
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-GRS-91-001 

All items in this schedule are inactive. Items are either obsolete or have been 

superseded by newer NARA approved records schedules. 

Description: 

In Fiscal Vear 2013, the GRS Team began a five year project to update and revise the General 

Records Schedules (GRS) under OMB/NARA M-12-18, Managing Government Records 

Directive. The old GRS was completely superseded. 

See https://www.archives.gov/records-mgmt/grs for the revised GRS, crosswalks, faqs, tools, 

and other resources. 

Date Reported: 4/2/2019 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

https://www.archives.gov/records-mgmt/grs
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I 
- . LEAVE BLANK

REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 
-. 

DATE RECEIVEDTO: GENERAL SERVICES ADMINISTRATION . 
NATIONAL ARCHIVES AND RECORDS SE_RVICE, WASHINGTON, DC 20408 /d // tf'IJ 

1. FROM (Agency or establishment) NOTIFICA ION TO AGENCY 

--'"--"-.J.:....1..l,.LL;'-'-u:__.1.l,,i;.u.,,_,...,....,_,_.___,:ii..,,U,.L.u..i...u....1...ll.<:�W,,L,..._ 

In accordance with the provIsIons of 44 U S C  3303a 
· the disposal request, includ1ng"amendments, Is approved 

except fur items that may be marked "d1spos1t1on not 
---1 approved" or "withdrawn" tn column 10 If no records 

3. MINOR SUBDIVISION 'are proposed for disposal, the signature of the Arch1v1st Is 
not required. 

5. TELEPHONE EXT. D · ARCHIVIST OF THE UNITED STA ES 

J. Nashorn 501-6050 
/Ji4Jr 

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, 
2that the records proposed for disposal in- this Request-of ' page(s) ar·e 'not now needed for the business of this 

agency or will not be needed after the retention periods specified; and that written c<;rncurrei;ice from the General 
Ac.counting Office, 1f required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A GAO concurrel'"!ce: □ IS attached; or G] is unnecessary. 
ENTATIVE 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. GAS OR 
SUPERSEDED 

JOB 
CITATION 

10. ACTION 
TAKEN 

(NARSUSE 
ONLY) 

1 Addition to General Records Schedule 9, Travel and Transportat 

5. Records Relating •to Official Passports 

a. Application Files 

Documents �e�ating to the issuance of official passports,.
including requests for passports, transmi$.l l�tters, 
receipts, and travel authorizations. 

Destroy when 3 years old or upon separation of the 
bearer, whichever is sooner. 

b. Annual Reports Concerning Official Passports 

Reports to the Department of State concerning the number 
of official passports.issued and related matters. 

Destroy when 1 year old. 

c. Passport tregister�; 

Registers _and lists of agency personnel who have official 
passports. 

on 

STANDARD FORM 115 (REV. 8-83) 
Prescribed by GSA 
FPMR 141 CFRI 101-11.4 

115-108 



9. GRS OR 10. ACTION 
SUPERSEDED • TAKEi'-1 

(Motes,: 1. 

STANDARD FORM 115-A (REV 12 83) 

to tlle Nattonat Arclll¥H and Records Servlca. Prescribed by GSA 

FPMR (41 CFR) 101·11 4 

REQUEST FOR RECORDS 01 ':TION AUTHORITY -CONTINUATI 

• 7. 8. DESCRIPTION OF ITEM 
ITEM (ffltll lnclualw Datu or Rdrnt1on hrlotu) 
NO. JOB (NARS USE 

CITATION ONL YJ 

Destroy when no longer needed. 

Official ·'.,passports should be returned to the 
Department of State upon expiration or upon the separation
of the employee. 2. Item Sb does not pertain to copies of 
annual reports held by the Department of State.) 

l'our copies, lnctudtng ort1tnat to lie 11.1llmltted 

, 

115-204 



August 16, 1988 FILES 203, CHGE 1 

APPENDIX 7 

TRAVEL IN) TIAISPORTATIC. 0 
�,�vv\JL.\J

These records relate to the ■oveaent of goods land services under Government orders, and to the 
management, maintenance, and operation of motor vehicles used by NARA. 

701 

DESCRIPTION Of RECORDS AUTHORIZED DISPOSITION 

¥i 7('1-1 

701-2 

\
Correspondence and related records maintained !>y NAB 
perta1n1ng to agency travel and transportation 
functions. Includes agencyw1de pol1cy and guidance
concernning travel, relocation, passports, Cit1corp
Diners Club Program, SoverY111ent Travel Requests
(6TR'sle1 Government Travel System (STS), travel 
plans, and travel reports. 

COFF annually, Destroy when 5 years 
old, 

DocUJ11ents marnta1ned by 1nchv1dual offices 
concerning travel of employees but not papers
concerning arrangements, reservat1ons, etc., that 
are normally filed in the suspense file. Establish 
case files for travelers 1f volume 11arrants. 

Passport Controls 

Documents acclllllulated by the off1cially designated 

custodiar1 in obta1ning and controlling official 
passports and visas for NARA employees. Included 
are requests for passports, receipts, master 
register, and related records. 

App. 7 - 1 

COFF annually. Destroy when 2 years 
old. (GRS 231 1 tem 1l 



August 16, 1988 

702-1 !'!aseter regiseter. 

702-2 O ther docUEnts. 

703 Passenger Transpor ta tion Files 

l'lemorandwa copies of SF 1113A, Public Voucher for 
Transpor ta tion Charges, IIIE!IIIOrandUII copies of SF 
1!69, U.S. Governmen t Transporta tion Reques t 
Me1DOrandU11, travel au thor1za t1ons, transpor ta tion 
reques t regis ters, and all supporting papers. 

703-1 Issuing office memorandum copy. 

703-2 · Obligaetion copy. 

703-3 _U!)Used ticke t redemp tion forms, such as SF 1170. 

704 Passenger Reimbursemen t Files 

Records rela ting to rei11burs1ng 1nd1viduals, such as 
travel orders, per diem vouchers, transpor ta tion 
reques ts, ho tel reserva tions, and all suppor ting 
papers docWIIE!neting off1c1al travel by offices, 
employees, dependen ts, or o thers au thorized by law 
to travel. 

704-1 Travel adm1n1setraet1ve office files. 

App.e7- 2 

FILES 203, CHGE 1 
/ 

COFF annually. Des troy Mhen 10 years 
old. 

? 
/ 

Des troy Mhen rela ted passpor t 1s 
re turned to the Depar t11en t of S ta te. ' ' 

COFF annually. Desetroy itien 3 years 
old. <GRS 9, i tem 3al 

See i tem 415, Obl1ga t1on Files, for 
disposi tion ins truc tions. 

__D� t -� when no longer needed for 
admin1setraet1ve use. (6RS 91 i tem 3cl 

COFF annually. Des troy when 3 years 
old. !SRS 9, � tem 4al 

\ 




