
• • REQUEST' FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK r 
(See Instructions on reverse) JOB NO 

TO GENERAL SERVICES ADMINISTRATION, ILJicL~/'I6-,JL/- P 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTQN, DC 20408 

DATE RECEIVED J -).)..., i'
1. FROM (AGENCY OR ESTABLISHMENT) 

U. S. Office of Personnel Management 
NOTIFICATION	 TO AGENCY 

2.	 MAJOR SUBDIVISION 
In accerdancewith tre provisums of 44 USC 3303a the disposal re Information Management Division 
Quest, Including amendments. IS approved except fo' Items that may 

3. MINOR SUBDIVISION	 be stamped "dlsposa' not approved" or "withdrawn" In column 10 

Information Systems Plans and Policies Branch -
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL EXT 

'-f..O-~~Charles	 R. Chesek 632-7714 /lll/t'	 ~,,~~ 
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 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. 

[i] B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE	 IVE E. TITLE~~ACP: Chief, Information Systems
William C. Duff Plans and Policies Branch 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB 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
 
Manual Supplement 44-3, Disposition of Records, as
 
per attached.
 

Also attached is copy of GAO letter dated February 29, 
1984. 

STANDARD FORM 115 
Re vr s e d Ap"l.	 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 



... 

RETIREMENT 

ThIs groupIng of records consIsts of documents relatIng to the admInIstratIon of the 
cIvIl servIce retIrement system. 

Itan No. Title and Description of Records	 Disposition 

1.	 RetIrement Record Case FIles ("2806 FIles"). 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. 

2.	 Closed AnnuIty FIles (completed "2806 FIles"). 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. 

3.	 Closed Death ClaIm FIle. 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 annuIty was paId),
If no further application for benefits 
Is receIved. 

4.	 Closed AnnuIty and Death ClaIm Index File. Destroy 115 years trom date ot 
employee's bIrth or 30 years after 
date of death If no applIcatIon
Is receIved. 

5.	 RetIrement General Index. Destroy 115 years trom date of 
employee's bIrth or 30 years after 
date of death If no applIcatIon
for benefIts Is receIved. 

6.	 StatIstIcal AnnuItant FIle. Destroy 115 years trom date ot 
employee's bIrth or 30 years after 
date of death If no applIcatIon
for benefIts Is receIved. 

~eg"5Iei of !iapoI8t18R& IRQ Transfers, SF ?ijQ7, Of gestF8Y afts. dhnual sUri#ikir ti!at'aa..... 
."eQ!I J va! opt, at cetlcemeRt tFaRsaetleA ~as been 

reeolicll*. 

e. 1;)e61~AatJQA at Beast 'ela. " SF 2668, Of' 8Ci1"tY2'leot 



Itaa No. Tltle and DescrIptIon of Reccrds	 DIsposItIon 

9.	 ",,""otary ConteJb'ltlsfi ,o.eeotiilt Su. d, SRI FSFfR 49 7§, Tre"3fop' *8 Glel", FIla OpOIi rece1pt
 
sf 8",,1188*10" fai ,eloild, diil101ly,
 

SF Qeat~ ~eReflts, 

1oQ, ie: .lco SIad)' Accoc,,1 Sal!, BRI FOilii 4,=13', of eqUI08leill.	 Ti blister +8 ~laJCA EJ 'e "PQA Fsce'pl
 
.of el'"llcaIIOh tor refund, ahllOJI"
 
-eF Elea*~ IiMiAef1*5 ••
 

11; oRAil J*y o,,'aF8 Qe,.,.ospoiideiice F tie.	 Bleak alliiUallY. Destroy year
Mter BFeal~. 

12.	 Retirement Annuity Rol I Questionnaires. 

a.	 Report of Income, BRI Form 49-160, or equivalent. Break annually. Destroy 6 years 
after break. 

b.	 Marital Status Card, BRI Form 49-175, or equivalent. Break annually. Destroy 6 years 
after break. 

1). RepoI' of WliitliOIdliig5 ana C6nfFlbdltofllS, i~ 2S1?, or aFeak dfiilUally after reconcfl JaTioll =-

-etta 1va I elil • pceGed "Fe! ere eel"" lei ad. DesTroy· 
3 96d, s aftep BFeak. 

14, 

le 1~'=>, .3 monk 
... a CeRe,." eeeellAt& IellSjer& &~841 u9 deb I f ahd tred'1' Break annually. Destroy ~ years
~~aR~t~F~Je~5~e~~~Q~F~e~f+leee&**+I~n9~a~¥~P~aun~dUIJt~,,~caa£S~I~R~GW~~~!Nie"'~'M.~--------------ca~rHI~e~,~~~e~e~ki 

!!if eak aNtiaS i i y. Bas I i 6, 1 YSBFIi 

sI!bsld'ary to general ledgers and not otherwIse pCQvldeG aftec break. 
f4iW=' 1" llie !eAe~uIQ 

J.5 Vo"cher and S£bod,,'e ~f "eiiile ..+s to. Rall.smeill 8101 ...6,	 BrOlk IAALlII I)' Pestcny after Gao 

SRI	 Forms 49=86 and 860. or equIyalents. audIt or 3 vea~s Zttter areak, 
,.wbJebG"8F 1& 81rl J8r .. 

16.	 Disability Retirement Case Files. Destroy 115 years from date of 
employee's birth or 30 years after 
date of employee's death If no ap-
plicatIon for benefIts Is received. 

I".	 8o; d tilde,,!! fap *e,..", at f d'sub" My i ai', 811MIII Cdses, Best,.sv ..... en i5pplleafii IS deeeasec, 
SRI EQF~ 89 " or ~LlJMalent QQA"8Ftei to pSI mails" I, lR reacnes 

].g.	 eJEbi:tlibl 'Eil9!! t9Aa I .Q he &1I IIy ~e I Ii ehM" I 1'1 t OS) • 

Siauda, d Fe!"", 11~~(A), A'i*Qerli8tl~ ~8F Qel1leslt 9f FIle bv Il~te of receipt, OeitPey
~eQeFal Eile~~rrIAg PaiIll8"tS. after +he I alell110ii of 4 '1Gars· _ 

21.	 Income Tax WithholdIng CardS, W4-P. Destroy 4 years after certificate 
Is superseded or obsolete. 

http:Best,.sv
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Item No.	 Title and Description of Records 

rJ"uilc'al r1UiiSg6ihGtii elOCk 60nl,ol Ledge.s
BQOke, 

23.	 Summary of Today's Changes. Computer listings of
 
dally summary due later.
 

24.	 SpecIal Payments Error and Trigger LIstings.
Computer prIntouts. 

Ropol t 011 Badgel 3181as. ,Oidier 1&1 Oil badgsl 
'69' '''b I es. 

27.	 RegIster Vouchers 

28.	 Head Count Summary. Computer lIsting of head count. 

29.	 QualIty Assurance Adjudication and Review Records. 

30.	 Canal Zone Summary Journals. 

caflal 20"6 GeilbiOI lodger3. 

c 

Dlspos Itlan 

Broctt diiiiuall ,. Best, 0, iI yoer• 

after break 

Break by fIscal year. Destroy 
I year after close of fIscal year. 

Destroy	 after retentIon of 6 months. 

I year aftlt bi eult, 

tJ ~ W\..o, 3#¥D11 .ft.s cfL-
B. sdk ailn Ily.v Destroy ~ ,GCP'S ~ 

afta,. 13p'eal.. £'r~Q\~ 
" {,f ~ .3 /YJOI?-ft....:;Break ann~a Ilyl Destroy IoD years oa:--

,1,\ ~ 
afer break.	 513o/gtj 

Break by fIscal year. Destroy
1 year after break. 

Destroy when 6 years old or upon

Issuance of succeedIng report,

whichever Is earlier.
 

Break annually. Destroy 4 years

after break.
 

it ~UA..o I 3rn,o",ftts
 
Break aPAwal". 065"0, ~,et1FS
 

-aa~t*tea,.~b~.~e~c~II~~ ~ 

1?J"fl-sl~OIy.t 



'" 

INSlIWCE 

ThIs groupIng of records consIsts of documents relatIng to the admInIstratIon
 
of Federal Employees' Group LIfe Insurance and Health BenefIts Programs.
 

l"tem No. TItle and DescrIptIon of Records	 DIspositIon 

retIrement, health benefIts, and lIfe 

FIles; reference materIal and cor- Break every 5 years 0 earlIer If 
dexes relatIng to documentatIon of precedent ansfer to FARC 

Ilcy determInatIons affectIng the pay, leave, 
rement, health benefIts, and lIfe Insur-	 as ceased, whIchever 

ance programs, and t cases forwarded to the MerIt	 Destroy when 25 years
Systems ProtectIon 

b. by term of Congress. TranSfer 
correspondIng Indexes relatIng proposed and enacted leg- o FARC 15 years after break or when 
IslatIon affectIng the pay, leave, ours of duty; admInIstratIve use has ceased, whIch-
health benefIts, and lIfe Insurance p ever occurs fIrst. Destroy when 25 

years old. 

2.	 Health BenefIts
 
Ing of offIcIal contracts wIth carrIers for
 
health benefits and lIfe Insurance plans, t
 
correspondence and other documentation rei
 
negotIatIon and InterpretatIon of rates d
 

a. Off Ice	 of agreements Break completed contracts 
wIth	 carrIers. nually. Ten years after break: 

estroy portIon of fIles relatIng 

and (2) transfer remaInder 
Offer to NARS 

b.	 annually.
Destroy 3 years r break. 

3. 

4.	 wIth IndIvIduals' or 

employee 



L 

Item No. Title and Decrlptlon of Records	 Disposition 

after break. 

Enrollment reconsIderatIons under 5 CFR 890.104.	 Break annua IIv : 
after 
needs have been 
occurs fIrst. 

5.	 bylaws of Federal employee organIzatIons. erseded or obsolete. 

6. 

a. 0 carrIers regardIng preparatIon of Transfer to Boyers
accountIng statements w h relafed documentatIon. Destroy 20 

b. and annual accounting reak annually. Transfer to 80yers 
statements of health benefIts car ers, together wIth 5 years after break. Destroy 20 
documents relatIng to analyses of ler reports. years after break. 

7. FInancIal schedules; forms and charts 
operatIons of lIfe Insurance, health benefl 
ment programs. 

Break annually. Destroy 20 years
after break or when updated or 
obsolete, whIchever occurs fIrst. 

8. Aud It reports of 
and backup documents together
resolutIon of fIndIngs. 

Break closed fIles annually.
Transter to FARC 3 years after 
break. Destroy 10 years after 
break. 

9. annually.
break. 

Destroy 3 months 

10. UtIlIzatIon reports on health 

studIes and derIved from 
health benefIts programs 

the conduct of actuarIal 
rler reports on operatIon of 

a. ng. If not 
fIlmed, break annua 
30 years atter break 
admInIstratIve needs 
served, whIchever occurs 

MIcrofIlm copIes. Break annually. Destroy rs 
after break or when admlnlstrat we 
needs have been 
occurs r trs+, 



Item No. Title and Description of Records	 Disposition 

II.	 ~ I a I I s I lea I ,eports aM anlla II aliT e...a I ..at I 9RS at Fet Ir'srne"t-

.aRE! lIfe IRs ..raRae ~Fe!:lr'ems, COIIsl5tl1l9 01 sta~13+leel
 

a"el,ses \,lied fQl'" t~e ~QRd\,lct gf aattlar'lel studies alld ba5od-

011 Ilia 91/9Filtlgg ~~~t9d ~o5ti gt retlrslIIsRt aAEl lifo
 

...., lI!tJraAS9 ~F9~Fa~. 

oe. lola rEi es~ Ies- 905t, 0, efts	 .. til ",1 A!j. I f IIO~ 

f II ROles j 8F'eelt e"'"tHsl I, eifd eestrey 

30 year6 afteF 8F6elt SF "~QR 

ad~IRlitFatlve AeeEls Ad.e BeeR 
5eF.eel. "n Iet:;s\'er ocedl5 fl Fst, 

b. MYel of I Iiii copJes.-	 ~ealt tsonosll ye Dest, 01 3Q ,~S 
~fteF ~reak eF WRe" eEllIIlRlstratlve 

neeas Rave !:leeR ssP/sEl, \It:! lcheyec_ 

OCetiFS t 1rsh 

c. A\a.lxllJary tab"l~tJons .. lJestro, "noli	 aeco, aey of 5diidli5ry 

P~~9i Ria boaQ determIned. 

12.	 MedIcal Changes; mass transactIon lIstIngs Break annually. Destroy 3 years
 

after break.
 

Q'sb·,csemeot and l]f9 lR6wFaAe8 ~eAeFal le8~6' 3. 

14.	 C.D. mechanIcal lIstIngs dIstrIbutIon of monIes. Destroy after retentIon for 4 years. 


