‘REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK '
(See Instructions on reverse) JOB NO ™
NC1-28-84-6
TO- GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECOGRDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED
1. FROM (AGENCY OR ESTABLISHMENT) 2-24"‘84

U. S. Postal Service

2. MAJOR SUBDIVISION ; .
Finance In accordance with the prowisions of #4 U S C 3303a the disposa: re

ina quest. including amendments. s approved except for items that may

3. MINOR SUBDIVISION be stamped “disposal not approved” or “withdrawn" in column 10

Payroll Systens

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT ¥ 3
Do 8‘ /
Sheila Allen, Records Ooffice 245-5568 Duate ! Nrchoost of the United States

6. CERTIFICATE OF AGENCY REPRESENTATIVE
| hereby certify that | 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 _&3  page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified.

[] A Request for immediate disposal.

NOTIFICATION TO AGENCY

[x] B Request for disposal after a specified period of time or request for permanent

retentioh.
C. DATE D. RIGNATLRE OF AGHGTY REPRESENTATIVE E. TITLE
2/16/84 [ . USPS Records Officer
~ 9
7. 8. DESCRIPTION OF ITEM . 10.
ITEM NO (With Inclusive Dates or Retention Periods) SAMELE OR | AcTION TAKEN
See the attached Payroll System portion of the |Replaces
PDC Records Retention Schedule. Section
G. of
POD Pub.
PDC-1
(1l1/65).
269 Hems
115-107 STANDARD FORM 115
y TA (CHANGE %‘7 EQUIRED Revised April, 1975
M455 m C Q” S//EET }( { R ‘ Prescnbedpby General Services

Administration

. : Z / //" ty Catolyn darger FPMR (£1 CF) 101-11 4
QA agency GBp Y5 Iyemeel o EASRE o



PPC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 1 - Employee Master File
SUBSYSTEM: Master File Maintenance EFFECTIVE DATE: SEP 1 51983
RECORD | CONTROL | JOFFICIAL RECORD| MAINTENANCE & { ADDITIONAL - INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME § MAINTAINED BY | DISPOSITION | RELATED INFORMATION
1 - Control {1.1.1 | Personnel Action and Deduction Transaction { Payroll | Retain for 7 pay |
Reports | | Reports  such as: | Processing | periods, then ]
| | AADOOSP1 - Run Controls Initial Personnel | Branch | destroy. {
| | Input 1 l |
| | AADO30P2 - Batch Header Listing | | { -
| K | Employee Master Update Control Reports T Payroill | Retain for 7 pay T
| | such as: { Processing { periods, then |
| | AADO60OP1 — Run Controls Employee Master | Branch | destroy. 1
| I Update . ( | (
| | AADO65P1 - Mini-Master Update Control | | {
f | Report ( ! |
11.1.3 | Employee Master Update Control Reports { Payroll | Retain until no T
| | such as: | Processing | longer needed, or |
| | AADOUBPY - Employee Master Discrepanciles { Branch | for 1 pay period, |
| [ AADO70P2 - Employee Master Update Audit i | whichever is later, |
{ ] Report (Batch Sequence) | | then destroy. |
| | AADOTOP10- Employee Master Update Audit ] | |
( | Report (SSN Sequence) ! f 1
. [ On-1ine File Maintenance Control Reports | Payroll T Retaln until no T
{ | such as: | Processing | longer needed, or |
| | AAD230P1 - On-line File Maintenance Report | Branch | for 1 pay period, |
| | (SSN Sequence) . { { whichever is later, |
| | i ! then destroy. |
1.5 [ AAD9HOPY - Charity Transactions Control | Payroll | Retain for 6 pay 1
| | List | Processing { pertiods, then |
I I | Branch | destroy. §
T 16 | PCB50ST1 - ELRIC Supplied Transactlion | Payroili T Retain for 2 pay ]
{ { Count | Prodessing | periods, then !
| | | Branch { destroy. 1
2 - Edit/ 1.2.1 Fersonnel Action and Deduntion Transaction Payroll Retain for U pay
Error Reports such as: Processing periods, then
Reports AADOOIPOl - Error Report Branch destroy.

AADO20P? - Late Separation Report
AADOTHP6 - Designation 7x Late Action

| 1
l ]
| i
| AADO20PY - Prior PS 50 Action Report [
i (
| |
f AADOTOEP? - Late Action leport !




SYSTEM: Payroll

PDC RECORDS RETENTION SCHEDULE

SUBSYSTFEM: Master File Maintenance

SUBJECT: 1 - Employee Master File

EFFECTIVE DATE: SEP 15 1983

RECORD | CONTROL | {OFFICIAL RECORD! MAINTENANCE & [ADDITIONAL INSTRUCTIONS/{
CATEGORY | NUMBER | SERIES NAME o | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
2 - Edit/ {1.2.2 | Fmployee Master Update Error Reports | Payroll | Retain for 4 pay 1
Error | I such as: | Processing | periods, then {
Reports | | AADONSP - Master File Analysi$ (protected { Branch | destroy. 1
(continued) | | rate to explire) | ] |
{ | AADO71P11 - Bmployee Master Error Report i { |
| { AAD625P1 - Duplicate Employee Record | | |
| | AADG30Pt - File Report (by Error Message) | | |
(I | AAD630P4 - Special Report of Invalid i | |
| | Charity Codes { | 1
1t.2.3 | Health Benefits Enrollment Processing Error| Payroll | Retain until next |
{ | Reports such as: { Control | report received, {
| { AAI320P1 - Health Benefits Open { Branch | then destroy. |
| { Season AAI320 Transaction Card | | |
| | Fdit Errors by Batch ! | [
3 - Flle/ 11.3.1 | Personnel Action and Deduction Transaction | Payroll { Retain for 7 pay |
Reference | { Reference Reports such as: | Processing | perfods, then {
Reports { | AADO2SP! -~ Travelers fnsurance Records { Brench { destroy. |
f1.3.2 | Bmployee Master File Reference Reports | Payroll | Retain for 3 pay ]
{ | such as: | Processing | periods then |
| { AADO"SPN - Bond Listing | Branch | destroy. |
I f AADONSP6 - Deleted Fmployee Report | ] |
| | AADHK30P7 - Bmployee Master File Analysis -| I {
| | Speclal Bond Report [ | |
11.3.3 | On-Line File Malntenance Reference Reports | Payroll | Retain for 4 pay {
| { such as: | Processing ! periods, then {
| [ AAD232P1 - SSN Audit Report | Branch { destroy. |
| { AAD232P2 - User ID Audit Report | | |
| | AAD232P3 - User Statistics Report | { [}
11.3.4 | ARM?25P7 ~ General Salary Reference List | Payroll | Retain for 1V year, |
i | Processing | then destroy. {
|

Branch
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 1 - Employee Master File
SUBSYSTEM: Master File Maintenance ) EFFECTIVE DATE: SEP 1 5]983
RECORD | CONTROL | JOFFICIAL RECORD| MAINTENANCE & fADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
5 - Summary [1.5.1 | Personnel Action and Deduction Transaction | Payroll { Retatn for 1 pay [
Totals, | | Reports such as: | Processing | period, then |
Recap & | | AADQO20PU - Prior PS 50 Action Report { Branch | destroy. |
Reconcilia- | | Transaction Summary | 1 |
tion | | | | |
Records/ 1 | | ( |
Reports i | ! | |
J1.5.2 | Employee Master Update Reports such as: | Payroll | Retain for 2 years, |
f | AADOUSP3 - Summary of Update Statistics | Control { then destroy. |
! ! | Branch |
1.56.3 Employee Master File Recap, Posting and Payroll Retain for S yeers, Corporate Record
Crossfooting Reports such as: Control then destroy.
AANOB1P! - SSN Posting Report Branch

I
|
|
| AANO81P2 - SSN Crossfoot Report

| AANO81P3 - Overall Posting Report

| AANO81IPU - Overall Crossfoot Report

f AANO81PS5 - Employee Master with Negative
| Year-to-Date Amounts

| AANOB1P6 - Retirement Posting Report

{ AAD930P2 - Year End Counts of Employee

| Master

—— —— e D ——tn vy ]
— e cna = —— - — e — |
—— — — - — ——— —— a]

192
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 1 - Employee Master File
SUBSYSTEM: Master Flle Maintenance . EFFECTIVE DATE: SEP 1 5 1983
RECORD 1 CON1ROL | JOFFICIAL RECORD} MAINTENANCE & JADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME ! MAINTAINED BY | DISPOSITION { RELATED INFORMATION
7 - Case 11.7.1 ! Audit Folder { Payroll } Retain for 3 years | Corporate Record '
Files ] | | Processing | after the year 1in !
| ! { Branch | 'which the employee |
t 1 | | separates, then }
] H | { destroy. |

NOTE: The Audit Folder contains forms retained permanently {for 1ife of the Audit Folder) and forms
retained temporarily (until superseded or cancelled}.. For the specific retention instructions for each
form, see the Records Retention Schedule location listed below:

PERMANENT RETENTION

1 1

| |

t !

| !

| | Form No, Subsystem Schedule | Form No. Subsystem Schedule
] | Location } Location
] { PS S0 MFM 1.9.1 H PS 2249 Cale 5.9.3

| | PS 833 Calce 4.9.2 | SF 2809 13,] 1.9.6

! } SF 11%0 MFM 1.9.19 { SF 2810 MEM 1.9.6

] | CA 1207 MFM 1.9.21 | SF 2817 MFM 1.9.7

H { POD 1212 MEM 1.9.1 | PS 3185 Calc 4.9.4

! ! P5 1219 MFM 1.9.1 ! PCES Lump Sum Calc 4.9.6

| | PSS 1303 MFM 1.9.2 ! Payment

i ! PS 1377A MFH 1.9.24 t Authoriza-

I | P3 2216 Calc 4.9.2 | tion

| | PS 2248 Ad j 1.9.3 ! Letter

! } PS 2218X MFM 1.9.7 |

!

[ T TEMPORARY RETENTION

t !

| | Form No. Subsyatem Schedule { Form No. Subsystem Schedule
1 T Location 1 Locatlon
! { PS N MFM 1.9.5 { SF 1198 MFM 1.9.1

i H Wh MFH 1.9.5 [ PS 1216 MFM 1.9.3

i | W5 MFM 1.9.5 | PS 1221 MFH 1.9.20

| ! 7 (memo) MFM 1.9.25 { POD 1476 MFM 1.9.8

| { W15 MFM 1.9.5 ! PS 1915 MFM 1.9.16

| { SF/PS 1uY MFH 1.9.4 | TD 2254 MFM 1.9.8

{ | SF 1187 MFM 1.9.11 | PS 3075 MFM 1.9.14

| | SF 1188 MFM 1.9.12 ! PS 3076 MFM 1.9.14

| | SF 192 MEM 1.9.8 ! PS 3239 MFM 1.9.16

! i ] Union Dues MFM  1.9.12

| H ) Cancellation

| 1 ! Letter

' ! | Union Dues MFM 1.9.13

! t |

Change Letter




SYSTEM: Payroll

-5 -
PDC RECORDS RETENTION SCHEDULE

SUBJECT: 1 - Employee Master File

SUBSYSTEM: Master Flle Maintenance EFFECTIVE DATE: SfPpP 1 5]983
[
3
RECORD | CONTROL | |OFFICIAL RECORD| MAINTENANCE & JADDITIONAL INSTRUCTIONS/
CATEGORY { NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION { RELATED INFORMATION
7 - Case }1.7.2 | Tax Levy Desk Records (for employees | Payroll | Retain for 3 years | Corporate Record
Files | | agalnst whom tax levies have been served) | Processing | after levy is |
(continued) | | | Branch | cancelled, then ]
| | | | destroy. f
8 - Trans— [1.8.1 | File Maintenance Batch Logs such as: [ Payroll | Retain for 4 pay |
action | | AADOO1 Log - (Form 50s) | Processing - | periocds, then |
Status f { AADO30 Log - (Misc. personnel forms - | Branch | destroy. |
Records | | health benefits, address changes, etc.) | | |
11.8.2 | Data Entry Control Records  such as: | Payroll I Retain for 1 pay T
| { bate Entry Batch Control Log | Processing { period, then |
| | File Maintenance Progrem Log | Branch { destroy. |
| | Transactions Processed Form l | |
11.8.3 | PS 3198 - Report and Output Distribution | Payroll | Retain for 2 pay |
| | Sheet { Processing | periods, then
| l | Branch | destroy. {
J1.8.1 | Garnishment Control log | Payroll | Retailn for 1 year |
| i | Processing | after date of last |
| | | Branch | entry, then destroy |
11.8.5 [ Data Entry Control and Identification I Payroll | Retain for 1 pay {
| | Documents: | Processing | period, then !
| | PS 1208 - Keypunch Utilization Record | Branch | destroy. |
{ | PS 3183 - Batch Control Card | | |
9 - Data 1.9.1 Personnel Action Documents: Payroll File in Audit
Input/ PS 50 - Notification of Personnel Action Processing Folder, Retain in
Source Branch Audit Folder
Documents permanently.

POD 1212 ~ Payroll Master Record Tran-
script (Obsolete - replaced by PS 50)

PS 1219 - Rural Auxiliary Appointuent/
Separation (Obsolete - replaced by PS 50)
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 1 - Employee Master File
SUBSYSTEM: Master File Maintenance EFFECTIVE DATE: SFp 1 " 1007
RECORD { CONTROL | {OFFICIAL RECORD| HAINTENANCE & {ADDITIONAL INSTRUCTIONS/

CATEGORY | NUMBER | SERIES NAME { MAINTAINED BY | DISPOSITION { RELATED INFORMATION
9 - Data 11.9.2 { PS 1303 - Salary Change Notice | Payroll { Flle in Audit |
Input/ | | (Obsolete - replaced by PS 50) | Processing { Folder. Retain any |
Source | | | Branch | copies dated 1/1/70 |
Documents | | | | or later fn Audit |
(continued) | | | | Folder permanently. |

11.9.3 | Address Change Documents: 1 Payroll | File in Auwdit T Corporate Record

{ | PS 1216 - Employee's Current Mailing | Processing { Folder. Retain most|

{ | Address | Branch | current copy in |

{ | | | Audit Folder, |

| | i | Remove any super- |

| { ’ { seded coples and |

| i | destroy. t

Ti.9.4 T prior Service Documents: | Payroll T File in Audit |

| | PS 144 - Statement of Prior Federal | Processing | Folder. Retain |

| { Civilian and Military Service | Branch { most current copy |

| | | | in Auvdit Folder. |

{ | ] | Remove sny super- |

| | | | seded copies and |

| | R | destroy. 1

1.9.5 Income Tax Withholding Documents: Payroll File in Audit Corporate Record
IRS W-!i - Employee's Withholding Processing Folder. Retatin
Allowance Certificate (Federal/State) Branch most current copy

IRS W-5 -~ Earned Income Credit Advance

IRS W-15 - State Withholding Tax

ifn Audit Folder.

seded copies for 8

Fxempt.ion Certificate

|

{

1

|

{ Payment Certificate for 19xx
|

{ years, then destroy.
!

|

— o — — — — — — w—

|
i
(
|
Retaln any super- |
|
|
i
!

PS % -~ Employee's City or County With-
holding Certificate
11.9.6 T Health Benefits Documents: N [ Payroll T File In Rudit | Corporate Record
| | SF2809 - Hlealth Benefits Registration Form | Processing | Folder. Retain in |
! | St2810 - Notlce of Change in ilealth { Branch | Audit Folder |
{ | Benefits Enrollment | | permanently. |
11.9.7 ] Uife Insurance Documents: 1 Payroll [ File in Audit | Corporate Record
{ | PS 2218-X - Group Life Insurance | Processing | Folder. Retain in |
| | AdJustments | Branch | Audit Folder |
| | oF 2817 - Life Insurance Flectfon i | permanently. |
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PNDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 1} - Employee Master File
SUBSYSTEM: Master File Maintenance EFFECTIVE DATE: SEP 15 1983
RECORD | CONTROL | |OFFICIAL RECORD|{ MAINTENANCE & {ADDITIONAL INSTRUCTIONS/

CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
9 - Data {1.9.8 | u. S, Savings Bonds Documents: } Payroll } File in Auvdit | Corporate Record [}
Input/ | | SF 1192 - U. S. Savings Bond Authorization | Processing | Folder. Retain {
Source | ! for Purchase and Request for Change | Branch { most current copy. |
Documents | { POD 1476 - Bond Authorization | | Retain any super- |
(continued) | | TD 2254 - Bond Authorization | | seded or canceled |

| { ! | copies for 1 year, |

| t | | then destroy. !

T1.9.9 1 Charity {Comblned Federal Campalgn) 1 Payroll | Retaln 2 years after| Corporate Record

[ { Deducticon Documents: | Processing | expiration, then i

| | CFC Payroll Withholding Authorization Form | Branch | destroy. I

T1.9.10 ! Unfon Dues  Documents: | Payroll T Retaln for 2 years | Corporate Record

1 | PS 1951 - Code Sheet for Mass Union Dues { Processing { then destroy.

| }  Change { Branch |

j1.9. 11 i SF 1187 - Request and Authorization of | Payroll § Fille in Audit } Corporate Record

{ | Voluntary Allotment of Compensation for | Processing { Folder. .Retain !

| ! Payment of Employee Organization Dues | Branch | any superseded or | .

{ | { { canceled coples for |

| | | | 2 years, then |

} | t | destroy. {

19,12 '3F 1188 - Revocatlon of Voluntary T pPayroll [ File In Audit | Corporate Record

] { Allotment of Compensation for Payment | Processing | Folder. Retain |

} | of Employee Organization Dues { Branch | in Audit Folder for |

| | Union Dues Cancellation letter ! | 2 years, then {

| | | ! destroy. {

1.9.13 Union Dues Change Letter Payroll File In Audit {1 Corporate Record
frocessing Folder. Retaln
Branch most current copy

in Audit Folder.
Retaln any super-
seded coples for
2 years, then
destroy.
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' PDC RECORDS RETENTION SCHEDULE

SYSTFM: Payroll SUBJECT: 1 - Employee Master File
SUBSYSTEM: Master File Maintenance . EFFECTIVE DATE: SEP 15 1983
RECORD { CONTROL | {OFF ICIAL RECORD| MATNTENANCE & {ADDITIONAL INSTRUCTIONS/

CATEGORY | NUMBER | SERIES NAME § MAINTAINED BY | DISPOSITION { RELATED INFORMATION
9 - Data 11.9.14 | Allotment. to Financlal Organization and | Payroll | File in Audit | Corporate Record
Input/ | | Net to Bank Documents: | Processing | Folder. Retain I
Source | | PS 3075 - Request by Fmployee for Payment { Branch | any superseded or |
Documents | | of Net Salary/Wages to Financial | | canceled coples for |
(continued) | | Organization for Credit to Designated | [ 2 years, then |

] | Account, | | destroy. |

{ | PS 3076 - Financial Organization Authori- | | 1

l [ zatfon Request t | |

i { SF 1198 - Request by Bmployee for Allot- | | 1

| | ment of Pay for Credit to Savings | | {

{ | Account. with 8 Financial Organization | i f

Tr.9.15 | Tax Levy Documents: | Payroll | File with Tax Levy | Corporate Record

| | PS 3190 - PDC Tax Levy Transmittal Processing | Desk Records |

{ | TD 668-G - Conditional Release of Levy on Branch f |

i | Wages and Salary { l [

{ | TD 668-P - Statement of Personal | { |

{ | Exemptions ’ { | |

f | TD 668-R - Release of Levy on Wages, t 1 i

| | S3alary and Other Income { i {

| | TD 668-W -~ Notice of Levy on Wages, | { {

| | Salary and Other Income {Involuntary | ! |

| | levy) | | |

{ | TD 2159 - Payroll Deduction Agreement { { {

! |  (Voluntary Levy) { i (

T1.9.16 [ Indebtedness to USPS/Other Government ¥ Payroll | File in Audit [ Corporate Record

| | Agencies Documents: ! Processing { Folder. Retain in |

| { PS 1915 - Authorization to Flag Mmployee's | Branch ! Audit Folder until |

| | Accounts | | canceled, retain |

{ f PS 3239 - Payroll Deduction Agreement to | | 2 years, then |

| { lLiquidate Indebtedness ! | destroy. |

11.9.17 | Child Support/Alimony Payment Documents: | Payroll | Retain for 2 years | Corporate Record

| f PS 1242 - Court Ordered Child Care or { Processing { after cancellation, |

I { Alimony Payment { Branch { then destroy. |

Ti.9.18 Commercial Garnlshment Documents: Payroll Retaln for 2 years Corporate Record

U —

|

P3 12U2-A - Commercial Carnistment With- { Processing after cancellation,
|
(

I

{
holding MNotice or Wope Farner Plan Branch { then destroy.
Allotment. Request ) I




SYSTEM: Payroll
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PDC RECORDS RETENTION SCHEDULE

SUBJECT: 1 - Employee Haster File

SUBSYSTEM: Master Flle Maintenance 4 | " EFFECTIVE DATE: SEP 1 ﬁ 1983
RECORD { CONTROL { |OFFICIAL RECORD] MAINTENANCE & tADDITIONAL INSTRUCTIONS/

CATEGORY { NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION } RELATED INFORMATION
9 - Data | 1.9.19 | Leave Balance Change Documents: { Payroll { File in Audit | Corporate Record ’
Input/ t { SF 1150 - Record of Leave Data | Processing | Folder. Retain in |
Source | | Transferred I Branch | Audit Folder {
Documents ! | ] | permanently. 1
(continued)

Ti1.9.20 } PS 1227 - Advance Sick Leave Authorization | Payroll | File in Audit I Corporate Record

] { { Processing | Folder. Retain in |}

| { | Branch ! Audit Folder for l

[} i ] I 2 years after ]

| } { | repayment of leave, |}

{ | | { then destroy. i

11.9.21 { CA 1207 - Leave Buy-Back Worksheet T Payroll { File in Audit T Corporate Record

{ | | Processing | Folder. Retain in |

| { { Branch { Audit Folder i

| | | { permanently. |

{1.9.22 | Employee Master File Miscellaneous Changes | Payroll | Retain for 3 pay 1

{ | Documents: { Processing { periods, then |

{ { PS 1204 - Master Record Change { Branch { destroy. [}

{ | POD 2243 - Master Card Change [} { |

11.9.23 | Employee Master File Purge Documents: | Payroll } Retain for 3 pay ]

t ! PS 1951 - Code Sheet for Purge of Employee | Processing { perlods, then |

{ } Master File Deduction Segments. | Branch | destroy. {

1.9.24 Officer—-1n-Charge (CAG-L) Appointment Payroll File in Audit Corporate Record

!
Documents: { Processing
PS 1377A - Form V137{ Attachment | Branch
|

Folder. Retain
in Audit Folder
permanently

-— e ce ool
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 1 - Employee Master File

SUBSYSTEM: Master File Maintenance EFFECTIVE DATE:

SEP 151983

RECORD { CONTROL } |OFFICIAL RECORD}{ HAINTENANCE & |ADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME { MAINTAINED BY | DISPOSITION | RELATED INFORMATION
9 - Data 1.9.25 Suspended Employee System Documents: Payroll File in Audit Corporate Record }
Input/ 7 (memo) - Suspension Notification Letter Processing Folder. Retsain
Sout ce Branch current copies in

Documents

|

{

{

t Audit Folder.
(continued) |

|

t

]

!

| |
| |
| {
! l
| Retain any copies !
| for 3 years if [}
| removal is upheld t
| or back pey awarded,|
| then destroy.

PS 3191 - Suspense System ~ Pay Period
Suspense Transaction

PS 3192 - Suspense System - Comment Record

PS 3193 - Suspense System - Settlement
Record

Payroll Retain for 3 pay
Processing pertods, then

| Corporate Record
|
Branch | destroy.
!
l
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 1 ~ Employee Master File
SUBSYSTEM: Master Flle Maintenance EFFECTIVE DATE: SEP 1 5 1983
RECORD  [CONTROL| DATA T T | AUTHORIZED | CORPORATE
CATEGORY |NUMBER | SET NAME| FILE NAME | FILE DESCRIPTION | RETENTION { RECORD COPY
| | 1 | | INSTRUCTIONS |

10 - His- |1.10.1 | AADPXN. [ Bmployee Master A tape copy of the master file that { Retain for 10 Corporate Record
torical { VS060T09| File After contains all the information on the | years then

Master { PPXXXX | Final Calec individual employees paid by the PDC [ destroy.

Files | BU that is necessary for use by the |

|
|
l
{ |
{ !
! |
| |
l |
| |
| !
| !
| !
1 !
1 |
! !
| |
1 |
{ {
| l
| {
| |
| !
| |
! !

—— iy T cm— ——— ——— — —— ——— —— —— — " t— —— o —— anue

Payroll System (e.g., name, SSN,

grade, address, tax codes, deducttions,]
allotments, pay locations, .job titles,|

sex, minority and handicap codes).
This tape is a copy of thé entire
Employee Master File reflecting the
status of the file as of the comple-
tion of the payroll calculation
process for the current pay period.
It has been updated with the current
pay period's transactions and the
current cunulative totals for
earnings, retirement contributions,
taxes, deductions, allotments, leave
hours, etc. The {nformation on the
Employee Master File is an input to
the payroll calculation process for
the subsequent pay perfod and to
generate management/statistical
reports.
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 2 - Edit and Validation
Master File
SUBSYSTEM: Master File Malntenance EFFECTIVE :
SEP 151983
RECORD |  CONTROL | {OFFICIAL RECORD{ MAINTENANCE & JADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
1 - Control [2.1.1 | AADS00P2 -~ Run Controls Edit and Valida- | Payroll | Retain for 1 pay f
Reports | { tion Update | Processing | period, then |
| | | Branch | destroy. 1
2 - Edit/ 12.2.1 [ AADSO0P1 - Edit and Validation Update | Payroll | Retain for t pay {
Error { | Error and Audit Listing | Processing { period, then |
Reports | | | Branch | destroy. |
3 - Flle/ 12.3.1 | AADSOOP3 - Segment 50 of Edit and Valida- | Payroll | Retain for 1 pay i
Reference | { tion Master File | Processing | period, then |
Reports | | | Branch | destroy. |
[2.3.2 | AADS30P1 - Salary Charts | Payroil | Retain for 7 years |
| | | Processing | then, destroy. I
| l | Branch I |
{2.3.3 | Facility Master File Update Reports | Payroll i Retain for 3 pay |
| 1 such as: ! Processing | periods, then i
f { AAS180P1 - T&A Facility Master Update i Branch | destroy. |
| | Report ! | l
9 - Data 12.9.1 | PS 1951 - Segment 95 - Commercial Garnish- | Payroll | Retain until i
Input/ | | ment | Processing | processing verified,|
Source { | PS 1951 - Segment 97 - Child Support { Branch { but no longer than |
Documents | | PS 3178 ~ Vallidation Master File Multipur~ | 1 3 pay periods, |
| | pose Code Sheet | | then destroy. |
]2.9.2 | PS 3180 - Pay Location Information Trans- | Payroll | Retain for 1 year, |
{ | mittal | Processing { then destroy.
! l | Branch {
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POC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 2 - Edit and Validation Master

File
SUBSYSTEM: Master File Maintenance EFFECTIVE DATE: -
SEP 15 1983
RECORD {CONTROL| DATA | | { AUTHORIZED | CORPORATE
CATEGORY |NUMBER | SET NAME| FILE NAME ! FILE DESCRIPTION | RETENTION | RECORD COPY
! t ! ! : { INSTRUCTIONS } .

10 - His- [2.10.1 AADPXN. Edit and A tape copy of the master file that Retain for 3 Corporate Record
torical VS500 Validation contalns the edit code tables, years, then
Master TO1. Master File programmer data tables destroy.

Files EVMAST and other information that is

BU necessary for use by the Payroll

{

i

t

!

|

| System (e.g., salary tables, COLA
| rates, tax rates, pay locations,

| finance numbers, employee counts,
{ health benefit codes and rates,

| addresses and identification numbers
{ for all organizations receiving

| employee deductions or allotments).
} This tape 13 a copy of the entire

| Edit and Validation Master File

{ reflecting the status of the file as
| of the deadline time for file

| maintenance activity for the current
| pay period. The information on the
| Edit and Validation Master File 13 an
| input to the payroll calculation

{ process and is used to facilitate

{ processing of payroll transactions

| and to generate management/

|

i
|
t
|
|
t
{
|
i
t
|
|
|
|
|
t
|
|
i
!
|
|
] statistical reports,




SYSTEM: Payroll

- 18 -

PDC RECORDS RETENTION SCHEDULE

SUBSYSTFM: Master File Maintenance

SUBJECT: 3 - Rural Route Master File

EFFECTIVE DATE: Gprp {5 1983

RECORD | CONTROL | [OFFICIAL RECORD] MAINTENANCE & |ADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
1 - Control [3.1.1 | Rural Route Evaluation Contronl Reports | Payroll | Retain until no |
Reports | | such as: { Processing | longer needed, or ]

| | AAQ360P1 - Control Report | Branch | for 1 pay period, |
| | AAQ600P3 - AAQ600CO Control Tables i | whichever is later, |
i | } | then destroy. !
2 - Edit/ 13.2.1 | Rural Route Master Update Edit Reports | Payroll | Retain until [
Error | f such as: | Processing | problem resolved, |
Reports { | AAQI100P1 - Route Master Transaction Errors | Branch | but no longer than |
| | AAQ210Pt - Rural Route Master Update | { 4 pay periods, then |
| |  Discrepancies i | destroy. |
13.2.2 1 Rural Route Evaluation Error Reports | Payroll I Retaln until 1]
| | such as: | Processing { problem resolved, |
| | AAQ1I50P2 - Rural Route Mail Count Evalus- { Branch { but no longer than |
| | tion Error Report | | 4 pay periods, then |
f | AAQ352P2 - Error Report - Rural Route Cost | | destroy. |
| | Analysis Statistics t | ]
3 - File/ 13.3.1 | Rural Route Master Reference Reports | Payroll | Retain for t year, |
Reference | { such as: { Processing | then destroy. |
Reports { | AAQ300P3 - Rural Route Master Listing | Branch | |
| | AAQ600PY - Designation 73 Multiple Job | | {
| | Segments - Employee Master | | |
| | AAQ600P2 - Designation 71 Multlple Job f { {
} | Segments - Employee Master I { |
[3.3.2 [ Rural Route Classification and Evaluation | Payroll ] Retain for S years, |
i | Reference Reports  such as: | Processing | then destroy. l}
{ | AAQI20P! - Rural Before/After Report f Branch | |
[3.3.3 | Rural Carrier History File Reports { Payroll | Retain for 1 year, |
| | such as: { Processing | then destroy. [
| [ AAR205P1 - Rural Carrier History File List { Branch |




SYSTEM: Payroll
SUBSYSTEM: Master File Maintenance

- 15 -

PPC RECORDS RETENTION SCHEDULF

SUBJECT: 3 - Rural Route Master File

EFFECTIVE DATE:

SEP 15 1983

RECORD
CATEGORY

{ CONTROL
| NUMBER

|
1 SERIES NAME

{OFFICIAL RECORD}
MAINTAINED BY |

MAINTENANCE &
DISPOSITION

{ADDITIONAL INSTRUCTIONS/
| RELATED INFORMATION

4 -~ Manage- |3.4.1 | AAQ900P! - Rural Route Master Listing | Payroll { Retain until no [}
ment/Statts-| | | Processing { longer needed, but |
tical | | { Branch { not longer than 4 |
Reports | | | | pay periods, then |
| | | { destroy. |
13.4.2 ] Rural Route Classification and Evaluation | Payroll 1 Retaln for 2 years, |
| | Reports such as: | Processing | then destroy. |
I | AAQ120P2 - Rural Route Evaluation - Forms | Branch | i
| [ %241, 4003 and Changes | | i
i f AAQ120P3 - Rural Route Mail Count Evalua- | | |
i | tion { { {
| | AAQ120PY4 - Standard/Actual Time Variation | | i
| | and Special Items | | |
( | AAQ150P1 ~ Rural Route Summary | { 1
| | AAQ300P1 - Rural Route Master Listing | { |
1 i AAQ352P1 - Rural Route Cost Analysls ! | |
| | Statistics | | |
! | PSU2U1-A - Rural Route Evaluation { { |
8 - Trans- {3.8.1 | AAQ100 Log - (Rural Carrier Forms) | Payroll | Retain for 4 pay {
action { | | Processing | periods, then |
Status | { | Branch | destroy. |
Records | | ] i |
9 -~ Data 13.9.1 | Rural Route Change Documents: { Payroll | Retain for § years, |
Input/ | | PS 1951-L-Reset Route Data | Processing { then destroy. f
Source | | PS 19514 - Miscellaneous Route Changes { Branch | |
Documents | | | | 1
13.9.2 | PS 8003 - Official Rural Route Description | Payroll [ File by Finance I
| l | Processing | Number and Route I
| | { Branch | Number. Retain |
! | | { any superseded {
| | | | coptes for S years, |
| ! ! { then destroy. |
13.9.3 { P3 W211 - Rural Statistics ﬁn?lnry Report | Payroll | Return to sub- |
! | | Processing | mitting MSC after |
! | | Branch | processing/verifi- |
| | | { |

catlon.




- 16 -

PPC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 3 - Rural Route Master File
SUBSYSTEM: Master Flle Maintenance EFFECTIVE DATE: SEP 15 1983
RECORD {CONTROL| DATA | i | AUTHORIZED { CORPORATE
CATEGORY |NUMBER | SET NAME{ FILE NAME | FILE DESCRIPTION | RETENTION { RECORD COPY

! l ! f | INSTRUCTIONS t
10 ~ His- [3.10.1 AAQPXN. { Rural Route A tape copy of the master file that Retain A years, Corporate Record
torical PS200 | Master File contains all the detailed information then destroy.
Master vo1i. about each rural route (e.g., type,
Files RURL- length, number of boxes and stops,

TAPE evaluated hours, equipment

{ {
| |
| |
| |
( |
{ maintenance amount, etc.) and the {
| information about each rural carrier |
| (e.g., neme, SSN, designation-regular |
| substitute, relief, grade/step, 1
| salary, COLA, tax status, etc.) that |
] 13 paid by the PDC. This tape is a |
| copy of the entire Rural Route Master |
| File reflecting the status of the {
| file as of the deadline time for file |
| maintenance activity. The employee |
| information on the Rural Route Master |
| File is updated each pay period by |
| comparing it to the current pay |
| pertod's Employee Master File so that |
| the employee information on the {
| Rural Route Master File and the {
| Employece Master File 1is tdentical |
| and the end of the file maintenance |
| activity for the current pay period. |
| The information on the Rural Route |
| Master File i3 an input to the pay- |
| roll calculation process for rural |
| carrier pay and is used to generate |
| management/statistical reports, I

!
|
|
I
1
!
|
|
|
|
!
{
|
|
|
!
|
!
|
|
!
|
|
!
|
|
l
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 1 - City Time and Attendance
SUBSYSTEM: Payroll/Time and Attendance EFFECTIVE DATE: SEP 15 1983
RECORD | CONTROL | |{OFFICIAL RECORD| MAINTENANCE & |ADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION [ RELATED INFORMATION
1 - Control {i1.1.1 | Time and Attendance Control Reports | Payroll { Retain for 1 pay 1
Reports | | such as: | Processing | period, then |
| | AASO10P1 - File Control Recap f. Branch | destroy. i
{ | AASO40P1 - Code/Sort T&A Records Program | | |
| { Count and Errors [ | i
| { AAS170P2 - Update T&A Employee Information | | |
| { File Control Report ) | |
| | AAS200P1 - File Control Report - T&A | | |
| { Factility Master File | | i
2 - Edit/ f1.2.1 { Time and Attendance Edit Reports | Payroll | Retain for 1 pay {
Error | | such as: | Processing | period, then I
Reports { | AABOSOPS - Pay Calculation Time Card { Branch | destroy. |
| | Data Error List | | |
| | AASO4OP2 - T&A Edit Errors } | ]
i { AASO4OP3 - Reprocessed T&A Edit Errors { | |
| | AASO60P1 - T&A Edit Error List { ( i
| | AASO60P2 - T&A Errors (Recap) | { |
| | AASO60P3 - Reprocessed T&A Edit Errors | { |
| { AASO80P1 - Outstanding T&A Errors | | !
| | AASO90P1 - T&A Errors Time Card List | | |
| | AAS130P1 - Finance Numbers with Out- | i |
| ] standing T&A { | |
| | AASI70P1 - T&A Future Personnel Actions | | i
] { Maintenance { | |
t | AASS00P1 — Listing of all 0512 Errors | | |
| | Generated in T&A Processing { | i
| | AAS510P1 - Exception Report - Employees | } {
i | with other than 0, 1, 3, 7 Time Cards | | 1
| | AAS520P1 - Unmatched T&A Records I ] i
| | AAGIOOP1 - Report of Non-Existing Records- | | |
| | Mini-Master and T&A Master { | i
{ I AAG100P2 ~ Report of Non-Matching Records- | | |
| |  Mini-Master and T&A Master ! | |
4 — Manage- |1.4.1 | fime and Attendance Reports such as: | Payroll | Retain for 3 pay {
ment/Sta- { | AAS130P2 - Recap Listing for T&A | Processing | periods, then |
tistical { | AAS130PY4 - Recap Listing for T&A (PSDS) | Branch | destroy. |
Reports | I AAS130P7 - Flnance Numbers with Oubstand- | } |
1 I inp 184 | ! |




- 18 -

PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 1 — City Time and Attendance
SUBSYSTEM: Time and Attendance Reporting EFFECTIVE DATE: SETP ] n ]q93
RECORD | CONTROL | JOFFICIAL RECORD| MAINTENANCE & [ADDITIONAL INSTRUCTIONS/
CATEGCORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
8 - Trans- {1.8.1 | Timecard Edit, Audit and CRT Control Log | Payroll { Retain for 3 pay i
action | | { Processing | periods, then |
Status ] | { Branch | destroy. |
Records | { ! | 1
9 - Data 11.9.1 { Time and Attendance Source Documents: | Payroll | Return to sub- | Corporate Record
Input/ | | PS 1230A - Time Card - Weck 1 { Processing | mitting facility i
Source | | PS 1230B -~ Time Card - Week 2 | Branch | after processing/ |
Documents ! f PS 1230C - Time Card - Other Service ] | verification.
T1.9.2 ] PS 1377 - Request for Payment of Leave | Payroll | Retain for 3 | Corporate Record
| | Replacement/or Postmaster Overtime at { Processing { years, then |
| { CAG L Office | Branch { destroy. |
11.9.3 [ PSPS Information Certifloation Documents: | Payroll | Retain for 1 year, |
N | Certification of PSDS Information for | Processing { then destroy. }
{ { Payrolls | Branch | |




SYSTEM: Payroll

SUBSYSTFM: Time and

- 19 -

PDC RECORDS RETENTION SCHEDULE

SUBJECT: 1 - City Time and Attendance

EFFECTIVE DATE:

Attendonce Reporting SEP 15 1983
RECORD JCONTROL] DATA | I | AUTHORIZED | CORPORATE
CATEGORY {NUMBER | SET NAME] FILE NAME | FILE DESCRIPTION | RETENTION { RECORD COPY
1 ( | i | INSTRUCTIONS |
11—~ Trans-{1.11.1 ‘AARSPXN, Sorted Time A tape copy of the file that contains Retain for 3 Corporate Record
action | PS75T01.| and Attendance time and attendance information (work | years, then
History PPXXX Records (Stacked| hours, leave hours) for both weeks of | destroy.
Files STC Timecards) the current pay period for the

—— - ——— — —— — A it A e

employees paid by the PDC. This

tape 1s a copy of the file that is
produced as of the deadline time for
receipt of time and attendance infor-
mation (from the field) for the
current pay period., The information
on the file has been sorted into a
priority order (by facility) and is
an input to the current period's pay-
roll calculation process,




e e mamy
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 2 - Rural Carrier Time and
Attendance
SUBSYSTEM: Time and Attendance Reportin EFFECTIVE DATE: .
P g SEP 151993
RECORD | CONTROL | JOFFICIAL RECORD} HAINTENANCE & |ADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | _RELATED INFORMATION
2 - Edit/ 2.2.1 Rural Carrier Time and Attendance Edit Payroll Retain for 1 pay
Error Reports such as: Processing period, then
Reports AAT100Pt - Edit Error Listing of Rural Branch destroy. \

|
i
{
Certificates |
AAT120P1 - Rural Carrier Sub Certificate |
Conversion Errors |
AATINOP2 - Missing Certificate Desig. |
71 and 72 {

4 - Manage- [2.4.1 | Rural Route Time and Attendance Reports | Payroll | Retain for t year, |
ment/Sta- i { such as: | Processing { then destroy. |
tistical | | AAR342P3 - Rural Carrier FLSA “B" Dally | Branch { 1
Reports | {  and Weekly Overtime | { ]
9 - Data {2.9.1 | PS 1314 - Regular Rural Carrier Time | Payroll | Return to a sub- | Corporate Record
Input/ { | Certificate | Processing | mitting factlity |
Source I | PS 1314A - Auxiliary Rural Carrier Time { Branch { after processing/ |
Documents | { Certificate 1 | verification. !




SYSTEM: Payroll

SUBSYSTEM: Time and

Attendance Reporting

-21 -

PDC RECORDS RETENTION SCHEDULE

SUBJECT: 2 - Rural Carrier Time and

Attendance

EFFECTIVE

BATE oEp 15 1983

RECORD {CONTROL| DATA | | | AUTHORIZED | CORPORATE
CATEGORY |NUMBER | SET NAME| FILE NAME | FILE DESCRIPTION | RETENTION | RECORD COPY
! | 1 t { INSTRUCTIONS t
1m - 12.1101 AATPXN. "Rural Carrier A tape copy of the file that contains Retain for 3 Corporate Record
Trans- PS010 Time and Atten- time and attendance information (work years, then
action TO1. dance Records"® hours, leave hours) for both weeks of | destroy.
History YTDHIST (Rural Certi- the current pay period for rural
Flles ficates) carriers paid by the PDC. This tape

s a copy of the file that is pro-
duced as of the deadline time for
receipt of time and attendance infor-
mation (from the field) for the
current pay period., The information
on the file has been sorted into a
priority order (by facility) and 1is
input to the current period's payroll
calculation process.




SYSTEM:

Payroll

SUBSYSTEM: AdJustments

- 22 -

PDC RECORDS RETENTION SCHEDULE

SUBJECT: 1 - City Adjustments

EFFECTIVE DATE:

SEP 151983

RECORD
CATEGORY

CONTROL
NUMBER

SERIES NAME

|OFF ICIAL RECORD}
| MAINTAINED BY |

MAINTENANCE &
DISPOSITION

{ADDITIONAL INSTRUCTIONS/
| RELATED INFORMATION

t - Control }t1.1.1 { Adjustment Processing Control Reports | Payroll ! Retain for 3 pay [ 1
Reports | | such as: | Processing | periods, then !
! { AABOS2P1 - Run Control Report { Branch | destroy. !
f1.1.2 { AABOVOP1 - Payroll Adjustment. Batch } Payroll | Retain for 3 pay [
[ | Control Register ) { Control { periods, then ]
| { AABO20P3 - Summary of Code 50 Adjustments | Branch | destroy. i
\ | AABO20PY4 ~ Summary of Code 90 Ad justments | { !
11.1.3 | AABOSOP2 - Payroll Adjustment Control | Payroll | Retain for 1 year, |
[} ! Report | Processing ! then destroy. |
{ | | Branch { !
1.1 ] Adjustment Processing System (APS) Control | Payroll ] Retain for 1 pay ]
| ! such as: | Control | period, then I
| | AAB630P2 - Control Report | Branch | destroy. |
] | AAB635P3 —~ Control Report ! ] |
11.1.5 ! AAB660P) - APS Cale. End Control Report | Payroll I Retain for 3 pay ]
i | { Control | periods, then !
| { | Branch | destroy. {
j1.1.6 | AABA6SP1 - Monetary Adjustment Control | Payroll ] Retain for 1 year, |
[} | Totals { Control { then destroy. }
! { AAB665P4 — Control Report | Branch | ]
2 - Edit/ 1.2.1 Adjustment Processing Edit Reports Payroll Retain for 6 pay
Error such as: Processing periods, then
Reports AABOO1P1 - Current Pay Period Emergency Branch destroy.

Pay Report

AABOOSP1 - Outstanding/Rejected Fmergency

Pay Report

- e - -
- — —— -

- ——— —




- 23 -

PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: | - City Adjustments
SUBSYSTEM: Adjustments EFFECTIVE DATE: SEp 1 5]983
RECORD | CONTROL | {OFF ICIAL RECORD} MAINTENANCE & |ADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME { MAINTAINED BY | DISPOSITION | RELATED INFORMATION
2 - Edit/ 11.2.2 | AABO20P1 - Payroll Adjustient Edit List } Payroll | Retain for 3 pay {
Error | | AABO20P2 - Payroll Adjustment Edit List | Control | periods, then [} [
* Reports | ! AABN20PS - FICA Deduction Discrepancy } Branch { destroy. |

(continued) | | Report | | }

! | AABOSOP4 - Payroll Adjustment Errors { ! {

) { AABOS50P9 - Non-Processed Payroll Adjust- | ] |

| ! ment Errors } ! {

m.2.3 { Adjustment Processing System (APS) Edit } Payroll 1 Retain for 1 pay ]

| | Reports such as: | Control | period, then {

] { AABG630P1 - Batch Edit Report ! Branch | destroy. |

Tr.2.0 ] Hours History Update Error Reports | Payroll | Retaln Tor W pay T

| { such as: | Processing ! periods, then !

| | AAKO10P2 -~ Hours History Update Error { Branch | destroy. [

| | Report ! | |

! | AAK0O20P3 - Permanent History Error Report | | | '
3 - File/ 11.3.1 | AAKO30P2 - Adjustment Reference | Payroll | Retain for 2 years, |
Reference | ! | Processing | then destroy. |
Reports [} { | Branch ]

11.3.2 | Hours History File Update Reports | Payroll { Retain until no ]

i | such as: | Processing | longer needed, but |

| { AAKSO3Pt - Archive Table Report | Branch { not longer than 3 |

| | ! | pay periods, then |

11.3.3 | Adjustment Processing Reports such as: | Payroll ] Retain for 1 year, 1

! | AABOSOP1 - Payroll Adjustment Control List | Processing | then destroy. 1

| I (SSN) ! Branch t

1.3.4 Ad justment Processing Reports such as: Payroll Retain for 7 years, Corporate Record
AABOSS5P1 - Processed Type 50 Adjustments Control then destroy.
AABOS5P2 - Non-Processed Type 50 Adjust- Branch

{
}
|
! ments

{ AABOS5S5P3 ~ Processed Type 90 Adjustments
} AABOSS5PN - Non-Processed Type 90 Adjust-
{ ments

| AABOS55PS - Processed Type N0 Adjustments
| AABOSSPH — Non-Proacessed Type 4O Adjust-
! ment s

- . —— ——
- = =" - wn - - —
— e — - - —— - -




- 24 -

PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 1 - City Adjustments
SUBSYSTEM: Adluatments EFFECTIVE DATE: SEP 15 1983
RECORD | CONTROL |} fOFFICIAL RECORD| HAINTENANCE & |ADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
3 - Flle/ f1.3.5 | Adjustment Processing System (APS) Audit | Payroll | Retain for 1 pay ]
Reference | { Reports  such as: ) ] Control | period, then [
Reports | | AABG3SP1 - Audit Report - SSN Sequence | Branch | destroy. |
(continued) | | AAB635P2 - Audit Report - User ID Sequence | I 1
| | AAB63SPH - Audit Report - Remnte Users | { |
I I FATS t l f
[1.3.6 ] Adjustment Processing System (APS) Detail [ Payroll ] Retaln for 1 year |
{ | Reports  such as: | Control {f and t AP, then |
{ | AAB650P1 - Detail Hours Report | Brench | destroy. !
| | AAB650P3 - Detail Monetary Report I [} |
| | AAB6SOT8 - Detail Hours Report (FATS) | ! |
17.3.7 T AARS93P1 - Adjustment Reglster | Payroil | Retain for 2 years, |
| | | Control | then destroy. I
| | | Branch | |
5 - Summary [1.5.1 | Adjustment Processing Reports  such as: | Payroll | Retain for 2 years, | Corporate Record
Totals, | | AABOSS5P11 - Processed Type 50 Adjustments | Control | then destroy. |
Recap & f | Recap by Category | Branch | |
Reconcilia- | | AAROSSP13 - Processed Type 90 Adjustments | § |
tion f | Recap by Category ] | |
Records/ | | | | |
Reports { | ' | !
8 - Trans- [1.8.1 | Adjustment Processing Logs such as: | Payroll | Retain for 1 pay |
actlon { { Batch Control Logs for - | Processing | pertiod, then |
Status | | AAR60O - Adjustments { Branch | destroy. |
Records | | AAKO"O - Adjustments [} { |




- 25 -

PNC RECORDS RETENTION SCHEDULE

SYSTEM: Paxroll SUBJECT: 1| - City Adjustments
SUBSYSTEM: Adjustments EFFECTIVE DATE: SEP 15 1983
RECORD | CONTROL | [OFFICIAL RECORD| MAINTENANCE & {ADDITIONAL INSTRUCTIONS/

CATEGORY | NUMBER | SERIES NAME ] MAINTAINED BY | DISPOSITION { RELATED INFORMATION
9 - Data }1.9.1 | Adjustment History Research Doc'ments: | Payroll | Retain until |
Input/ | | PS X9700 - AAKOUO Ad justment History | Processing | processing verified,|
Source | | Request | Branch | but not longer than |
Documents | | | | 3 pay periods, then |

| | | | destroy. |

T11.9.2 | Adjustment Processing Source Documents: T Payroll [ Return to sub- T

| | PS 2240 -~ Pay Leave, or Other Hours | Processing | mitting facllity |

| | Adjustment Request { Branch | after processing/ |

| | { | verification. |

T1.9.3 T PS 2247 - Pay Action Ad justment T Payroll ] Retain until 1

| | | Processing { processing verified,|

[ { { Branch | but not longer than |

| ! | { 3 pay periods, |

l ! { { then destroy. 1

T1.9.4 | PS 2248 - Monetary Payroll Adjustment | Payroll | Fille in Audit | Corporate Record

| | | Processing | Folder. Retain i

| | | Branch | in Audit Folder |

| | { | permanently. {




SYSTEM: Payroll
SUBSYSTEM: Adjustments

- 26 -
PDC RECORDS RETENTION SCHEDULE

SUBJECT: 1 - City Adjustments

EFFECTIVE DATE: QEp 15 1983

RECORD  |CONTROL| DATA i | | AUTHORIZED | CORPORATE
CATEGORY |NUMBER | SET NAME| FILE NAME | FILE DESCRIPTION | RETENTION | RECORD COPY
| ( ! | | INSTRUCTIONS {

10 - His- {1.10.1 AAKPXN. | Hours History A tape copy of the master file that { Retain 10 years,| Corporate Record
torical PS035 | File contains information on pald hours | then destroy.
Master T01. (recorded by pay period and week) and |
Files ARCHXX ad justments to hours and pay for all |

XX employees paid by the PDC. This tape {

is a copy of the entire Hours History |
Flle reflecting the status of the file|
as of the completion of the payroll |
calculation process for the current |
pay period. It has been updated with |
the paid hours tnformation for the |
current pay period, any hours or |
monetary adjustments applied to prior |
pay periods and current cumulative |
totals for adjustments to pay. The
information on the Hours History File
is used to make adjustments to pay
that are required by adjustments to
hours.

¥

- — D S D =M S = D D —— i — — —




SYSTEM: Payroll
SUBSYSTEM: Adjustments

- 27 -

PDC RF.CORDS RETENTION SCHEDULE

SUBJECT: 1| - City Adjustments

EFFECTIVE DATE:  SEP 15 1983

RECORD  ICONTROL] DATA I f | AUTHORIZED [ CORPORATE
CATEGORY |NUMBER | SET NAME| FILE NAME | FILE DESCRIPTION | RETENTION | RECORD COPY
| ! { | [ INSTRUCTIONS {
1 - 1.11.1 AABPXN, | Cumulative Ad- A tape copy of the file that contains Retain for b | Corporate Record
Trans— VS050T | justments File individual payroll adjustment trans- years, then
action 0l. actions (e.g., hours adjustments, destroy.
History CUMADJ monetary adjustments, incentive
Files BU awards, pulled and cancelled checks,

|
{
|
|
|
{
|
|
!
|
|
|
|
|
|
1
(
|
|

- . —— — —— —— - —— — ——a— a——- w—

—— —— —— . ——— — — — —— — — — — —— — - —

terminal leave payments, etc.) that
have been received during the current
pay period for the employees paid by
the PDC. Any adjustments that had
not heen processed In sn earlier pay
period have been accumulated and
carried forward to the current
period's file., This tape 1s a copy
of the file that is produced as of
the deadline for payroll adjustments
in the current pay perfod's pro-
cessing cycle. Information on the
file 13 an input to the current
period's payroll calculation process.

|
|
|
{
|
|
|
(
!
{
I
|
!
|
{
l
|
|
{
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 2 ~ Rural Carrier Adjustments
SUBSYSTEM: Ad justments EFFECTIVE DATE: SEP 15 ]983
RECORD | CONTROL | |OFFICIAL RECORDI MAINTENANRCE & JADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME { MAINTAINED BY | DISPOSITION | RELATED INFORMATION
]

2 - Edit/ j2.2.1 | Rural Carrier Adjustment Edit Reports | Payroll | Retain for t pay |
Error | | such as: | Processing | period, then i
Reports | | AAROI10P1 - Rural Carrier Weekly Hours | Branch | destroy. |

I |  Adjustment Edit Errors ] | l

| | AAR191P1 - Rural Adjustment Error Report. | | |

| | AAR193P1 - Negative Adjustments Bypassed [} | |

! I with Gross More than $200 | ( | ooy

s

3 -~ File/ f2.3.1 ! Rural Carricr Adjustment Reference Reports | Payroll | Retafin for 1 year, | B
Reference | | such as: | Processing | then destroy. | kY i “n
Reports | | AAR193P2 - Detail List of Hours and Money | Branch | |

| { AJJustments | { i

| | AAR19UP1 - Rural Carrier Pay Journal | [ i

| | AAR210P2 ~ Year-to-Date Rural Carrier | | [

| |  Adjustment Register | | i

- - -

8 - Trans- |2.8.1 | Adjustments and Information Requests | Payroll { Retain for 1 pay I
action | | Processing logs such as: | Processing | period, then |
Status | | Batch Control Logs for - | Branch | destroy. { M
Records | | AARO4O - Adjustments | | |

| { AAR205 ~ Rural History Requests | | |
9 - Data 12.9.1 | Adjustment Processing Source Documents | Payroll | Retain for 3 years, |
Input/ { | PS 1203A - Rural Carrier Payroll Adjust- | Processing { then destroy. |
Source { { ments { Branch | |

| i | |

Documents f
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 2 - Rural Carrier Adjustments
SUBSYSTEM: Adjustments EFFECTIVE DATE: SEpP 15 1983
RECORD [CONTROL| DATA 1 ] | AUTRORIZED | CORPORATE
CATEGORY [NUMBER | SET NAME] FILE NAME i FILE DESCRIPTION | RETENTION | RECORD COPY
! l 1 | | INSTRUCTIONS |

10 - His- [2.10.1 | AARAPXN.| Rural Hours A tape copy of the master file that Retain 10 years,| Corporate Record

torfical 195vV01. | History contains the detailed history of each then destroy. {
Master SEQHIST | rural carrier's pald hours (recorded
Files by a pay period and week) and any ad-

I

|

|

|
justments to hours and/or pay for the |
rural carriers paid by the PDC. This |
tape s a copy of the entire Rural l}
Hours History File reflecting the |
status of the file as of the comple- |
tion of the payroll calculation pro- |
cess for the current pay period. It |
has been updated with the paid hours |
information for the eurrent pay {
period any hours adjustments applied |
to prior pay periods and the current |
year-to-date totals for pay and hours |
(for FLSA purposes). The information |
on the Rural Hours History File 1is {
used to make adjustments to rural |
carrier pay. |

|
|
|
1
|
|
|
|
{
|
|
{
|
(
1
{
{
(
(




SYSTEM: Payroll
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PDC RECORDS RETENTION SCHEDULE

SUBJECT: | - Calculation Susmary

Information
SUBSYSTEM: Calculation EFFECTIVE DATE:
- FCB 8 1984
RECORD | CONTROL | {OFFICIAL RECORD| MAINTENANCE & {ADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME { MAINTAINED BY | DISPOSITION | RELATED INFORMATION
{
1 - Control [1.1.1 | Payroll Calculation Control Reports { Payroll { Retain for 3 pay L]
Reports | | such as: | Processing { periods, then |
i | AABOYOPS5 -~ Pay Calc. Pay Data Dump | Branch | destroy. {
| | AABOHOP6 - Master Record Date Dump | | |
| | AABOHOP7 - Timecard and Hours. Adj. List | | |
( | AABONOPS - Monetary Adjustment List | | |
|T 1.2 I Payroll Caloulatlon Certiflcation Weports 1| Payroll T fletaln for 3 years, |
such as: | Control -{ then destroy. [}
I l AABOROP1 - Pay Calo. Control Report | Branch | ]
| | AAB100P3 - File Control Report | ! {
2 - Edit/  |1.2.1 { Payroll Calculation Error Reports | Payroll | Retain for 2 pay ]
Error | | such as: { Control | periods, then [}
Reports | { AABOAOP2 - Pay Caloulation Error Report { Branch | destroy. !
{ | AABOYOPY - Progrem ’lloglo Brror lListing I { |
i —
11.2.2 1 AAB30SPY - Payroll( Journal Brror Report | Payroll | Retain for 1 pay 1
| i | Control | period, then {
| | ' { Branch | destroy. {
3 - File/  {1.3.1 | AAB10OP2 - Payroll Register { Payroll | Retain for 6 pay | Corporate Record
Reference | { | Control { periods, then |
Reports | | | Branch | destroy.
11.3.2 | AAB31503 - Payroll Journal (SSH Sequence) [ Payroll | Retain in calendar | Corporate Record
| | (buplicate Microfiche) | Control { year blocks for 10 |
| | | Branch | years, then destroy. |
1 | | | i
] { AAB31505 - Payroll Journal {SSN Sequence) | Payroll | See memo frop | To NPRC.
{ 1 (Original microfiche) | Processing | Records Officer to {
{ | { Branch { PDC Directors, dtd {
| i i | 2/ 8/84, SUBJ Lonq_' (See attached memo.
ten
! | ! ! Payromf Reoo s—IER (
4 - Manage- {1.4.1 | AAB3150M - Payroll Journal (MSC Sequence- | Payroll { Retain for 13 pay |
ment/Ste- | ! Microfiche) | Processing | periods, then |
tistical | | { Branch | destroy. |
Reports { | | | |

)
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PDC RECORDS RETENTION SCHEDULE.

SYSTEM: Payroll SUBJECT: 1 - Calculation Summary
Information
SUBSYSTEM: Calculation EFFECTIVE DATE:
SEP 151983
RECORD | CONTROL | [OFFICIAL RECORD| MAINTENANCE & JADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION f RELATED INFORMATION
4% - Summary |1.5.1 } Payrolli-related Spread Sheeta/Ledgers/ { Payroll | Retain for 7 years, | Corporate Record
Totals { | Registers such as: { Control | then destroy. {
Recap and | | Payroll Activity Ledger { Branch | |
Reconcilia- | | Payroll Spread Sheet | | |
tion Re- | | APS Reconciliation Register f { |
corda/Re- | | Payroll Master Record Adjustments Spread | | |
ports { | Sheet | | |
| | Processed Type 50 and 90 Ad justments | | 1
| { Spread Sheet ] { |
| f Check Number Listing Spread Sheet | | |
{ | Filnancial Organization Deductions Spread 1 | |
| | Sheet | | |
| | Recap Sheet for Union Officials Direct | | |
{ | Contributions for Insurance, Retirement | | |
| | and Health Beneflits | { i
| | Death Claim Reconcilfation Register [ | f
| [ Back Pay Reconciliation Reglster | i |
| | Cancelled Check Reconclliation Register } | |
[v.5.2 ] AAB315P3 - Payroll Journal Control | Payroll | Retain for 7 years, | Corporate Record
| | Report | Control then destroy.
| | | Branch | {
T1.5.3 ] AANOASP1 - Quarterly Wage I Payroll "} Retain for 2 years, | Corporate Record
| { Report for Reconciliation | Control { then destroy. |
| | } Branch | i
[1.5.0 | Payroll Estimate Report | Payroll | Retain for 1 year |
{ { ! Control { and 1 AP, then l
| | | Branch | destroy. {
B - Trans- [1.8.1 ! Payroll Certificatfon Docunents such as: | Disbursing } Retain for 8 years, | Corporate Record
action | | S5F 1128 Payroll Certificate and Summary | Branch ! then destroy. |
Status | | PS 1355 Payroll Certificate | | !
Recorda
J1.8.2 | Payroll Certification Log Book | Payroll | Retatn for 12 years.| Corporate Record

| Control -

\ | then destroy. |
| Branch

Fo




SYSTEM: Payroll
SUBRSYSTEM: Calculation
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PDC RECORDS RETENTION SCHEDULE

SUBJECT: 1 - Calculation Summary

Information

EFFECTIVE DATE: SEP 15 1983

RECORD  JCONTROL| DATA T 1 1 AUTHORIZED T CORPORATE
CATEGORY |NUMBER | SET NAMF| FILFE NAME | FILE DESCRIPTION { RETENTION { RECORD COPY
! | | | | INSTRUCTIONS |

" - 1.11.1 |AABPXN. | Merged Pay Data A tape copy of the fille that is a Retain for 5 Corporate Record
Trans- {PS270T99 | File merge of all of the Pay Data Files years, then

action | XXXPAY | which are an output from the current destroy.

liistory pay period's payroll calculation pro-

Files cess. The file contains (for each

pay amount, work hours and leave
hours, amounts and types of deduc-
tions and the net pay amount for the

(
{
{
|
i
employee paid by the PDC) the gross |
t
|
{
current pay period. {
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll ) SUBJECT: 2 - Payroll Deductions
SUBSYSTEM: Calculation EFFECTIVE DATE: SEP 15 1983

RECORD | conTROL | |OFFICIAL RECORD|  MAINTENANCE & JADDITIONAL INSTRUCTIONS/
CATEGORY | _NuMBER | SERIES NAME | MAINTAINED BY | DISPOSITION { RELATED INFORMATION

1 - Control |2.1.1 | Withholding for Income Tax Control Reports { Payroll | Retatn for 2 years, |
Reports | | such as: { Control | then destroy. |
| | AAL1301P1 - W-2 Balance Totals | Branch | |
| | AALINOP2 - State Tax Tape Reclpients | | 1
| I ("USPS Tax Year 19xx") ! t |
[2.1.2 | Employer Deductions Control Reports | Payroll | Retain for 1 year, |
| | such as: { Control { then destroy. |
| | AANO20PS - File Control Report | Branch | |
| | AANOZ20OP6 - Mag Tape Destination Listing i | |
2 - Edit/ 12.2.1 | Withholding for Income Tax Edit/Error | Payroll { Retain for 7 years, |
Error | | Reports such as: { control { then destroy. |
Reports 1 { AALOS52P2 -~ Tax File Errors | Branch | |
| { AALOS2PS - Insurance Adjustments f | |
| | AALOSSP1 - Error Report | | |
f | AALOS7P1 - Tally Sheet of Differences | | |
{ | Between Master and Summary of Pay Fields | [ |
{ | AALOSTP2 - Detall Listing of Employees i { |
| | with Differences Detall of Pay Fields { | |
i | AALOS7P3 - FICA Recalc. Differences | | |
{ | Greated than 99 cents [ | |
| | AAL130P3 - W-2 Tax Records Error List | | {
3 - File/ 12.3.1 | Withholding for Income Tax Reports { Payroll | Retain for 7 years, | Corporate Record
Reference | | such as: | Control | then destroy. |
Reports | | AAB66SP2 - W-2 List of Prior Year Can- | Branch { {
{ | celled Checks i | |
| | AAB66SP3 - W-2 List of Prior Year FICA ] | f
| | AALOG6P1 - W-2 Research Listing | ] |
| | AAL130P2 - Tax Totals by State and City | f |
f | AAL130PS - W-2 Reference List | | i
| | AAL1T7SPY - Processed Adjustment Listing [ | f
12.3.2 | Financial Organization Deductlon Reports | Payroll ] Retain for 3 years, | Corporate Record
| | such as: ! Control | then destroy. |
| | AABINOP? - Outside Organizations | Branch | {
| [ Deductions Register | | |
] { AABIHOPS - Tape Destination Report { | {
12.3.3 | Health Benefit Deduction Reports I payroni | Retain for 3 years |
| | such aa: | Controil ! then, destroy. |
| | AABS87P1 - No Health lienofit Deduction | Branch | |
! | ! ! f

Report



SY3TEM: Payroll

SUBSYSTEM: Calculation

- 34 -
PNC RECORDS RETENTION SCHEDULE

SUBJECT: 2 - Payroll Deductions

EFFECTIVE DATE: ¢pp {5 1983

RECORD | CONTROL | |OFFICIAL RECORD{ MAINTENANCE & |ADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME { MAINTAINED BY | DISPOSITION § RELATED INFORMATION
5 — Summary [2.5.1 Withholding for Income Tax Reports Payroll Retain for 7 years, Corporate Record

{ | | l
Totals,* | | such as: | Control { then destroy. |
Recap and 1 | AALOS2P1 - Tax File Totals | Branch | |
Reconcilia- | | AALO52P3 - State Tax Totals i | |
tion/Records| | AALOSSP3 - State and City Tax Totals { { |
Reports | | AALOSBPY - W-2 Tax File Update Actions | | |
| f AAL100P1 - Totals of Sorted Tax Fields | { |
1 | AAL140PH - Summary Report by State | | |
12.5.2 | Deduction and Withholding Recap Reports | Payroll 1 Retain for 5 years, | Corporate Record
| | such as: { Control | then destroy. |
| | AANOSOP1 - Recap of Health Benefits | Branch | [
{ | Withholding and USPS Liabilfity | | |
| | AANOBOP2 - Recap of Union Dues Withholding | | |
| | AANOBOP3 - Recap of Charity Withholding ] i |
I | AANOBOPH - Life Insurance and Retirement | [ [
| { Report { | |
| | AANOBOPS - Recap of State Tax Withholding | | |
| | AANOBOP6 - Recap of Local Tax Withholding | f |
| [ AANOBOP7 - Recap of Savings Bond Issues | { |
| { and Balances | { !
{ | AANOBOP8 - Recap of Prior Year Adjustments | I !
J2.5.3 ] Payroil/Financlal Organization Check | payroll | Retain for 3 years, | Corporate Record
| | Preparation Reports  such as: | Control | then destroy. i
| | AABIIOP6 - Recap Totals Report Branch ] |
! | t t
6 - Exter- [2.6.1 Withholding for Income Tax such as: | Payroll Retain for 7 years, | Corporate Record
nally Re- AAL130P% - Social Security Administration | Control then destroy.
quired Re- Tape Totals | Branch
ports AALTNOP1 - W-2 Withholding State Tax .

TD9U1 - FAnployer's Quarterly Federal Tax
Return

TD9NIC - Statement to Correcl Information

TD6559 ~ Transmitter Report of Magnetic
Media Filing

TD6560 - Employer Summary of W-? Magnetlc
Media

W-3 - Transmittal of Income and Tax
Statements (Including amended W-2's and
related ecorrespondence )

————— —— — —— — — — — o—
——— ey — ey — — —— — — — ]
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 2 - Payroll Deductions
SUBSYSTEM: Calculation EFFECTIVE DATE: SEP 1 5‘983
RECORD | CONTROL | JOFFICIAL RECORD] MAINTENANCE & {ADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
6 - Exter- {2.6.2 { AADOTSPO - Insurance Error Report | Payroll | Retain for 2 years, |
nally Re- | | | Control { then destroy.
quired Re- | | | Branch | {
ports
f2.6.3 T AANO20P2 - Union Dues Deduction Report | Payroll ] Retain for 1 year, |
t t | Control | then destroy. {
| { | Branch | |
8 - Trans- [2.8.1 | Union Dues Book | Payroll | Retain for 1 year, |
action Sta- | | | Control | then destroy. |
tus Records | | | Branch | {
{2.8.2 I Tax Books (city and state tax year-to-date | Payroll | Retaln for 7 yesrs, |
i { totals) | Control | then destroy. !
[ | { Branch t |
12.8.3 I w-2 Control Log | Payroll | Retain for 7 years, |
| I | Control | then destroy. |
{ l | Branch | |
12.8.4 | PS 3164 -~ Tape Control Record | pate T Retain for 2 years, |
| ( | Operations | then destroy. |
| { | bivision !
12.8.5 [ Duplicate W-2 Correspondence Folders 1 Payroll | Retaln for 1 year, |
| | | Control | then destroy. |
| | | Branch |
12.8.6 | W-2 Correction Correspondence Folders | Payroill T Retaln for 7 years, | Corporate Record
{ | { Control | then destroy. [
| | { Branch 1
12.8.7 | Duplicate W-2 Requests (AAL 100) Batch T payroll | Retain for 1 pay ]
| | Control Log | Processing | period, then
| | { Branch | destroy [




SYSTFM: Payroll

SUBSYSTFEM: Calculation
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PDC RECORDS RETENTION SCHEDULE

2 - Payroll Deductions

EFFECTIVE DATE: SEP 15 1983

FILE DESCRIPTION

INSTRUCTIONS

| CORPORATE
! RECORD COPY
l

n
.
—
-
.
-

| W-2 Tax Record
| Information

A tape copy of the file that lists,
for each employee pald by the PDC,
the amounts of wages paid and income
taxes (Federal, State, local) with-
held for the current pay period as
well as the cumulative (year-to-date)
amounts of wages paid and taxes with-
held. The file is an output from the
current pay period's payroll calcula-
tion process. The information on the
file i3 used to produce W-2 tax
statements for employees at the end
of the tax year.

Retain for 7
years, then

Corporate Record
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PPC RECORNS RETENTION SCHEDULE

AANO32PS - B0/80 List of Bond Correction

SYSTEM: Payroll SUBJECT: 3 - Check/Bond Preparation
SUBSYSTEM: Calculation EFFECTIVE DATE: SEP 1 5 1983
RECORD { CONTROL | |OFFICIAL RECORD| MAINTENANCE & [ADDITIONAL INSTRUCTIONS/

CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
1 - 13.1.1 | Payroll/Financial Organization Check | Payroll | Retain for 3 years, |
Control | | Preparation and Issuance Control Reports | Control | then destroy. i
Reports | { such as: { Branch | |

| { AAB1IOPU - File Control Report { | |

[ | AABISOP1 - File Control Report { t !

13.1.2 | Payroll/Financial Organization Check ] Disburaing | Retain for 1 pay !

| | Preparation and Issuance Control Reports | Branch | period, then [

i | such as: { | destroy. [

| { AAR160PU - Printer Stop Control | | [}

13.1.3 | Savings Bonds Preparation and Issuance | Disbursing ] Retain for 3 pay ]

| | Control Reports such as: | Branch | periods, then |

[} | AANO30P2 - Bond Control Register | | destroy. f
2 - Edit/  {3.2.1 | Savings Bonds Preparation and Issuance | Disbursing Retain for 3 pay {
Error | | Edit/Error Reports such as: | Branch periods, then |
Reports { | AANO32P1 - Bond Stub Edit List | destroy. [

I | { (

| l ! t

Cards
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 3 - Check/Bond Preparation
SUBSYSTEM: Calculation EFFECTIVE DATE: SEP 1 5 1983
RECORD | CONTROL { JOFFICIAL RECORD| MAINTENANCE & {ADDITIONAL INSTRUCTIONS/

CATEGORY ! NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION { RELATED INFORMATION
3 - File/ 13.3.1 | Check Preparation and Issuance Reports | Disbursing | Retain for 12 years,| Corporate Record
Reference | | such as: { Branch { then destroy. {
Reports | | AAB160P2 - Check Register | |

| | AAB160P3 - Check Register File Control | | 1

] | AAB17SP1 - Check Reglister File Control | f |

( |  Report { | |

| | AAB180OP1 - Check Serial Number/SSN Cross | | |

| | Reference List | { i

| | AAB180P2 - Manual Check Register § ( |

| | AAB180P3 - Treasury Check Validation | | {

{ | Totals Report [ { |

| | AAB180PY - Check Reglster Report | | |

| | ADO20PO1 - Check Issue Tape Creation i | |

| | AD020P02 - Check Issue Tape Totals { | |

| | ADO30PO1 - Treasury Check Issue Tape Veri- | | |

| | fication List ] ! [

13.3.2 | Savings Bonds Preparation and Issuance 1 plsbursing | Retain for 4 years, | Corporate Record

| | Reports such as: { Branch | then destroy. {

| | AANO3OP3 - Bonds Printed Control Report | | |

| | AANO3OPA - Bonds Spoiled by PDC | i |

| { AANO32P2 - Misaing Bond Serjal Number { | |

| | List by Denomination | | |

| | AANO3SP1 - Bond Control Register | | |

| [ AAND36P1 - Bonds Spotled by PDC ! | 1
5 - 13.5.1 | Savings Bonds Preparation and Issuance | Disbursing | Retain for 4 years, | Corporate Record
Summar y 1 | Reports such as: | Branch | then destroy. |
Totals, { { AANO32P3 - Summary Recap of Ronds by | | |
Recap | { Denomination { | |
Reconcilia- | f AANO32PN - Summary Recap of Bonds by { |
tion Re- | | Denomination | | I
cords/ | | PS 900 - U. S. Savings Bond Schedule | | |
Reports | ] PS 317% - U. S. Savings Rond Certificatton | ) |

{ { and Summary ! | |
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 3 - Check/Bond Preparation
SUBSYSTEM: Calculation EFFECTIVE DATE: SEP 1 5]983
RECORD | CONTROL { J{OFFICIAL RECORD| MAINTENANCE & JADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
6 - Ex- 13.6.1 | Check Preparation and Issuance Reports { Disbursing { Retain for 12 years,| Corporate Record
ternally | | such as: | Branch | then destroy. |
Required { | TFS 5206 - Advice of Check Issus ! | . |
Reports | | Discrepancy | ! |
{ } SF 1179 - Recap of Block Control level | [ |
{ | Totals of Checks Issued (Accounting { | §
| | Period Consolidation) ! | |
|
| ] SF 1179 - Recap of Block Control Level | bisbursing T Retaln for 8 years, | Corporate Record
[ | Totals of Checks Issued (Weekly) { Branch ! then destroy. |
13.6.2 | Savings Bond Preparation and Issuance T pisbursing | Retain for & years, | Corporate Record
| | Reports such as: { Branch | then destroy. {
| { Bond Issue File Transmittal Information | | |
| |  Report | | l
| | BPD 3252 - Batch Control Card t | f
8 - Trans-  [3.8.1 | Check Preparation and Issuance Reports | Disbursing { Retain for 2 years, {
action [ { such as: ! Branch { then destroy, |
Status | | Record of Payroll Checks Mailed | | |
Records | | | { |
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 4 - Miscellaneous Payroll
Transactions
SUBSYSTEM: Calculation EFFECTIVE DATE: SEP 15 1983
RECORD | CONTROL | |OFFICIAL RECORD| MAINTENANCE & fADDITIONAL INSTRUCTIONS/

CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
3 - Flle/ 14.3.1 | Death Claims and Restoration Processing { Payroll | Retain for 7 years, | Corporate Record
Reference { { Reports such as: | Control | then destroy. !
Reports | | ADNG6PY -~ Accounts Receivable Payroll { Branch | |

{ { ADO66P2 - BLER Adjustments - Form 1397 | f |

| | ADO66PS - Journal Vouchers | | {

{ | ADO66P6 - Union Dues Adjustments | | ]

{ | ADOG6PT - Health Benefit Adjustments to | | {

| { SF 2812 ) | [ {

| | ADOG6PB ~ Payroll Manhours Adjustments | | |

Tu.3.2 T Payroil Accounts Receivable Reports | Payroll ! Retaln for 7 years, | Corporate Record

| | such as: | Control { then destroy. [

| | AANO20P1 - Payroll Accounts Receivable { Branch { |

| f Report for PPxx-xx | f |

[ | AANO2SP1 - Payroll Accounts Receivable | | |

{ ! Listing by Reason Code { | {

1 | AANO27P1 - Payroll Accounts Receivable | { |

{ { Reference Listing of Involce Number/ | | !

1 ! Remarks Changes - | | |

| | AANO27P2 - Payroll Accounts Receivable | | |

1 | Invoice Number Listing with Totals | | |

] | AANO27P3 - Payroll Accounts Receivable { 1 |

| | Listing of Transaction File Account { { ]

| | Numbers | | |

| { AANO27PM - Payroll Accounts Receivable | ] {

| | Terminated Employees With Recelvables i ! |

14.3.3 | AAB10OPY4 - Pulled Check Register | Payroll I Retain for 6 pay |

| | Control | periods then

| | { Branch | destroy. |

Tu. 3.0 T AABGSOP9 - Detall Cancelled Check List 1 Payroll | Retain for 8 years, | Corporate Record

{ i | Control | then destroy. 1

| | { Branch [
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 4 - Miscellaneous Payroll
Transaction
SUBSYSTEM: Calculation EFFECTIVE DATE: SEP 15 1983
RECORD { CONTROL | {OFFICIAL RECORD{ MAINTENANCE & {ADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION § RELATED INFORMATION
}
5 - Sum— fa.s5.1 } Typewriter Check Payment Registers | Payroll { Retain for 7 years, | Corporate Record
mary Totals |} ! such as: { Control | then destroy. |
Recap and | { TCP Reconciliation Register { DBranch ! l
Reconcilia- | { Daily TCPs Paid Register | | |
tion | { | { |
Records/ ) | | | !
Reports t ! ! | !
1u.5.2 { AABL18P1 - 8250 One-Time Payment to | Payroll ] Retain for U years, |
} | Postmasters EAS Grades A-F { Control | then destroy. }
1 { | Branch | |
6 - Exter- |4.6.1 | AAB6ISP2 - Typewriter Check Payment | Payroll | Retain for 7 years, | Corporate Record
nally | | ] Control ! then destroy. |
Required | | | Branch { {
Reports | i 1 ! |
7 - Case 14.7.1 { Union Official Folder (Inactive) | Payroll | Retain for 7 years, | Corporate Record
Files | | | Control { then destroy. |
| | | Branch | |
| | ! } !
19.7.2 | Severance Payment Folder (Inactive) | Payroll } Retain for 7 years | Corporate Record
1 | { Control { after final payment |
{ | | Branch { is made, then !
] { ! | destroy. {
8 - Trans- j4.8.1 ! PS 848 - Involce Number Register - Payroll | Payroll | Retain for 1 year |
action | { | Processing } after date of last |
Status | { | Branch | entry, then destroy.{
! | t

Records |

t
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 4 - Miscellaneous Payroll
Transactions
SUBSYSTEM: Calculatlion EFFECTIVE DATE:
— SEP 151983
RECOR™ | CONTROL | JOFFICIAL RECORD{ MAINTENANCE & {ADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION { RELATED INFORMATION
8 - Trans- {4.8.2 { Transfer Control Log | Payroll | Retatn for 1 year }
action | } | Processing | after date of last |
Status ! } - Branch | entry, then destroy.|
Records
(continued) [H.8.3 | Cancelled, Undeliverable, and Returned ] Disbursing | Retain for Ul years, | Corporate Record
| | Check Reports such as: | Branch | then destroy. [}
! } 3F 1098 - Schedule of Canceled Checks 1 1} H
! { 3F 1185 - Schedule of Undeliverable | | )
] ! Checks for Credit to Government Accounts | | !
} ! PS 3097 - Notice of Returned Treasury | | |
| I Check ! ! {
14.8.4 | Log of Incoming and Outgoing 3097s | Payroll { Retain for 2 years, | Corporate Record
{ } | Control { then destroy. [
| ! { Branch ! !
1h.8.5 ] PS 1956 - Remittances Received In Mail | Disbursing | Retain for 8 years, | Corporate Record
} ! Log of Remails <P 1956 | Branch { then destroy 1
9 - Data 14.9.1 { Involce and Statement Documents: ! Payroll | Retain until |
Input/ { ! PS 1903 - Invoice and Statement - Payroll |} Processing | processing |
Sotirce | ] Only { Branch ! verified, but not }
Documents | | PS 19038 -~ Involce and Statement - Other ! { longer than 3 pay [}
{ ] than Payroll } { pertiods, then }
! } PS 19030 - Involce and Statement - Other | | destroy. !
! ! than Payroll. ! | |
{4.9.2 ! Separaled Employee Processing Documents: { Payroll { File in Audit { Corporate Record
! t PS 833 - Deceased Payment Worksheet ! Processing { Folder. Retain in |
| { PS 2246 - Terminal Leave Worksheet { Branch } Audit Folder i
} ! t { permanently. {
4.9.3 P5 2219 - Severance Pay Computation Payroll File original in Corporate Record
Processing Severance Payment
Branch Folder. File third

Folder. Retain in
Audit Folder
permanently.

1
|
|
copy 1n Audit !
{
|
{
}



http:111.8.11

_l|3_

PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 4 - Miscellaneous Payroll
Transactions

SUBSYSTEM: Calculation EFFECTIVE DATE:

SEP 15 1983

RECORD { CONTROL { JOFF ICIAL RECORD} MAINTENANCE & {ADDITIONAL INSTRUCTIONS/

CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION { RELATED INFORMATION
9 -~ Data 14.9.4 | PS 3185 — Request for Manual Payroll Check | Payroll { File in Audit [ Corporate Record
Input/ { | { Control | Folder. Retain in |
Source | { | Branch { Audit Folder |
Documents | { | | permanently. {
(continued)

Tn.9.5 | SF 1147 -~ Request for Issuance of Replace- | Disbursing | Retain for 8 years, | Corporate Record

| { ment Check Due to Error in Name and/or { Branch | then destroy. {

{ | Designation of Payee { | 1

Ju.9.6 { PCES Lump Sum Payment Authorization Letter | Payroll | File in Audit | Corporate Record

| { { Processing | Folder. Retain in |

| { { Branch | Audit Folder (

( t | | permanently. !




- 4y -

PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 5 - Accounting Information
SUBSYSTEM: Calculation EFFECTIVE DATE: SEP 1 5]983
RECORD { CONTROL | {OFFICIAL RECORD| MAINTENANCE & JADDITIONAL INSTRUCTIONS/

CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
2 - Edit/ 15.2.1 { BV1300C0 - .Journal Voucher Error Report | Payroll { Retain for 2 years, |
Error { | | Control | then destroy. 1 !
Reports i | | Branch I {
3 - Filte/ 15.3.1 | AABL3IP1 - Special Garnishment Listing for | Payroll | Retain for 3 years, | Corporate Record
Reference | | General ledger | Control { then destroy.
Reporta { | | Branch I !
5 - Sum- |5.5.1 { PS 53 - Tranfer Advice | Payroll ! Retaln for 7 years, | Corporate Record
mary Totals,| | { Control { then destroy. {
Recap and | { | Branch { i
Reconcilia- | | { | |
tion Re- | | { | |
cords/Re- | { I | |
ports | { ! | |

5.5.2 Journal Vouchers and Supporting Documents Payroll Retain for 7 years, Corporate Record

such as: Control then destroy.
Journal Vouchers Branch

Voucher and Error Correction
PS 3131 ~ Standard Reconcliliation of
Accounts

—— — e = e c—
— e ety v — vy

1
|
|
| PS 821 - Detall Supporting Journal
(
l
{




SYSTEM: Payroll

SUBSYSTEM:

Related Reports Production

-5 _

PDC RECORDS RETENTION SCHEDULE

SUBJECT: 1 - Workforce/Hours Statistics

EFFECTIVE DATE:

SEP 15 1983
RECORD { CONTROL } |OFF ICIAL RECORD| MAINTENANCE & {ADDITIONAL INSTRUCTIONS/

CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION { RELATED INFORMATION
1 - Control }1.,1.1 | Loan, Transfer and Training Hours Control | Payroll | Retain for 1 year ! \
Reports | | Reports such as: ' { Control | and 1 AP, then !

{ | AAB224P2 - File Control Report { Branch | destroy. }

| ! AAR228P2 - File Control Report - Input i { }

{ | and Output Controls | { !

| { AAB228P8 -~ File Control Report -~ Records | | |

| | with No Matching File | | |

T2 1 Hours Control Reports  such as: [ Fayroll T Retaln Tor 3 pay T

| { AABOUOP3 - Hours Control Table Listing { Control | periods, then !

| ! AAB230P2 ~ Hours Control Report | Branch | destroy. {

11.1.3 | AAAB232P2 - Hours Control Report | Payroll | Retain for 2 years, |

} | } Processing | then destroy. |

! ! | Branch | t

|1.1.4 ! AANO9OPO1 -~ File Control Report (Payroll { Payroll { Retain for 1 year ]

] | Manhours) | Control | and 1 AP, then 1

{ | | Branch | destroy. !

11.1.5 | AANOQIRI - Payroll lloura and Money Report | Payroll T Retaln for t year |

! ! | Control { and 1 AP, then {

| ! { Branch { destroy. {

11.1.6 { Detail Hours Control Reports  such as: T Payroll ] Retain for t year, |

| { AAB6S0P6 -~ Control Report (Non-processed { Processing { then destroy. |

1 ! and Bypassed) { Branch ! t

T | Employee Information Control Reports | Payroll { Retain for 1 year |

[ { such as: { Control { and 1 AP, then |

} { AANI0OPT7 - File Control Report | Branch | destroy. {
2 - EdiL/ 1.2 ! Loan, Transfer and Trailning Hours Edit | Payroll | Retain for 1 year [}
Error [} | Reports such as: | Control | and 1 AP, then {
Reports | | AAB224P1 - PDC Rejected Transaction Report | Branch | destroy. |

11.2.2 ! Loan, Transfer and Tralning Hours Error | Payroll } Retain for WU pay t

| ! Reports such as: { Control { periods, then 1

| { AAB226P1 — PDC Frror Report | Pranch | destroy. |




- 16 -

PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 1 - Workforce/llours Statistics
SUBSYSTEM: Related Reports Production EFFECTIVE DATE: SEP 151983
RECORD { CONTROL ! JOFFICIAL RECORD{ MAINTENANCE & |ADDITIONAL INSTRUCTIONS/
CATEGORY { NUMBER ! SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
2 - Edit/ 11.2.3 | On Rolla and Paild Employees Statistics | Payroll | Retain for 3 APs, |
Error | | (ORPFS) Frror Reports such as: { Control { then destroy. |
Reports | | PAAIOOPY! - Error List of Records with | Branch | |
(cont.lnued) | | Unidentified D/A - CAG { ! l
4 - Manage- |1.4.1 | lLoan, Transfer and Training Hours Report | Payroll | Retain for 1 year |
ment/Statis-| | such as;: | Control | and 1 AP, then |
tical | | AAB228P1 - Loan, Transfer and Training { Branch | destroy. {
Reports { | Hours - Post Offfice | | |
| | AAB228P5 - Hourly Rates for loan, Trans- | | |
{ t ferred and Tralnlng Hours { | |
| { AAB22BP6 - Loan, Transfer and Training | | |
| | Hours - District Summary i | i
| ! AAB228P7 - Loan, Transfer and Training [} | i
| | Hours - Region Summary i { {
{ { AAB233P1 - Invalid LDC Report | | |
[1.4.2 | Payroll Workhours Reports  such as: | Payroll { Retain for 1 year |
] { AANO9IPOY - Payroll Dollars Report { Control | and 1 AP, then {
] | AANO91PO2 - Payroll Workhours Report { Branch | destroy. ]
| } AANOGIPO3 - Analysis of Premium and LWOP | | {
{ { Hours Report | | |
| { AANOQIPUN - Analysis of Transferred and | { |
{ { Loaned Hours | { [}
| | AANO9IPO5 - Analysis of Pald Absence Hours | | |
| | AANO9SP1 - AP Workhours Tape Totals | | |
\
Ti. a3 [ National Horkhour Reporting System (NWRS) | Payroll \ | Retain for 2 yearp, |
! ! Reports  such a$: { Control { then destroy. f
] { ANCO10PY - NWRS Functional Recap | Branch y ! |
t ! AMCO14P1 — NWRS Functional Recap for 2nd, | | {
{ | 3rd, Nth Class Offices Only { | (
{ | AMCO16PY — NWRS Pay Period Detail - CAG | l |
! [  H-L Offices | ! !
| ! AMCOB2P1 - NWRS Workhour Report, { ! |
| | AMCOBAP1 - NWRS Labor Uti)ization Report | [ l
| ! AMCO20P1 - NWRS Recast Report (by LDC) l { {
| | AMC930P1 - NWRS Recasat Report (by Functlon)| | |
Jr.ny { Work Foree Information Reports such as: | Payrotl { Retaln for 1 year |
{ | AANI00OP? - Fmployment of Handicapped - { Control { and 1 AP, then
()
L]

] Arcpaians by Job Desipnation | Branch ! destroy. {



SYSTEM: Payroll

SUBSYSTEM: Related Rep

orts Production

-7 -

PNC RECORDS RETENTION SCHEDULE

SUBJECT:

1 - Workforce/Hours Statistics

EFFECTIVE DATE:

SEP 15 1983

RECORD | CONTROL | {OFF ICIAL RECORDI MAINTENANCE & {ADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION { RELATED INFORMATION
# . Manage- |1.4.4 | AAN100OP3 - Miscellaneous Paid Employee | } {
ment/Statis-} (con- ! Counts | 4 1
tical { tinued) | AANIOOPS - SF 113 Report } | |
Reports ] } AAN1OOP6 - Bond Participation Report | | |
(continued) | | AANI10OPE - Rural Carrler Matrix ] ! [}
] | AANTOOPF - Payroll Report of Federal 1 [} |
! | Civilian Employment } ! |
| { AANVOOPG - Payroll Report of Federal | | [}
| | Civilian Employment | ] |
| ! AAN105P1 -~ Christmas Casuals Report [} t {
J1.4.5 T On Rolis and Paid Employee Statistlcs T Payroll ]| Retaln for 1 year ]
| { (ORPES) Reports such as: | Control { and 1 AP, then |
} ! PAA2S0P1 - ORPES Group Sequence (by { Branch { destroy. {
1 1 Finance Number) [} { !
| | PAA30OP1 - ORPES Group Sequence (by CAG) | | {
) ! PAA3S50P1 - ORPES Group Sequence (by MSC) | ! |
| { PAAUOOP1 — ORPES Group Sequence (by [ t !
| | District) : | ! |
| | PAAUSOPT — ORPES Group Sequence (by | } 1
! H Reglion) ] ] i
j1.4.6 !} In-Offfice Cost System (IOCS) Reports { Management ] Retain for 1V year, |
| ! such as: | Analysis } then destroy. }
1 | AANOSIP1 - I0OCS Tally Sheet Control { Branch | [
] } AANOS1IP2 - I0CS Tally Sheet Control by ! | |
] | Percentage | | {
| | AANOS3P1 - Sample of Employees for 10CS ! | }
{ | Audit | | |
! | AANOS3P2 - IOCS Sample Selection Diagnos- | | {
| | ties { ! H
{ ! AANOSHP1 - Selected Employees Tape Dump | i |
1n.n.7 } AANI2HPY - Summary Counts of Non-Protected | Payroll { Retaln for 1 year H
] ! Fmployees { Processing f and 1 AP, then 1
} { ! Branch { destroy. {
5 - Summary §1.5.1 Workhours/Dollars Related Spread Sheets Payroll Retain for 1 year
Totala, | such as: Control and 1 AP, then
tecap and | Branch destroy.

Reconciltia- |
tion Records)
/Reports !

Spread Sheet

!
{
} Hours and Dollars Analysis (AAND91)
!
»
]
l




SYSTEM: Payroll

- 48 -

PDC RECORDS RETENTION SCHEDULE

SURSY3TEM: Related Reports Production

2

SUBJECT:

1 - Workforce/Hours Statistics

EFFECTIVE DATE: ¢Fp 15 1983

RECORD | CONTROL | {OFFICIAL RECORD| MAINTENANCE & [ADDITIONAL INSTRUCTIONS/

CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
5 - Summary [1.5.2 | NWRS/PS 1236 Related Spread Sheets | Payroll | Retain for 2 years, |
Totals, | | such as: { Control | then destroy. |
Recap and { | Payroll Hours Reconciliation Spread Sheet | Branch [ i
Reconcilia- | | L.oan, Transfer and Training Hours | | |
tion Recordsi { Reconciliation Sheet { I i
/Reports | { JV/AMC Reconciliation (AMCO60, 082, 084) | 1 |
(continued) { | Sheet | { |
{ { AMCO8Y and PSFR Comparison Sheet | | [
6 - Exter- |1.6.1 | Labor Reports such as: { Payroll { Retain for 2 years, |
nally Re- { { AANO6OP6 - Monthly Department of Labor | Control | then destroy. {
quired | | Statistics | Branch { !
Reports | | AARNOG6MP1 - Quarterly Labor Report | | {
11.6.2 [ Counts of Employees for Employee Benefit | Payroll | Retain for 1 year, |
} { Programs  such as: } Control { then destroy. |
| | AADOUTP1 - OPM Quarterly Status File { Branch | §
| | Control Report [} { {
9 - Data 11.9.1 } Loan, Tranafer and Training Hours System | Payroll | Retain for 4 pay |
Input/Sourcel| | Documents: { Control { periods, then {
Documents | | PS 1236 - Loan, Transfer and Tralning { Branch | destroy. |
{ } | !

Hours




- 49 _

PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 2 - Monetary Reports
SUBSYSTEM: Related Reports Production EFFECTIVE DATE: SEP 15 1983
RECORD | CONTROL | {OFF ICIAL RECORD{ MAINTENANCE & [ADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
1 - Control |2.1.1 { General Salary or COLA Increane Reports | Payroll | Retain for 13 pay |
fleports { | such as: | Processing | pertfods, then |
| { AAMPS0P) - Run Controls | Branch | destroy. |
( { AAM250P3 - Run Controls ( { |

Annual Statement of Group 1ife Inaurance
Program

4 - Manage- [2.u4.1 | Quarterly Report of Union Dues Withholding | Payroll | Retain for 2 years, |

ment/Statis-| { (Manually prepared from AANO20P2) | Control { then destroy. |

tical { | AANOBOP?2) | Branch | |

Reports { | | { |
{2.4.2 T Salary or COLA Increase such as: { Payroll - | Retain for 7 years, | Corporate Record

[ | AAM250P2 - General Salary Increase Cost | Processing | then destroy. |

| i Report | Branch | |

| | AAM255P2 - General Salary and/or COLA | ! |

| | Increase = Before and After Cost Report | | |

T2.4.3 I RAL140OP3 - Geographic Distribution of | Payroll | Retain for 2 years, |

{ { Wages | Control ! then destroy. {

{ | { Branch | {

{2.4.4 | Worker's Compensation - Injury on Duty 1 Payroll | Retain for 3 years, |

| Reports such as: { Processing | then destroy. |

{ | AANO72Pt - Worker's Compensation - 10D | Branch | |

| |  (Detail Listing) | | |

| | AANOT2P3 - Worker's Compensation - 10D | | i

{ | (District Summary) | | |

| | AANO72PS - Worker's Compensation ~ IOD | 1 {

! |  (National Summary) 1 { {

j2.4.5 ! Quarterly Bond Report (EF Bonds) { Payroll | Retain for 2 years, |

{ { ! Control | then destroy. {

| { | Branch ] !

T2.u4.6 | Statement of Employee Benefit Program | Payroll | Retain for 2 years, |

| ! Costs such as: { Control { then destroy. |

{ | Annual Statement of FICA Deductians { Branch { |

[ { Annual Statement of FEHB Program | | |

| | | | |

| H ! l }
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 2 - Monetary Reports

SUBSYSTEM: Related Reports Preparation

EFFECTIVE DATE: SEP 15 1983

RECORD | CONTROL | {OFFICIAL RECORD{ MAINTENANCE & |ADDITIONAL INSTRUCTIONS/
CATEGORY { NUMBER | SERIES NAME | MAINTAINED BY { DISPOSITION { RELATED INFORMATION
6 - 12.6.1 | SF 2812, SF 2812A - Journal Voucher | Payroll | Retain for S years, | Corporate Record
Externally { and Report of Withholdings for Health { Control | then destroy. {
Required { | Benefits, Group Life Insurance, and | Branch | |
Reports | | Civll Service Retirement | { {
12.6.2 | Savings Bonds Reports  such as: I Payroll T Retain for t year |
{ | AANO390P - Savings Bond Saled by State | Control { and 1 AP, then |
| { | Braench { destroy. |

—
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 3 ~ Miscellaneous Reports
SUBSYSTEM: Related Reports Production EFFECTIVE DATE: SEP 15 1983
RECORD { CONTROL | |OFF ICIAL RECORD{ MAINTENANCE & {ADDITIONAL INSTRUCTIONS/

CATEGORY { NUMBER | SERIES NAME | MAINTAINED BY |{ DISPOSITION | RELATED INFORMATION
2 - Edit/ 13.2.1 { AABI2SPt - lLeave-Related Error | Payroll { Retain until ]
Error { { Report | Processing | problem resolved, {
Reports | | { Branch [ then destroy. |

13.2.2 | Suspended Fmployees Error Reports [ Payroll [ Retaln until I

| { such as: { Processing | problem resolved, }

l. {f AAN120P2 - Suspension Transaction Errors | Branch | but no longer than |

| | | { 3 pay periods, |

| | ' | then destroy. (

13.2.3 | AAnTOOP8 - Termiral Leave Pay Pending T Payroll | Retain for 1 pay | {

| ! Report | Processing { period, then {

| ! { Branch | destroy. |
3 - Files 13.3.1 | AAN184P1 — Health Plan List | Payroll { Retain for 1 year |
Reference | { { Control { and 1 AP, then |
Reports | | { Branch { destroy. {

13.3.2 | Leave Reports  such as: 1 Payroll [ Retaln for 1 year, |

{ | AADO70P7 - Annual Leave Advance Report | Processing { then destroy. |

[ | AADOT70P8 - Value of Annual Leave Report { Branch | |

13.3.3 T AAD9OOP3 - Leave Balance Report | Payroll T Retain for 3 years, |

| | | Processing | then destroy. |

{ 1 { Branch | i

3.3.4 Suspended Fmployee Reports such as: Payroll Retain for 2 pay

AAN120P1 - Suspension Register Processing periods, then
AAN120P3 - Suspended Fmployees with a Branch destroy.

Break in Pay Period Activity
AAR121P1 -~ Insurance Summary Report
AAN122P) - Suspense Activity Report
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll

SUBSYSTEM: Related Reports Production

SUBJECT: 3 - Miscellaneous Reports

EFFECTIVE DATE: SEP 15 1983

RECORD | CONTROL |
CATEGORY | _NUMBER | SERIES NAME

|OFF ICIAL RECORD{
| MAINTAINED BY |

MAINTENANCE & |ADDITIONAL INSTRUCTIONS/

DISPOSITION |__RELATED INFORMATION

4 - Manage- (3.4.1 { Leave Reports such as: | Payroll | Retain for 6 pay |
ment/Sta-- { | AAN142P1 - Detall Sick Leave Report | Processing | periods, then |
tistical | | AANIU3P1 - MSC Recap of Sick leave | Branch | destroy. {
Reports t ! | | l
13.04.2 ] Leave Liability Reports  such as: | pPayroll ] Retain for 8 years, | Corporate Record
| { AAD9OOP1 - Leave Liability Control Report | Control { then destroy. |
} | AAD920P1 - Reglonal Leave Liability { Branch ! |
f | AADQ20P2 - National Leave Liability [} i ]
6 - Exter— {3.6.1 ! Health Benefits Enrollments and Changes { Payroll { Retain for 1 year orl
nally Re- | } such as: | Control | umtil the comple- |
quired | | SF 2811 - Transmittal and Summary Report | Branch | tion of the next |
Reports | | to Carrier { | open season, {
} { ' | | whichever is longer,|
{ 1 | | then destroy. |
{3.6.2 { Tax Levy Reports such as: | Payroll | Retain for 3 years, | Corporate Record
| | AAN100PH4 _ IRS Tax Levy Report [ Control { then destroy,
{ | | Branch { |
13.6.3 | Unemployment Compensation Reports | Payroll | Retain for 5 years | Corporate Record
| t such as: { Processing | after the end of |
| } PS 239 - Preliminary Certification of | Branch { the calendar year {
{ | Employee Eligibility for Unemployment ] | in which the request|
1 { Compensation | { is processed then |
| | PS 6803 - Wage and Separation Information | | destroy. [}
| H t { i
8 - Trans- {3.8.1 | Unemployment Compensation Data Requests: | Payroll { Retain for 1 pay {
action | { (PHE 020) Batch Control Logs | Processing { period, then |
Status | | | Branch { destroy. {
Records | | | I t
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 3 - Miscellaneous Reports
SUBSYSTEM: Related Reports Production EFFECTIVE DATE: SEP 15 1983
RECORD [ CONTROL { |OFFICIAL RECORD| MAINTENANCE & JADDITIONAL INSTRUCTIONS/
CATEGORY { NUMBER | SERIES NAME { MAINTAINED BY | DISPOSITION | RELATED INFORMATION
9 - Data 13.9.1 { Unemployment Compensation Information | Payroll { File by calendar | Corporate Record
Input/ i | Source Documents: | Processing | year, by state, by |
Source | { ES 93t - Request for Wage and Separation | Branch | claimant name. {
Documents | | Informatlion | ! Retain for 5 years |
| { ES 931-A - Request for Separation Informa- |. | after the end of |
| | tion for Additional Claim | | the year in which |
| | ES 934 - Request for Information or | | the request is pro- |
{ | Reconsideration of Federal Findings | { cessed, then |
{ { PS 2342 - Request: Unemployment Compensa- | { destroy. |
{ { tion Data : | | |
3.9.2 Unemployment Compensation Information Payroll File with ES 931 Corporate Record
Audit/Verification Documents: Processing being verified.
ES 936 - Request for Verification of Branch Retain for 5 years

Furnished on Form ES 931 year in which the
request is pro-
cessed, then

destroy.

B pup——

| 1 }
| | |
| ( |
UCFE Wages and Separation Information ] | after the end of the|
{ | !
| | |
! t |
' | t




SYSTEM: Payroll

SUBSYSTEM: Retirement

- 54 -

PDC RECORDS RETENTION SCHEDULE

SUBJECT:

1 — File Maintenance

EFFECTIVE DATE: SEP 15 1983

HECORD {
CATEGORY |

CONTROL
NUMBER

SERIES NAME

JOFFICIAL RECORD|
| MAINTAINED BY |

MAINTENANCE &
DISPOSITION

{ADDITIONAL INSTRUCTIONS/
| RELATED INFORMATION

1 - Control |t.1.1

Employee Master Update Control Reports

] Retirement

Retain for 2 pay

| ! {
Reports | | such as: | Branch | periods, then |
| | AADNOSP2 - Batch Header Listing | | destroy. !
| } AADD3OP2 - Batch Header Listing | ! |
| { AADO70P2 - Employee Master Update Audit | ) !
| { AADOT0P5 - Run Control Report ] ] |
1.1.2 | Retirement History Master File Update T Retirement | Retain 3 years, {
| | Control Reports such as: { Branch | then destroy. |
| | AAFO10P) - File Control Report ! | !
§1.1.3 T Service History Update Control Reports T Retirement | Retaln for 2 pay T
[} | AADOBOP1 - Run Control Report | Branch | periods, then |
| { AADO8SP1 - File Control Report | | destroy. |
jr1.1.4 | Retro Control Reporls such as: | Retirement ! Retain for 2 pay |
| { AAP325P1 - Control Report { Branch | periods, then t
] | ! { destroy. {
.15 | Mass Increase Control Reports such as: } Retirement } Retain for 2 pay |
| | AAP3SOP1 - Run Control Report | Branch { perfods, then |
i | ! | destroy. !
2 - Edit/ jr.2.1 ! Employee Master Update Error Reports | Retirement | Retain for 3 years, |
Error | { such as: { Branch | then destroy. [}
Reports | | AADO70Pt - Employee Master Update Error } | {
| { Report ! | {
| | AADOTOP11 - Employee Master Update Error | } |
i | Report by SSN [} } {

1.2.2 Retirement History Master File Retirement Retain for 3 years,

Update Error Reports such as: Branch then destroy.

— e - = —— o —

AAF0D10PS - Unprocessed Transactions wWhich

Do Not Affect Totals

AAFD10P6 ~ Unprocessed Transactions Which

No Not Affect Totals

- ]
—— - w -
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 1 -~ File Maintenance
SUBSYSTEM: Retirement EFFECTIVE DATE: SEP 15 '983
RECORD | CONTROL | JOFFICIAL RECORD]  MAINTENANCE & JADDITIONAL INSTRUCTIONS/

CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION { RELATED INFORMATION
2 - Edit/ 11.2.3 { Service History Update Edit Reports | Retirement { Retain for 2 pay, {
Error { | such as: } Branch { periods, then |
Reports i | AAP325P3 - No Match on Employee Master | | destroy. [
(continued) | | AAP325PN - By-Passed Service History { { |

| { Employee/SSN Change on Employee | | |

| |  Master } I |

{ { AAP325PS5 - Rate Schedule Code Changes/ t | t

| | Finance Number Exceptions { i {
3 -~ File/ j1.3.1 | Retirement History Master File Update | Retirement | Retain for 3 years, {
Reference | { Reference Reports such as: | Branch | then destroy. i
Reports | | AAFOI0P3 - Terminated Employees Report | | {

{ { AAFO10PN - Reactivated Bmployees Report { | i

| [ AAFOIOPT - Retirement Accounts in Suspense | i 1

! ! AAFO10P8 - Master Purge List | | {

11.3.2 | Service History Update Reference Reports | Retirement ] Retain for 2 pay 1

| { such as: | Branch | periods, then |

{ | AADOBOP2 - Service History Update | | destroy. i

| { AADOBOP3 - Comment Listing | | |

| | AADOB1IP3 - Service History Update { | |

| |  (Mass General Increase) | { |

| { AAP325P2 - Select Information from { | |

{ | Service History [} | |

| | AAP354P1 - Rural Retro Service History i t {

( | Update ' 1 !

1t.3.3 | Service History Inquiry Reports | Retirement { Retatn for 3 years, |

{ | such as: | Branch { then destroy.

| | AAF100P8 - Service History Inquiry ! ! !

Ti.3. W | Retirement Service History File Analysis | Retirement | Retain for 2 pay T

| | Reports  such as: } Branch { periods, then {

| | AAF630P1-P6 - Service History Analysis | { destroy. {

1.3.5 On-Line Ad justment Re(lerence Reports Retirement Retain for 1 year,
such as: Branch then destroy.

(SSN Sequence)
AARGS0PG - Detall Retirement Report

T
!
| AAB650PS - Detail Retirement Report
}
|
| (Uzer 10 Sequence)

— e - o o ]
PSR —

—— e ]
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 1 ~ File Maintenance

SUBSYSTEM: Retirement EFFECTIVE DATE: SEP 15 1983

RECORD | CONTROL | |OFF ICIAL RECORD} HAINTENANCE & JADDITIONAL INSTRUCTIONS/
CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION ! RELATED INFORMATION

5 - Summary J1.5.1 Retirement History Master File Retlrement Retain for 3 years,

| ! | {
Totals/ | ! Update Reports  such as: | Branch | then destroy. }
Recap and i t AAFO10P2 - Retirement Update Control ] 1 {
Reconcilia- | ! Totals | L }
tion | b } | |
Records/ | | | [ |
Reports | \ ! | t
8 - Trans- }1.8.1 ! Retirement Branch Data Entry Batch { Retirement | Retain for 2 pay [}
action ! ! Control lLog { Branch { pertods, then |
Status | | | | destroy. |
Records ! | | | [
9 - Data 1.9.1 Service History Change/Update Documents Retirement Retain for 2 pay
Input/ Including: Branch periods, then
Source PS 3116A -~ Service History destroy.
Documents Transaction-Former Names

} {
! |
| !
! !
! PS 3116B - Service History Transaction - i
} Separatfon Name |
! PS 3117 - Service History Transaction - [}
| Salary History {
t PS 3118 - Service History }
{ Transaction - Preliminary 2806 |
} PS 3119 - Service History [
\ Transaction-Separation Information t
{ PS 3120 - Service History !
{ Transaction-fFiscal Data }
| PS 3123 - Service History Inquiry |
t PS 3127 - Service listory |
| Transaction-Conversion Data ]
| PS 3128A - Service History }
1 Transaction - Remarks Data !
} PS 3128B ~ Service History |
i [ransaction-Prior Service Comments |
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 1 - File Maintenance
SUBSYSTEM: Retirement EFFECTIVE DATE: SEP 15 1983
RECORD { CONTROL | {OFFICIAL RECORD| MAINTENANCE & {ADDITIONAL INSTRUCTIONS/

CATEGORY | NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION | RELATED INFORMATION
9 - Data 11.9.2 | Personnel Actlon Documents: | Payroll | Retain until pro- [}

Input/ { | PS 50 -~ Notification of Personnel { Processing | cessing verified, [

Source ! { Action (Convenience copy for Retirement | Branch | but not longer than ‘l

Documents | { Branch use.) | | 3 pay periods, then |

(cont inued) | | § | destroy. i

1.9.3 Prior Service Documents: Payroll Retain until pro- Corporate Record
PS 144 - Statement of Prior Federal Processing cessing verified,
Civilian and Military Service Branch

Payroll Processing
Branch for filing
in Audit Folder.

i
|
then return to |
|
{
I




- 58 -
PPC RECORDS RETENTION SCHEDULF

SYSTEM: Payroll SUBJECT: 1 - Flle Maintenance

SUBSYSTEM: Retirement EFFECTIVE DATE: SEP 15 10/

RECORD  [CONTROL| DATA ! . T | AUTHORIZED | CORPORATE

CATEGORY |NUMBER | SET NAME|  FILE NAME { FILE DESCRIPTION { RETENTION | RECORD COPY
{ | ! ! . { INSTRUCTIONS I

10 - His- [1.10.1 | AAFPXN. | Service/Retire~ | A tape copy of the master file that { Retain 10 years,| Corporate Record

torical 1 | PSO10T | ment History contains a chronological record of { then destroy. {
Master { 01.MAST | Master File the employment history (all personnel |
Files | rROUT actions during employment) of the

!

!

! |
| individual employees paid by the PDC. |
| This tape is a copy of the entire |
| Service/Retirement History Master 1
| File reflecting the status of the [
! file a3 of the completion of the pay- |
{ roll calculation process for the |
{ current pay period. It has been up- |
| dated with the current pay pertiod's |
! personnel actions (changes in salary, |
{ grade, job title, occupation code, |
| etc.) if any, for each employee and !
{ shows the current pay period amount !
{ and cumulative total of retirement [}
f fund contributions. The {information |
| on the Service/Retirement History [
| Master File is used to determine/ |
| verify retirement eligibility of |
{ employees and to provide OPM with {
| accurate and complete information ]
| for retirement applicatioh processing.{
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 2 - Retirement Actions
SUBRSYSTEM: Retirement EFFECTIVE DATE: GEP 15 1983
RECORD { CONTROL | {OFFICIAL RECORD| MAINTENANCE & IADDITIONAL INSTRUCTIONS/
CATEGORY ! NUMBER | SERIES NAME | MAINTAINED DY | DISPOSITION ! RELATED INFORMATION
1 - Control }2.1.1 { Recovery of Indebtedness Control { Retirement { Retain for 5 years, |
Reports } { Reports such as: { Branch { then destroy. | !
} { AAFL22P2 - Control Report ! - { 1
| | AAFQUOP2 - Run Controls | | !
3 - Flle/  f2.3.1 1 Recovery of Indebtedness Reference T Retirement ] Retain for 5 years, |
Reference ! | Reports  such as: | Branch | then destroy. }
Reports } | AABL17P1 - Retirement Recovery of | 1 [}
| | Limited Duty Employees | | !
} | AAFL22P1 -~ Recovery Detail Report | | 4
{ | AAF907P1 -~ Retirement Recovery Report | | !
i { AAF907P3 - Retirement Recovery Purged 1 [ !
| | Report | } !
| | AAFQIOP1 - Retirement Recovery { | |
12.3.2 t Separations and Transfers Reference { Retirement ! Retain for 3 years, |
t | Reports such as: | Branch { then destroy. !
{ ! AAF100P3 - InterPDC Transfer (MN Transfer | ! t
| } Out) | | |
! | AAF100P4 - InterPDC Transfer (SB Transfer | t {
| | Out) | { {
| | AAF100PS -~ Register of Separations and | ! |
| ! Transfers (MN) ! ! 1
| | AAF100P6 - Register of Separations and ] | |
! |  Transfers (NY) ) | |
} | AAF100P7 - Register of Separations and 1 | |
| ! Transfers (SB) [ } |
5 - Summary {2.5.1% | Recovery of Indebtedness } Retirement { Retain for S years, |
Totals, i | Reports such as: | Branch | then destroy. |
Recap and | ! AAF901P1 - Pay Data File Recaps ] t |
Reconcilia- | | AAFQ02P1 - Pay Data Flle Recaps | | |
tion | ! o | !
Records/ { | | } I
Reports | | t | !
2.5.2 Separatlions and Transfer3 Reports Retirement Retain for 3 years, Corporate Record
such as: Branch then destroy.

AAF100PA - Retlirement Totals
AAF100P2 - Register of Reparations and
Tranafers

- — . —— -




SYSTEM: Payroll
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PDC RECORDS RETENTION SCHEDULE

SUBJECT: 2 -~ Retirement Actions

SUBSYSTEM: Retirement EFFECTIVE DATE: SEP 1 5]983
RECORD { CONTROL | JOFFICIAL RECORD| MAINTENANCE & |ADDITIONAL INSTRUCTIONS/
CATEGORY { NUMBER | SERIES NAME | MAINTAINED BY | DISPOSITION { RELATED INFORMATION
5 - Summary {2.5.3 { Journal Vouchers and Supporting Documents | Retirement | Retain for 3 years, | Corporate Record
Totals, 1 { such as: | Branch { then destroy. [}
Recap and | | PS 824 - Detail Supporting Journal ] | [}
Reconcilia- | | Voucher and Error Correction [ ] i
tion ( 1 { l |
Records/ | ! ! ! !
Reports | | | l |
(continued) | { | | f
6 - Ex- 12.6.1 f Separations and Transfers Reports { Retirement | Retain for 3 years | Corporate Record
ternally | | such as: | Branch | after the end of { Flles these forms with
Required | | SF 2807 - Register of Separations and | { the calendar year { the Retirement Case
Reports | { Transfers [} { in which the | Flles for all of the
| ! SF 2807-1- Register of Adjustments | | employees separate, | employees listed on
| ! | | then destroy. { the register.
7 - Case 12.7.1 | Retirement Reference Case Flle | Retirement | Retain for 3 years | Corporate Record
Files | { (PDC copies of all source documents | Branch | after the end of the| File with the corre-
| { generated upon separation of an employee { ! calendar year in | sponding Register
| { from the Postal Service) { { which the employees | of Separattons and
| { | | separates, then { and Transfers (SF
{ | N | destroy. | 2807) on which the
{ ! | | | employee i3 listed.
T2.7.2 T Retlrement Correspondence/ T Retirement [ Retaln Tor 2 years, | Corporate Record
{ { Inquiry Case File { Branch | after -the end of ]
| { (PDC coples of documents received/ [ { the calendar year [}
{ | generated in conjunction with the | { in which a response {
| } anployee correspondence/inquiries about | { is sent to the |
| { retirement status) [} { employee, then !
{ { | | destroy. 1
8 - Trans- 2.8.1 Retirement Case File Transmittal Records: Retirement Retain for 3 years
action SF 2807 - Reglister Flle Branch after the calendar
Status (Separating file containing convenience year in which the
Records copies of SF 28073 in reglster mmber SF 2807 and accom-

order for reference purposes.)

panying retirement
case [iles are 3sub-
mitted to OPM, then
destroy.
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PPC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 2 -~ Retirement Actions
SUHSYSTEM: Retirement EFFECTIVE DATE: SEP 1 5 1983
RECORD { CONTROL | JOFFICIAL RECORD| MAINTENANCE & |ADDITIONAL INSTRUCTIONS/

CATEGORY { NUMBER | SERIES NAME | MAINTAINED BY |{ DISPOSITION { RELATED INFORMATION
g - Data 12.9.1 | Retirement Reference Case Ftle Documents | Retirement | File in Retirement | Corporate Record
Input/ | { Including: { Branch { Reference Case File.|
Source ! | PS 324 - Disability Retirement - Notlice ] { t
Documents | { of Action { | {

| { PS 1915 - Authorization to Flag Fmployee's | | |

| !  Accounts ] | |

{ ! PS 2341 - Notice of Adjustment - Separated | | |

{ | Employee | { |

. { ! SF 2800 - Certificate of Death | | |

{ | SF 2801 - Application for Retirement [} { !

| | SF 2805 - Request for Recovery of Debt | | {

{ { Due the U.S. ° | { |

\ | SF 2806 - Individual Retirement Record | { (

) { SF 2806-1 - Notice of Correction of | | |

| | Individual Retirement Record | ! |

2.9.2 Retirement Correspondence/Inquiry Retirement File In Retirement | Corporate Record

Documents Including: Branch Correspondence/

— e — o m — -]

PS 306 - Annuity Computation Worksheet

PS 316 - Request for Records Information

SF 2803 - Application to make Voluntary
Redeposit

GF 280% - Application to make Voluntary
Contr ibut.ions

|
|
{
|
(
|
|
!

-—— — ——— — — ]

Inquiry Case File.
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PDC RECORDS RETENTION SCHEDULE

SYSTEM: Payroll SUBJECT: 3 -~ Year-End Processing
SUBSYSTEM: Retirement EFFECTIVE DATE: -
e SEP l ) 1983
RECORD | CONTROL | |OFF ICIAL RECORD{ MAINTENANCE & {ADDITIONAL INSTRUCTIONS/
CATEGORY { NUMBER | SERIES NAME | MAINTAINED BY { DISPOSITION } RELATED INFORMATION
1 - Control |3.1.1% | Year-End Processing and Balancing Control | Retirement | Retain for 3 years, |
Reports { | Reports such as: | Branch | then destroy.
{ ! AAD930P1 - Run Control t |
3 - File/ 13.3.1 { Year-End Processing and Balancing | Retirement | Retain for 3 years, |
Reference ! | Reference Reports such as: | Branch { then destroy. |
Reports { ! AAD930P2 - Year-End Counts of Bmployee | { |
| [} Master | { |
i | AAD930P3 - Employee Master Year-to-date { | !
{ | Counts ] 1 [
i | AAD930PY - Employee Terminated Report } | |
{ | AAD930PS - Employee Retirement ‘Submitted [} ] [}
t !  Amount Report { l 1
13.3.2 | AAF970Pt - Annual 2806 Totals for Fach | Retirement { Retain for U years, | Corporate Record
| |  Employee { Branch | then destroy. {
4 - Manage-~ |3.4.1% | Annual Retirement Repért,s such as: | Retirement | Retain for 3 years, { Corporate Record
ment/Sta- } { PS 348 - Annual Statement of Retirement { Branch | then destroy. !
tistical ) !} Fund Transactions | | |
Reports i | PS 319 - Annual Report of Employees | | |
! ! Subject to the Retirement Act ! [ |
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PDC RECORDS RETENTION SCHEDULE
SYSTEM: Payroll SUBJECT: # - National Retirement
Counseling System (NARECS)
SUBSYSTEM: Retirement EFFECTIVE DATE:
SEP 151983
RECORD | CONTROL | JOFFICIAL RECORD{ MAINTENANCE & |ADDITIONAL INSTRUCTIONS/

CATEGORY { NUMBER | SERIES NAME | MAINTAINED BY { DISPOSITION { RELATED INFORMATION
t - Control (4,11 | NARECS Control Reports such as: | Retirement | Retain for 2 pay |
Reports | 1 AAF220P2 - Batch Control Report | Branch { periods, then |

| { AAF220P3 - Control Report | { destroy. |

| | AAF230P2 - Control Report | 1 - [

| { AAF2U0P4 - Control Report | | |

| { AAF250P2 - Control Report | | |

| | AAF255P3 - Control Report | | |

1 { AAF260P2 - Control Report [ | (
2 - Edit/ |4.2.1 { NARECS Edit Reports  such as: | Retirement | Retain for 2 pay |
Error i ! AAF220P1 - NARECS-.Request Run { Branch | periods, then |
Reports | { Exception Report | | destroy. }

{ | AAF230P1-~ Exception Report [} | |
3 - Files (4. 3.1 { NARECS Reference Reports  such as: | Retirement | Retain for 2 pay |
Reference | | AAF210P1 - Estimate of Annuity { Branch { periods, then |
Reports ! | | | destroy. |
§ - Manage- ju. 4.1 ! NARECS Reports such as: | Retirement | Retain for 2 pay {
ment/Sta- | | AAF200P2 - Current Reference List | Branch | periods, then ]
tistical } ! AAF2M0P3 - 1 Year Forecast Reference | | destroy. |
Reports { { List | | |

| { AAF?S50P1 - Management Reports { ] i

| ! AAF255P1 - National Summary Report ] | |

[} | AAF255P2 - Number of Eligible fmployees } { |

t ! AAF260P) - Forecast Refercnce Listing ! | {
9 -~ Data 19.9.1 | NARECS Annuity Request Documents: | Retirement | Retain for 2 pay |

Input/Sourcel
Documents [

PS 2410 - NARECS Request for Annuity
Estimate

| Branch { periods, then |
! destroy. |
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Reissued certificate applications

Book covers of certificates issued by discontinued
postal savings offices

Authorization for establishment and discontinuance
of accounts and for payment of accounts of deceased,
etc., patrons

Paid postal savings certificates and interest adjust-

ments (Form 1693)

Account cards for closed accounts

Periodic reports and listings of postal savings
and savings bonds transactions (such as those
developed for Forms 704, 714 and 904)

E. Motor Vehicle

Acquisition and release files

Maintenance, operating and repair records

A, Work orders (Form 4543)

B. Others (such as Forms 4520, 4527, 4530, 4534,
4580, 4590, 4551, 4552)

Christmas borrowed vehicle records
Statistical summaries and listings such as garage,
equipment, gasoline and oil utilization, inventories,

cannibalization, etc,

Zero Balance Listings

File alphabetically within
State and post office. Retain,

File by office chronologi-
cally, Retain,
File alphabetically., Retain,

File chronologically by pe-
riod in which paid. Destroy
after 6 years,

Place in inactive file when
account is closed. Destroy
6 years later.

Destroy after 4 years,

Destroy 3 years after vehicle
leaves post office accounta-
bility,

File chronologically by type.
Destroy after 1 year,
Destroy after 3 years.
Destroy after next Christmas

season,

Destroy after 3 years,

Destroy at close of following
fiscal year,

F. Property and Reconciliation

Schedules, statistical summaries, listings and re-
lated documents such as inventories, acquisitions,
losses, reconciliations, money order machine
accountability, transfer documents (Forms 339,
340, 961, 969, etc.).

Reconciliation papers of control accounts

G. Payroll
Audit folders

TL-t 11-15-66 4

" : « Te
. :

-

File chronologically bytype.
Destroy after 2 years,

File chronologically, Destroy
after 4 years.

Place in inactive file upon
separation or transfer of em-
ployee. Startnewinactive file
every calendar year, Destroy
2 years later.

Z;S’;;#iaﬂ Q Of PDC-1



1.

Quarterly individual earnings listings showing
payments and deductions by pay period

Annual Christmas Assistant earnings listings
showing payments and deductions and alpha-
betical index

Payroll control recaps and FICA, life insurance

health, bond, leave, etc., listings

Payroll journals

Time cards

Labor reports to states

W-2's and listings

Leave Records

a, Showing accumulation at time of separation

b, Showing accumulation at entrance on military

leave

€. Requesting 4th class postmaster leave re-
placements
d, All other

H. Retirement

Individual retirement records (SF 2806)

Abstracts of separations and transfers

Retirement and separation reports and copies
of registers sent to CSC (such as Forms 302,
2807, 2807-1)

I. Transportation Claims

RR tub file, master mileage and line haul pricing
tables and cards, terminal charges, equalization

deductions, lists of air stop points, etc,
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File by calendar year, After
4 years transfer to FRC, 111
Winnebago Street, Saint
Louis, Missouri 63118,

Prepare in duplicate. Send
one copy to federal records
center, 111 Winnebago Street,
Saint Louis, Missouri 63118
when certified, Destroy other
copy after 4 years.

File by calendar year.
Destroy after 4 years,

File by calendar vyear.
Destroy after 4 years.

File by pay period, Destroy
after 3 years,

File by calendar vyear.
Destroy after 2 years.

File by calendar vyear.
Destroy after 2 years,

Place in official personnel
folder.

File alphabetically. Destroy
three years after return to
duty,

File by calendar vyear.
Destroy after 3 years,

File alphabetically by year.
Destroy after 2 years.

File alphabetically, Send to
CSC upon separation of em-
ployee.

File alphabetically by calen-
dar year. Destroy after 2
years,

File chronologically, Destroy
after 4 years,

Place in inactive file when
superseded or obsolete, Start
new inactive file each year.
Destroy 1 year later, pro-
vided a full set of rate tables
for a 3-year period is re-
tained. .





