
rREQWiST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK •
 
(See Instructions on reverse)
 JOB NO ~ 

NCl-28-84-6 

TO'GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON. DC 20408 DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 2-24-84u. S . Postal Service 
NOTIFICATION TO AGENCY 

2.	 MAJOR SUBDIVISION 
In accordancewith the provrsionsof ,:4 usc 3303a the drsensa: reFinance quest. including amendments, :S opprovp.dexcept for Items that may 

3. MINOR SUBDIVISION	 be stamped "drsposa' not approved" or "Withdrawn" In column 10 

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

A::)/6~( QAr-eJ~~ V 
Sheila Allen, Records Office 245-5568	 )lr( lnv 1\1 01 lit" l:1II1ed .\101('\ 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records;
that the records proposed for disposal in this Request of h":1 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal. 

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

C. DATE ~RE OF AG 1Y REPRESENTATIVE E. TITLED.ltp 

2/16/84 )1'1 ~lt	 USPS Records Officer
I 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (With Inclusive Dates or Retenllon Periods)	 ACTION TAKENJOB NO 

See 
PDC 

the attached Payroll System
Records Retention Schedule. 

portion of the Replaces
Section 
G. of 
POD Pub. 
PDC-l 
(11/65) . 

115-107 



POC RECORDS RETENTION SCHEDULE 

SYSTEH: Payrol~ 

SUBSYSTEH: Haster File 

RECORD CONTROL 
CATEGORY NUHBER 

1 - Control 11. 1. 1 
Report:l I 

I 
I 
I 

Tf: 1.2 
I 
I 
I 
I 
I 

1. 1. 3 

1. 1.11 

TT.T.5-
I 
I 

n.1.6,
,
 
? - Edl t.1 , 1. 2.1 
Error I Reports I 

I 
I 
I 
I 

Halntenance 

-----.-- --- .----

'-
I 

SERIES NAHE 

Personnel Action and Deduction Transaction 
Reports such as: 
AAD005Pl - Run Controls Initial Personnel 

Input
AAD030P2 - Batch Header LIst ing 

Employee Hast.er Update Control Reports
such as: 
AAD060Pl - Run Controls fmployee Haster 

Update

AAD065P 1 - HI n i-Haster Update Control
 

Report
 

Fmployee Haster Update Control Reports
such as: 
UDOl18Pf - Fmployee Haster Discrepancies
AAD070P2 - Employee Haster Update Audit 

Report (Batch Sequence)
AA0070PI0- Employee Hast.er Upd~te Audit 

Report (SSN Sequence) 

On-line File Haintenance Control Reports
such as: 
AAD230Pl - On-lIne Fil~ Maintenance Report

(SSN S~qupnce) 

AAD9110P 1 - Chari ty Trariiiaction:l Control 
List 

PCB')o~r1 - Suppl f;:-;fl:;:-ri,;sactELR IC Ion 
Count 

rp.r~onnel Act.1on and Deduct.Ion TrClnsaction 
Reports such as: 
AADOOIPOI - Error Report
AAIJO?OPI - rr tor PS 50 firt.lon R"lx)rt
AflDO':>OP? La te Se par at.t on R"p(,rt
AAOOr,P6 - 1 x ActionOeslgnatlon (..'It,,

AII[J07(,r? .. '-;,tpAction I/('port
 

SUBJECT: 1 - Employee Haster File 

EFFECTIVE DATE: SEP 15 1963 

IOFFICIAL RECORDI MAINTENANCE & IADDITIONAL' INSTRUCTIONSI 
I MAINTAINED BY I DISPOSITION I RELATED INFORMATION 

Payroll Retain for 7 pay

Processing periods, then
 
Branch destroy.
 

Payrol1 Retain for 7 pay

Processing periods, then
 
Branch destroy.
 

Payroll Retatn until no
 
Processing longer needed, or
 
Branch for 1 pay period,


whichever Is later,
then destroy. 

Payroll	 Aetatn untll no 
Processing	 longer needed, or 
Branch	 for 1 pay period,


whichever Is later,

then destroy.
 

Payroll Retain for 6 pay

Processing periods, then
 
Branch destroy.
 

Payroll -----r Retain for 2 pay

Prodesslng I periods, then
 
Branch I destroy.
 

Payroll	 Reta in for q pay 
processing	 per iods, then 
Branch	 destroy. 



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

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

- 2 -

POC RE<:ORDS RETENTION SCHEDIILE 

SYSTEM: ~roll SUBJECT: 1 - Employee Haster File 

SIIOSYSTEM: Haster File Haintenance EFFEcn VE DATE: SEP 1 5 1983 

RECORD CONTROL , 'OFFICIAL RECORD' HAINTENANCE & 'ADDITIONAL INSTRUCTIONS/I 
.::.CA:.:.T:..:E:..:G:..:O~R..:.Y__ --!--..::.N.::.:U '-- SERIES NAHE ____ '"-'_HA_I_NT_AI , DISPOSITION , RELATED INFORHATION HBER __ NED BY 

F.mployee Haster Update Error neports , Payroll Retain for q pay 

such as: , Proccsslng per Iods , then 
AADO~5P - Haster Ftle An~lyslA (protected t, Branch destroy. 

rate to expire) ,AAD011Pll - Employee Haster Error Report
 
AAD625P 1 - Dupllcate Employee Rccord
 I,AAD630Pl - File Report (by Error Message) ,AAD630pq - Special Report of Invalid ,Charity Codes 

'~alth Benefits Enrollment Processing Errorl Payroll Retatn until next 
Reports such as: Control report received,,t AAI)20Pl - lIealth Bencflts Op.. n Branch then destroy. 

Season AAI320 Transaction Card I 
Edtt Errors by Batch I 

Personnel 
Refprence 
AAD025Pl 

Action and Deduct ton 
Reports such as: 
- Travelers Jnsuranee 

Transaction 

Records 

Payroll 
Processing 
Branch 

Retain for 7 pay 

per Iods , then 
destroy. 

lIunployee Master File Reference Reports 
, such as: 
I AADO'15P'1 - Bond Listing
I AADO'I'jP6 - Deleted Einployee Report 
, AAD(,30P1 - Bnployee Ha~ter File Anal 
, Spec l a l Hond Report 

ysls -, 
, 

Payroll 
Processing 
Branch 

Retain 
periods 
destroy. 

for 3 pay 
then 

T1.T.3-----, On-Line File Hainten~ncp Refcrellce 
, , such as: 
, , AAD2)2Pl - SSN Audit Report 
, , AAD232P2 - IIser ID Audit Report 
, I AAD2)2P3 - IIser St a t t s t f o a R"port 

Reports Payroll 
Processing 
Braneh 

Retain for q 
per t ods , then 
destroy. 

pay 

Payroll 
Processlnl\ 
Branch 

Retain for 
then destroy. 

1 year, 



- 3 -
POC RECORDS RETENTION SCHEDULE 

SYSTEM: Payro~ 

SUBSYSTEM: Master F1le Halntenance 

RECORD CONTROL 'OFFICIAL RECORDI 
CA TEGOR Y _.!--..:.N:.::U.:.,:HB:::,:E::..:;R'----'-SERIES NAHE , MAINTAINED BY I 

5 - Summary 11. 5.1 Payroll
Totals,

Personnel Action and Dl'ductlon Transaction 

SUBJECT: 1 - Employee Haster File
 

EFFECTIVE DATE: SfP 1 5 1983
 

HAINTENANCE & 'ADDITIONAL INSTRUCTIONS/
DISPOSITION , RELATED INFORMATION 

Retain for 1 pay
then 

T1.5.2

I
I
I
I
I
I 

,
I 

Re ports such as.: Processing period,

AA0020Pq destroy.
Recap

Reconc 
Prior PS 50 Action Report Branch& 

III a-
-

Transac\.lon Summary
tion 
Records/
Reports 

Employee Haster Update Reports such as: Payroll Retain Cor 2 years,
AADOQSP3 - Summary of Update Statistics Control then destroy.

Branch 

11.5.3,
I,
I 
I
I
I 
I,
I 

Employee Haster File Recap, Posting and Payroll Retain Cor 5 years, Corporate Record 
Crossfootlng such as: ControlReports

SSN 
then destroy.

AAN081Pl Posting
AAN081P2 - SSN Crossfoot 

Report Branch-
Report

AAN081P3 - Overall Posting Report
AAN081PQ - Overall Crossfoot R~port
AAN081P5 - Employee Haster with Negative

Year-to-Date Amounts 
AAN081P6 - Ret1rement Posting Report
AAD930P 2 - Year End Co un t s of EmpJ oyee 

Haster 



----

SYSTEM: 

SUBSYSTEM: 

RECORD 
CATEGORY 

7 - Case 
Files 

Payroll 

Haster File 

CON1ROI. 
NUMBER 

11. 7.1 
I
 
I
 
I
 
I
 

- " -
PIlC RECORDS RETENTION SClIF:rlllLE 

SUBJECT: 1 - E~ployee Haster File 

Haintenance	 EFFECT! VE DATE: SEP 1 5 1983 

IOFFICIAL RECORD I HAINTENANCE & IADDITIONAL INSTRUCTIONSI 
SERIES NAHE I MAINTAINED BY DISPOSITION I RELATED INFORMATION 

Au!!1t Folder	 Payroll Retain for 3 years Corporate Record
 
Processing after the year in
 
Branch 'which the employee


separates, then 
destroy. 

T	 N<lTE: The Audit Folrler contains for~s retained permanently (for lIfe of the Audit Folder) and for~s 
retained te~porarlly (unlil superseded or cancelled)., For the specific retention instructions for each 
form, see the Record~ Retention Schedule location listed below: 

PERMANENT RETENTION
 
Form No. Subsystl'm Schedule Form No. Subsystem Schedule
 

Location Location
 
PS 50 HFM 1.9.1 PS 22119 Calc 4.9.3
 
PS 833 Calc 11.9.2 SF 2809 HFH 1.9.6
 
SF 1150 MFM 1. 9. 19 SF 2810 HFH 1. 9.6
 
CA 1207 MFH 1. 9. 21 SF 2817 HFH 1·9.7
 
POD 1212 HfH 1. 9. 1 PS 3185 Calc 11.9. II
 
PS 1219 HfH 1. 9. I PCES LUlllpSI* Calc 11.9.6
 
PS 1303 HFH 1. 9.2 Payment

P'3 13'f7A MfH 1. 9.211 Authoriza-
P3 22'16 Calc 'I. 9.2 tion
 
PS 22'18 Ad.! 1. 9. 3 Letter
 
PS ;>;>118X MFM 1.9.7
 

tEHPORARY RETENTiON 

Form No. Subsystem	 Schedule For~ No. Subsystem Schedule
 
Location LocatIon
 

PS 'I HfH 1.9.5 SF 1198 HfH 1. 9.14
 
W II MFH 1.9.5 PS 1216 HFH 1.9.3
 
W 5 HFH 1. 9.5 PS 1221 HFH 1. 9.20
 

7 (mr-mo} MFM 1. 9.25 POD 11116 HFH 1.9.8
 
WI') Mflt 1. 9.5 PS 1915 HFH 1. 9.16
 

SF/PS 11FM 1.9. II TO 22511 MfM 1. 9.8
 
SF 1187 HFI1 1.9.11 PS 3015 HfH 1. 9.1'1
 
Sf 1Hl8 IiFH 1. 9. 12 PS 3076 HFH 1.9.1'1
 
Sf 1192 IHH 1.9.8 PS 3239 HFH 1. 9.16
 

Union ~es HfH 1. 9.12 
Cancellation 
Letter 

Un Ion [)Jes HFH 1.9. 13 
Change Letter 

"'II 



- ') -

POC RECORDS RETENTION SCHEDULE 

S 'tSTlH: Payroll SUBJECT: 1 - Employee Haster File 

SUBS'tSTEH: Haster File Maintenance EfFECTIVE DATE: SEP 151983 

RECORD 
CATEGOR't 

CONTROL 
NUHBER SERIES NAHE 

IOFFICIAL RECORDI 
, HAINTAINED BY' 

HAINTENANCE 
DISPOSITION 

& 'ADDITIONAL INSTRUCTIONS/
I RELATEO INfORMATION 

7 - Case 
Files 
(continued) 

11. 7.2 
I 
I 
I 

Tax Levy Desk Records (for employees 
against whom tall levies have been served) 

Payroll
Processing
Branch 

Retain for 
after levy
cancelled,
destroy. 

3 years 
is 
then 

Corporate Record 

8 - Trans-
action 
Status 
Records 

11. 8.1 
I 
I 
I 

File Haintenance Batch Logs such as: 
AADOOI Log - (Form 50s) 
AAD030 Log - (Hisc. personnel forms -

health benefits, address changes, etc.) 

Payroll
Processing
Branch 

Retain for q pay 
periods, then 
destroy. 

11. 8.2 
I 
I 
I 

Data Entry Control Records 
Date Entry Batch Control Log
File Maintenance Prograu Log
Transactions Processed Form 

such as·: Payroll
Processing
Branch 

Retain for 1 pay 
period, then 
destroy. 

11. 8.3 
I 
I 

PS 3198 
Sheet 

- Report and Output Distribution Payroll
Processing
Branch 

Retain for 2 pay
periods, then 
destroy. 

n-:B.II 
I 
I 

Garnishment Control Log Payroll
Processing
Branch 

Retain for I year 
after date of last 
entry, then destroy 

11. 8. 5 
I 
I 
I 

Data Entry Control and Identification 
Doc ument.s : 
PS 1208 - Keypunch utilization Record 
PS 3183 - Batch Control Card 

Payroll
Processing
Branch 

Retain for I pay 
per iod, then 
destroy. 

9 - Dat.a 
Input/
Source 

11. 9. 1 
I 
I 

Persunnel Action Doc iaaent.s; 
PS 50 - Notification of Personnel Action 

Payroll
Processing
Branch 

File in Audit 
Folder, Retain 
Aud It Folder 

in 

Documents I permanent Ly , 
I 
I 
I 

POD 1212 - Payroll Master Record Tran-
script <Obsolete - replace~ by PS 50) 

I 
I 

PS 1219 - Rural Auxiliary Appointment/
separation <Obsolete - replaced by PS 50) 



- 6 -

POC RECORDS RETENTION SCHEDULE 

SYSTEM: Payroll SUBJECT: 1 - Employee Haster File 

SUBSYSTEM: Haster File Maintenance	 EFFECTIVE DATE: srr 1 10Q1r: 

RECORD CONTROL 'OFFICIAL RECORD I HAINTENANCE & 'ADDITIONAL INSTRUCTIONSI 
CATEGORY NUMBER SERIES NAME , MAINTAINED BY I DISPOSITION , RELATED INFORMATION 

9 - Data 11.9.2 rs 1303 - Salary Change Notice Payroll File in Audit I 
Input! I (Obsolete - replaced hy rs 50) Processing Folder. Retain any I 
Source I Branch copies dated 1/1/10 I 
Doc~ents I or later in Audit I
(continued) I Folder permanently. , 

1.9. 3 Address Change Documents: Payroll File in Audit I Corporate Record 
PS 1216 - Employee's Current Mailing Processing Folder. Retain most,

Addre:ls Branch current copy in , 
Audit Folder. I 

,	 Remove any auper- I 
seded copies and ,
destroy. , 

prior Service Documents: Payroll File in Audit 
PS lqq - Statement of Prior Federal Processing Folder. Retain 

Civilian and Hilitary Service Branch	 most current copy
in Audit Folder. 
Remove any super-
seded copies and 
destroy. 

,11. 9.5 Income Tax withholding Documents: Payroll File in AUdit I Corporate Record 
IRS W-/I - Employee's Wi thhold Ing Processing Folder. Retain ,, Allow~nce Certificate (FederaI/State) Branch most current copy I,	 ,
IRS W-5 - Earned Income Credit Advance	 in Audit Folder. 

I PaY'nent Certificate for 19xx	 Retain any super- I 
I, IRS W-15 - State Withholding Tal	 seded copies for ~ I 

Exempt.1on Certi ficate	 years. then destroy.,, rs II- Employee' s Ci ty or County With-	 , 
I holding Certificate	 , 
11. 9.6 T Ho a Lt.h lJenef1ts Documents: -.-- Corporate Record, , SI'"2809- lIealth Benefits Regi:ltraUon
I I S~2Bl0 - Notice of Change in !lealth 
I I Bt'neftts Enrollment 

11. 9.7 rl.. Ie Insurance Documents: Corporate Record 
I, I rs 22'IIl-X- Group U fa Insur anc e 

I A<ijll!Jt.m"llts

I I '.r ?A17 - !.lfe Insur nncr- EIf'cLlon
 

-.-.-------.---.------.- _.- - -' - - -. - - ----.--- ..... - _ .. - -. -- - ------



- 1 -

POC RECORDS RETENTION SCIlEOULE 

SYSTF.H: Payroll SUBJECT: 1 - Employee Master file 

SUBSYSTEH: Haster file Maintenance EFFECn VE DATE: S EP 1 5 1983 

RECORD CONTROL IOfFICIAL RECORDI MAINTENANCE & IADDITIONAL INSTRUCTIONSI 
-"C::..AT.:.;E::..:G:.;:O:.:.:R:.:.:Y_-!--.:.:N=UHBER'----'- I ES I MAINTAINED BY I DISPOSITION I RELATED INfORHATION -=.SE=-:.R. NAHE 

9 - Data 11. 9.8 U. S. Savings Bonds Doc unent.s ; Payroll File in Audit Corporate Record 

Inputl 
Source 
Docunents 
(continued) 

I
I
I
I
I
I 

Sf 1192 - U: s. Savings nand Authorization Processing Folder. Retain 
for Purchase and R(>quest for Change Branch most current copy. 

POD lq76 - Bond Authoriz~tion	 Retain any super-
TO 225 - Bond Authorization	 seded or canceled

" copies for 1 year, 
then destroy. 

11.9.9 Charity (CombIned federal Campalgn) Payroll ReEaln 2 years afEerl COrporaEe Record 

I
I 

Deduction Doounents: Processing expiration, then I
 
CFC Payroll Withholding Authorization Form Br~nch destroy. I
 

11.9.10 Union Dues' Documents:	 Payroll Retain for 2 years Corporate Record 

I
I 

PS 1951 - Code Sheet for Hass Union Dues Processing then destroy. 
Change Branch 

11. 9. 11 SF 1187 - Request and Authorization of Payroll file in Audit Corporate Recorll 
I 
I 
I 
I, 

Voluntary Allotment of Compensation for Processing	 Folder. .Retain 
PRyment of finployee Or g an l zation Dues Branch	 any superseded or 

canceled copies for 
2 years, then 
destroy. 

1188 - RevocatIon of Vol untary Payroll hie11. 9.12 SF In AUdit Corporate Record 

I
I
I
I 

Allotlllent of Compensat ion for Payment !'rocessing folder. Retain 
of Employee Organization Dues Branch in Audit Folder for 

Union Dues Cancellation I.etter 2 years, then 
destroy. 

11. 9.13 Union Dues Change Letter	 Payroll flle In Audit Corporate Record 

I
I
I
I 
I
I
I 

Pr oce s s ing	 Folder. Retain 
Branch	 most current copy 

in Audit Folder. 
Retain any super-
seded copies [or 
2 years, then 
destroy. 



- 8 -

POC RECORDS RETENTION SCHEDULF. 

SYSTEM: Payroll SUBJECT: 1 - Employee Haster File 

SUBSYSTEM: Haster File Maintenance EFFECTIVE DATE: SEP 1 5 1983 

RECORD CONTROl. IOFFICIAL RECORDI MAINTENANCE & 'ADDITIONAL INSTRUCTIONS/
CATEGORY NUHBER SERIES NAME , HAINTAINED BY , DISPOSITION , RELATED INFORHATION 

Allotment to Financial OrR~nlz~tlon and Payroll File In Audit Corporate Record9 - Data 11.9.111 

,
 

I
I 
I
I
I
I
I
I
I

Processing
Branch	 any superseded 

canceled 

Folder. RetainInput/
Source 

Net to Bank Docll11ents: 
PS 3075 - Request by Fmployee for Payment

to Fl nane La I 
or 

copies
2 years, then 
destroy. 

forIJocll11ents of Net Salary/Wages
Organization for Cr~dit to Designated
IIccount.

(continued) 

PS 3076 - Financial Organization Authori-
zation Request.

SF 1198 - Request. by E)nployee for Allot.-
ment of Pay for Credit to Savings
Account. with OrganizationFinanciala 

1. 9.15 Tax Levy Doc lI11ents: Payroll File with Tax Levy Corporate Record 
PS 3190 - PDC Tax Levy Transmittal Processing Desk Records 
TO 668-G - Condlt.lonal Release of Levy on Branch 

Wages and Salary

TO 668-P - Statement of Personal
 

Exemptions

TO 668-R - Release of Levy on Wages,


Salary and other Incom~
 
TO 668-W - Notice of Levy on Wages,


Salary and other Income (Involuntary

levy)


TO	 2159 - Payroll Deduction Agreement

(Voluntary Levy)
 

11. 9. 16 Indeb t.edness to USPS/Other Government Payroll FUe In AudIt Corporate Record 

I, Agencies Docll11ents: Processing Folder. Retain in 
PS 1915 - Authorl zat Ion t.o F\ ap, f}nployee's Branch, Audit Folder until 

canceled, retainAccounts 

11. 9. 17

,
I 

,
I 

PS 3239 - Payroll Deduction Agreement to 2 years,

I.lquldate Indebtedness destroy.
 

t.hen 

I (,1111<1:'>lJpport/AlimonyPayment Docll1lents: Payroll Retain for 2 years Corporate Record 
, PS 12112 - Court Ordered Child cancellat.lon,Care afteror Processing

, IIllmony Payment Branch then destroy.
 

11. 9. IS 
I 
I, 

Comm~rclal Garnishment r>Oc:unf'nt.s: Payroll Retain for 2 years Corporate Record 
P3 12q2-~ - Commercial r.arnl~hment With- Pr oce s s Ing after cancellation,

holdlnp, tlotlce or Wa.... Branch then destroy.p r."rner PI.an
 
flllot.rnpnt. .
Request 



- 9 -
PDC RECORDS RETENTION SCIIEDULE 

SYSTEM: Payroll SUBJECT: 1 - Employee Master File 

SUBSYSTEM: Master file Maintenance ... I I. EFFECTIVE DATE: S[P ~ ~ \983
 

Il£COIlD CONTROL	 IOFFICIAL RECORD I HAINTENANCE & IADDITIONAL 
CATEGORY NUMBER SERIES NAHE	 I HAINTAINED BY I DISPOSITION I RELATED 

IHSTHUCTIONS/
INFORMATION 

9 - Data 1. 9. 19 Leave Balance Change Documents: Payroll File In Audit Corporate Record 
Input! SF 1150 - Record of Leave Data Processing Folder. Retain In 
Source Transferred Branch Audit Folder 
Documents permanently • 
(continued) 

II.9.20 PS 1221 - Advance Sick Leave Authorization Payroll File In Audit Corporate Record 
ProcessingI

I
I
I
I 

Folder. Retain In 
Branch	 Audit Folder for 

2 years after 
repayment of leave,
then destroy. 

CA 1207 - Leave Buy-Back Worksheet Payroll File In Audit Corporate Record
 
Processing


11.9.21 
I
I
I 

Folder. Retain In 
Branch Audit Folder 

permanently. 

II.9. 22 
I
I
I 

Employee Haster File Hiscellaneous Changes Payroll Retain for 3 pay 
Documents: Pr oceas ing periods, then 
PS 120q - Haster Record Change Branch destroy.
POD 22q3 - Haster Card Change 

Emp lo ye e Haster File Purge Documents: Payroll Retain for 3 pay 
PS 1951 - Code for Purge Processing then 

11. 9.23 
Sheet of Employee 

11. 9. 2q 

I
I 

I
I
I 

periods,
destroy.Haster File Deduction Se gment.a, Branch 

Ufflcer-In-Charge (CAG~.) Appointment Payroll File In Audit Corporate Record 
Doc umen t s : Processing Folder. Retain 

I'S 13771'1 - Form 13n Attaclvnent Branch in Audit Folder 
permanently 



- 10 -

POC RECORDS RETENTION SCHEDULE 

S YSTEH: Payroll SUBJECT: 1 - Employee Haster File 

SUBSYST[H: Haster File Maintenance EFFECTIVE DATE: SEP 1 5 1983 

RECORD CONTROl. IOFfICIAL RECORDI HAINTENANCE & IADDITIONAL INSTRUCTIONSI 
CATEGORY NUMBER SERIES NA~H~E ~I~HA_I_N_T_A_IN_E_D~B~r~I~~D~I_S~FO~S~l~T~IO~N-4I~R~E~U~T~E~D~IH~F~O~R~HA~T~I~O~N 

9 - Pelta 
Inplll/
Source 
Doc ument.s 

11.9.25 
I 
I 
I 

Suspended
1 (memo) 

Employee Sy~tem I~cuments: 
- Suspension NotIfication Letter 

Payroll
Processing
Branch 

File in Audit 
Folder. Retain 
current copies in 
Audit Folder. 

Corporate Record 

(contlnlled) 1 
1 
I 
I 
1 

Retain any copies 
for 3 years if 
removal is upheld 
or back pay awarded.1 
then destroy. I 

11.9.26 
I 
I 
1 
I 

PS 3191 - Suspense System
Suspense Transaction 

PS 3192 - Suspense System
PS 3193 - Suspense System

Record 

- Pay Period 

- Comment Record 
- Settlement 

Payroll
Processing
Branch 

Retain for 3 pay 
periods. then 
destroy. 

Corporate Record 



SUBSYSTEH: Haster File Haintenance 

RECORD ICONTROL I DATA I 
CATEr~RY INUHBER I SET NAHEI FII.E NAHE 

I I I 

10 - His- 1. 10. 1 AADPXN. I Employee Haster 
torical VS060T091 File After 
Haster PPXXXX Fln1l1 Calc 
flIes BII 

- 11 -

POC RECORDS RETENTION SCHEDULE 

SUBJECT: 1 - Employee Haster File 

EFFECTIVE DATE: SEP 1 5 1983 

AUTHORIZED CORPORATE 
FILE DESCRIPTION	 RETENTION RECORD COPY 

INSTRUCTIONS 

A tape copy of the master file	 that Retain for 10 Corporate Record 
contains all the infor1llation on the years then 
indIvidual employees paid by the roc destroy.
that is ner.essary for use by the 
Payroll System (e.g., name, SSN,
grade, address, taw codes, deductions,
allotments, pay locations, .job titles, 
sex, minority and handicap codes).
This tape is a copy of th~ entire 
Employee Haster File rerlecting 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 cumulative totals for 
earnings, retirement contributions, 
taxes, deductions, allotments,	 leave 
hours, etc. The information on the 
Employee Haster File is an Input to 
the payroll calculation process for 
the subaequent, pay period and to 
generate management/statistical
reports. 

http:His-1.10


- 12 -

roc RECORDS RETENTION SCHI::DULE
 

SYSTEM: Payroll 

SUBSYSTEM: Haster File 

RECORD CONTROL 
CATEGORY NUHBER 

1 - Control 12.1.1 
Re ports 1 

1 

2 - Editl 12.2.1 

Error 1 
Reports 1 

3 - Filel 12.3.1 
Re ference 1 
Reports 1 

12.3.2 

1 
1 

12.3.3 
1 
1 
1 

9 - Data 12.9.1 
Inputl 1 
Source 1 
()QclIIIents 1 

1 

12.9.2 
1 
1 

SUBJECT: 2 - Edit and Validation 
Haster File 

H8inten~nce EFFECTIVE bAtE: 
SEP 1 ~ 198.3 

IOFFICIAL RECORDI HAINTENANCE & IADDITIONAL INSTRUCTIONSI 
SERIES NAHE I MAINTAINED BY 1 DISPOSITION I RELATED INFORMATION 

AAD500r2 - Run Controls Edit. and Valida- Payroll Retain for 1 pay 
tion Updale Processing per iod, then 

Branch destroy. 

AA0500r 1 - Ed it and Validation Update Payroll Retain for 1 pay 

Error and Audit Listing Processing period, then 
Branch destroy. 

AA0500P3 - Segment 50 of Edit and Valida- Payroll Retain for 1 pay 
tion 'laster File Processing period, then 

Branch destroy. 

AA0530Pl - Salary Charts Payroll Retain for 1 years 
Processing then, destroy. 
Branch 

Facility Haster File Update R"ports Payroll Retain for 3 pay 
such as: Processing periods, then 

AAS180Pl - T&A FacUlty Hasler Update Branch destroy. 
Report 

rs 1951 - S"gment 95 - Commercial Garnish- Payroll Retain until I 
men t Processing processing verified ,I 

rs 1951 - Segment 97 - Child Support Branch but no longer than I 
I'S 3178 - Validation Hast"r File t1ultlpur- 3 pay periods, I 

po se Code Sheet then destroy. 1 

PS 3180 - ray Location Informat.ion Trans- Payroll Retain for 1 year, 
mltlal Processing then destroy. 

Branch 



S YSTEH: Payroll 

SUBSYSTEM: Master file Maintenance 

RECORD ICONTROL I DATA I 
CATEGORY INUMBER I SET NAMEI FILE NAHE 

I I I 

10 - 1115- 2.10.1 AADPXN. Edit and 
torical VS500 Validation 
Haster TOL Haster File 
Files EVHAST 

BU 
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POC RECORDS RETENTION SCIiEDULE 

SUBJECT: 2 - Edit and Validation Haster 
File 

EFFECTIVE DifE: SEP 1 5 J983 

AUTHORIZED CORPORATE 
f'lLE DESCRl PTION RETENTION RECORD COpy

INSTRUCTIONS 

A tape copy of the master file that Retain for 3 Cor porate Record 
contains the edit code tables, years, then 
programmer data tables destroy.
and other information that is 
necessary for use by the Payroll
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 is a copy of the entire 
Edit and Validation Haster 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 Haster File is an 
input to the payroll calculation 
process and is used to facilitate 
processing of payroll transactions 
and to generate managementl
statistical reports. 



S YSTEH : Payroll 

SUBSYSTEH: Master file Maintenance 

- '" -
POC RECORDS RETENTION SCHEDULE 

SUBJECT: 

EffECTIVE 

3 - Rural Route Haster 

DATE: SEP 1 !) 1983 

file 

RECORD 
CATEGORY 

CONTROL 
NUMBER SERIES NAHE 

'OffICIAL RECORDI 
, MAINTAINED BY 1 

HAINTENANCE 
DISPOSITION 

& IADDITIONAL INSTRUCTIONS! 
I RELATED INfORMATION 

1 - Control 
Reports 

13.1.1 

I 
I 
I 
1 

Rural Rout.e Evaluat ion Control Re ports 
such as: 
AAQ360Pl - Control Report 
AAQ600P 3 - AAQ600CO Cont.rol Tab Ies 

, Payroll
I Processing 
, Branch 

I, 
Retain unt 11 no 
longer needed, or 
for 1 pay period, 
whichever is later, 
then destroy. 

2 - Edlt! 
Error 
Reports 

13.2.1 

1 
I 
I 
1 

Rural Route Haster 
such as: 
flfIQ100Pl - Route 
AAQ210Pl - Rural 

Dlscrl'pancles 

Updat.e Edit Reports 

Haster Transaction Errors 
Route Haster Update 

Payroll 
Processing 
Branch 

Retain until 
problem resolved, 
but no longer than 
q pay periods, then 
destroy. 

13.2.2 

I 
1 
I 
I 
1 

Rural Routl' Evaluation 
such as: 
AAQ150P2 - Rural Route 

tion Error Report 
AAQ352P2 - Error Report 

Analysis Statistics 

Error Reports 

Hail Count Evalua-

- Rural Route Cost 

Payroll 
Processing 
Branch 

RetaIn until 
problem resolved, 
but no longer than 
q pay periods, then 
destroy. 

3 - fUel 
Reference 
Reports 

13.3.1 

1 
I 
I 
I 
I 
1 

Rural Route Haster Reference Reports 

such as: 
AAQ300P3 - Rural Route Haster Listing 
MQ600Pl - Designation 73 Hllltlp\f' Job 

Segments - Employee Haster 
AAQ600P2 - Designation 7'1 MultIple Job 

Sep,ments - Employee ~l'1~t.er 

Payroll 
Processing 
Branch 

Retain 
then 

for 
destroy. 

1 year, 

13.3.2 

I 
1 

Rural Route Classiflcatlon and Evaluation 
Re ference Reports such as: 
AAQ120P 1 - Rural Beforf'!After Report 

Payroll 
Processing 
Branch 

Retain 
then 

for 
destroy. 

5 years, 

13.3.3 
I 
I 

Rural Carrier IIlstory 
such as: 
AAR205P 1 - Rural Carr 

fL l e Report.:! 

ler 11\story File list 

Payroll 
Processl 
Branch 

ng 
Retain 
then 

for 
destroy. 

1 year, 
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roc RECORDS RETENTION SCHEDULE 

SYSTEM: Payroll SUBJECT: 3 - Rural Route Haster File 

SUBSYSTEH: Master File Haintenance EFFECTIVE DATE: SEP 1 :i 1983 

RECORD CONTROL IOFFICIAL RECORDI HAINTENANCE & IADDITIONAL INSTRUCTIONS/ 
CATEGORY NUMBER SERIES NAME I HAINTAINED BY I DISPOSITION I RELATED INFORHATION 

4 - Hanage- 13.Q.l "AQ900Pl - Rural Route 'M.:!~ter Ll~ting Payroll Retain until no 

ment!StAtts-1 Processing longer needed, but 
tical I Branch not longer than 4 
Reports I pay periods, then 

1 destroy. 

Rurill Route Classi f1catlon and Eval uat ion Payroll Retain for 2 years, 
Reports such as: Processing then destroy. 
AAQ120P2 - Rural Route Evaluation - Forms Branch 

'1241, 4003 and Changes 
AAQ120P3 - Rural Route Hall Count Evalua-

tion 
AAQ120P4 - Standard/Actual Time Variation 

and Special Items 
AAQ150Pl - Rural Route Summary 

AAQ300Pl - Rural Route Haster listing 
AAQ352Pl - Rural Route Cost Analysis 

Statistics 
PS42'll-A - Rural Route Evaluation 

8 - Trans- 13.8.1 AAQ100 Log - (Rural Carrier Forms) Payroll Retain for q pay 
Action I Processing periods, then 
Status I Branch destroy. 
Recorcls I 

9 - Data 13.9.1 Rural Route Change Document.s: Payroll Retain for 5 years, 
Input! I PS 1951-L-Reset Route Data Processing then destroy. 
Source I rs 1951~ - Miscellaneous Roule Changes Branch 
Documents I 

f3.9.2 PS '1003 - Official Rural Rout,,' o.-scrlptlon Payroll Fil e by Finance 

I Processing Number and Route 

I Branch Number. Retain 

I any superseded 

I caples for 5 years, 
I then destroy. 

13.9.3 P:; '1;>'11 - Rur a! St a t l at I c s flcllvf'ry Report Payroll Return to sub-
I Pr oce s s lng mitting MSC after 
1 Arant''' processlng/verifi-
I cat Ion. 
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PPC RECORDS RETENTION SCHEDULE
 

SYSTEM: Payroll 

SUB:>YSTEH: Haster F He MaInt enance 

RECORD I CONTROLI DATA I 
CATEC.oRY INUMBER I SET NAHEI FILE NAHE 

I I I 

10 - IIIs- 3.10.1 AAQPXN. Rural Route 

tortcal PS200 Hastp.r File 
Haster VO1. 
F"t l!'s RURL-

TArE 

FILE DESCRIPTION 

A t.ape copy of the master f I l e that 
contains a Ll the detailed tnf'ormat t on 
about e ach rural route (e.g., type, 
l eng t.h , number of boxes and stops, 
evaluated hours, equipnent 
malntenilnce amount, etc.) and the 
tnformiltlon about each rural carrier 
(e.g., nAme, SSN, designation-regular 
substitute, relief, grade/step, 
salary, COLA, tax status, etc.) that 
Is paid by the POCo This tape Is a 
copy of the entire Rural Route Haster 
File reflecting the status of the 
rt Ie a~ of the deadline time for file 
ma tnt enance activity. The employee 
Information on the Rural Route Haster 
FI l e Is updated each pay period by 
comparing It to the current pay 
period's Employee Haster File so that 
the employee Information on the 
Rural Route Haster File and the 
Empl oye e Haster File is Identical 
and til .. end of the fUe maintenance 
activity ror the current pay period. 
Th!' tnrormat Ion on the Rural Route 

Hast!'r File Is an input to the pay-
roll calculation process for rural 
Cilrrler pay and Is used to generate 
management/stlltlstlcal reports. 

SUBJECT: 3 - Rural Route Haster File 

EFFECTI VE DATE : SEP 1 ~ 1983 

AUTHORIZED CORPORATE 
RETENTION RECORD COPY 
INSTRUCTIONS 

Retain " years, Corporate Record 

then destroy. 
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POC RECORDS RETENTION SCHEDULE 

SYSTEM: Payroll	 SUBJECT: 1 - City Time and Attendance 

SUUSYSTEH: Payroll/Time and Attendance	 EFFECTIVE DATE: SEP 1 ;) 1983 

0;-

RECORD CONTROL IOFFICIAL RECORDI HAINTENANCE & ADDITIONAL INSTRUCTIONS/
CATEGORY NUMBER SERIES NAME I HAINTAINED BY I DISPOSITION RELATED INFORMATION 

1 - Control	 11. 1. 1 Time and Attendance Control Reports I Payroll Retain for 1 pay
Reports	 I such as: I Processing per iod, then 

I AASOIOPI - File Control Recap I, Branch destroy.
I AASOqOP 1 - Code/Sort T&A Records Program I 
I Count and Errors 1 
I AASI70P2 - Update T&A Employee Information I 
I File Control Report I 
I AAS200PI - File Control Report - T&A I 
I FacUlty Haster FUe I 

2 - Edit/ 1. 2.1 TIme and Attendance Edit Reports Payroll Retain for 1 pay 
Error such as : Processing per iod, then 
Reports AAB050P5 - Pay Calculation Time Card Branch destroy.

Data Error List
 
AASOQOP2 - T&A Edit Errors
 
AASOQOP3 - Reprocessed T&A Edit Errors
 
AAS060Pl - T&A Edit Error List
 
AAS060P2 - T&A Errors (Recap)

AAS060P 3 - Reprocessed T&A Ed it Error s
 
AAS080P 1 - Out stand ing T&A Errors
 
AAS090P 1 - T&A Errors TIme Card Liat
 
AASI30Pl - Finance Numbers with Out-

st and Ing T&A
 
AAS110PI - T&A Future Personnel Actions
 

Maintenance
 
AAS~OOPI - Listing of all 0512 Errors
 

(,enerated in T&A Pr-oceas rng
 
AAS510Pl - Exception Report - Employces


wi til oliler than 0, I, 3, 1 TIme Cards
 
AAS'J20P1 - Unmatched T&A Records
 
AAGIOOPI - Report of Non-Existing Records-

Hlnl-Ha3ter and T&A Haster
 
AAG100P2 - Report of Non-Halching Records-

Hinl-Ma$ter and T&A Haster •
 

-----_._---------------------
Q - Hanage-	 11. II. I Iune and Altendance Reports such as: Payroll Retain for 3 pay 
men tl St.a- I AAS I301'2 - Recap listing for T&A Processing per 100:1, then 
tI s t t c a I I AA ~ 1JOI"/ - Recap Listing for Tt.A (PS()S) Br anc .. destroy.
Reports I AA:;1llll' - ~Inance NumtJcrs with O"lsldlld-f 

I 11l~. IAA 
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"DC RECORDS RETENTION SCIlEOULE
 

S YSTF.H: Payroll SUBJECT: 1 - City Time and Attendance 

SUBSYSTEH: Time and Attendance Reporting EFFECTIVE DATE: SEP J ~ lqq] 

RECORD 

CATEGORY 

CONTROL 

NUMBER SERIES NAME 

IOFFICIAL RECORDI 
I MAINTAINED BY I 

HAINTENANCE & 
DISPOSITION 

IADDITIONAL INSTRUCTIONS! 
I RELATED INFORMATION 

8 - Trans-
act.lon 
Status 
Records 

11.8.1 

I 
I 
I 

Timecard Edit, Audit and CRT Control Log Payroll 
Processing 
Branch 

Retain 
periods, 
destroy. 

for 3 pay 
then 

9 - Dat.a 
Input! 
Source 
Documents 

11.9.1 

I 
I 
I 

Time and 
PS 1230A 
rs 1230B 
PS 1230C 

At.t.endance 
- Time Card 
- Time Card 
- Time Card 

So ur c e Documents: 
- Wepk 1 
- Week 2 
- Other Service 

Payroll 
Processing 
9-anch 

Return to sub-
mlttlng facility 
after processing! 
ver I flcatlon. 

Corporate Record 

11. 9.2 

I 
I 

PS 1377 - Request 
Replacement!or 
CAG L orr iee 

for Payment of Leave 
Postmaster Overtime at 

Payroll 
Processing 
9-anch 

Retain 
years, 
destroy. 

for 
then 

3 Corporate Record 

11. 9.3 
·1 

I 

PSDS Inrormation 
Certlrlcatlon 

Payrolls 
of 

Certification Documents: 
PSDS In rormatlon for 

Payroll 
Processing 
9-~nch 

Retain for 
then destroy. 

1 year, 
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POC RECORDS RETENTION SCHEOULE 

SYSTEM: Payroll 

SUnSYSTf.M: Time and Attendance Reporting EFFECT! VE DATE: 

SUBJECT: 1 - City T1me and Attendance 

SEP 1 5 19~3 

RECORD - ICONTROL I DATA ,
CATF.r~RY INUMBf.R I SET NAMEI, , , FILE NAHE 

r ,I FILE DESCRIPTION 
AUTHORIZED 
RETENTION 
INSTRUCTIONS 

CORPORATE 
RECORD COPY 

11- Trans- 1.11.1 -AA3PXN. , Sorted Time A tape ~opy of the file that contains Retain for 3 Corporate Record 
action PS75T01.' and Attendance tim~ anrl attendance information (work years, then 
IIlstory PPXXX I Records (Stacked hour s , 1eave hour s) for both weeks 0 f destroy.
flIes STC I Timecards) the current pay period for the 

I employees paid by the POC. This 
I tape is a copy of the file that is 
I, produced as of the deadline time for 

receipt of time and attendance infor-
I mation (from the field) for the 
I current pay period. The information 
I on the file has been sorted into a 
I priority order (by facility) and 15 
I an input to the current period's pay-
I, roll calculation process. 
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POC RECORDS RETENTION SCHEDULE
 

SYSTEM: Payroll SUBJECT: 2 - Rural Carrier Time and 

SUBSYSTEM: Time and Attendance Reporting EfFECTIVE 

Attendance 

bATE: SEP 1 J 1983 

RECORD 
CATEGORY 

CONTROL 
NUMBER SERIES NAHE 

IOFFICIAL RECORDI 
1 MAINTAINED BY 1 

MAINTENANCE & 
DISPOSITION 

IADDITIONAL INSTRUCTIONSI 
1 RELATED INFORMATION 

2 - Ed i tl 
Error 
Reports 

12.2.1 

1 
1 
1 
1 
1 
1 
1 

Rural Carrier Time and Attendance Edit 
Reports such as: 
AAT100Pl - Edit Error Li~tlng of Rural 

Gerli f1cates 
AAT120Pl - Rural Carrier Sub Certt ncate 

Conversion Errors 
AAT1'IOP2 - Hissing Cerlt flcate Desig. 

11 and 12 

Payroll 
Processing 
Branch 

Retain 
per Iod 
destroy. 

for 1 
, then 

paJ 

4 - Hanage-
ment/Sta-
listical 
Reports 

12. q. 1 

1 
1 
1 

Rural Route Time and Attendance 
such as: 
AAR3'I?P3 - Rural Carrier fLSA 

and Weekly Overtime 

Reports 

"8" Dally 

Payroll 
Processl'ng 
Branch 

Retain 
then 

for 
destroy. 

1 year. 

9 - Data 
Inputl 
Source 
Documents 

12.9.1 

1 
1 
I 

PS 131'1 - Regular 
Cer t i f1cate 

PS 131qA - AudUary 
Certi f1cale 

Rural Carrier Time 

Rural Carrier Time 

Payroll 
Processing 
Branch 

Return to a sub-
mitting facility 
after processingl 
ver i flc.tion. 

Corporate Record 



SYSTEM: Payroll 

SUBSYSTEM: Time and Attendance Reporting 

RECORD ICONTROL I DATA I 
CATEr,oRY INUMBER I SET NAHEI FILE NAME 

I I I 

11 - 2.11.1 AATPXN. "Rural Carrier 
Trans- PS010 Time and Atten-
act ion TO 1. dance Records" 
111stor y 
flies 

YTDHIST (Rural Certi-
flcates) 

- 21 -

rrc RECORDS RETENTION SCHEDULE 

SUBJECT: 2 - Rural Carrier Time and 
Attendance 

EFFECTIVE bATE: S[P 1 5 1983 

AUTHORIZED CORPORATE 
fILE DESCR IPTION RETENTION RECORD COpy

INSTRUCTIONS 

A tape copy of the file that contains Retain for 3 Corporate Record 
time and attendance information (work years, then 
hours, leave hours) for both weeks of destroy.
the current pay period for rural 
carriers paid by the PDC. This tape
Is a copy of the file that is pro-
ouced 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 faoility) and is 
input to the current period's payroll
calculation process. 



--------------------------------------------------------------------------------
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POCRECORDSRETENTIONSCHEDIlLE 

SYSTEM: Payroll SUBJECT: 1 - City Adjustments 

suns YSTEM: Adjustments EFFECn VE DATE: S[P 1 ~ 1983 

Rr.CORD CONTROL IOfFICIAL RECORDI MAINTENANCE& IADDITIONAL INSTRUCTIONS! 
CATEGORY NUMIlER SERllS NAME I HAINTAINED BY I DISPOSITION I RELATEDINFORMATION 

I - Control 
Reports 

11. 1. I 
I 
I 

Adjustment Process! rig 

such as: 
AAB052Pl - Run Control 

Control 

Report 

Reports Payroll 
Pr oce ss t ng 
Branch 

Reta in for 3 pay 

periods, t.hen 
dest.roy. 

11.1.2 AAB010PI - Payroll Adjustment. Batch Payroll Retain for 3 pay 

I Control Regist.er Control periods, t.hen 

I AAB020P3 - Sl.I11IIIaryof Code 50 Adjus"tment.s Branch destroy. 
I AAB020PQ- Summary of Code 90 Adjustment.s 

11.1.3 AAB050P2 - Payroll Adjustment Cont.rol Payroll Retain for 1 year, 
I Report Processing t.hen dest.roy. 
I Branch 

Adjustment Processing System (APS) Cont.rol Payroll Relain for 1 pay 
such as: Control period, t.hen 
AAB630P2 - Control Report Branch dest.roy. 
AAB635P3 - Control Rpport 

11. I. ') IIAB660Pl - APS Ca l o , End Control Report. Payroll Relain for 3 pay 

I Control periods, t.hen 

I Branch dest.roy. 

11. 1.6 AABIi6')Pl - Honetary Adjustment Control Payroll Reta in for 1 year. 
I Totals Control t.hen destroy. 
I AAB665PQ - Control Report Branch 

2 - Edit! 11. 2. I Adjustment Processing Edit Reports Payro 11 Retain for 6 pay 

Error I such as: Processing periods, t.hen 
Reports	 I AAB001PI - Current Pay Per iod Emergency Ilr anch dest.roy. 

I Pay Report 
I IIABOO')PI - OUtstan'lIng!Rpjected f)nergency 

I Pay Report 
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PDC RECORDS RETENTION SCHEDULE 

SYSTEM: Payroll SUBJECT: 1 - City Adjustments 

SUB~YSTf.H: Adjustments EFFECTIVE DATE: SEP 1 5 1983 

RECORD CONTROL IOffICIAL RECORDI MAINTENANCE & IADDITIONAL INSTRUCTIONSI 
CATEGORY NUMBER SERIES NAME I MAINTAINED Bf I DISPOSITION I RELATED INFORMATION 

2 - Ed I tl 11. 2.2 AAB020Pl - Payroll Adjustment EdIt List P;!yroll Retain for 3 pay 

Error I AAB020P2 - Payroll AdJustl~ent Edit List Control periods, then 
Reports I AAB020P5 - FICA Deduction Discrepancy Branch destroy. 
(continued) I Re port 

I AAB050PQ - Payroll Adjustment Errors 

I AAB050P9 - Non-Proce~sed Payroll Adjust-
I ment Errors 

11. 2. 3 Adjustment Pr-oce s s l ng System lAPS) Edit Payroll Retain for 1 pay 

I Re ports such as: Control period, then 

I AAB630Pl - Batch Edit Report Branch destroy. 

11. 2.11 

I 
hours 
~uch 

HI story 
as: 

Update Error Reports Payroll 
Processing 

I Retain 
I periods, 

for q 
then 

pay 

I AAK010P2 - Hours History Update Error Branch , destroy. 
I Report 
I AAK020P3 - Permanent H1story Error Report 

I
I 

3 - Filel 11. 3.1 AAK030P2 - Adjustment Reference Payroll Retain for 2 years,
 
Reference I Processing then destroy.
 
Reports I Branch
 

11.3.2 Hours History File Update Reports Payroll Retain until no 
I such as: Processing longer needed, but 
I AAKS03Pl - Archive Table Report Branch not longer than 3 

I pay periods, then 

11. 3. 3 Adjustment Processing Reports such as: Payroll Re tain for 1 year, 
I AAB050r 1 - Payroll Adjustment Control Li st Processing then destroy. 
I (SSN) Branch 

11. 3.11 Adjustment Processing Reports such as: I Payroll Retain for 7 years, Corporate Record 

I
I 
I
I
I
I
I
I 
I 

AAn055Pl - Processed Type 50 Adjustments , Control then destroy. 
AAB055P2 - Non-Processed Type 50 Adjust- I Ir anch 

ment s 

AAB055P3 - Processed Type 90 Adjustments 
AABO,)5P'1 - Non-Processed Type 90 Adjust-

I
I
I 

-Iments 
AAB055P5 - Pr oce s sr-d Type '10 Adjustments
 
AABOS5PIi - Non-Pro'~e:J"E'd rypp qO AdJust-
mrnts 

I
I
I 
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roc IIECOROSRETENTION SCIIEDULE 

SY::lTEM: Pa):roll SUBJECT: 1 - Cit): Adjustments 

SUnSYSTEM: Adjustments EFFECTIVE DATE: SEP 1 5 1983 

RECORD CONTROL 'OFFICIAL RECORDI MAINTENANCE& 'ADDITIONAL INSTRUCTIONS! 
CATEGORY NUHBER SERIES NAME I MAINTAINED BY I DISPOSITION , RELATEDINFORMATION 

3 - File! 11.3.5 Adjmltment Processing System (APS) Audit Payroll Retain for 1 pay 
Reference I Reports such as: Control per iod, then 
Reports I AAn635Pl - Audit Report - SSN Sequence Branch destroy. 
(continued) I AAR635P2 - Audit Report - User 10 Sequence

I AAD635p11 - Audit Report - Remote Users
 
I FliTS
 

11.3.6 Adjustment Processing ::lystem (APS) Detail Payroll Retain for 1 year , Reports such as: Control and 1 AP, then, AAn650P1 - Detail Hours Report Branch destroy., AAD650P3 - Detail Monetary Report
 
I AAR650P8 - Detail Hollrs Report (FATS)
 

11. 3.7 AARS93Pl - Adjustment Reglster Payroll Retain for 2 years,, Control then destroy.
 
I Branch
 

5 - Summary 11.5.1 Adjustmf'nt Processing Rf'ports such as: Payroll Retain for 2 years, Corporate Record 
Totals. I AIID055Pl1 - Processed Type 50 Adjustments Control then destroy.,Recap & Recap by Category Branch 
Reconc III a- , IIAn055P13 - Processed Type 90 Adjustments ,tlon Recap by Category 
Records! I 
Reports I 

8 - Trans- 11. 8.1 Mjustment Processing Logs such as: Payroll Retain for 1 pay ,action Ratch Control Logs for - Processing period, then 
Status I AIIA600 - Adjustments Branch destroy. 
Records I AAKO"O - Adjustments 

\ 
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POC RECORDS RETENTION SCHEDULE 

~YSTEH: Payroll SUBJECT: 1 - City AdJustment.s 

SIJIlS YSTf.H: AdJust.ment.s EFFECTIVE DATE: SEP 1 5 19R1 

RECORD CONTROL 'OFFICIAL RECORDI MAINTENANCE & 'ADDITIONAL INSTRUCTIONS! 
CATEGORY NUMBER SERIES NAME , MAINTAINED BY I DISPOSITION , RELATED INFORMATION 

9 - Dat.a J 1. 9. 1 Adjustment History Research Doc •."ent.s: Payroll Relein until 
Input./ I PS X9100 - AAKOIIO Adjustment III ~tory Processing processing verified, 
Sourcc 
Document.s ,I 

I 

Request Branch but not longer 
3 pay periods, 
destroy. 

than 

then 

11.9.2,, AdJustmf'nt. Processing 
PS 22110 - Pay Leave, 
Adjustment Request 

Source 
or Other 

Documents: 
liour s 

Payroll 
Processing 
Branch 

Return 
mitting 
after 

t.o sub-
faoility 

processing! 
I ver i flcation. 

11. 9. 3 ,
I, 

PS ;>;>111 - Pay Action Adjustment Payroll 
Processing 
Branch 

Retain until 
processing verified, 
but not. longer than 
3 pay periods, 

I then destroy. 

11. 9. II PS ?2118 - Monetary Payroll AdJust.rnent. Payrol 1 File in Audit Corporate Record 

I, 
I 

Processing 
Branch 

folder. 
in Audit 
permanently. 

Retain 
Folder 



S Y~TF.M: Payroll 

SUOSYSTf.H: Adjustments 

RECORD ICONTROL I DATA I 
r.ATF.r~RY INUHBER I SET NAHEI FILE NAME 

I I I 

10 - "is- 1.10.1 AAKPXN. Hours History
torical PS035 File 
Haster TOI. 
Flle~ ARCHXX 

XX 
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POC Rf.CORDS RETENTION SCHEDULE 

FIl.f.DESCRIPTION 

A tape copy of the master file that 
contains information on paid hours 
(r~corded by pay period and week) and 
ad jus tmen t s to hours and pay for all 
employees paid by the POC. This tape
is a copy of the entire Hours History
File reflecting the status of the fUel 
as of the completion of the payroll
calculation process for the current 
pay per iod . It has been updated wi th 
the pair! hours information for the 
current pay period. any hours or 
monetary adjustments applied to prior
pay periods and current cumulative 
totals for ~djustments to pay. The 
Information on the Hours History File 
is used to make adjustments to pay
that lire required by adjustments to 
hours. 

SUBJECT: 1 - City Adjustments 

EFFECTIVE DATE: SEP 15 1983 

AUTHORIZED CORPORATE 
RETENTION RECORD COPY 
INSTRUCTIONS 

I Retain 10 years.1 Corporate Record 
I then destroy.
I 
I 
I 
I 

I 
I 
I 
I 
I 
I 
I 
~ 
I 
I 
I 
I 
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POC A[CORDS AF.TENTION SCHEDULE 

SYSTEM: Payroll 

SUBSYSTEM: Adjustments 

SUBJECT: 1 - City Adjustments 

EFFECTI VE DATE: S EP 1 5 1983 

HCORD 
CATEGORY 

ICONTROL I DATA I 
INUMBER I SET NAMEI FILE 
I I I 

NAME FIl.E DESCRIPTION 
AUTHORIZED 
RETENTION 
INSTRUCTIONS 

CORPORATE 
RECORD COPY 

11 -
Trans-
action 
111 st.or y 

Files 

1. 11. 1 AABI'XN. 
VS050T 
01. 
CUHAOJ 
BU 

Cumulative 
Justments 

Ad-
File 

A tape r.opy of the file that contains 
individual payroll adjustment trans-
ar.tions (e.g., hours adjustments,
monptary adjustments, incentive 
awards, pulled and cancelled checks,
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 an earlier pay
period havp been accumulated and 
carried forward to the current 
period's file. This tape is a copy
of the file that is produced as of 
the deadline for payroll adjustments
In the current pay period's pro-
cessing cycle. Information on the 
file Is an input to the current 
pprlod's payroll calculation process. 

Aeta!n for Ii 
years, then 
destroy. 

Corporate Record 



SYSTEM: Payroll 

SUASYSTF.M: Adjustments 

RECORD CONTROL 
CATEGORY NUHBER 

2 - Edit! 12.2.1 
Error I 
Reports 1 

1 
1 
1 
I 

3 - fUel 12.3.1 
Reference 1 
Reports I 

1 
1 
I 
I 

8 - Trans- 12.8.1 
act.ion 1 
Status I 
Records 1 

1 

9 - Data 12.9.1 
Inputl 1 
Source 1 
Oocument~ 1 

- 28 -

POC RECORUS RETENTION SCHEDULE 

SUBJECT: 2 - Rural Carrier Adjustments 

EFFECn VE DATE: SEP 15 1983 .. 

IOFFICIAL RECORDI HA INTENANCE & IADDITIONAL INSTRUCTIONS! 
SERIES NAME I HAINTAINED BY I DISPOSITION 1 RELATED INFORHATION 

Rural Carrier Adjustment Edit Reports Payroll Retain for 1 pay 
such as: Processing period, then 
AAR010Pl - Rural Carrier Weekly Hours Branch destroy.

Adjustment Edit Errors 
AflR191Pl - Rural Adjustment Error Report,
AIIR193P 1 - Negatl ve Adjustments Bypassed

wIth Gross Hore than $200 ... I! r~t 

Rural car-rt or Adjustment Reference Reports Payroll Retain for 1 year, ( 

such 8S: Processing then destroy. ... ~::" ~ 
AAR193P2 - Detail List of Hours and Honey Branch 

IIdJustments 
AAR19'1Pl - Rural Carrier Pay Journal 
AAR210P2 - Year-to-Date Rural Carrier 

Adjustment Register - ~ - . 

Adjustments and Information Requests Payroll Retain for 1 pay 
Processing Logs such as: Processing period, then 
Batch Control Logs for - Branch destroy.
AARO~O - Adjustments
AAR205 - Rural History Req,~sts 

Adjustment Processing Source Oocunents Payroll Retain for 3 years,
PS 12031'1- Rural Carrier Payroll AdJust- Processing then destroy.

ments Branch 
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roc RECORDS RETENTION SCHEDUI.E 

SYSTEH: !~roll 

SIJ133YSTEH: fldjustment.s 

RECORD 
CATf.r~RY 

j CONTROL I DATA 
INUHBER I SET NAHEI 
I I I 

FILE NAHE FILE OESCRIPTION 

10 - H13- 12.10.1 AAR.t.PXN. Rural Hours A t~pe copy of the master file that 
tor Ical I 195VOI. History contains the detailed history of each 
Haster I SEQHIST rural carrier's paid hours (recorded
rne s I 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 is a copy of the entire Rural 
Hour s History FUe reflecting the 
status of the file as of the comple-
tion of the payroll calculation pro-
cess for the current pay per Lod , It 
has been updated with the paid hours 
information for the ourrent pay
period any hours adjust.ents 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 is 
used to make adjust.ents to rural 
carr ier pay. 

SUBJECT: 2 - Rural Carrier AdJust.ment.s 

EFFECTIVE DATE: SEP I S 1983 

AUTHORIZED CORPORATE 
RETENTION RECORD COPY 
INSTRUCTIONS 

Retain 10 years. Corporate Record 
then destroy. 
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PDC RECORDSRETENTIOII SCHEDULE 

SYSTEM: Payroll SUBJECT: 1 - Calculation Su.aarl 
Infor.aUon . 

SUBSYSTEM: Calculation EFFECTIVE DATE: fED 
8 198" 

RECORD I COIITROL OFFICIAL RECORDI MAIIITEILANCE. ADDITIONAL IIISTRUCTIONSI 
CATEGORY I IIUHBER SERIES lAME MAINTAIIIEDBY I DISPOSITION RELATEDINFORMATION 

1 - Control	 11.1.1 Payroll Calculation Control Reporta Payroll I Retaln for 3 pal 
Reports	 I such as: Processlnl I periods. then 

I AABO~OP5- Pay Calc. Pay Dlte Dulp Branoh I destroy. 
I AABO~OP6- Master Record Dlte Dulp I 
I AABOIIOP1- T_eoard and lIDurs. Adj. Uat I 
I AABOIIOP8- Monetary AdJuat.ent Llat I 

11.1.2 Payroll Ciloulatlon certification "ports Payroll 1 Retain tor 3 years.
 
I such as: Control ·1 then destroy.
 
I AABOIlOPl - Pay Calo. Control Report Branoh I
 
I 1AB10OP3 - File Control Report I
 

2 - Edltl 11.2.1 Payroll Caloulation Error aeporta Payroll I Retaln tor 2 pay 
Error such as: Control I periods. then 
Reports 

I
I AABOIIOP2- Pal Calqulation Error "port Branoh 'I de.troy. 
I 1ABOIIOPII- ProlramlLollo Error Llatlnl	 I 

I 

305Pl - Parro	 Retain for 1 pay 
period. then 
destroy. 

3 - Filel 11. 3. 1 1AB100P2 - Payroll Rell.ter Payroll Reteln for 6 pay Corporate Record 
Reference I Control perioda. then 
Reports I Branoh deatroy. 

11.3.2 
I 
I 

AAB3150S - Payroll Journal 
(Uuplicate Microfiche) 

(ssn Sequence) Payroll 
Control 
Branoh 

Retain In calel'itii 
year blocks for}.O 
years, then destroy. 

I 
I 

Corporate Record 

I 
I 
I 
I 
I 
I 

MBJ1505 - Payroll Journal 
(Ol'iljinalmicrofiche) 

(s:JN SequeI~) Payroll
Processing
Branch 

I 
See mem:> frcJj\ I 
Heconls Officer to I 
roc Directors, dtd I 
2/ 8/84, SUBJ: Lonq- I 
'l'e'rm RetentiOl} of I
Payro~l Records-lER, 

To NPRC. 

(See attached memo.) 

II - Mana88-
.ent/Sta-

11. 11.1 
I 

AAB3l5OH - Payroll 
Microfiche) 

Journal (MSC Seq~nce- Payroll 
Processin, 

Reta1n 
periods. 

for 13 pay 
then 

tistical I Branch destroy. 
Reports I 
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POC RECORDS RETENTION SCllEOlJI.f. 

SYSTEM: ~ayroll 

::;un::;YSTEH: CalculatIon 

SUBJECT: 1 - CalculatIon Summary 
Information 

EFFECTIVE DATE: 
SEP 1 5 1983 

RECORD 
CATEGORY 

CONTROL 
NUHBER SERIES NAHE 

IOFFICIAL RECORDI 
I MAINTAINED BY I 

HAINTENANCE 

DISPOSITION 

& IADDITIONAL INSTRUCTIONSI 
I RELATED INFORHATION 

~ - Summary 
Totals 
Recap and 
Reconcilia-
tion Re-
cord3/Re-
ports 

1.5.1 Pa yr o l Ivr e l a t ed Spr o ad Sh"!'t!'/Lerlgersl 
R!'glsters ~uch as: 
Payroll Activity Ledger 
rayrol r Spread Sheet 
APS ReconciliatIon Register 
Payroll Haster Record AdJlIsttnent s Spread 

Sheet 
Process,,!cl Type 50 and go Adjustments 

Spread Sheet 
Chec k Numbf'r listing Spr e ad Sheet 
Financial Organization Deductions Spread 

Shef't. 
Recap Sheet for Union Officials Direct 

Contributions for Innur anc e , Retirement 
and Ileal th Benefits 

Death Claim Reconciliation Regl~ter 
Back Pay Reconciliation Aeglster 
Cancelled Check Reconcillatl()rt RE'glster 

Payroll 
Control 
Branch 

Retain for 
then destroy. 

7 years, Corporate Record 

11. 5. 2 
I 
I 

flfIB315P3 
Report 

- Payroll .lour na l Corit.r o l Payroll 
Control 
Branch 

Retain 
then 

for 
destroy. 

7 years, Corporate Record 

11. 5.3 

I 
I 

flAN065Pl 
Report 

- Quarterly Wage 
for ReconCiliation 

Payroll 
Control 
Branch 

Retain 
then 

for 
destroy. 

2 years, Corporate Record 

11. 5. 'I 
I 
I 

I'a yr o Ll Est.lmate Report Payroll 
Control 
Branch 

Retain for 
and 1 AP, 
destroy. 

1 year 
then 

8 - Tr ana-, 
action 
St.atus 
Rf'cot'd3 

11. 8.1 

I 
I 

11. 8. 2 
I 
I 

P:Jyt'o11 

3F 11?8 
PS 1355 

Payroll 

Cer t l flcatlon IlocL!nent.s 

Pa yro Ll Certificate and 
Payroll CertifIcate 

Certlflcat.lon Log Book 

such 

Summary 

as: 01sbur s t ng 

Branch 

Payroll 
Cont.r o l \ 
Branch 

Retain 

tnen 

Retain 
thcn 

for 
destroy. 

for 
destroy. 

8 years, 

12 years.1 
I 
I 

Corporate 

Corporate 

Record 

Record 

--._-------
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POC IlECORDS RETENTION SCIlF.IJlII.E 

S v:;H.H: ray roll 

~U"SYSTEH: Calculation 

SUBJECT: 1 - Calculation Summary 
Information 

EFFECT! VE DATE: S EP 1 5 1983 

R~.COIlD 
CAn:C;OR V 

ICONTROL! IlATA r-
INUHBER I SET NAHEI FILE flAHE FILE DESCRIPTION 

AUTIIORIZED 

RETENTION 

CORPORATE 
RECORD COpy 

III I NSTRUCTIONS 

11.11.1 IAAI3I'XN. Her'ged Pay Data A tape copy of the file that is a Retain for 5 Corporate Record-"
 IPS2"[OT 99 File merge of all of the Pay Data Flle~ years, thenTran~-
action 
iiist.or y 

Files 

I 
I 
I
I 
I
I
I 
I
I 

IXXXPAY which are an output from the current destroy. 
I
I
I
I
I
I
I 

Iod I s payroll calculationpay per pro-
The file contains (for eachcpss. 

employee paid by the POC) the gross 
pay amount, work hours and leave 
hours. amounts and types of deduc-
t Ions and the net pay amount for the 
currpnt pay period. 

http:iiist.or
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POC RECORDS RETENTION SCIIEDUI.E 

S YSTEH: Payroll SUBJECT: 2 - Payroll Deductions 

SUUSY~TEH: Calculation 

RECORD CONTROL 
CATEGORY NUHDER 

1 - Con t.r o I 12.1.1 
Repor·ts I 

1 
1 
1 

----
(2.1.2 
( 
1 
( 

2 - Editl 2.2.1 
Error 
Reports 

EFFECTIVE DATE: SEP 1 5 1983 

SERIES NAHE 

(OFFICIAL RECORD( 
( HAINTAINED BY ( 

MAINTENANCE & 

DISPOSITION 

(ADDITIONAL INSTRUCTIONS! 
( RELATED INFORHATION 

Wlthhol~lng 
such as: 
AAL1301Pl 
AAl.l rlOP2 

("USPS 

for Income T~x Control 

- W-2 Balance Totals 
- State Tax Ta pe Rec tplents 
Tax Year 19xI") 

Reports Payroll 
Contl"ol 
Branch 

Retain for 
then destroy. 

2 years, 

Employe'! 
such 'IS: 

AAN020r') 
AAN020P(' 

O<>ductlons Control Reror·ts 

- FUe Control Report 
- Mag Tape Destination Listing 

Payroll 
Control 
Branch 

Retatn for 
then destroy. 

1 year, 

WIt.hhold ing for Income Tax Ed ItlError 
Rppor·ts such as: 
AALO')2P2 - Tax File ErrOI"S 
AAL052P') - Insurance Adjustments 
AAl.O'.i,)P 1 - Error Report 
AAL057Pl - Tally Sheet of Differences 

Iletween Haster and Summary of Pay Fields 
AAL057P2 - Detail Listing of 9nployees 

with D1fferences Detail of Pay Fields 

AAL057P3 - FICA Recalc. Differences 
Gre~ted th~n 99 cents 

AAL130r 3 - W-2 Tax Records Error Lt st, 

Payroll 
Control 
Branch 

Retatn 
then 

for 
destroy. 

7 years, 

3 - FUel (2.3.1 Wlthhol~lng for Income T~x Reports Payroll Retain for 7 years, Corporate Record 

Re ference ( such as: Control then destroy. 
Reports ( AAIl665P2 - W-2 List of Prior Year Can- Branch 

( ce l l ert Checks 
( AAU665rl - W-2 Lt st of Pr Lor Year FICA 
( AAL066Pl - W-2 Research Listing 
( AAL130P2 - Tax To t a l s by St.~t.e and City 
( AAJ.130P5 - W-2 Referenc(' I.1st 
( AA1.175Pl - Processed Adjll.'ltmenl. l.1stlng 

j2.3.2 
( 
( 
( 
( 

Flnancl~l Or g an i aat t on fff'rluctton Reports 
3uch a~: 
"A01QOr? - Outside OrBanl7~tlon3 

D~duct.lons Register 
A"lll'lOrr; - Tape [)f>stin'lUon R('por·t 

Payroll 
Control 
Branch 

Retain for 
then destroy. 

3 years, Corporate Record 

T2.l.3-I·IIt>"i""i""hIj;,·,;~;rlt 
( 1 '1,I("h ,,~: 

1 ( fd\ll~fl"I'1 

( (R"pol'l, 
- No 

OP.duct 

If.. a l t h 

lon 

",,"" 

n"p<)rt 1 

rt t. lJ"dllrl\on 

Pa yr o 11 
Con t.ro l 
Branr-h 

Retain 
then. 

for 3 
rlestroy. 

years 
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POC RECORIlS RETENTION SCHEDUl.E 

SY3TEH: fayroll SUBJECT: 2 - Payroll Deductions 

SUBSYSTEH: Calculation EFFECn VE DATE: S[P 1 S 1~B3 

RECORIl CONTROL	 IOFFICIAL RECORDI HAINTENANCE & IADDITIONAL INSTRUCTIONS/ 
CATEG0.c..R.:..Y_-,-~N.;..;U;.;,.H","B",-ER,,---=-_ SERIES NAHE	 I MAINTAINED BY I
 DISPOSITION I
 RELATED INFORMATION 

') - Summary 12.5.1 Withholding for Income Tilx Rel>Ol"ts I Payroll Retain for 7 years, Corporate Record 
such ilS:	 I Control then destroy.Totals,' 

Recap and 
I
I I BranchAAl.052r I - Tax File To tal s 

Reconc 11la- I AAL.O')2P3 - State Tax Totals 
tlon/Recordsl AAL.055P3 - State and Ctty Tax Totals 
Reports I AAL05BPI - W-2 Tax HIe Update Actions 

I
I 

AAL100PI - Totals of Sorted Tax Fields 
AAL.lIIOP'1 - Summary Repol"t by State 

I
I
I
I
I 

2.5.2	 Deduction and Withholding Recap Reports
 
such as:
 
AANOBOrl - Recap of Health BPneflts
 

Withholding and USPS LlabllHy 
AANOBOP2 - Recap of Union Dues Withholding 
AANOBOP3 - Recap of Charity Withholding 

AANOBOP'I - L1 fe Insurance and Retirement 
Report 

AANOBOP5 - Recap of State Tax WLthholding 
AAN080P6 - Recap of Local Tax Withholding 
AAN080P7 - Recap of Savings Bond Issues 

and Balances 
AAN080PB - Recap of Pr ior Yeal" Adjustments 

12.5.3 Payroll/Financial Organlz.1tion Check 

Payroll 
Control 
Branch 

Retain for 5 years, 
then destroy. 

Corporate Record 

Payroll Retain for 3 years, Corporate Record 

I
I
I 

Pre par at Ion Reports such as: Control then destroy. 
AABlIIOP/l - Recap Total!'! Report Branch 

6 - Exter- 12.6. I Withholding for Income TllX :1IIch as: Payroll Retain for 7 years, Corporate Record 

nally Re-
qu l r ed Re-
ports 

I
I
I
I 
I
I
I
I
I
I
I
I
I 

AAL130P'1 - Social Securltv Atlrolnl~tl'atlon Control then destroy. 
Tape Total s	 Branch 

AALI'IOP I - W-2 Withholding Stat .. Tax 
TIl9~' - Anployer's Quarterly Federal Tax 

Return 
TD9~'C - Statement to CorrpcL Information 
TD6559 - Transmitter Report of Magnetic 

Hedia Filing 
TD6560 - Employer Summary of W-? H'IglIPtlc 

Hedl::r 
W-3 - Tran sm Lt t a I of Inr-ome and Ta x 

StiltoOf>nts (Inclucllnp, :llOf>nd<>dW-?'s and 
rf'1 !'It"cl "ol'respondell""') 

-------------_. -- - ,-- --,--------- --- -------- ._---------_. ---.-- -------------
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POC RECORDS RETENTION SCHEOUI.E
 

SYSTEM: Payroll SUBJECT: 2 - Payroll Deductlons 

SUBSYSTEM: Calculat.ion EFFECTIVE DATE: SE:P 1 5 1983 

RECORD CONTROL 'OFFICIAL RECORDI HAINTENANCE & 'ADDITIONAL INSTRUCTIONSI 
CATEGORY NUHBER SERIES NAHE , HAINTAINED BY' DISPOSITION , RELATED INFORMATION 

6 - Exter'- 12.6.2 AAD075PO - Insurance Error Report Payroll Ret.aln for 2 years, 
naIl y Re- I Control t.hen destroy. 
qu ir ed Re- I Branch 

ports 
12.6.3 AAN020P? - Union Dues Deduction Report Payroll RetaIn for 1 year, 
I Control t.hen destroy. 
I Branch 

8 - Trans- 12.8.1 Union Duf'~ Book Payroll Retaln for 1 year, 
action Sta- I Control then dest.roy. 
t.IlS Records I Branch 

12.8.2 Tax Books (city and state tax year-t.o-date Payroll Ret.aIn for 7 years, 
I t.otals) Control t.hen destroy. 
I Branch 

12.8.3 W-2 Control Log Payroll Ret.aIn for 7 years, 
I Control then destroy. 
I Branch 

12.8.11 rs 31611 - Tape Control Record Data Retain for 2 years, 
I Operat.lons t.hen dest.roy. 
I Division 

12.8.<; Dup l Io at.e W-2 Correspondence Folders Payroll Aetain for 1 year, 
I Control then destroy. 
I Branch 

12.8.6 W-2 Correction Corresponrlencc Folders Payroll Aetain for 7 years, Corporate Aecord 

I Control then destroy. 
I Branch 

12.8.7 Duplicate W-2 Requests (AAL 1(0) Batch Payroll Re ta In for 1 pay 

I Control I.ng Proces~lng period, t.hen 

I Branch de~troy 



PDC RECORDS 

- 36 -

RETENTION SCttEDUI.E 

SUBSYSTEM: Calculation 

RECORD 
CATEGORY 

ICONTROL I IlATAl 
INUMBER I SET NAMEI 
I I I 

FILE NAME FILE DESCRIPTION 

11 - 2.11. 1 AAI.PXN. W-2 Tax Record A tape copy of the file that lists,
Trans- rS055T In formation for each employee paid by the PDC, 
ac t Ion 02. File the omount s of wages paid and income 
II1story YTDTAX t~xes (Federal, State, local) with-
Fil!'s hp.ld for the current pay period as 

w~ll 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 is used to produce W-2 tax 
statements for employees at the end 
of the tax year. 

SUBJECT: 2 - Payroll Deductions 

EFFECTIVE DATE: SEP 15 1983 

AUTHORIZED CORPORATE 
RETENTION RECORD COPY 
INSTRUCTIONS 

Retain for 7 Corporate Record 
years, then 
destroy. 

-.
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POC RECORIl3 RETENTION SCHEDULE 

SYSn:H: Payroll SUBJECT: 3 - Check/Bond Preparation 

SUBSYSTEH: Calculation EFFEcn VE DATE: SEP t 5 1983 

RECORD CONTROL IOFFICIAL RECORDI MAINTENANCE & IADDITIONAL INSTRUCTIONS/ 
CATEGORY NUMBER SERIES NAME 1 MAINTAINED BY I DISPOSITION 1 RELATED INFORMATION 

1 - 13. 1. 1 Payroll/Financial Organization Check Payroll Retain for 3 years. 
Control I Preparation and Issuance Control Reports Control then destroy. 
Rp.ports I such as: Branch 

1 AArl1l10PQ - File Control Repor·t 
I AII[l150Pl - File Control Report 

13.1.2 Payroll/Financial Or'gnn t zat Ion Check Disbursing Retain for 1 pay 

I Pr epar at Ion and Is suane e Control Reports Branch period. then 
1 such a3: destroy. 
I AAR160pQ - Printer Stop Cont.ro l 

13.1.3 Saving~ Bonds Preparation and Issuance Disbursing Retain for 3 pay 

1 Cont.ro l Reports such as: Branch per Iods , then 
1 AAN030P2 - Bond Control Register destroy. 

2 - Edit/ 13.2.1 Savings Bonds Preparation and Issuance Disbursing Retain for 3 pay 
Err' or I Ed i t/ Error Reports such as: Branch periods. then 
Reports 1 AIIN032Pl - Bond Stub Edit List destroy. 

I AAN032P5 - 80/80 List of Bond Correction 

I Cards 
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POC RECORDS RETENTION SCHEDULE 

s YSTEM : Payroll SUBJECT: 3 - Check/Bond Preparation 

SUIlSYSTEM: Calculation EFFECTIVE DATE: SEP 1 5 '983 

RECORD CONTROL	 IOFFICIAL RECORDI MAl NTENANCE & IADDITIONAL INSTRUCTIONS/
INFORMATIONCATEGORY NUMBER SERIES NAME	 1 MAINTAINED BY I DISPOSITION 1 RELATED 

3 - Filel 13.3.1 Check Preparat ion and Iss uanoe Reports Disbursing Retain for 12 years, Corporate Record 
Reference such as: Branch then destroy.
Reports AAR160P2 - Check Register

AAIl160P3 - Check Register File Control
 
AAIl175Pl Check Register File Control
 

Re port, 
AAIl180Pl - Check Serial Number/SSN Cross 

Reference List
 
AAB180P2 - Manual Check Register

AAB180P3 - Treasury Check Validation
 

Totals Repor t
 
AAIl180PQ - Check Register Report

AD020POI - Check Issue Tape Creation
 
AD020P02 - Check Issue Tape Totals
 
AD030POI - Treasury Check Issue Tape Veri-

fIcation Ll st 

13.3.2 Savings Ilonds Preparation and Issuance DisburSing Retain for q years, Corporate Record 
1 Reports such as: Branch then destroy.
1 AAN030P3 - Ilonds Printed Cont.r o l Report
1	 AAN030P/ - Bonds Spo lLed by POC
 

AAN032P2 Missing Bond Serial Number
 
Denomination
 

I 
1
I 
1 

-
List by

AAN035Pl - Bond Control Register
by POCAAN036Pl - Ilonds Spoiled 

Sav Ings funds Preparat Ion and Issuance Disbursing Retain for q years, Corporate Record 
as: Ilranch destroy. 

5 - 13.5.1 
Summary
To t a l a , 
IIccap
Reconcilia-

Reports
AAN032PJ - Summary Recap of nnnds hy

Denom Ina tlon 

such then1 
1
I 
1
 AAN032P/, - Summary Rcc;!p of funds by

Denomlnat.iontion Re- 1 
90/ - ll. S. Savings Bond Sch ..dule 

Saving" 
cord s / rs 
Report~ 1	 rs 317/ - U. S. flond Certification 

and Stnmary 

1 

I 



SUBSYSTEM: 

RECORD
 
CATEGORY
 

6 - Ex-
t.ernal ly 
Requlr'ed
Reports 

8 - Trans-
action 
Status 
Records 

- 39 -

POC RECOR DS RETE NT ION SCHEDULE 

Calculation 

SUBJECT: 

EFFECTIVE 

3 - Check/Bond 

DATE: SEP 15 

Preparation 

1983 

CONTROL IOFFICIAL RECORDI HAINTENANCE I. IADDITIONAL INSTRUCTIONS/
NUHBER SERIES NAME I HAINTAINED BY I DISPOSITION I RELATED INfORHATION 

13.6.1 Check Preparation and I,,~uance Reports Disbursing Retain for 12 years ,I Corporate Record
 
I such as: Branch then destroy.

I Trs 5206 - Advice of Ch~ck Is~u~
 •I Discrepancy
I SF 1179 - Recap of Block Cont.ro l Level 
I Totals of Checks Issued (Accounting
I Period Consolidation)
I 
I TSf' 1179 - Recap of Block Control Level Disbur sing Retatn for 8 years, Corporate Record 
I I Totals of Checks Issued (~~kly) Branch then destroy. 

13.6.2 Savings Bond Preparation and Issuance Disbursing Retain for q years, Corporate Record
 
I Reports such as: Branch then destroy.

I Bond Issue File Transmittal Information
 
I Report

I BPD 3252 - Batch Control Card
 

13.8.1 Check Preparation and Ls a uano e Report.s Disbursing Retain for 2 years,

I such as: Branch then destroy.

I Record of Payroll Checks Mailed
 
I 



- qO -


POC RECORDS RETENTION SCHEDULE
 

S YSTEH : Payroll SUBJECT: q - Hiscellaneous Payroll 
Transactions 

SUBSYSTEM: Calculation EFFECTIVE DATE: SEP 15 19B3 

RECORD 
CATEGORY 

CONTROL 
NUHBER SERIES NAHE 

'OFFICIAL RECORDI 
, HAINTAINED BY , 

MAINTENANCE & 

DISPOSITION 
'ADDITIONAL INSTRUCTIONS/ 
, RELATED INFORHATION 

3 - fUel 
Refr.rence 
Reports 

1'1.3., 
I,,,,,
I 

t Death Claims and Restoration I'rocesslng 
Reports such as: 
ADO&6Pt - Accounts Receivable Payroll 
AOO&6r2 - ALER Adjustments - form t3q7 
AD066r') - .lour na I Vouchers 
AD066p6 - Union Dues Adjustment:! 
AI)066P7 - Hea l t.h Benefit Adjustments to 

Sf 2812 
AD066r8 - Payroll Manhow's AdJu3tments 

Payroll 
Control 
Branch 

Retain for 
then destroy. 

7 years, Corporate Record 

T4.3.2 Payroll Accounts Receivable Reports Payroll Retain for 7 years, Corporate Record 
such as: Control then destroy. 
AAN020Pl - Payroll Accounts Receivable Branch 

Report for PPxx-xx 
AAN02')Pl - Payroll Accuunts Rp.ce1vable 

LIsting by Reason Code 
AAN021Pt - Payroll Accounts Receivable 

Reference Listing of Invoice Number/ 
Remarks Changes 

AAN027P2 - Payroll Accounts Receivable 
Invoice Number Listing with Totals 

AAN021r3 - Payroll Accounts Receivable 
LIsting of Transaction File Account 
NlImhcrs 

AAN027r~ - rayroll Accounts Receivable 
Te rm In at ed Employee:! WIth Recp.ivables 

1'1. 3. 3 ,
I 

AARIOOr'1 - Pulled Chee k Register Payroll 
Control 
Branch 

Retain for 6 
per Lod s then 
destroy. 

pay 

AAB(.')OP9 - Oetall Cano o l l ed Check List Payroll Retain for 8 years, Corporate Record 
Control then destroy. 
Branch 



PDC RECOROS RETENTION SCIIEDlJI.E 

SYSTEM: Payroll SUBJECT: q - Hiscellaneous Payroll 
Transaction 

SUUSYSTEH: Calculation EFFECTIVE DATE: SfP 15 1983 

RECORD CONTROL IOFFICIAL RECORDI HAINTENANCE & ,ADDITIONAL INSTRUCTIONSI 
CATEGORY NUMBER SERIES NAME I HAINTAINED BY I DISPOSITION , RELATED INFORHATION 

'5 - Sum- Iq.5.1 Typewriter Check Payment R!'glsters Payroll Retain for 7 years, Corporate Record 
mary Totals I such as: Control then destroy. 
Recap and I TCP Reconciliation Register Dranch 
Reconcil1a- I Daily TCPs Paid Register 
tion I 
Rec or d a/ I 
Reports I 

iq.5.;> AABLI8Pl - $250 One-Time Pa ymen t, to Payroll Retain for ij years,, Postmasters EAS Grades A-F. Control then destroy., Branch 

6 - Exter- 111.6.1 AA136 15P2 - Typewrltf'r Check Payment Payroll Retain for 7 years, Corporate Record 
nally , Control then destroy., '

R~qulred Branch 
Reports I 

7 - Case Iq. 7.1 Un Ion Official Folder (Inactive) Payroll Retain for 7 years, Corporate Record 
FIles , Control then destroy. 

Br anch ,I 
,,q.7.2 Severance Payment Fo l d e r (Inactive) Payroll Retain for 7 years Corporate Record 

Control after final payment, Branch is made, then, destroy. 

8 - Trans- ,q. 8.1 PS 8118 - Invoice Ilumher Register - Payroll Payroll Re tain for 1 year 
action , Processing after date of last 
Status I Branch entry, then destroy.1 

Records I I 



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

~YSTEH: Payroll 

SUUSYSTEH: Calculation 

HECOR~ CONTROL 
CATEGORY NUMBER 

8 - Trans- 111.8.2 
action I 
Status I 
Records 
(continued) Iij. 8.3 

I 
I 
I 
I 
I 
I 

111.8.11 
I 
I 

1'1.8.5 
I 

9 - Data 111.9.1 
Input! I 
Souree I 
Documents I 

I 
I 
I 

111.9.2 
I 
I 
I 

1".9.3 
I 
I 
I 
I 
I 
I 
I 

POC RECORDS RETENTION SCIIF.DIILE 

10ffiCIAL RECORD I 
SERIES NAME I MAINTAINED BY I 

Tr ansf ar Control Log 1 Payro) I 
1 Process Ing 

-I Branch 

Cancelled. Undeliverable. and Returned Disbursing
Check Reports such as: Branch 
SF 1098 - Schedule of Canceled Checks 
Sf 1185 - Schedule of UndelIverable 

Checks for Credit to r~vernment Accounts 
PS 3097 - Notice of Returner! Treasury 

Che('k 

Log of Incoming and Outp,oinp, 3097s	 Payroll
Control 
Branch 

P3 195fi - Remittances Received in Hail Disbursing
Lng of Remails ~P 1956 Branch 

Invoice and St atement. Documcnts: Payroll
PS 1903 - Invoice and ~tatement - Payroll Processing

Only Branch 
PS 1903B - Invoice' and Statement - Other 

than Payroll
P:; 19030 - Invoice anrl Statem('nt - Other 

than Payroll. 

Separated fll1ployeeProcessing Documents: Payroll
PS 833 - Deceased Payment Worksheet Processing
PS 2;>lIfi Termina I Workshep.t Branch- Leave 

~; ?2q9 - Severance Pay Computat.loll	 Payroll
Processinp;
Branch 

SUBJECT: q - Miscellaneous Payroll
Transactions 

EffECTI VE DATE: 
SEP 1 5 1983 

HAINTENANCE & IADDITIONAL INSTRUCTIONSI 
DISPOSITION I RELATED INfORMATION 

Retain for 1 year 
after date of last 

I 
I 

entry. then destroy.1 

Retain for 4 years. Corporate Record 
then destroy. 

Retain for;> years. Corporate Record 
then destroy. 

Retain for 8 years. Corporate Record 
then destroy 

Retain until 
processing
verified. but not 
longer than 3 pay
periods, then 
destroy. 

Flle in Audit Corporate Record 
folder. Retain in 
Audit folder 
permanently. 

file original in Corporate Record 
Severance Payment
folder. file third 
copy in Audit 
Folder. Retain in 
Audit Folder 
permanently. 

http:111.8.11
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POC RECORDS RETENTION SCIIEDULE 

SYSTEM: Payroll SUBJECT: q - Hiscellaneous 

Transactions 

Payroll 

SUUSYSTEM: Calculation EFFECTI VE DATE: 
SEP 1 5 1983 

RECORD CONTROL IOFFICIAL RECORDI MAINTENANCE & IADDITIONAL INSTRUCTIONS! 
CATEGORY NUMBER SERIES NAME I MAINTAINED BY I DISPOSITION I RELATED INfORMATION 

9 - Da t.a PS ll8,) - Rpquest for Manual Payroll Check Payroll File in Audit Corporate Record 

Input.! Control Folder. Retain in 
Source Branch Audit Folder 
Doc iment s permanently. 
(continued) 

1'1.9. ') SF 11'17 - Request for Issuance of Replace- Disbursing Retain for 8 years, Corporate Record 

I ment Check Due to Error in Name and!or Branch then destroy. 
I Designation of Payee 

111.9.6 PCES Lump Sum Payment Author I zatlon Letter Payroll File In Audit Corporate Record 

I Processing Folder. Retain in 

I Branch Aud It Folder 
I permanently. 



POC RECORDS RETENTION SCHEDULE 

SYSTEM: Payroll SUBJECT: 5 - Accounting Information 

SUBSYSTEM: Calculation EFfECTIVE DATE: SEP 15 1983 

RECORD CONTROL IOFFICIAL RECORDI MAINTENANCE & IADDITIONAL INSTRUCTIONS/ 
CATEGORY NUHBER SERIES NAME I MAINTAINED BY I DISPOSITION I RELATED INFORMATION 

2 - Edlt/ 15.2.1 FlV130OCO - .Iournal Voucher Error" Report Payroll Retain for 2 years, 
Error" I Control then destroy. 
Reports I Branch 

3 - File/ 15.3.1 AAlll.31Pl - Special Garnishment Listing for Payroll I Reta In for 3 years, Corporate Record 

Re f'er enc 
Report!"! 

e I 
I 

Cr-ne r at I.edger Control 
Branch 

I Jll'!n 
I 

destroy. 

5 - Sum- 15.5.1 PS 53 - Tranfer Advice Payroll Retain for 1 years, Corporate Record 
mary To t a l a , ] Control then destroy. 
Recap and I Branch 
Reconc 111 a- I 
tlon Re- I 
cords/Re- I 
ports I 

15.5.2 
I 

Journal 
such as: 

Vouchers and Supporting Docl.lTlents Payroll 
Control 

Retain for 
then destroy. 

1 years, Corporate Record 

I .lour n a l Vouchers Branch 

I PS 82'1 - Det.ail Supporting Journal 
I Voucher and Error Correct Ion 

I PS l131 - Standard Reconcll1atfon of 
I Accounts 



--------- -----
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PDC RECORDS RETENTION SCHEDULF.
 

S YSTF.M: Payroll SUBJECT: 1 - Workforce/Hours Statistics 

SUBSYSTEM: Related Reports Production EFFECT! VE DATE : SEP 15 19B3 

RECORD CONTROl. IOFFICIAL RECORDI HAINTENANCE & IADDITIONAL INSTRUCTIONSI 
CATEGORY NUMBER SERIES NAME I HAINTAINED BY DISPOSITION I RELATED INFORMATION 

1 - Control 11. 1. 1 Loan, Transfer and 'l r a in InK flour3 Control Payroll Retain for 1 year 
Report!'! I Re ports such as: Control and 1 AP, then 

I AAB2211P2 - File Control Report Branch destroy. 
I AAn228P2 - File Control Report - Input 
I and Output Controls 

I AAB228P8 - File Control Report - Records 

I with No Hatching File 

11.1.2 IlOurs COntrol Reports such as: Payroll RetaIn for 3 pay 

I AABOIIOP3 - Hours Control Table List1ng Control periods, then 

I AA~230P2 - Hours Control Report Branch destroy. 

11.1.3 AAAB232P2 - Hours Control Report Payroll Retaln for 2 years, 
I Processing then destroy. 
I Branch 

11. I." AAN090POI - File Control Report (Payroll Payroll Retaln for 1 year 
I Manhours) Control and 1 AP, then 

I Branch destroy. 

11.1.5 AAN091Rfi - Payroll Hour 9 and Honey Report Payroll Retain tor 1 year 
I Control and 1 AP, then 

I Branch destroy. 

11.1.6 Detail llours Control Reports such as: Payroll Retaln for 1 year, 
I AAB650P6 - Control Rpport (Non-processed ProceSSing then destroy. 
I ant! Bypassed) Br-anch 

11.1.7 Emp l o yee Information Control Reports Payroll Retaln for 1 year 
I 3IJch as : Control and 1 AP, then 

I AAtll00P7 - File Control Report Ilranch destroy. 

2 - Etllt! 11. 2.1 l.o an , Transfer and Training Hours Edit Pa yroll Retain for 1 year 
Error I Report3 such as: Contf-ol and 1 AP, then 
Rp.ports I AAH22'1Pl - POC ReJcC'tet! Transaction Report Ilr anch destroy. 

11. 2.2 

I 
Loan, 
Re por 

Transfer 
t s such 

and 
as : 

Tra l n l ng flours Error Payroll 
Control 

Retain 
periods, 

for II pay 
then 

I AI\f1?26Pl - PDC Err-or Report Ilr anch destroy. 
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roc RECORDS RETENTION SCHEDULE 

S YSlF.H: Payroll SUBJECT: I - Workforce!lIours Statistics 

SIIBSYSTEH: Related Repol'ts rrodur.tion EFFECTIVE DATE: SEP 1 5 1983 

R[CORO CONTROl. fOFFICIAL RECOROI MAINTENANCE & IADDITIONAL INSTRUCTIONS! 
CATEGORY NUMBER SERIES NAHE , HAINTAINED BY I DISPOSITION f RELATED INFORMATION 

2 - Edit! 11.2.3 On Rolls and Paid fJnploy!'p.s Statistics Payroll Retain for 3 APs,
 
[nor I (ORPFS) F.rror Reports such as: Control then destroy.
 
R"ports I PIIA100PI - Error List of Records with Branch
 
(r-ont.Inued ) I IInldentifled D!A - CAG
 

'I - Hanage- II. II. I Lo an , Tr an sf e r and Tr a l n l ng flours Report Payroll Retain for I year 
ment! St"tis-I such as: Control and 1 AP, then 
tical I AA£l22RPI - Loan, Transfer and Training Branch destroy. 
R!'ports I Hour s - Post Office 

I AIIA228P5 - Houri y Rates for Lo an , Trans-
I f er r ed and Training Hour s 

I AIIB228P6 - Loan, Transfer and Training 

I llours - District Summilry 

I AAR228P7 - I.oan, Transfer and Training 

I Hour s - Region Summary 
I AIIA211P I - Invalid LDC Report 

11. II. 2 
I 

Payroll Workhours 
IIIIN091POI - Payroll 

Reports 
Dollars 

lIur.h as: 
Report 

Payroll 
Control 

Retain for 
and 1 AP, 

1 year 
then 

I AAN091P02 - Payroll Workhours Report Branch destroy. 
I IIIIN091P03 - Analysis of Prcmiln and LWOP 

I Hour s Repor't 
I IIIINOQ1PO'1 - Analysis of Transferred and 

I Loaned liour s 

I AIIN091P05 - Analysis of p"id Absence Hours 

I AllN0,),)1' I - AP Workhourq Tape Totals 

I. '1.3 Nntiona} 
R('ports 

Workhour 
sur.h a~: 

R!'portlng System (NWRS) Payroll 
Control 

\ I Retain for 
I then destroy. 

2 year~, 

A~'COIOP I - NWRS Functional Recap Branch \ I 
AHCOlqpl - NWRS functional Recap for 2nd, I 

3rd. qth Class Offices Only I 
AHCOl6pI - NWRS Pay Period De t a l I - CAG I 

fI-1. Offices I 
AHCOII?PI - NWRS WorkholJr Repor't I 
AHCOB'WI - NWRS Labor Utilization Report I 
1It1C920PI - NWRS Recast R"port (by LDC) I 
IIH(910rl - NWRS Recast Repor t, (by Fuuc t Ion) I 

11. 'I. 'I \*)rk For o e r"rormatlon HqHlI·t~ slleh as: Payroll Ret;)ln for 1 year 
I AIIUlilIlI'? - Frnployment of ""ncl\rnpped - Con t ro l and I III', then 

r 11"",,';':1,,1)" hy Job flp"\p,II,I,{)n Ilr <lnch ,Ip.~t.roy , 
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POC RECORDS RETENTION SCIlEOIlLE 

:,Y~TEH: fayroll SUBJECT: I - Workforce/flours St.atistics 

suns YSTF.H: Relat.ed Report.s Production EFFECTIVE DATE: SEP 1 5 1981 

RECORD CONTROL 'OFFICIAL RECORDI HAINTENANCE & IADDITIONAL INSTRUCTIONS/ 
CATEGORY NUHBER SERIES NAME I MAINTAINED BY I DISPOSITION , RELATED INFORMATION 

4 - Hanage- 11.4.4 AANlOOP) - Hlscellalleou3 Paid Employee 
ment/:,t.at.ls-I(con- Count:'! 
tical I t.lnued) AAN100P5 - SF II) R('port 
Reports 
(cont tnued) 

I 
I 

AflNl00P6 
AAN100PE 

-
-

Bond 
Rural 

Participation Report 
Carrier Hatrlx 

I AAN100PF - Payroll Report. of Federal 
I Civilian Fmployment. 
I MNlo0PG - Payroll Report. of Federal 
I Civilian Fmployment 
I AAN10,)Pl - Chrlstma:'! Casuals Report 

11. ij.5 On Roll:'! and Paid F.mp[oyep Statistics Payroll Retain for 1 year 
I (ORPES) Reports such as: Control and 1 AP. then 

I PAA?50P 1 - ORPES Group Sequence (by !r anch destroy. 
I Finance Number) 
I PAA)OOPI - ORPES Group Sequence (by CAG) 
I PAA350Pl - ORPES Group Sequence (by HSCI 
I PAA400Pl - ORPES Gr oup Se quene e (by 

I District) 
I, PAA/150Pl 

Rpglon) 
- ORPES Group Sequence (by 

'1.4.6 In-Office Cost Systpm (IOCS) Reports Management Retain for 1 year. 
I, sunh as: 

AAN051Pl - IOCS Tally Sheet Control 
Analysis 
!ranch 

then destroy. 

I, AAN051P2 - IOCS 
Percentage 

Tally Sheet Control by 

I AAN053Pl - Sample of Employees for IOCS 

I, 
I 

Aucll t 
AAN05)P2 

tics 
- IOCS Sample Selection Diagnos-

I AANO,)/IPI - Selected F.mployees Tape [)Jmp 

, 11. 11.7 AAN12/IPI - Summary Counts of Non-Protected Payroll Retain for 1 year, Fmp l oyee s Processing and 1 AP. then 
Br anch destroy. 

f) _ Summary 11. 5.1 Workhours/Dollars Rplated Spread Sheets Payroll Retain for 1 year 
Total ~ • I s uo h as: Control and 1 AP. then 
"pcap and I llo ur s and Do l t ar s An"ly~ls (AAN091) fir anrh destroy. 
"cconelll a- I ;'l'l-""cI Sheet 
t Io n R"r.orcl~ I 
/ R('porl S , 



POC RECORDS RETENTION SCHEDULE 

SYSTEM: Payroll SUBJECT: 1 - Workforce/Hours Statistics 

SUnSYSTF.M: Related Reports Production EFFECTIVE DATE: SEP 1 5 1983 

RECORD CONTROL IOFFICIAL RECORDI MAINTENANCE & IADDITIONAL INSTRUCTIONSI 
CATEGORY NUMDER SERIES NAME I MAINTAINED BY I DISPOSITION I RELATED INFORMATION 

5 - Summary 11.5.2 NWRS/PS 1236 Related Sprea<l Sherots Payroll Retain for 2 years, 
Totals, I such as: Control then destroy. 
Recap and I Payroll Hours Reconciliation Spr e ad Sheet Branch 

Reconcilia- 1 Loan, Transfer and Training llour"s 
tion Record s 1 Reconciliation Sheet 
IReports 1 JV/AHC Reconciliation (AHC060. 082, 08q) 
(continued) 1 

1 
Shept 

AHCOIl" and PSFR Compar I son Slrcel. 

6 - Ex ter- 11.6.1 Labor Reports such as: Payroll Retain for 2 years, 
n al l y Re- 1 AAN060P6 - Monthly Department of Labor Control then destroy. 
qulrp.d 1 Statist Ics Branch 
Reports 1 AAN06"PI - Quarterly l.abor Report 

11.6.2 Counts of Fmployees for F.mployee Bene f1t Payroll Retain for 1 year, 
I Programs such as: Control then destroy. 
1 AADO'l7Pl - OrM Quarterly Status Flle Branch 

1 Control Report 

9 - Da ta 11 • 9. 1 l.oan, Tt"an3fer and Training Ilour"s System Payroll Retain for II pay 
Input z Sour c e ] 
Document.s 1 

Doo imeut.s : 
rs 1236 - Loan, Tr ans rer and Tr a l n I ng 

Control 
Branch 

periods, 
destroy. 

then 

I flours 



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

POC RECORDS RETENTION SCHEDULE 

SYSTEH: Payroll	 SUBJECT: 2 - Monetary Reports 

S\lOSYSTEH: Related Reportll rroduction	 EfFECTIVE DATE: SEP 1 5 1983 

RECORD CONTROL 'OFfICIAL RECORDI HAI NTENANCE & 'ADDITIONAL INSTRUCTIONS/ 
CATEGORY NUHBER SERIES NAME , MAINTAINED BY I DISPOSITION , RELATED INfORHATION 

1 - Control	 12.1.1 General Salary or COLA Increa~e R~ports Payroll Retain for 13 pay 
Iteports	 , such as: Processing per tods , then 

I AAH?50Pl - Run Controls Branch destroy. 
I AAM250P3 - Run Controls 

q - Manage- 12.q.l Quarterly Report of Union [X!e!] Withholding Payroll Retain for 2 years, 
mentl St at I s-] (Manually prepared from AAN020P2) Control then destroy. 
tical , AAN0801'2) Branch 

Reports I 

!2./I.2,
I 

Salary or COl.A Increase 
AAH250P2 - General Salary 

Report 

s uch as : 
In~rease Cost 

Payroll 
Proce5slng 
Branch 

Retain for 
then destroy. 

7 years, Corporate Record 

I, AAH255P2 
Increase 

- General 
-c; Before 

Salary 
and 

and/or COLA 
After Cost Report 

!2.1I.3 ilAL1IiOP3 - Geographic 01 s t.r Ibution of Payroll Retain for 2 years, 
I Wages Control then destroy. 
I Branch 

,,2.Q.1I Worker's Compensation - In Jury on Duty Payroll Retain for 3 years, 
Re po r t s such as : Processing then destroy. 

I AAN072Pl - Worker's Compensation - 100 Branch 

I (Octal I Listing),
 AAN072P3 - Worker's Comppn5atlo~ - 100 
(District Summary) 

I AAN07?P5 - Worker's Compe n aat, Ion - 100 

I (National Summary) 

I 

12.11.5 Quar ter\ y Oond Report (EF: Ronds) Payroll Retain for 2 years,
 
I Control then destroy.
 
I Branch
 

!2. Ii.6 ~t"tement of Employee Bene rt t Program Payroll Retain for 2 years, 
I Co st.a such as:	 Control then destroy. 
I Annual Statement of FICA Oeclur.tinns Br anch 

I Annu"l StatPlllent of FF:ltrl Pr ogr am 

I Anntl"l St"tement of Gr o up 1.1 f ... tn-iurance 

I I'r ogr am 
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PIlC RECORDSRETENTION SCHEDUI.E 

~ Y~TEM: Payroll SUBJECT: 2 - Honetary Reports 

SUUSYSTrH: Related Reports rreparatlon EFFECTIVE DATE: SEP 1 5 1983 

RECORD CONTROL IOFFICIAL RECORDI MAINTENANCE& IADDITIONAL INSTRUCTIONSI 
CATEGORY NUHBER SERIES NAME I MAINTAINED BY 1 DISPOSITION I RELATED INFORMATION 

6 - 12.6.1 SF ;>812, SF 2812A - Journal Voucher Payroll Retain for 5 years, Corporate Record 
E~ternRlly 
Required 

1 
1 

and Repor t of Wlthho 1d IOKS for 
Benefits, Group Life Insurance, 

Ilea lth 
and 

Control 
Branch 

then destroy. 

Reports 1 C[vll ~rvtce Retirement 

12.6.2 Sav logs I10nds Reports such as : Payroll Retain for 1 year 
I flfIN0390P - Savings Bond Sale~ by State Control and 1 AP. then 
I Branch destroy. 
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PDC RECORDS RETENTION SCHEDlILE 

S YSTEH: Payroll SUBJECT: 3 - Miscellaneous Reports 

SUBSYSTEH: Related Reports Production EFFECTIVE DATE: S[P 15 1983 

RECORn CONTROL IOFFICIAL RECORDI MAINTENANCE & IADDITIONAL INSTRUCTIONSI 
CATEGORY NUMBER SERIES NAME I MAINTAINED BY 1 DISPOSITION I RELATED INFORMATION 

2 - Editl 13.2.1 AAB125Pl - Leave-Rehted Error Payroll Re ta In unt 11 
Error I Report Processing problem resolved, 
Reports I Branch then destroy. 

13.2.2 Susp"nd"d Flnployees Error Reports Payroll RetaIn unttl 
I such as : Processing problem resolved, 
I. AAN120P2 - Suspension Transaction Errors Branch but no longer than 

1 3 pay periods, 
1 then destroy. 

13.2.3 AANIOOP8 - Termlral Leave Pay Pend ing Payroll Retain for 1 pay 

1 Report Processing period, then 

I Branch destroy. 

3 - Filel 13.3.1 AANl81IP1 - IIp-alth Plan L1~t Payroll Retain for 1 year 
Reference I Control and 1 AP, then 
Reports I Branch destroy. 

13.3.2 Leave Reports such as: Payroll RetaIn for 1 year, 
1 AADO'lOP7 - Annual Leave Advance Report Processing then destroy. 
1 AAD070P8 - Value of Annual Leave Report Branch 

13.3.3 lIAIl900P3 - Leave Balance Report Payroll Retain for 3 years, 
1 Processing then delltroy. 
1 Ilr"anch 

13.3.q Suspended Fmployee Reports auch as: Payroll Retain for 2 pay 

I AANPOP I - Suspension Reglst.er Processing periods, then 

1 AAN120P3 - Suspended FJllployees wi th a Ilr"anch destroy. 
1 Break In P'Iy Period Activity 

1 AAN12lPl - Insurance Sum,"::!ry Report 
I AAN12?PI - Suspense Activity Report 
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POC RECOR OS RETENTION SCHEDULE 

SYSTF.M: Payroll	 SUBJECT: 3 - Miscellaneous Reports 

SUBSYSTEM:	 Related Reports Production EFfECTiVE DATE: SEP 1 5 1983 

RECORD CONTROL OFFICIAL RECORDI HAINTENANCE & 'ADDITIONAL INSTRUCTIONS/
CATEGORY NUHBER SERIES NIIME MAINTAINED BY , DISPOSITION , RELATED INFORHATION 

II - Manage- 13. II.1 Leave Reports such as: Payroll Retain for 6 pay
ment/Sta- I AAN1Q2PI - Detail Sick Leave Report Processing periods, then 
tlstlcal I IIANIQ3PI - MSC Recap of SIr.k Leave Bl"anch destroy.
Reports I 

13.4.2 Leave Liabillty Reports such as: Payroll Retain for q years, Corporate Record 
I AAD900PI - Leave Lil'bllity Control Report Control then destroy.
I AAD920PI - Regional Leave Liability Bl"anch, AAP920P2 - National Leave LIahill ty 

6 - Exter- 13.6.1 Health Benefits Enrollments and Changes Payroll Retain for 1 year or!,nally Re- , such as: Control until the comple-
qui red I SF 2811 - Transmittal And Summary Report I!ranch tion of the next ,
Reports	 I to Carrier open season, , 

I whichever is longer"
I then destroy. , 

13.6.2 Tax Levy Reports such as: Payroll Retain for 3 years, Corporate Record 
I AAN100P'1 - IRS Tax Levy Report Control then destroy,
I Bl"anch 

13.6.3 Unemployment Compensation Reports Payroll Retain for 5 years I Corporate Record 
I such as: Processing after the end of , 
I PS 239 - Preliminary Certification of Bl"anch the calendar year , 
I Employee EllgibU Ity for Unemployment in which the requestl, Compe ns at Ion Is processed then ,, PS 6803 - WAge and Separation Information destroy. ,,I 

8 - Trans- 13.8.1 Unemployment Compensa t Ion Oil ta Requp.sts: Payroll Retain for 1 pay 
action I (PHE 020) Batch Control Logs Processing per iOO, then 
StAtus , Bl"anch destroy.
Records I 
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POC RECORDS RETENTION SCHEDULE 

S Y:lTF.M: Payroll 

SUBSYSTEM: Related Reports Production 

SUBJECT: 3 - Miscellaneous Reports 

EFFECTIVE DATE: SEP 15 1983 

RECORD CONTROL	 IOFFICIAL RECORDI MAINTENANCE & IADDITIONAL INSTRUCTIONS! 
CATEGORY NUHBER SERIES NAME	 I MAINTAINED BY I DISPOSITION I RELATED INFORMATION 

9 - Data 3.9.1 Unemployment Compensation Information Payroll File by calendar Corporate Record 
Input! Source DoCllllents: Processing year, by state, by
Source ES 931 - Request for Wage and Separat ion Branch claimant name. 
Documents In formation Retain for 5 years

ES 931-A - Request for Separation Informa- after the end of 
tion for Additional Claim the year in which 

F.S 93q - Request for Information or the request is pro-
Reconsideration of Federal Findings cessed, then 

PS	 23'12 - Request: Unemployment Compensa- destroy.
tion Data 

Unemployment Compensation Information Payroll
Audit!Verlfioation Documents: 

3.9.2 File with ES 931 Corporate Record 
I
I
I 
I 

Processing
ES 936 - Request for Verification of Branch 

Wages and 

being verified. 
Retain for 5 years

of thelUCFE Separat.ion Information	 after the end 
Furnished' on Form ES 931	 year I

I 
in which the

I
I
I 

1srequest
cessed,
destroy. 

pro-
then I 

I 
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POC RECORDS RETENTION SCIIEDULE 

S YSTEM: Payroll SUBJECT: I - file Maintenance 

SUMSYSTEH: Retirement EFFECTIVE DATE: SEP 1 5 1983 

RECORD CONTROL I IOFFICIAL RECORDI HAINTENANCE " IADDITIONAL INSTRUCTIONSI 
CATEGORY NUMBER J, ~S.::.E::...:RI,ESNAME / MAINTAINED BY I DISPOSITION I RELATED INfORMATION 

1 - Control /1.1.1 Employee Haster Up<1ate Control Reports Retirement Retain for 2 pay 

Re ports / 
I 

such as: 
AADOO')P2 - Batch lIeader Lt st Ing 

Branch periods, 
destroy. 

then 

/ 
I 

AAD030P2 
AA0070P2 

- Batch Header Listing 
- Employee Master Update Audit 

/ AllOO70P5 - Run Control Report 

/1.1.2 
I 

Retirement 
Control 

History Haster 
Reports such as: 

File Update Retirement 
Branch 

RetaIn 3 years, 
then destroy. 

I AAF010Pl - File Control Report 

11. 1.3 Serv[ce History Update Control Reports Retirement Re taln for 2 pay 

/ 
I 

AIID080PI 
AAD08,)PI 

- Run 
- File 

Control 
Control 

Report 
Report 

Branch periods, 
destroy. 

then 

11.1.11 Retro Control Reports such as: Retirement Retain for 2 pay 

I AAP325Pl - Control Report Branch periods, then 

/ destroy. 

ILL') Hass Increase Control Reports such as: Retirement Retain for 2 pay 

/
/ 

AAP350Pl - Run Control Report Branch periods, 
destroy. 

then 

2 - Edltl 11.2. I Employee Haster Update Error Reports Retirement Retain for 3 years, 
Error I such as: Branch then destroy. 
Reports	 I AAIl070Pl - Employee Haster Update Error 

I Report 
I AAIl070P II - Employee Haster Update Error 
/ Report by SSN 

1,.2.2 Retirement History Maste~' File Retirement Retain for 3 years, 
/ Ilpdate Error Reports such as: Aranch then destroy. 
/ AAfOl0P') - lmpr-or-e as ed Transactions Which 

I Do Not Affect To t a l s 
/ AllfOl0P6 - Unprocessed Transactions Which 

I 00 Not Affect To t a l s 

I 
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roc RECOROS RETENTION SCIIEDULE 

SYSTEM: Payroll SUBJECT: 1 - File Maintenance 

SUBSYSTEM: Retirement EFFECTIVE DATE: SEP 1 5 19B1 

RECORD CONTROL "r- IOFFICIAL RECORDI HAINTENANCE & IADDITIONAL INSTRUCTIONS! 
CATEGORY NUHBER I SERIES NAHE I MAINTAINED BY I DISPOSITION I RELATED INFORMATION 

2 - Edit! 11. 2. 3 Service lIistory Update Edit Reports Retirement Retain for 2 pay, 
Error 
Reports 
(cont Inued ) 

I
I
I 
I
I
I
I 

such as: Branch periods, then 
- No Hatch on Employee HasterAAP32'5P3 destroy. 

AAP32'5P" - By-Passed Service History 
Employee!SSN Change on Employee
 
Haster
 

AAP3?'5P5 - Rate Schedule Code Changes! 
Finance Number Elceptions 

3 - Flle! 11. 3.1 Retirement History Hoster File Update Retirement Retain for 3 years, 
Reference 
Reports 

I
I
I
I
I 

Reference Reports such as: Branch then destroy. 
AAF010P3 - Terminated Employees Report 
AAF010P" - Reactivated Employees Report 
AAF010P7 - Retirement Accounts in Suspense 
UF010P8 - ,Haster Purge List 

11. 3.2 Service lIistory Update Reference Reports Retirement Retain for 2 pity 

I
I
I
I
I
I
I 
I
I 

such as : Branch periods, then 
AAD080P2 - Service History Update destroy. 
AAD080P3 - Comment Listing 
AAD081P3 - Service History Update 

(Ha ss ('.ener al Increase) 
AAP325P2 - Select Information from 

ser v t ce 111story 
AAP35"PI - R"ural Retro Ser v t ce IUstory 

IJpdat.E' 

11. 3. 3 Serv icp. Ilistory Inqui ry Reports Retlrement Retain for 3 years, 
I
I 

such as: 
AAF100P8 - Service History Inquiry 

Branch then destroy. 

RetiremE'nt Service History File Analysis 
Report:< such as: 
AAF630Pl-P6 - Service II1story Analysis 

Retirement 
Branch 

Retain for 2 
per iods, then 

destroy. 

pay 

11. 3. '5 On-Line MJustment Refert'n('e Reports Retirement Retain for 1 year, 
I
I
I 
I
I 

such 8S: Branch then destroy. 
AII06'50P5 - Detatl Retirpment Report 

(SSN SC'lup.nce) 
AIIR6')OP(. - Det at I Ret.\rpmpnt Report 

(11.1f'r J Il ""'luence) 

----- ------------- --------- ------------ ---------- ---- "------------------" 
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POC RECORDS RETENTION SCHEDULE 

S YSTEH : Payroll SUBJECT: 1 - File Haintenance 

SUBSYSTEH: Retirement EFFECTIVE DATE: SEP 1 5 1983 

RECORD CONTROL IOFFICIAL RECORDI HAINTENANCE & IADDITIONAL INSTRUCTIONS/ 
CATEGORY NUHDt:R SERIES NAME I MAINTAINED BY I DISPOSITION I RELATED INFORMATION 

') - Summary 11. 5.1 Retirement History Haster File Retirement Retain for 3 years, 
Total 
Recap 

s/ 
and 

1 
1 

Update Reports such 
MFO 1OP2 - Retirement 

as : 
Update Control 

Branch then destroy. 

Reconc1l1a- I Totals 
tion I 
Records/ I 
Reports I 

8 - Trans- 11. 8.1 Rptirement Branch Data Entry Batch Retirement Retain for 2 pay 
action I Control Log Branch periods, then 
Status I destroy. 
Records I 

9 - Data 1.9.1 Service History Change/Update Documents Retirement Retain for 2 pay 
Input/ Inel url·ing: Branch periods, then 
Source PS 3116A - Service History destroy. 
Documents Transaction-Former Names 

PS 3116B - Service IIlstory Transaotion -
Separation Name 

PS 3111 - Service History Transaction -
Salary History 

rs 1118 - Service History 
Tran~action - Preliminary 2806 

PS 3119 - Serv ice III story 
Transaction-Separation Inrormation 

PS 3120 - Service IIlstory 
Transaction-Fiscal Data 

PS 3123 - Service Illstory Inquiry 
rs 3121 - Service IIIstory 

Transaction-Conversion Dat.a 
PS 3128A - Service ltistOl·y 

Transaction - Remarks Data 
rs 3128B - Servicp IIlstory 

rransactlon-Prior Service Comments 
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POC RECORDS RETENTION SCIIEDULE 

S YSTEM : Payroll SUBJECT: 1 - file Haintenance 

SUBSYSTEM: Retirement EFfECTIVE DATE: SEP 1 5 1983 

RECORD CONTROL IOfFICIAl RECORDI MAINTENANCE & IADDITIONAL INSTRUCTIONSI 
CATEGOR.~Y__ ~~NU~HB~E~R_~~ ~S~E~R~I~ES~N~A~ME~ ~I~HA~I~N~TA~I~N~E~D_B~Y~I__ ~D~I~SP~O~S~I~TI~O~N~__ ~I~R~E~l~AT~E~D~I~NF~O~R~HA~T~I~O=N 

9 - Data 11. 9.2 Per sonne l Action Documents: Payroll Retain until pro-
Inputl I rs 50 - Notification of Per~onnel Pr oce ss t ng ceSSing verified,
SourcE' I Action (Convenience copy for Retirement Branch but not longer than 
Doc iment s I Ilranch use 3 pay periods, theni ) 

(continued) I destroy. 

11. 9. 3 Prior Service Documents: Payroll Retain until pro- Corporate Record 
I PS 11111 - Statement of Prior Federal Processing cessing verified,
I Civilian and Military Service Branch then return to 
I Payroll Processing
I Branch for flUng
I in Audit Folder. 

\ 
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POC RECOROS RETENTION SCHEDULF. 

SYSTEM: Payroll SUBJECT: 1 - File Maintenance 

SUnSYSTF.M: Retirement EFFECTIVE DATE: SEP 1. E; lQlll 

RF.COR[)"TCONTROl.I DATA 
CATEr.oRY INUHBF.R I SET NAHE I FII.E NAHE r nz DESCRIPTION 

AUTHORIZED 
RETENTION 

CORPORATE 
REGORD COPY 

1 I r INSTRUCTIONS 

10 - Ht s-
t.or Ic a l 
Haster 
Fi Le s 

11.10.1 
,I 

AAFrXN. 
PS010T 
01.HAST 
ROUT 

Serv ice/RetIre-
ment iiistory 
r..aster HIe 

A tape copy of the master file that 
contains a chronological record of 
the employment history (all personnel 
actions during employment) of the 
individual employees paid by the PDC. 
This tape Is a copy of the entire 
Sen icp/ RetirP.ll1entHistory Haster 
File reflecting the status of the 
fil~ a~ of the completion of the pay-
roll cnlculatlon process for the 
current pay period. It has been up-
dated with the current pay period's 
personnel acttons (changes In salary,
grade, job title, occupation code,
etc.) if any, for each employ~e and 
shows the current pay period amount 
and cumulative total of retirement 

Relain 10 years,
then destroy. 

Corporate Record 

fund contributions, The Information 
on the Serv Ice/Retirement Hi story
r"aster Fil e Is used to de term Ine / 
verify retirement eligibility of 
em p\oyees and to prov Ide OPH wi th 
accurate and complete Information 
for r~tirement appllcatloh processing. 
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PDC RECORDS RETENTION SCHEDULE 

sY~TEM: Payroll SUBJECT: 2 - Retirement Actions 

SUnSYSTEH: Retirement EFFECTIVE DATE: SEP 1 5 1983 

RECORD CONTROL IOFFICIAL RECORDI HAINTENANCE & IADDITIONAL INSTRUCTIONS/ 
CATEGORY NUMBER SERIES NAME 1 MAINTAINED DY 1 DISPOSITION I RELATED INFORMATION 

1 - Control 12.1.1 Recovery of Indebtedness Control Retirf'lllent Retain for 5 years, 
Reports I 

1
I 

Reports such as: 
AAFL22P2 - Control Report 
AAF9'lOP2 - Run Controls 

Ilranch then destroy. 

3 - FUe/ 12.3.1 Recovery of Indebtedness Reference Retirement Retain for 5 years, 
Re ference I Reports such as: ~anch then destroy. 
R('ports 1 AADL17Pl - Retirement Recovery of 

1 LImited Duty Employees 

1 AAFL22Pl - Recovery Detail Report 
1 AAF907Pl - Retirement Recovery Report 
1 AAF907P3 - Retirement Recov('ry Purged 

1 Report 
I AAF9'IOPI - Retirement Recovery 

2.3.2 Se par at.Lons and Transfers RE'ference Retirement Retain for 3 years, 
Reports such as: Branch then destroy. 
AAFlOOP3 - InterPDC Transfer (HN Transfer 

Out) 
AAFIOOPq - InterpnC Transfer (SB Transfer 

Out) 
AAF lOOPS - Register of Separations and 

Transfers (MN) 
AAFlOOP6 - Register of Separations and 

Transfers (NY) 
AAFlOOP7 - Regist('r of Separations and 

Transfers (S8) 

S - Summary 12.5.1 R('covery of Indehtedness Retirement Retain for 5 years, 
Totals, 
Recap and 
Reconcilia-

I
I
I 

Reports such a s : Branch then destroy. 
AAf90lPl - Pay Dat.a flle Recaps 
AAF90?Pl - Pay Da ta File Reeaps 

tion 1 
Records/ 
Reports 

1
1 

12.5.2 Separations and Tr ans f er a n"ports Retirement Retain for 3 years, Corporate Record 

I 
1 
1
I 

such a n : flranch then destroy.
 
AAFIOOPA - Ret Lr emcnt, Total"
 
AfiF 100P2 - Regl!'lter of ~ep;)ratlons and
 

Tr ann f er s 
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POC RECORDS RETENTION SCHEDULE 

SYSTEM: Payroll	 SUBJECT: 2 - Retirement Actions 

SUBSYSTEM:	 Retirement EFFECTIVE DATE: S[P 1 5 1983 

RECORD CONTROL 'OFFICIAL RECORDI MAINTENANCE & 'ADDITIONAL INSTRUCTIONS! 
CATEGORY NUHBER SERIES NAME , MAINTAINED BY 1 DISPOSITION , RELATED INFORMATION 

5 - Summary 12.5.3 Journal Vouchers and Supporting Documents Retirement Retain for 3 years, Corporate Record 
Totals, 1 such as: Branch then destroy,
Recap and 1 PS 8211 - Detail Supporting JOlJrnal 
Reconc 11ia- 1 Voucher and Error Correction 
tlon 1 
Records! 1 
Reports I 
(continued) I 

6 - Ex- 12.6.1 Se par at Lons and Transfers Reports Retirement Retain for 3 years Corporate Record 
ternall y 1 such as: Branch after the end of Files these forms with 
Required 1 SF 2807 - Register of Separations and the calendar year the Retirement Case 
Reports I Transfers in which the Files for all of the 

I SF 2807-1- Register of Adjustments employees separate, employees listed on 
1 then destroy. the regi ster • 

7 - Case	 12.7.1 Retirement Reference Case File ,,I Branch
Retirement Retain for 3 years 1 Corporate Record 

Files	 I (POC copies of all source documents after the end of thel File with the corre-
1 gener at ed upon separation of an employee calendar year in 1 sponding Register
I from the Postal Service) , which the employees 1 of Separations and 
I , separates, then t and Transfers (SF
1 '1 destroy. , 2807) on which the 
1 1 1 employee is listed. 

12.7.2 RetIrement Correspondence!	 ReHrement Retain for 2 years, Corporate Record 
1 Inquiry Case File Branch after ·the end of
 
1 (PDC copies of doc onent s re<'elved! the calendar year
, gpnerlltp.d in conjunction with the in which a response

I onpfoyee corr-espondence z tnqurr ies about is sent to the
, retirement status) employee, then
 
I destroy.
 

R - Tr an a- 12.8.1 RetlrP.ment Case File Transmittal Records: Retirement Retain for 3 years
action 1 SF 2807 - Register File Branch after the calendar 
Status I (Separlltlng file containing convenience year in which the 
Rp.cords 1 cople3 of SF 2807s In register nlmber SF 2807 and accom-

I order for reference pur po ses panying retirementc ) 

I case files are sub-
1 mitted to OPM, then
 
I destroy.
 

--------------- -- ----- - ----_._-----_. -
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roc RECORDS RETENTION SCIIEDULF.
 

!>YSTEH: Payroll 

SUIIS YSTF.H: Retirement 

RECORD CONTROL
 
CATEGORY NUHBER SERIES NAME
 

9 - Data 2.9.1 Retirement Reference Case File Docunents 
Input! Including: 
Source PS 3211 - Dlsability RetlrN11ent - Notice 
Docunents of Action 

rs 1915 - Authori zation to Flag fmployee's 
Ac<'ounts 

rs 23'11 - Notice of Adjustment - Separated 
Employee 

Sf 2800 - Certificate of Death 
SF 2801 - Application for Retirement 
Sf 2805 - Request for Recover y of Debt 

Due the U. S. • 
Sf 2806 - Individual Retirement Record 
SF 2806-1 - Notice of Correction of 

Individual Retirement Record 

12.9.2	 Ret irement CorresponclencelInqu[ry 
Doc enent s Including: 
PS 306 - Annuity Computation Worksheet 
rs 316 - Request for Records Information 
SF 2803 - Application to make Voluntary 

Redeposit 
SF 280" - Application to make Voluntary 

Contribut.ions 

I
I
I
I
I
I
I 

SUBJECT: 2 -	 Retirement Actions 

EFFECTIVE DATE: SEP 1 5 1983 

IOFFICIAL RECORDI HAINTENANCE & IADDITIONAL INSTRUCTIONSI 
I MAINTAINED BY , DISPOSITION I RELATED INFORHATION 

Retirement File in Retirement Corporate Record 
Branch Reference Case File. 

Retirement tile in Retirement Corporate Record
 
Branch Correspondencel
 

Inquiry Case File.
 



SYSTEH: Payroll 

SUBSYSTEH: Retirement 

RECORD CONTROL 
CATEGORY NUHBER 

1 - Control 13.1.1 
Reports 1 

1 

3 - FUrl 13.3.1 

Reference 1 
Reports 1 

1 

1 
1 
1 

1 
1 

13.3.2 
1 

4 - Hanage- 13.4.1 
ment/Sta- 1 
tlstlcal 1 
Reports 1 

1 
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POC RECORDS RETENTION SCHEDULE
 

SERIES NAHE 

IOFFICIAL RECORDI 
1 MAINTAINED BY 1 

Year-End 
Reports 
AAD930Pl 

Processing and 
such as: 

- Run Control 

Balanclrfg Control Retirement 
Branch 

Year-End 

Re ference 
AAD930P2 

Haster 
AAD930P3 

Counts 
AAD930P4 
AA0930P5 

Amount 

Processing and Balancing 

Reports such as: 
- Year-End Count s of Employee 

- Employee Haster Year-ta-date 

- Employee Terminated Report 
- Employee Retirement 'Submitted 
Report 

Retirement 
Branch 

AAF970Pl - Annual 
F.mployee 

2806 Totals for F.sch Retirement 
Branch 

ftnnual Retirement 
PS 3118 - Annual 

Fund Transactions 
PS 3119 - Annual 

Subject. to the 

Re~rts 
Statement 

Report of 
Retirement 

such as: 
of Ret lrement 

Employees 
Act 

Retirement 
Branch 

SUBJECT: 3 - Year-End Processing 

EFFECTIVE DATE: S[P 1 j 1983 

HAINTENANCE " IADDITIONAL INSTRUCTIONS/ 
DISPOSITION 1 RELATED INFORMATION 

Retain for 3 years, 
then destroy. 

Retain for 3 years, 
then destroy. 

Retain for II years. Corporate Record 
then destroy. 

Retain for 3 years, Corporate Record 
then destroy. 



•••• 

- 63 -

POC RECORDS RETENTION SCHEDULE 

SYSTEM: Payroll SUBJECT: q - National Retirement 

SUBSYSTEM: Retirement EFFECn 
Counseling 

VE DATE: 
System (NARECS) 

SEP 15 19B3 

RECORD CONTROL IOFFICIAL RECORDI MAINTENANCE & IADDITIONAL INSTRUCTIONSI 
CATEGORY NUMBER SERIES NAME I HAINTAINED BY I DISPOSITION 1 RELATED INfORHATION 

1 - Control 14.1.1 NARECS Control Reports such as: Retirement Retain for 2 pay 
Reports 1 AAf220P2 - Batch Control Report Branch periods, then 

1 AAF220P3 - Control Report destroy. 
I AAF230P2 - Control Report 
I AAf240Pq - Control Report 
1 AAf250P2 - Control Report 
I AAf255P3 - Control Report 
I AAf21lOP2 - Control Report 

2 - Ed itl 14.2.1 NARECS Edit Reports such as: Retirement Retain for 2 pay 

Error I AAf220Pl - NARECS.Request Run Branch periods, then 

Reports I Exception Report destroy. 
1 A"F230Pl- Exception Report 

3 - file/ I q. 3. 1 NAREes Reference Reports such as: Retirement Retain for 2 pay 

Reference 1 A"f2~OPl - Estimate of Annuity Branch periods, then 
Reports I destroy. 

II - Manage- 1'1.4.1 NAREC~ Reports such a~: Retirement Retain for 2 pay 
ment!Sta-
t l at Ic a l 

I 
I 

AAf2/IOP2 
AAF2/10P3 

- Current 
- 1 Year 

Referf!nce 
forecast 

1.ist 
Reference 

Branch per iods, 
destroy. 

then 

Reports I List 
I AAf?~OPl - Management Reports 

I AAF?55Pl - National Summary Report 

I AAF?55P2 - Nlmber of Eligible Fhtployees 

I AAf260Pl - forecast Reference Listing 

9 - Data 14.9.1 NARECS Annuity Request Documents: Retirement Retain for 2 pay 

Input/Sourcel 
Iloc I.r) en t s , PS ;>q 10 - ""RECS 

Estimate 
Request for Allnul ty Branch periods, 

destroy. 
then 



2.	 Reissued cer t ifi ca te applications 

3.	 Book covers of certificates issued by discontinued 
postal savings offices 

4.	 Authoriz.ation fQr establishment and discontinuance 
of accounts and for payment of accounts of deceased, 
etc., patrons 

5.	 Paid postal savings certificates and interest adjust-
ments (Form 1693) 

6.	 Account cards for closed accounts 

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

E.	 Motor Vehicle 

1.	 Acquisition and release files 

2.	 Maintenance, operating and repair records 

A.	 Work orders (Form J543) 
B.	 Others (such as Forms 4520, 4527, 4530, 4534, 

4580, 4590, 4551, 4552) 

3.	 Christmas borrowed vehicle records 

4.	 Statistical summaries and listings such as garage, 
equipment, gasoline and oil utilization, inventories, 
cannibaliza tion, etc. 

5.	 Zero Balance Listings 

F.	 Property and Reconciliation 

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

2.	 Reconc i Liat ion papers of control accounts 

r	 G. Payroll 
1.	 Audit folders 

File alphab eticall y 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. 

Dest roy after 1 yea r , 
Destroy after 3 years. 

Destroy after next Christmas 
season. 

Destroy after 3 years. 

Destroy at close of following 
fiscal year. 

File chronologically bytype. 
Destroy after 2 years. 

File chronologically. Destroy 
after 4 years. 

Place in ina ctrv e file upon 
separation or transfer of em-
ployee. Start new inactive file 
every calendar year. Destroy 
2 years later. 

TL-I. 11-1~-b6	 4 



2.	 Quarterly individual earnings listings showing 
payments and deductions by pay period 

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

4.	 Payroll control recaps and FICA, life insurance 
health, bond, leave, etc., listings 

5.	 Payroll journals 

6.	 Time cards 

7.	 Labor reports to states 

8.	 W-2's and listings 

9.	 Leave Records 

a.	 Showing accumulation at time of separation 

b.	 Showing accumulation at entrance on military 
leave 

c.	 Requesting 4th class postmaster leave re-
placements 

d.	 All other 

H.	 Retirement 

1.	 Individual retirement records (SF 2806) 

2.	 Abstracts of separations and transfers 

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

I.	 Transportation Claims 

1.	 RR tub file, master mileage and line haul pricing 
tables and cards, terminal charges, equalization 
deductions, lists of air stop points, etc. 

5 

File by calendar year. After
 
4 years transfer to FRC, III
 
Win neb ago Street, Saint
 
Louis, Missouri 63118.
 

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

File by c a len dar year.
 
Destroy after 4 years.
 

File by c a len dar year.
 
Destroy after 4 years.
 

File by pay period. Destroy
 
after 3 years.
 

File by c a len dar year.
 
Destroy after 2 years.
 

File by calendar year.
 
Destroy after 2 years'.
 

Place in official personnel
 
folder.
 
File alphabetically. Destroy
 
three years after return to
 
duty.
 
File by calendar year.
 
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 yea r ,
 
Destroy I year later, pro-
vided a full set of rate tables
 
for a 3-year period is re-
tained.
 

.- . 
'1	 ,... 




