REQUEST FOR RECORDS DISPOSITION AUTHORITY

(See Instructions on reverse)

LEAVE BLANK '

TO GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

JOB NO

C[-196-8Y-2

1. FROM (AGENCY OR ESTABLISHMENT)

U. S. Office of Personnel Management

DATE F\ECEIVED} -)-2. ‘/‘Q 7

2. MAJOR SUBDIVISION
Information Management Division

3. MINOR SUBDIVISION

Information Systems Plans and Policies Branch

4. NAME OF PERSON WITH WHOM TO CONFER

Charles R. Chesek

5. TEL EXT

632-7714

NOTIFICATION TO AGENCY

In accordance with the pravisions of 44 US C 3303a the disposal re
quest, including amendments, 1s approved except for items that may
be stamped “'disposat not approved” or “withdrawn” in column 10

6-10-%¢

Date

Archivest of thd United States

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency's records;
that the records proposed for disposal in this Request of _1_ page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified.

[] A Request for immediate disposal.

Q

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

retention.

E. TITLE

C. DATE D. 'SlQNATU OF AGEN RESE,
7 %f:‘
j//f//é/ William C. Duffy ;/2 ;

Chief, Information Systems
Plans and Policies Branch

8. DESCRIPTION OF ITEM

ITEM NO (With Inclusive Dates or Retention Periods) OB NO
1 Amend the Retirement (RET) section of Administrative
Manual Supplement 44-3, Disposition of Records, as
per attached.
2 Amend the Insurance (INS) section of Administrative -

per attached.

Manual Supplement 44-3, Disposition of Records, as

Also attached is copy of GAO letter dated February 29,

10.
SAMPLE OR | \cTION TAKEN

1984,

1 AN

115-107

Fgereys MNF sent &-37-8 by DI

STANDARD FORM 115

Revised Apr:l, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



RETIREMENT

This grouping of records consists of documents relating to the administration of the

civil service retirement system,

|tem No,. Title and Description of Records
1. Ret1rement Record Case Flles ("2806 Files"),
2, Closed Annuity Flles (completed "2806 Files").
3. Closed Death Cialim File,
4, Closed Annulty and Death Claim Index File.
5. Retirement General Index.
6. Statistical Annultant Flle.

Disposition

Destroy 115 years from date of
employee's birth or 30 years after
date of employee's death, if no
application for benefits Is recelved.

Destroy 115 years from date of
employee'!s birth or 30 years after
date of employee's death, if no
application for benefits is received.

Destroy 115 years from date of
employee's birth or 30 years after

date of employee's death (if a lump

sum payment was made) or the survivor's
death (if a survivor annulty was paid),
1f no further application for benefits
Is received.

Destroy 115 years from date of
employee's birth or 30 years after
date of death it no application

Is recelved.

Destroy 115 years from date of
employee'!s birth or 30 years after
date of death if no applicatlion
for benefits Is recelved.

Destroy 115 years from date of
employea's birth or 30 years after
date of death if no application
for benetits Is received.

] Rea ’!W—U' atlonc and Trnncfnl‘c' SE 28045—or

«aqulyalenty

be

Iranstes—te—Ctaim—te—upon recelpt.



Item No. Title and Descrlption of Records Disposition
g ’
cE0qu-tvalent. of—appHeatton—forTotund;—armmu ity —
—or—doath—boreflts,
? )
re ’

or—-doath-bonrofitsy—

3*%7 A"""lh,‘ Aw < Gore vapvnavll\.v Jl-f;Vo -Or Py yea

aftor—breakw
12, Retirement Annulty Roll Questionnaires.
a. Report of Income, BRI Form 49-160, or equivalent, Break annually. Destroy 6 years

after break,

b. Marital Status Card, BR! Form 49-175, or equlvalent, Break annually. Destroy 6 years
after break,

+¥s Report—oft—witmrotaigs and contr oot eonsy—ek—2812,.ar r reconclila
equtvatamt— oroced aro—ecempteted T De5Troy

Rt lraneniExpondlivcortacountlng-Recordey~
lo years 3 Months Crr.
~— BmerlBORORI—E telodgecs—ehowingUBs It amaTrauTr—  —BF8arR annually, Uestroy R years PlL

Barrtos—end-cottoctlag axpendltuces la-summarys atter—breeis KPOM
byeiecorde—used—as—pesting—and—controt—modta; " = BrEgRanmuar Ty Destroy—3-yoacs
eneral ledgers and
fop=—trtre—scheodulee—_,

LS Nouchar. asd Schedulomof—Payments—dor—Retromemt—tteimey—————e—ebioak—aaauddt hpLasteoy atter GAQ.

8Rl.Farms _49-86 and 863, or equlvalents, audit-or3.years.atter—breaky
Jblchexer—ts—oardlors
16, Disabi! ity Retlirement Case Filles, Destroy 115 years from date of

employee'!s birth or 30 years after
date of employee's death 1f no ap-
plication for beneflits Is recelved,

-+ Te———Gard—inde for—temporery—disetritity—retiromert—cases;” Bestroy—when—apptCamr TS d8Ts356d,
BR4~ESFA—B0ml ot —agulvalant CoR +od—hor—per N achnes

21, Income Tax Withholding Cards, W4-P, Destroy 4 years after certificate
Is superseded or obsolete,


http:Best,.sv

Item No.

23,

24,

27,

28,

29,

30,

Title and Description of Records

-

L

Disposition

Books

attec break.,

Summary of Today's Changes. Computer |istings of
dally summary due later,

Speclal Payments Error and Trlgger LlIstlIngs.
Computer printouts,

Break by flscal year, Destroy
| year atter close of fliscal year,

Destroy atter retentlon of 6 months,

-Break by $1scal—yesre—D063r0y-

T year arver btrediy—

Reglster Youchers

Head Count Summary, Computer i1stlng of head count,

Quatlty Assurance Adjudicatlon and Review Records.

Canal Zone Summary Journals,

St CGanat—Zome—Senerettedgerer———__

aftor—breoale,

b yerno 3B months K-
3-vat—aﬂﬂ6éTT7T*'U5§TF37‘3§T730F6—-§#92§
5\30\

by 3 roaths
Break g;nﬁglly/ Destroy )Q years (L
, o

afer break, 5|30‘$4

Break by flscal year., Destroy
1 year after bresk.

Destroy when 6 years old or upon
Issuance of succeedling report,
whichever 1s eariler,

Break annually, Destroy 4 years
after break,

l yens 3 montls

4——Bﬁﬂak—an““9++7"‘988*901—7QTreons

—attor—brenia cEeC

e olst



|tem No.

INSURANCE

This grouping of records consists of documents relating to the admintstration
of Federal Employees' Group L1fe Insurance and Health Benefits Programs,

Title and Description of Records

Disposition

responsible for technical advlce on legl!slative and pollcy
Ratters affecting the retlrement, health benefits, and 11fe
Ind\yrance programse.

a. Megal Subject Files; reference materfal and cor-
responding Nqdexes relating to documentation of precedent
decisfons and PQlTcy determinations affecting the pay, leave,
hours of duty, reNrement, health beneflts, and 11fe Insur-
ance programs, and tO\review cases forwarded to the Merit
Systems Protection Board

b. Legislatlive Subject\{!les; reterence materlal and
corresponding Indexes relating Mg proposed and enacted leg-
Islatton affecting the pay, leave, \qours of duty, retirement
health beneflts, and life Insurance phQgrams,

Health Benefits and L!fe Insurance Contract FNes; £onslst-
fng of offlclal contracts with carrlers for FedeMq| employee
health beneflits and i1fe Insurance plans, toggfher W th
correspondence and other documentatlon relafing to the
negotlatlon and Interpretation of rates gfid beneflts,

a. Offlce responsible for negg
with carrlers.

Tatlon of agreements

be Other/offlces.

DELETER (officlal contracts),

alms Correspondence; correspondence with Indlviduals! or
carrlers! representatives on Interpretation of contracts and
settiement of Federal employee clalms under health benflts

Break every 5 years o7 earller If
volume warrants, ansfer to FARC
15 years after break or when admin-
Istrative use
occurs flrsf,
old,.

as ceased, whichever
Destroy when 25 years

Braodk by term of Congress. Transfer
o FARC 15 years after break or when
administrative use has ceased, which~
ever occurs first, Destroy when 25

years old.

PERMANENT, Break completed contracts
Moually, Ten years after break:
(1)\Qestroy portlon of flles relating
to compliation of Federal! employee
brochured, and (2) transfer remalnder
of flles tXBoyers. Offer to NARS
when 20 years\old.

Break completed cyntracts annually,.
Destroy 3 years aff\gr break,

and__Ll{oweln o115 790




Item No.

. ’

Title and Decription of Records

a2 i S CFR_890_ 105,

Disposition

o "

8.

b. Enroliment reconsideratlions under 5 CFR 890,104,

ConstitutioRs and bylaws of Federal employee organizations.
Accounting Statewgnts,
a. InstructlionsN\{o carriers regarding preparatlon of

accounting statements wi{h related documentation,

b. Carrler reports; inter
statements of health benefits carNers, together with

and annual accounting
documents relating to analyses of cawgler reports,

Financlal schedules; forms and charts sumdarizing fiscal
operations of Ilfe lInsurance, health benefi and retfre-

ment programs.

Audit reports of heaith benefits and {ife insuraficeNcarriers,
and backup documents together with correspondgfice rela{ing to

resolution of findings,.

Correspondence relating to conduct of /audits,

Utillzation reports on heaith bdnefits program; consisting
of statistlcal analyses used for the conduct of actuarial
studles and derived from cyfrier reports on operation of
health beneflts programs

a. Hard coplesf

b Microflim coplies,

Seeoic-onneattyr—08 oY VY
after break,

¥ years
after break or when adpdnistrative
needs have been served, whichever
occurs first,

Break annually, Destroy

Destroy when syPerseded or obsolete,

Break afinualiy. Transfer to Boyers
5 yeagf's after break, Destroy 20
yegfs after break.

Break annually. Transfer to Boyers
5 years after break, Destroy 20
years after break,

Break annualiy, Destroy 20 years
after break or when updated or
obsolete, whichever occurs flrst.

Break closed flles annually.
Transfer to FARC 3 years after
break. Destroy 10 years after
break.

Break annually., Destroy 3 months
aXter break,

Destroy after fiiMjng. If not
f1imed, break annuaNy and destroy
30 years after break &g when
administrative needs havg been
served, whlchever occurs WNrst,

Break annually, Destroy 30 years

after break or when administrat\e
needs have been served, whichever

occurs flrst,

g




Item No, Title and Description of Records Disposition

or=tho~operatlot—and—proiecied costs—otretlremont—and—tife-

ay—hard-copios Bestroy—atter—iimingr—i-—mrot

rr—teroft-Hm-coptese Breat—ennuatiys—Sestroy—38-years
aftor—break—er—when-admi-nlstratine

neods—have—boon—sorvedy—whichavar
ocevrs——fteste—

Co—Auxiilary.tabulatlons. Destroy—when—accuracy—of—summary
pages—has—besn—detecminad.

12, Medical Changes; mass transactlon |lstings Break annually, Destroy 3 years
after break.

&uw .Bm.o;v«u’
My Qlishursement aod-tlie-IRcuranco—generat—tedgerss Sceak annuallv <_£sicn¥—?e:¥€a‘6

i

i4, C.D. mechanical listings distribution of monies. Destroy after retention for 4 ysears,




