies - HeadstoneS/Markers 
Files, VA Form40-4992b 

'ftlese files	 are maintained by the Qual.ity
Assurance Representative(s) who is/are 
responsible	 for the inspection and acceptance 
of headstales/markers procurred by <XXltract. 
VA Forms 40-4992a ard 40-4992b shc7.tldeficiencies 
in the quality of headstones/markers for 
National Cemeteries. 

8.
 



. . . ' .	 '.e Records Control Schedule e 
Veterans Administration 

Department of Memorial Affairs 
__ r __________ • --- -- ~- -- --~-- --~------

Natiooal Cemetery Area Offices 

I. Forms Irrlex 

OCSItem 
Form Number Form Title/Description Number 

6 
Injuries and Illnesses 

OSHAForm 1021"	 SUmmary Report of Federal Occupational 

OSHAForm 102FF	 SUlmnaryReport of Federal Occupational 6 
Property DamageIncidents 

Department of Federal Employee's Notice of Injury 6 
Labor Form or OCcupational Disease --
CAl and CA2 Official Supervisor's Report of 

Injury or OCcupational Disease 

Optional Form 8 Position Description	 17 

Starrlard Form 71 Application for Leave	 18 

Standard Form 1012 Travel Voucher	 25 

VAForm 2162 Report of Accident	 5,12,13 

VAForm 4-4564-6 Transfer of Disbursing Authority	 20 

VAForm 5-4644a.	 Employee Record Card 2 

VAForm 5-4644-2	 Service Record card 16 

VAForm 5-4652	 Request for Personnel Action 15 

VAForm 40-4973b	 N1IS - M:xlthly Report of Cemetery 27 
Activity and Status 

VAForm 4O-4973c	 N1IS - Quarterly ManagementReport 27 

VAForm 40-4973d	 AMIS- M:Jnthly Report of General 27 
Schedule (GS) Employee Utilization 
(VOS) 



, . 

Form Ntm1ber Form Title/Description 
ICS Item 
Number 

VA Form 40-4973e N-fiS - M::>nthly Report of 
(W3) &ployee Utilization 

Wage Grade 
(V06) 

27 

VA Form 4O-4973f AMIS - M:xlthly Report of Wage Grade 
(W3) and w:>rk-Stooy Stooent (WS) 
Employee Utilization (V07) 

27 

VA Form 40-4976a Record of O:>ligations by Sub-object Class 28 

VA Form 40-4985 National Cemetery Quarters Appraisal 29 

VA Form 40-4985a Record and Estimate 
by Comparison 

of Market Rent 
29 

VA Form 40-4986 National 
Appraisal 

Cemetery Director Trainee 30 

VA Form 40-4992a Daily Deficiency worksheet 34 

VA Form 40-4992b Weekly Summary of 
Headstones/Markers 

Deficiencies - 34 

VA Form 705lg (1) &lployee Hour 
(2) Employee Hour 

Student (WS) 
(3) Employee Hour 

Schedule (GS) 

Record 
Record 

Record 

- Wage Grade 
- Work-Stooy 

- General 

(W3) 27 

27 

27 

2.
 



.. . 
II. Subject Irrlex 

OCSItem 

Subject Number 

Armual BOOgetRequest Files 23 

Calferences 32 

Consolidated MeIoorandumReceipt 
(CMR)Files on Accountable Property 8 

Defense and Disaster 31
 

Flexitime Attendance Records 19
 

Freight Files (Bill of Lading Files) 7
 

General Administrative Files 11
 

Internal Control Files 24
 

Managementand Organization Files 10
 

Motor Vehicle Release Files 26
 

Non-Accounting Property Files 9
 

Operating Budget Plan 22
 

Personnel Allocation Letters 21
 

PUblications Files 4
 

Reference Files 14
 

Schedules of Daily Activities 33
 

SUpervisor's Personnel Files 3
 

Suspense Files 1
 

III. DEFINITIONS/cr.J\RIFlCATIONS 

GSA - General Services Administration
 

GRS - General Records Schedules
 

GAO - General Accolmting Office
 

~oo - Veterans Administration Central Office
 

~ - Department of MeDorial Affairs
 

NCAD- National Cemetery Area Office
 

NOl'E:	 General Records Schedules are issued by the Administrator, General 
Services Administration, to provide disposition standards for records 
COUWOCl to several or all agencies of the Federal Government. Questions 
ccnceming General Records Schedules should be director to ~OO, ~, 
Administrative Operations Staff (4OF). 

3.
 




