
REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK
 

(See Instructions on reverse) ,
JOB	 NO 

NCl-28-83-S
TO	 GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED 

1. FROMUAG~NCY gR ESTABLISHMENT) 8-18-83n~te States Posta 
1 SErvice 

NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 
In acccrdaoce with the pruvrs.ons of 44 USC 3303a the drsposa: re 
quest Including amendments. IS dpproved except for Items thdt may 
be stamped "dISPOSillnot dPproved" or "wlthdrilwn" In column 103. MINOR SUBDIVISION 

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

Leroy Hinton	 245-5568 q-;;'1-~'3 n)///Jl )f{/\/
Ou/(' VAnh1l1\1 0/ fhl' l'ill/('c/ \Iolf, 

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 7 page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified. 
o	 A Request for immediate disposal. 

iXI B Request for disposal after a specified period of time or request for permanent 
retention rA ...... 

E. TITLEC. DATE D. SIGNATURE OF AGENCY RE [J A:VE ( J 
USPS Records OfficerIs-AuG <~A . Scott Harne'.J...AI.\"""'"'=i: ~~~-:-t-fLJ'

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (WIth Inclusive Dales or Retention Periods)	 ACTION TAKENJOB	 NO 

See Attached Pages 

17.t.b--
STANDARD FORM 115 
Re v. s e d Ap'il, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 

http:Harne'.J...AI


------,---"~"- ------..........
REDJROOa:NI'ROI, SOIfOOLE (j) 

Subo")tegory: 

Control 
NlIl\ber ltturents are/pertain to 

1. Third Party Claims 
Claims 

A. Property damage
files 

Arrall!1ed Consists of 

Case files. Alphabetically by last 
name of the third party. Records 
compiled through pursuing a third 
party claim: correspondence, • 
medical information, testimony,
evidential matter and such forms 
as PS 1902, 2577, 2562, 2556, 2560. 
Records may be found at post
offices or with regional counsel. 

Used 

to establish receivables accounts 
and for billing and collection. 

'Ihen 

Move to an inactive file 
upon payment or when 
written off as uncollec-
tible. Cut off this file 
each FY. Maintain on site. 
Destroy when 3-years old. 

B. Personal 
Files 

Injury Maintain and dispose of 
along with OWCP Case Files. 
(See Job I ). 
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A'IEGORY: RECORDS CON1ROL SCHEOOLE 

ubcategory: 

ontrol 
l.IniJer IbctDents are/pertain to ArralYJed consists of Used 'lhen 

2. Travel 

A. Official copy
(Original
Voucher) 

B. Travel Advances 

C. Specific Travel 
Order-Relocation 

Travel records in A and B below are normally found at 
Postal Data Centers. Travel records remaining at USPS 
Headquarters are arranged alphabetically and will be 
disposed of in accordance with these instructions. 

Filed in batch number within 
fiscal year. Original travel 
vouchers (PS Fb~ 1012) with 
supporting papers such as bills 
for lodging, car rentals, etc. 

Filed in batch number 
within fiscal year. A card 
file of PS Fo~ 1011. 

Alphabetically within 
Calendar .Year (PS Forms 
l78~ /t7il ..» 

1b account for 
travel funds 

1b account for 
Travel Advance 
Payments. 

1b verify
Relocation 
Allowances 

CUt off this file each 
FY. Maintain on-site 
for 1 FY, transfer to 
PRe for remaining 5 -
years, 3 months. 
Dispose, when 6 -
years, 3 months old. 

CUt off the file each FY. 
Maintain on-site for 
for 1 FY, transfer to PRe 
for remaining 5 - years,
3 months. Dispose of when 
6 - years, 3 months old. 

Maintain on-site for 
3 - years then destroy. 



:A1EGORY: 

subcategory : 

~nts are/pertain to consists of Used Then 

). Loca l Trave I Original '!ravel Vouchers. 
CPS iiOIJ-) 

For re imburse-
ment of local 
travel. 

W1ere cost 
over $100 

is Follow procedures in Section 2-A. 

(2 ) W1ere cost 
is less than 

Include with ]mprest Fund records. 

$100 
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subciltegory

----	 -------------'----------y-----------------~-'-~_r_---~---~----------
D:x:umentsare/pertain to 1\r.n1l1grxl Used 1hen 

:: ----"=::--=-_=---=-=_c-:-_ =--=1=-=- ::-:---:-============it=====-
n " m. ., u.	 ._'- . .-r 1 '" 

(1) Where cost is 
over	 $100 Place in individual's 

travel case file. 

• (2) l'i'here t--t--,::c~o~s~

.~ ~. s than
 ~ 

v 

records 
p..

3.&cords of the Case file, arranged by subject to document the activities of the T.his file was cutoff with
 
Yrice of Zip Code heading such as: Definitions, Field Project Office in the development implementation. -

Expansion	 implementation, computer systems, and implementation of the Expanded
etc. These are project files, that ZIP Code.' 
ahow the development and Lmp Leme nbe t fc n PERMANENT: Transfer to FRC 
of ZIP+4. Consists of audits, when'SOlyears old. offer to 
~ongressional correspondence, studies NARS when 20 years old. 4 ""'-tf: 
seminars and administration of the 
task force. feet) ~fD ~C-~("t-i!.,cubic	 6. 

it -r:": ~ 
(PO·:3~·~~ 

~~~. 

~GR.S c / I:; 3/4) 
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('l\'(foJ.X)R'{': RFDJRIlS CCHmJL SOlfUJIE 

Subca tegory: 

Control 
NlJ1iJer DoclJ1lellts are/~tain to 

4. Industrial Engineering
Project Case Files 

Arrallljed rortsistsof 

Arranged by Project Number 
(Alphanumeric Designator) and Pro-
ject Title. Consists of a chronol-
ogy of significant events,
pertinent correspondence, surveys\
reference material fincluding
drawings, film. and photographs),
plans, reports, presentation
material, and other supporting
documents, to include directives 
(Management Instructions, handbooks,
training material, and Headquarters
Circulars) . 

Used 

to reflect a complete history of 
each project from initiation 
through development to completion. 

'!hen 

move to a closed project
file upon completion or 
cancellation. Assemble 
papers, documents,
drawings, etc., maintained 
apart from the file;
including mode Ls, films, 
or other items too bulky
for previous inclusion. 
Close this fq.~each 
calendar year;~dispose
of when 5- years old. 
(j) T1?AN Sh;"Y'?, 'it:.' FteG i..vtk"-' 
;A.-'-t en« S c.:Jl..L~ 

A. Technical 
Papers 

Working Consists 
material,
compiled 

of notes, reference 
drafts and other material 

by the Project Engineer. 

as reference by the project engineer
and for producing other documents,
maintained separately from t~e 
official case fil~ 

upon completion or 
cancellation of the projec~
move those papers of suffi-
cient technical value to 
the closed case file;
destroy all others when 
I-year old. 

B. Control 
indexes 

Logs and for control and finding aid~ maintain, transfer, and 
dispose of with related 
project case files. 



CJ\'IH:oIIV: 

!;,d1c~at.egory: 

i'0111 rol 

5. Tnduc;trial Enqineering 
1'ec~ni.cal Refernnce 
f iIes 

I). !n<'lmtrial f)1gi~ring 
'l'ochn i.0-"11 Connil tee 
Pile'l 

e' 

0)~ie~ of technical and scientific 
publications and other data such as 
specific~tions files, all exclnqive 
project file. 

of the 

~.n'('ly as a refer.ence source 

('"lromlogi.cally by meeting date and 
camuttee name. consist of paper s , deci.-
s ions , record cor:tV of aqendas , ninutes , 
di rect ives , and all other document:; rel ""Ita-' 

'T'orJoc:ur-entCU'T'l.ttt~ ilcttvi.tie-; 
np.chions 

iU1<l 

to the general operation of the ccn'littcc, 
except for those that becane part of t;le 
Project case file. Also include .. docurrlenv 
rel~ting to the establishment, revisio", 
or termination of indivinual proiects. 

rli."lp--l<;eof when super sed=d 
or obsolet.e . 

Cutoff this file each calendar 
year: di.srose of whl?n 3 
years old. 



(' II"	 .,': .----.-----------------------------~----.------r_--~---------------------~~--r_----~----~~------------
1I1!~~!11~ ill"('/lf'rl,,\n to I\rr<lngro 1hert 
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Il-~50: V ((..: • 
7.	 leave application 

Files (Afll ~u:~(~ 

C v"'l'\ ./1',..; J... ) 

8~Til1le and Attendance 
rds (other than 

ayroll) 

A.	 Time Disallowano 
Records 

B.	 Unauthorized 
OITertiIre 

Alphabetically by enployee name wl thin
 
pay location or tour. Applications or
 
equivalent and supporting papers" if any,
 
relating to requests for and approva l
 
of leave taking. '
 
(PS 3971, 3972)
 

by SSN within pay location or work section.
 
Maintained in a three-ring notebook,
 
(PS 1017-A)
 

by SSN within pay locations or work section.
 
Maintained in three-ring notebbok along
 
with PS 1017-A.
 
(PS 1017-B).
 

to docunent scheduled and unscheduled ~ Cutoff .the file each calendar 
May also be used to dOCtUnent"personal" year. Dispose of when 2 years 
leave, and tardiness. PS 3971 OJI1stitutes old. [)x:unents that beccrne 
a supplerentary basic time record. a part of a disciplinary file 
(29 CFR 516.6 (a) (1) • Infonnation collected or administrative proceeding, 
on PS 3972 will be Used in absence analysis. will be disposed of with that 

file. 

Replaces NCI-28-79-4/35. 

as a cunulative record of disallo.led time, cutoff this file each calendar 
for counseling and disciplinary ~ction. Dispose of when 3 years old. 

as a ClI11Ulative record- of unauthorized Dispose of along with all records 
O\Iertime. maintained in the absence ana Iys i S 

rntebook in A above. 




