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' REQUEST FOR RECORDS DISPOSITION AUTHORITY 5

p———

LEAVE BLANK

(See Instructions on reverse) OB e N |~ / Xﬁ‘ - gi, ZJ

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

Z-9-87

1. FROM (Agency or establishment)
Railroad Retirement Board

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION

3. MINOR SUBDIVISION

not required.

In accordance with the provisions of 44 U.S.C. 3303a
the disposal request, including amendments, is approved
except for items that may be marked ‘‘disposition not
approved” or “withdrawn’’ in column 10. If no records
are proposed for disposal, the signature of the Archivist is

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

ARCHIVIST OF THE UNITED STATES

DAT
-/ -
Charles Mierzwa FTS 386-3363 %"7 — —= S

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 _35 ____ page(s) are not now needed for the business of this
agency or will not be needed after the retention periods specified; and that written concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is

attached.

A. GAO concurrence: Kis attached; or D is unnecessary. Has boen-requested.

8. DATE C.SIGNATURE OF AGENCY REPRESENTATIVE D. TITLE
1-30-89 (::;%Zz¢2£%<7 j;%?2245453429f2L/ Agency Records Officer
7 - 9.GRSOR | 10.ACTION
ITEM 8. DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Inclusive Dates or Retention Periods) JOoB {NARS USE
‘ CITATION ONLY)
The Railroad Retirement Board's Records Control Schedule is
being updated to mak& it consistent with current agency
operations. This is fhird of four SF-115's to be submitted
and contains copies of the following schedules.
Schedule 6 - Bureau of Fiscal Operations (Revision)
Schedule 11 - Bureau of Data Processing (New Schedule)
Schedule 14 = Bureau of Compensation and Certification
(New Schedule) .
Schedule 20 - Records Common to Most Offices (New Schedule)
A 'NE N changes to this proposed schedule have been approyved by:
4/31&2 4 (Sntloo ' ¥6/4-89
te gency Representative Date

DA

115-108

AY IR N7

d U CH N 7540700-634-4064 STANDARD FORM 115 (REV. 8-83
&f\{l@ f “7)/11)7)< K fiﬂﬁfgﬂﬁ ) ’///7? %” P a3 OBy 20111.4 |
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RRB RECORDS SCHEDULE 6

Bureau of Fiscal Operations

" Appendix B

Departmental
Field Service

Part I1 Adm. Hanu;l

The Bureau of Fiscal Operations is primarily respounsible for all fiscal matters

in accordance with the policies of the Railroad Retirement Board (RRB). Respon-
sibilities include providing, maintaining, and operating approved budget and
account ing systems in conformity with principles and standards prescribed by

tne Comptroller General, the Office of Management and Budget, and the Department
of the Treasury; maintaining a unified system of financial administration; direct-

ing the RR3's financial integrity initiatives.

ITEM
NO. DESCRIPTION OF RECURDS

Accountable Officers Files

(a) Original or ribbon copy of account-
able officers' accounts maintained
in the agency for site audit by GAO
auditors, consisting of statements
of accountability, collection
chedules, collection vouchers, dis-
sement schedules, disbursement

paid out or deposi
of operation of the

and Optional Forms listed belwuw.
Also included are equivalent Bo
forms and Automated Management
Information System (AMIS) Micro-
fiche which document the basic
financial transaction as described
above. (AMIS is a GAO approved
system.)

AUTHORIZED DISPOSITION

Destroy 6 years 3 months
after period covered oy
account.



. . Departmental

Field Service
- Appendix 8
Part 11 Adm. Manual

RRB RECORDS SCHEDULE 6

Bureau of Budget and Fiscal Uperations

ITEM
NO. DESCRIPTION OF RECURDS AUTHORIZED DISPOSITION

1 Accountable Officers Files (Cont'd)

SF 215, Deposit Ticket

SF 224, Statement of Transactions

SF 1034, Public Voucher for Purchases and
Services Other Than Personal

SF 1036, Statement of Certificate and Award

SF 1047, Public Voucher for Refunds

F 1080, Voucher for Transfer Between

Appropriations and/or Funds

081, Voucher and Schedule of wWith-

drawals and Credits

Schedule of Voucher Deductions

Voucher and Schedule to Effect

orrection of Errors

SF 1098, Sshedule of Cancelled Checks

SF 1113, Public Voucher for Transporta-
tion\Charges

OF 1114, Bill Collection

OF 1114A, Official Receipt

OF 11148, Collect

SF 1129,

SF 1143,

SF 1145,

SF
SF 109

SF 1154,

SF 1150,
SF 1166,
SF 1185, Schedule of Undeliverab
for Credit to Government
SF 1219, Statement of Accountapility
SF 1220, Statement of Transactions Ac
to Appropriation, Funds, and R
Accounts

(b) Memorandum or extra copies of account-
able officers' returns including
statement of transactions and account-
ability, all supporting vouchers,
schedules, and related papers exclud-
ing freight and payroll records.

Destroy 1 year after
ne period covered by

JOB: GRS 6~-1 A and B



RRB RECORDS SCHEDULE 6

Bureau of Budget and Fiscal Uperations

ITEM

NO. DESCRIPTION OF RECORDS

6-2 Automated Management Information System
(AM1S) Tape File
Magnetic tape file that contains informa-
tion regarding purchase requisitions,
purchase orders, payment vouchers, journal
voucher entries and related budget aata.
Used to generate AMIS microfiche (see
Item 6-1A).

JOoB: NEW

Certificates of Settlement of Accounts

Copies of certificates of settlement of
accounts of accountable officers, state-
nt of differences, and related paper.

rtificates covering closed account
ements, supplemental settlements,
1 balance settlements.

(a)

(b) Certificatecovering periodic settle-
ments .

JOB: GRS 6-3 A and B

-4 General Accounting Ledgers
General account ledgers showing debit
and credit entries, and rerflecting
expenditures in summary.

JOB: GRS 7-2

Departmental

.Field Service

Appendix B | !
Part II Adm. Manual

AUTHORIZED DISPUSITION

Destroy when 1 year old.

Destroy 2 years after date
of settlement.

vestroy when subsequent
certificate of settlement
is received.

Destroy 6 years and 3
nths after tne close
he fiscal year in-



‘ . Departmental

_ Field Service
Appendix B .
Part II Adm. Manual

KRB RECORDS SCHEDULE 6

Bureau of Budget and Fiscal Operations

NO. DESCRIPTION OF KECORDS AUTHORIZED DISPOSITION

Appropriation Allotment Files

Allotment records showing status of Destroy 6 years and 3

obligations and allotments under each montns after the close
authorized appropriations. of the fiscal year in-
volved.

re Account Posting and Control

Records used\gs posting and control media, Destroy when 3 years old.

subsidiary to dBhe general and allotment
ledgers not a paxt of the accountable

of ficer's returns Wnd not otherwise pro-
vided in this schediNe. These include
general and allotment\]edger trial balances,
copies of schedules and\youchers, encum-
brances, notices, requisi%ions, and related
papers used for posting.

JOB: GRS 7-4 A

6-7 Budget Files

rd Destroy when no longer
needed for reference.

(a) Administrative files documenting B
policy and procedure governing deci-
sions affecting expenditures for Boar
programs.

(b) One copy of the formal agency budget
together with justification statements afteX the close of the
containing summaries of financial maa- ear covered by
power, cost and workload data.

Destroy 1U ars after
close of fiscal year
involved.



ITEM

NO.

JOB:

6-8

RRB RECORDS SCHEDULE 6

Bureau of Budget and Fiscal Operations

DESCRIPTION UF RECORDS

Budget Files (Cont'd)
(c) All other copies of formal budget.

ing papers, cost statements and

(e) Periodic reports on status O
priation accounts, apportionme
and reapportionments.

NCI 184-79-3 1Item 6-8 A, B, C, D, and E

Tesseract Payroll System Records

Computer records (outputs and reports)
produced by the agency automated
payroll system.

(a) Magnetic tape files.

(b) Microfiche outputs that include
payroll cycle detail reports of
leave usage, individual earnings
and leave records, bond purchases,
check payments, electronic funds
transfer payments, thrift savings
plan deductions, combined Federal
campaign deductions, and other
related records.

Departmental
Field Service

' Appendix B .

Part 1l Adm. Manual

AUTHORIZED DISPOSITION

Destroy when no longer
needed for reference.

Destroy 1 year after
close of fiscal year
covered by budget or
when no longer needed
for reference, which-
ever is sooner.

Destroy 5 year after
cloge of fiscal year
covered by reports.

Destroy when | year old

or no longer needed for
administrative use, wnich-
ever 1is sooner.

Destroy after GAO audit
or when 3 years old,
wnichever 1is sooner.



ITEM

NO.

=8

JOB:

JOB:

6-10

JOB:

6-11

JOB:

RRB RECORDS SCHEDULE 6

Bureau of Budget and Fiscal Uperations

DESCRIPTION OF RECORDS

Tesseract Payroll System Records (Cont'd)

(c) Hardcopy (paper) payroll outputs of

records identified in (o) above.

(d) All other payroll reports.

NEW

Passenger Transportation Files

opy of vouchers (SF 1113a),
memorandum copie ransportation re-
quests (SF 1169), trave
transportation request, registers,
1 supporting papers.

GRS

Pagsenger Réymbursement Files

Records relating\to reimbursing individ-
uals, such as tra orders, per diem
voucners, transportasjon requests, hotel
reservations, and all dypporting papers
documenting official tra%el by Board
employees.

GRS 9-3 A

Freight Files

Memorandum copies of vouchers covering
freight transportation charges, copies
of government or commercial bills of
lading, shortage and demurrage reports,
and all supporting documents and related
correspondence.

NCI 184-79Y-3 1Item o-13

Department al

-Fleld Service

Appendix B i ‘
Part II Adm. Manual

AUTHORIZED vISPOSITION

Destroy when System
Administrator determines
that microfiche records
are acceptable.

Destroy when 3 years old.

vestroy when 3 years old.

Destroy when 3 years old.

Destroy when 3 years old.



ITEM

NO.

JOs:

6-13

JOB:

JOB:

6-15

‘ . Departmental

Field Service
" Appendix B .
Part 11 Adm. Manual

RRB RECORDS SCHEDULE 6

Bureau of Budget and Fiscal Operations

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Employee Termination Files

ayroll records documeating the Destroy 3 years after
loyees pay and leave gseparation or transfer
eaves agency of employee. If employee
transfers between agencies,
allotment authorizations
also transfer.

record after an emp
employment.

GRS 2-4 A(2), 2-4 B(2), 2-10 8

Employer Contributions Files

and 3 months

Records filed with the Board by railroad Destroy 6 yearsjafter
employers containing reports of wages period covered by account
paid to employees and taxes withheld for
payment of RRA and RUIA benefits. In-
cludes contributions paid to the Board
for payment of unemployment and sickness
benefits.
NEW

State Distribution Tables

Destroy when 2 years old.

includes both dollar amounts pa
r of beneficiaries.

NCI 184-79-3 Item

Tax Files

(a) wWithnholding tax exemptio
(Forms W~4) and state forms.

rtificates Destroy 4 years after
form is superseded or
obsolete.

(b) withholding statements (mechanical
listing in lieu of employer's copy
of Form W-2).

Destroy when 4 years old.



RRB RECORDS SCHEDULE 6

Bureau of Budget and Fiscal Operations

ITEM
NO.

DESCRIPTION OF RECURDS

(Cont'd)

Tax Files

or monthly reports of with-

JOB8: NCI 184-~79-3 Ite

6-16 Wage and Separation Requ
Memorandum copies of requests fo e and
separation information ILL (BIS 2931
related material.

JOB: NCI 184-79-3 Item 6-21

6-17 Financial Management Improvement
Initiacives

ort to Congress and the

WITHDRAWN
- President concernin !

implementation of OMB Circular No.
A-123.

(b) Reports to OMB and/or other govern-
ment agencies concerning the RRB's
implementation of financial manage-
ment improvement initiatives such
as debt collection, financial manage-
ment, cash management and prompt
payment .

(c) Reference copies of (a) and (b).

Departaental
Fleld Service

- Appendix B

Part I1 Adm. Mandal

AUTHORIZED DISPOSITION

Destroy when 4 years old.

Des troy when 4 years old.

PERMANENT, Hold 20 years.

Iransfer to National

c blocks.

Destroy when 10 years old.

Break file:
year.

End of fiscal

Destroy when no longer
needed for reference.



ITEM
NO.

JO8:

NEW

RRB RECORDS SCHEDULE 6

Bureau of Budget and Fiscal Operatiouns

DESCRIPTION OF RECORDS

(d)

Documentation collected and used in
preparation of the reports including
items such as studies, drafts,
statistics, recommendations, and
correspondence. Included are items
such as vulnerability assessments,
internal control reviews, management
studies, alternative internal control
reviews, and audit reports, etc.

Departmental
Field Service

. Appendix B

Part II Ada. Manual

AUTHORIZED DISPOSITION

Destroy 1 year after
completion of report.



1.

2.

3.

RR8 RECORDS SCHEDULE 6

Bureau of Fiscal Operations

Explanatory Notes

Most series in this schedule have descriptions and retention periods

unchanged from the General Records Schedules or old RRB Schedule 6,
NCI 184-79-3.

New Item 6-2, Automated Management Information System Tape File (AMIS) -
AMIS is an on-line database used to document various Board financial
transactions. Output from this database is initially in the form of
magonetic tape. This tape, in turn, 18 converted to microfiche for use

by bureau employees. The microfiche (Item 6~la), because of its read-
ability and manageable volume, 18 considered the record copy of AMIS data.
The tape file is retained only until the quality of the resulting micro-
fiche has been established, in this case, one year.

New Item 6-8, Tesseract Payroll System Records - The Tesseract payroll system
is an "off the shelf  software package that produces a variety of reports
that replace record series maintained prior to Tesseract's implementation in
January, 1987.

Subseries (a) contains magnetic tapes that are produced by the bureau at the
rate of one per pay period (26 annually). Payroll data from these tapes is
converted to microfiche (subseries (c)) for reference by bureau employees. As
is the case with AMIS, the Tesseract microfiche is considered the record copy
of the Tesseract data because of its readability and compactness. The magnetic
tape is maintained for up to one year only in its capacity as backup to the
microfiche.

The Tesseract payroll system also produces textual reports directly froam the
database (subseries (b)). The retention period for both subseries (b) and
(c) 1s consistent with the authorized disposition recommended for similar
series in General Records Schedule 2. The disposition for subseries (d)
mirrors that of GRS 2, Item l70b.

New Item 6-13, Employer Contributions Files - This series is used by the
bureau to ensure the Railroad Retirement Board (RRB) is receiviny the taxes
it is entitled to under the Railroad Retirement Act (RRA) and the Railroad
Unemployment and Insurance Act (RUIA).

On an annual basis, railroad employers report to the IRS the amount of
employee compensation subject to RRA taxation and the amount actually with-
held for payment of such tax. On an annual or quarterly basis, rallroad
employers report to the RRB the amount of employee compensation subject to
RUIA taxation and the amount actually withheld for payment of such tax. In
both cases, the Bureau of Fiscal Operations (BFO) takes these employer tax
returns and attempts to reconcile the reported figures with the actual
amount of tax RRB receives from the IRS or directly from the railroads for



9.

2=

RRA and/or RUIA benefit funding. This process of reconciliation is not
complete until the bureau determines the RRB has received its proper share
of RRA and RUIA taxes from railroad employers.

Components of this series include copies of IRS Forms CT-l, CT-2, and RRB
Form DC-1. Legal opinions from the RRB's Bureau of Law establish that the
agency maintaing a fiduciary interest in these files for up to six years
after BFO reconciles the annual tax reports of a particular employer.

New Item 6-17(a), Annual Report to Congress and tne President -~ This series
is created anmually by the Bureau of Budget and Fiscal Operations as required
by the Federal Managers Financial Integrity Act of 1982. Accumulation rate
is approximately one inch per year, with a current bureau backlog of less
than one cubic foot. Reports date from 1984 to present. Arranged chrono-
logically.

The report described the Railroad Retirement Board's efforts to comply with
the requirements and policies of the aforementioned Financial Integrity Act
of 1982 and implementing guidance in OMB Circular No. A-123 (and A-127). A
typical report contains an introduction, an overview of RRB internal controls
developed in response to A-123 and associated OMB guidance, program results
for the fiscal year, program objectives for the upcoming fiscal year, and the
actual report to the President and Congress. Included is information document-
ing various RRB internal accounting and administrative controls, operational
areas where internal controls are weak or non-existent, and progress on
proposed remedies. The report's purpose is to assure that RRB obligations
and costs are in compliance with applicable law; that agency funds, property,
and other assets are safeguarded against waste, fraud, and abuse; and that
agency revenues and expenditures are properly recorded and accounted for.

New Item 6-17(b) - Series is composed of a variety of administrative reports
created anmually (in most cases) by bureau personnel in response to directives
from OMB, Department of the Treasury, and other agency. These reports cover
such subjects as RRB adherence to the Prompt Payment Act, RRB cash management
goals for a particular fiscal year, and creation of an agencywide financial
plan to establish fiscal accountability. Disposition reflects bureau refereance
needs and the fact that many of these reports are recurring.

New Item 6-17(d) - Information provided by the components of this series is
used to construct and support items 6-17(a) and (b). Once these reports nave
been drafted and approved, the reference value of the original data, wnich is
often raw and informal, declines because of duplication.

0ld Items 6-3, 6-4, 6-8(n), 6-23, and 6-25, NCI 184-79-3 - These series are
obsolete and have been deleted from the revised schedule.

0ld Items 6~9 6~-10, 6~14, and 6-15, NCI 184-79-3 - Tnese series are Items
20-13, 20-20, 20-17, and 20-16, respectively, in new RRB Records Schedule 20,
Records Common to Most Offices.



-3-

10. Old Items 6-16, 6-17, 6-18, 6-19, 6-22, 6-24, 6~-26, and 6~27, NCI 184-79-3 -
These series are covered en masse by new Item 6-8, Tesseract Payroll System
Records.




. . Departmsent al

Field Service
‘Appendix B .
Part 11 Adam. Manual

RRB RECORDS SCHEDULE 11

Bureau of Data Processing

The primary mission of the Bureau of Data Processing is to provide data processing
support for all of the bureaus within the Board based on their functional require-
ments and comprehensive plans. Specific key elements of the bureau's mission are )
to provide accurate, efficient, and timely analysis and programming support; insure
accurate and timely processing of all jobs run on the agency computer systems; pro-
vide a national data communications networks for Board district offices; to momnitor
computer performance, security, and control; to provide support for office automa-
tion activities; and to provide end-user support through the customer information
center staff.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
11-1 Security Storage Control File
L g Destroy when 2 years old.
Forms used to document the movement of
magnetic tapes and cartridges from
security storage., Includes RRB Forms
G-1 and G-la.
JOB: NEW
11-2 Microform Control File
Form used to document the movement of Destroy when 2 year old.
magnetic tapes and cartridges to and
from outside contractors (service bureaus)
or the in-house microform duplicating
unit. Includes RRB Form G-l47a.
JOB: NEW
11-3 Batch Control Files
File used to provide inforamation to bureau Destroy when 1 year old.
personnel and/or private contractors re-
garding item counts and money totals for
batch key entry and balancing. Includes
RRB Forms G-148a and G-148b.
JOB: NEW



. ‘ Departaental

Fleld Service
Appendix B :
Part I1 Ada. Manual

RRB RECORDS SCHEDULE 11l

Bureau of Data Processing

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
11-4 Keypunch Control File
Files used to document requests for key- Destroy when ! year old.
punch work submitted by other RRB bureaus
and offices to the bureau of data process-
ing. Includes RRB Form G-156.
JOB: NEW

Data Center Visitor File

Log used to record the names of all Destroy 5 years after
tors to the agency data center. final entry or 5 years

Area considered maximum security., after date of document.

JOB: GRS 18-17 A

11-6 Data Center Card Key Applic
Issue File

Files relating to the issuance and
accountability of card keys that allow
entrance to the agency data center.
Area i8 considered maximum security.

Destroy 3 years after
n-in of key,

JoB: GRS 18~16 A

11-7 Employee Terminal Access Folder
Folder file documenting an employee's Destroy 2 years after
access to the various agency data eaployee leaves agency
processing systems. Information filed employment.

includes employee's personal signon,
logon, and computer security passwords
assigned by the bureau. Includes RRB
Foram G-455.

JOB: NEW



ITEM

NO.

11-8

JOB:

11-9

JOB:

NEW

NEW

RRB RECORDS SCHEDULE 11

Bureau of Data Processing

DESCRIPTION OF RECORDS

Data Processing Repair File

File consists of RRB Form G-494a which
is used to record computer equipment
downages, time of equipment failure,
time equipment is out of service,
reasons for equipment downage and
repairs made, Data from form is trans-
ferred to database file once a year.

(a) G-494a.

(b) Database data.

PAC II Files

Computer file containing data processing
project management information. Used by
bureau personnel to help plan, track and
determine the cost of the projects.
Stored on diskpack.

(a) Diskpack.

(b) Tape.

. Departmental

Field Service
Appendix B ,
Part 11 Ada., Manual

AUTHORIZED DISPOSITION

Destroy once inforwation
is entered and verified
into database.

Destroy 1 year after equip-
ment is taken out of ser-
vice.,

Transfer to magnetic tape
once a year,

Destroy tape file when
superseded by subsequent
years update.



. . Departamental

Field Service
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RRB RECORDS SCHEDULE 11

Bureau of Data Processing

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

System Management Facility File (SMF File)

omputer file containing records of agency
utilization, jobs run on the
mainframe regources used. File also
contains compute curity access records.
(a) Diskpack. Transfer to magnetic
tape once a year.

(b) Tape. when 7 years old.
JOB: GRS 20 1Item lc
11-11 Information Retrieval Systems

Data and documentation consisting of
instructions designed to retrieve,
update, and create information (data)
from/to specific data systems.

(a) General purpose programs. Dispose of when no longer
needed.
(b) Special purpose programs for Dispose of with related
which disposal is authorized. data files.
(c) Special purpose programs for Retain with related data
which disposal is not authorized. files.

JOB: NEW



. . Departmental
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RRB RECORDS SCHEDULE 11

Bureau of Data Processing

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Data Systems, File and OQutput Specifica-
tions, and Test Documentation

Record series consisting of definitions of Destroy or delete when
computer systems including functional, data superseded or obsolete,
requirements, system/subsystem specifica- or upon authorized

ons, request for systems and authoriza- degstruction of related
; logical and physical file character- master file or data

of each record element or item in base,

the fide; code specifications, cross-

s security and privacy restric-

tions; update and validity characteristics;

update access\conditions; recording medium

and volumes; p ucts of the system that

are to be used odxgide of the data center,

i.e,, listings of e of output by title;

format specificatio test plans and test

analysis reports.

JOB: GRS 20 Item 11
11-13 User Guides

Documentation consisting of informatio
which describes the functions of the
system in non-EDP terminology so that
users can determine its applicability
and when and how to use it; serves for
the preparation of input data and the ba
interpretation of results. Documentation
includes handbooks, guides to data avail-
ability, and procedures for querying files,

Destroy or delete when
superseded or obsolete,
or upon authorized
destruction of related
ster file or data

JOB: GRS 20 Item 11
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RRB RECORDS SCHEDULE 11

Bureau of Data Processing

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Computer Generated Reports

reports containing the statistical Destroy when superseded
tabulat d an analysis of the findings or obsolete.

of a study or s including a narrative

description of meth employed.

JOB: GRS 20 I1tem 11



1.

2.

3.

3.

6.

7.

8.

9.

RRB RECORDS SCHEDULE 11

Bureau of Data Procelling
Exglanacorz Notes

This is a new schedule containing series unrelated to those found in old
Schedule 1}, Bureau of Data Processing and Accounts, NCl-184-79-3, Most
series in old Schedule 11 may now be found in new Schedule 14, Bureau ot
Compensat ion and Certification.

New Item 1ll-1, Security Storage Control File - Forms G-l and G-la are used
by bureau personnel to track the movemeat of non-textual media, usually
vital records, between RRB headquarters and several off-site storage areas.
Authorized disposition meets bureau administrative needs.

New Item l1-2, Microform Control File - Certain series of RKB magnetic media
are periodically converted to microfiche by either outside contractors or

the Board's own micrographics unit. Form G~147a accounts for the movement
and whereabouts of bureau magnetic tapes and cartridges during the conversion
process. Retention period satisfies the adainistrative requirements of the
bureau.

New Item 11-3, Batch Control File - This series documents the amount, type,
and completion date of bureau keypunch work performed internally or by con-
tractors. Data 18 also used to recoucile private sector billings submitted
for keypunch work pertormed. Ketention period same as Itea 2.

New Item l1l-4, Keypunch Control File - Form G~156 is used by the bureau of
data processing (BDP) to record the various types of miscellaneous keypunch
work it pertorms for other bureaus and offices within RRB. Reteantion period
same as Item ll-2,

New Item 1l1-5, Data Center Visitor File - Disposition 18 as recommemnded by
General Records Scnedule 18.

New Item 11-6, Data Center Card Key Application and Issue File - Disposition

is as recoamended by General Records Schedule 18.

New Item 11-7, Employee Terminal Access Folder - Series is composed of
folders created by the BDP i1nstallation security officer. There 18 a
folder for each RRB employee requesting access to various 8oard computer
systems or databases. The contents of each Folder constitutes a history

of cthat employee's access to different data files. Disposition instructions
reflect bureau security requirements.

New Item 11i-8, Data Processing Repair File = Information in this series 1s
used by the bureau to justify the procurement of new ADP equipmenc, document
breaches of warrant, and negotiate manufacturer rebates in those cases wnere

purchased equipment does not perform according to specification. Retention
period of subseries (b) allows for performance of all the above.



10.

11.

12.

13.

14.

15.

—2-

New Item 11-9, PAC Il Files - PAC LI is an "off the shelf” software
package. PAC II data 1s used by bureau personnel to track the progress
of assigned data processing projects, including monitoring the bureau's
budget. Disposition instructions meet bureau administrative needs.

New Iteam 11-10, System Management Facility File SSHF Fiie) - This

series amonitors the performance of the Board's mainframe computer 1n
terms of who uses the system and for what purposes. The retention
period of the (b) subseries matches the normal life cycle of most data
processing equipment, seven years.

New Item 11-11, Information Retrieval Systems - Series is composed of
the actual computer programs that update the mainframe. Programs are
in several media including microfiche, magnetic tape, and paper.

New Item 11-12, Data Systems, File and Output Specificatioas, and Test

Document at fon - Series documents the development and maintenance of a
computer system. Contents include flow charts, field descriptions,
data dictionaries, test evaluation plans, and design diagrams.

New Item 11-13, User Guides - These are instructional booklets on how
to use a particular computer systea. Retention reflects cited GRS item.

New Item 11-14, Compucer Generated Reports - Output in the form of a
variety of internal, textual reports used by bureau personnel for various
purposes. Authorized disposition is as recoamended by revised GRS 20,
Itea 1l1.
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Bureau of Compensation and Certification

The mission of the Bureau of Compensation and Certification is to provide bureaus
within the Board, as well as the railroad public and other federal agencies,
records of railroad employee service and compensation.
bureau's mission are to receive and maintain compensation records of railroad
employees; provide accurate and timely certification of employee service and
compensation to the Bureaus of Retirement Claims and Unemployment and Sickness
Insurance and the Social Security Administration; and determine creditability
of employee service and employer coverage status under the Acts.

ITEM
NO.

DESCRIPTION OF RECORDS

Service and Compensation of Railroad

Employees (SCORE) Tape File, Paper

Ledger, Microfilm, and Microfiche

SCORE file contains detail and cumula-
tive~gervice and compensation data for all
railroad employees from 1937 to date for

whom a repogt was received. The file is

used to determine eligibility of employees
and their survivors for benefits under the
Railroad Retirement™¢ct and Railroad Unem-
ployment Insurance Act _The SCORE file is
used to input data to otheéx systems and to
produce extracts for analysi

(a) Tape File.

(4 copies produced.)
Produced anmually.

l. Data Processing master.

2. All other copies.

Specific elements of the

AUTHORIZED DISPUSITION

Destroy after th up-
date has been complesed
satisfaccorily.

Destroy when superseded
by subsequent year's
update.
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Bureau of Compensation and Certification

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
14-1 Service and Compensation of Railroad

Employees (SCORE) Tape File, Paper
Ledger, Microfilm, and Microfiche (Cont'd)

(b) SCORE Ledger - A paper listing of
data extracted from the master tape
file for the latest report year.

(1 copy produced.) Destroy 6 years and 3
Produced annually. months after period

covered by account.
Bureau of Compensation and Certifica-

tion master.
(cX _SCORE 5 Year Ledger - Microfilm of 5
idual ledger years.

Transfer to Security storage
at FRC as part of agency
records program.

cation master.

Destroy when
needed for admi
use.

trative

2. Bureau of Compensation and Certifi- stroy when film is
cation copy. unreadable.

( SCORE File Microfiche -

act of identifying data in 2
versdqns: social security number
sequencaxand in alphabetical order
by surnamed

(Number of sets “wary depending on
aistribution.) Produced upon re-
quest as a special jo
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RRB RECORDS SCHEDULE 14

Bureau of Compensation and Certification

ITEMA
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Service and Compensation of Railroad
Employees (SCORE) Tape File, Paper
Microfilm, and Microfiche (Cont'd)

1., Bureau mpensation and Certifi- Destroy 2 years after new
cation master. SCORE microficne is pro-
duced.

2. All other copies. estroy when new SCORE

he is produced.

JOB: NCI 184-79-3 1Item l1-l, 11-19c

Employee Ledger Tape Files

These files record the service months,
compensation and other data for railroad
oyees as reported by railroad

(a) 1 Year Tape Files contains Destroy files wnen 5 years
1 employees who had old after data has been
service and/or>~compensation reported merged successfully into
during the current~year. There is Merged Tape File.

one file for eacn yeaXy files are

moved into the Merged Tape\File
when 5 years old.

(b) Merged Tape File is updated anmuall
from the Individual Year Tape Files
tnat are 5 years old. File contains
a cumulative figure for service months
and compensation covering years worked agency us
from 1937 through the current report-
ing year. The cumulative figures are
updated with each merge.

Destroy after third update

cle nas been completed
Purge wnen

needed for

JOB: NCI 184-79Y-3 Item 11-19
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ITEM

NO.

14-3

JOB:

14-4

JOB:

NEW

NEW

RRB RECORDS SCHEDULE 14

Bureau of Compensation and Certification

DESCRIPTION OF RECORDS

Service and Compensation Activity (SCARE)

AUTHORIZED DISPOSITIUN

Tape File

Magnetic tape files created quarterly that
contain adjustments to service and compensa-

tion records. The final fourth quarter
SCARE file is used as part of the annual
SCORE file (see Item 14-1) update.

(a) Data Processing master.

(b) All other copies.

Numident Request Tape File

Magnetic tape file created as part of the
annual SCORE (see [tem l14-1) file update.
File contains all new or unverified
account numbers and is sent each year to
the Social Security Administration for
account verification matching.

Send to security storage
at FRC after quarterly
update. Destroy lst, 2nd
and 3rd quarters after 4th
quarter update has been
completed. Destroy the
final SCARE file after 3rd
annual update has been
completed.

Destroy when superseded by
subsequent year's update.

Send to security storage
at FRC after file is
created and copy is sent
to SSA.

Destroy when superseded
by subsequent year's file.
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ITEM

NO.

14=5

JOB:

14-6

JOB:

14-7

JOB:

NEW

NEW

NEW

RRB RECORDS SCHEDULE 14

Bureau of Compensation and Certification

DESCRIPTION OF RECORDS

Sorted Numident Reply File

Tape file sent from the Social Security
Administration replying to our Numident
request file (see Item 14-4) containing
identifying information for the unveri-
fied accounts.

Q Tape File

Magnetic tape file containing information
regarding employees who have attained 120
months of railroad service during the
recent year, any remaining unverified
accounts, and any adjustments to 1937-1946
compensation data. The file is created
after the annual SCORE (see Item l4-1)
update and a copy is sent to the Social
Security Administration for use in
amendinyg their records.

Sick Pay of Railroad Employees Master File

( SPREM)

Magnetic tape file containing informatioa
regarding payments for sick time made to
railroad employees by their employers,
insurance companies or the Bureau of Un-
employment and Sickness Insurance. File
is used to input data to various other
systems.

(a) Master Tape.

(b) All other copies.

AUTHORIZED DISPOSITION

Send to security storage
at FRC after the master
SCORE file is amended.

Destroy when superseded
by subsequent year's file.

Send to security storage
at FRC after copy is
gent to SSA.

Destroy when superseded
by subsequent year's
update.

Send to security storage
at FRC after annual update.
Destroy af ter third update
has been completed.

Destroy when superseded
by subsequent year's
update.
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Bureau of Compensation and Certification

ITEM

NO. DESCRIPTION OF RECORDS

14-8 Sick Pay of Railroad Employees Master
(SPREM) Ledger
Paper listing of data extracted from the
master tape file for the latest report
year (see Item 14-7). One copy produced
annually.

JOB: NEW

I Railroad Employer Reports of Service and

Compensation

ecords are listings from magnetic tape

(a) Board file ¢

(b) Punch Card files.

1. Bureau prepared employer and lot
control cards.

2. Quarterly activity summary cards.

JOB: NCI 184-79-3 1Item 1l1-3

-b-

AUTHORIZED DISPUSITION

Destroy when file is 5
years old.

Break file at end of
accounting year, place
closed coverage cases in
inactive file, hold 2
years and transfer to FRrC.
Destroy 5 years after
close of accounting year.

Des troy
completed.

Destroy after complé
of the following year's

first quarterly upaating
and balancing operations.
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Bureau of Compensation and Certification

ITEM
NO. DESCRIPTION OF RECORDS

SSA Number Discrepancy Files

Correspondence files from individuals
regarding matters of coverage under the
Railroad Retirement Act and matters of
service and compensation where SSA
umbers are in question.

JOB: NCI 184-79- Item 11-4

14-11 Railroad Ymployer Correspondence Case Files

between railroad employers
and the Board apout coverage, eligibility,
matters concerni rates of tax, and
records of service\and compensation.

Corresponden

JOB: NCI 184-79-3 1Item l1-5

14-12 Internal Alphabetical File

,

N,
Memoranda generated within the “§oard con-
cerning individuals who have contacted
the Board regarding the crediting of
service and compensation to their
accounts.

JOB: NCI 184-79-3 Item ll-6

14-13 Abandoned Carrier Records

(a) Records created on and prior to
December 31, 1936.

{(b) Records created on and after
Jamiary 1, 1937.

JOB: NCI 184-79-3 Item 1ll1-7

Departmental

Field Service
Appendix 8 .
Part 11 Adm. Manual

AUTHORIZED DISPOSITION

Destroy 4 years after case
is closed.

Destroy when 4 years old.

Break file: End of
calendar year.

Destroy when 1l year old.

Break file: £nd of
calendar year.

\

Desngi\December 31,
1991 (5 years after
limit for
benefit inwlusion).

vestroy when years
old.
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
16:14 Request for Employer Status
. RRB Form G-215, Request for Employer
N Status, documents the findings of the
AN bureau of law concerning the coverage
of railroads under the RRA and RUIA.
cord is used in regular processing
of\railroad employer and employees'
inquiries concerning benefits.
(a) Bureau of Compensation and Certifi-
cation copy.
1. Covered employers. Destroy 10 years after
coverayge is terminated.
2. Non-covered terminated Destroy 10 years after
employers. Bureau of Law findings.
(b) Bureau of Law copy. See disposition for
Bureau of Law request
for employer status
file, RRB Schedule 9.
JOB: NCI 184=79-3 Item 11-8 ~N
14-15 Suspense Listings

Cumilative suspense group listings from 8 troy when 4 years old.
railroad employer reports which cannot be
entered into the SCORE file because of
errors in the compensation/service re-

ported for the individual employees.

JOB: NCI 184-79-3 Item 11-10
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Bureau of Compensation and Certification

ITEM
NO. DESCRIPTION OF RECORDS
1316 Report Correction Journal Vouchers

Form G-281, Miscellaneous Adjustment
Journal Voucher, contains adjustments to
loyees' accounts which either remove
mation from a suspense file,
information to a suspense

ft service and compensation

trans
file or

JOB: NCI 184-79-3 Item 1l1-11

14-17 Annual Year—End Processin ata Case File

tions and used to produce the Cert
of Service Months and Compensation,
Form BA-6, sent to railroad employees
and the bureau of research's Annual Wage
Study Magnetic File.

JOB: NCI 184-79-3 1Item 11-12

14-18 BA-6 Address File

Magnetic tape record of railroad employees'
addresses furnished by employers wno want
RRB Form BA-6, Certificate of Service
Months and Compensation, mailed directly
to their employees.

JOB: NEW

Railroad Employee Representative Name File

f names of employee representatives
used to su iate reports of service and
compensation of rep

JOB: NCI 184-79-3 Item 11-13

Fleld Service
Appendix 8 :
Part II Adm. Manual

AUTHORIZED DISPOSITION

Destroy when &4 years old.

Destroy when update is
completed.

Destroy when new file is
created.

Destroy 1 year after
employee terminates

as an employee repre-
sentative.
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
14 Long-Term Employer Case File

Correspondence and special material that Destroy 5 years after
established or proved name changes, special agreement is superseded
reporting procedures, and special agree- or cancelled.

ments.

JOB: NCI 184-79%3 Item ll-14

14-21 Account\Number Correction Slips
Correction Rlips used for service and Destroy 5 years after
compensationor railroad employees; date of correction.

prepared by the Bureau of Compensation
and Certificatiod, Accounting and Coverage
Section, from data\gupplied by individual
railroads.

JOB: NCI 184-79-3 Item ll1-15

14=22 Waxge Register

Quarterly report of adjustments
the service and compensation recor
Includes adjustments to previously ra-

ported service and compensation or ser\ice
and compensation never reported.

de to Destroy when 7 years old.

JOB: NCI 184-79-3 Item 11-16

14-23 Annuitants Return to Service Case File

Records of retired railroad employees who Destro¥ after annual
have returned to railroad service. update.

Jos: NCI 184-79-3 Item ll-17

-10_



Departmental ‘ .

Field Service

Appendix B
Part 11 Adm. Manual

RRB RECORDS SCHEDULE l4

Bureau of Compensation and Certification

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Annual Control Reject Tape

Records of items rejected in the anmial Destroy when update is
service and compensation year-end opera- completed.
tions.

JOB: NCI 183¢79-3 1Item 11-18

14-25 Microfilm File

file of Board issued 700-series Des troy when no longer
social sedyrity numbers. Establishes needed for administrative
employee ageé, social security number and use.

the identifyidg number of his first rail-

14-26 . Employee Correspondence

individuals Destroy after 4 years.

or make a protest concerning thei
accounts. Scrambled wage cases or
SSA number cases with a potential for
are to be filed with the claim folders.

JOoB: NCI 184-79-3 Item 1l1-21

-1 1_
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RRB RECORDS SCHEDULE 14

Bureau of Compensation and Certification

Explanatory Notes

This is a new records control schedule covering series created by Board's

Bureau of Compensation and Certification. Most items originated in NCI
184-79-3, Schedule 11, Bureau of Data Processing and Accounts.

New Item 14-1(b), SCORE Ledger - This series documents information reported

to the Railroad Retirement Board by railroad employers concerning time

worked and/or compensation paid to railroad employees during a given year.
Section 9 of the Railroad Retirement Act, as amended in 1983, allows employer
adjustments to this data within four years of its entry. Disposition instruc-
tions reflect legislated allowance and fact that records are converted to
microfilm at five year iantervals.

New Item 14-1(d)1, SCORE File Microfiche - Disposition instructions have been
reworded to be more specific as to when superseded microfiche can be destroyed.
Bureau may require up to two years to verify accuracy and quality of newly
produced microfiche.

O0ld Item 11-2, NCI 184-79-3, CER-l File - Card file was destroyed in July, 1987.

New Item 14-3, Service and Compensation Activity (SCARE) File - This series
updates the SCORE master file., Each quarter a file is created containing name
changes, SSA account number changes, employer changes, compensation and service
changes, etc., for input into the SCORE database. The changes accumulate froa
quarter to quarter until the fourth quarter. It is this final quarter's SCARE
file that amends the SCORE master. Once the SCORE file is updated, the first,
second, and third quarter SCARE files are immediately expendable. The fourth
quarter SCARE master (subseries (a)) is retained for three subsequent annual
updates, so as to correspond to the disposition of the SCORE master (see Item
14-1(a)1l). Copies of the SCARE master (subseries (b)) are expendable after
creation of the following year's updated version.

New Item 14-4, Numident Request Tape File - Each year the bureau submits to

the Social Security Administration (SSA) a magnetic tape containing the SSA
account numbers of potential new RRB beneficiaries. The purpose of this tape

is to notify SSA of account numbers, to be entered into the SCORE master file
(Item l4-1), which require verification of name, sex, date of birth, etc., before
that information can be entered into SCORE. Series disposition instructions
reflect annual creation of a new updated file and fulfill administrative needs.

New Item l14-5, Sorted Numident Reply File - The Social Security Administration,
creates this magnetic tape in response to the Numident Request File (Item 14-4)
it receives annually from RRB. Upon receipt from SSA, the bureau uses the
information provided on the tape to verify the name, date of birth, sex, etc.,
of potential new RRB beneficiaries. Once verified, this data is input into
the SCORE master file to complete each new entry's profile. As the SCORE
master file is updated annually, there is no need to retain the reply file
longer than the given disposition.
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9.

10,

11,

12.

13.

14,
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New Item 14-6, Q File - The primary purpose of this series is to provide the
Social Security Administration, via magnetic tape, with an annual record
(name and SSA account number) of those railroad employees who have accrued
enough service time to qualify for RRB retirement benefits. Creation of
this file is necessary because SSA and RRB share responsibility for the
payment of benefits to retired railroad workers. Tape is updated annually.

New Items 14-7, 14-8, Sick Pay of Railroad Employees Master (SPREM) File
and Ledger - This series documents benefit payments from non-RRB sources
made to sick or injured railroad workers. Such payments must be accounted
for in the event Bureau of Unemployment and Sickness Insurance (BUSI) pay-
ments have to be reduced or recovered. As SPREM ise another file used to
update and support SCORE, the disposition of its two series coincides with
that of their SCORE counterparts (Items l4-la, 1b). SPREM may be replaced
by an on-line electronic database by the end of 1989.

0l1d Item 11-9, NCI-184-79-3, Employer Ledger Books - This series is now in-
cluded in new Item 1l4-1(b).

New Item 14-18, BA-6 Address File - This tape, which is updated annually, is
used to produce an address list used for mailing BA-6 (Annual Certification
of Service Months and Compensation) cards to active railroad employees.

New Item 14-25, CER-1 Microfilm File - Microfilm equivalent of card file
(formerly old Item 11-2, NCI 184-79-3).

0ld Item 11-19(c), NCI 184-79-3, Employee Ledger Files (Microfilm) - Series
is now included in new Item l4-1(c).

Old Item 11-20, NCI 184-79-3, Blue Stripe Individual Correspondence Case File -
Series has been discontinued. Board no longer uses "Blue Stripes" as an
identifier for a particular type of case file. All folders belonging to this
series have been destroyed.
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This schedule provides for the disposal or retention of certain records coammon

to most offices in the Board.

The records covered by this sechedule relate to

routine internal, administrative and housekeeping activities. The records
generally serve facilitative or informational purposes.
copies of documents whose record copies are listed elsevhere in other schedules.

Thez are not basic program records and are not part of official program files.

ITEM
NU.

JOB:

DESCRIPTION OF RECORDS
Office Administrative Files

Records accumulated by individual offices
that relate to the internal administration
or housekeeping activities of the office
rather than the functions for which the
'fice exists. In gensral, these records
relgte to the office organization, staff-

personae¥ including training and travel;
supplies office services and equip-
ment reques and receipts; and the use
of office spade and utilities. They may
include copies internal activity and
workload reports ncluding work progress,
statistical, and naXrative reports which
dre prepared in the fice and forwarded
to higher levels) and her materials that
do not serve as of ficial “documentation of
the program or office.

NOTE: This schedule is not aphlicable
to the record copies of organizaxional
charts, functional statements, a related

records that document the essential ‘grgani-

zation, staffing, and procedures of t
agency.

GRS 23-1

They are often extra

AUTHORIZED DISPUSITION

Destroy when 2 years old,
or when no longer needed,
whichever is sooner.

Break file: End of
calendar year.
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPUSITION

Routine Control Files

Job control records, status cards, routing Destroy when no longer
slips, work processing sheet, correspon- needed.

dence control forms, receipts for records

chargeouts and other similar records.

JOB: GRS 23-8

20-3 1=0fficial Notices
Memoragda and other papers that do not Destroy when 3 moaths old
serve ah the basis of official actions, or when no longer needed
such as ices of holidays, or charity whichever is sooner.
and welfary fund appeals, bond campaign,
and similar\papers.

JOB: GRS 23-7c¢

20-4 Accesg Passes
(a) Building passes, operty passes, Destroy 3 months after

parking permits. retura to issuing office.
(b) Records of 1issuance ady retura. Destroy after all are
accounted for.

JoB: GRS 11-4 A and B

20-5 Messenger Service Files
Daily logs, assignment records aod 1 ruc-= Destroy when 2 months
tions, dispatch records, delivery receiyts, old.
route schedules, and relaced records.

JOB: GRS 12-1



ITEM

NO.

20

JOs:

20-7

JOos:

20-8

JoB:

20-9

Departmental
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RRB RECORDS SCHEDULE 20

Records Common to Most Offices

DESCRIPTION OF KECORDS AUTHORIZED DISPOSITION

Property Disposal Correspondence Files

Correspondence files maintained by units Destroy when 2 years
respousible for property disposal, pertain- old.

ing to their operation and administration,

including RR8 Form G-428.

S 4-1

List §f KRB Offices - Form T-83

List of

offices where full and part-time Destroy when 6 months

service is\ provided showing regional bound- old or no longer needed

aries, addr
cludes memor
Service advisi

NCI 184~79-3 Item 4-13

Requisitions

segs, and phone numbers. In- for administrative use
da from the Director of Field whichever is sooner.
of changes to be made.

Copies of completed requi
kept in initiating bureau

tions that are
offfices.

(a) Stocked supplies and fo Destroy when 6 months old.

(b) Nonstocked items and equipme Destroy when 6 months old.
special services.

GKkS 3-8 B

Duplicate Documentation and Personnel

Files Maintained Outside Personnel Office

(a)

Supervisor's Personnel Files

Correspondence, memoranda, forms and r%ew annually anda

other records relating to positioms, destrQy superseded or
authorizations, pending actions,
requests for persounel actions, and destroy
records on individuals that are dupli- relatinyg
cated in or not appropriate for the employee 1
official personnel folder. separation o

1l documents

an individual
ear after
transfer.

-3-
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BRecords Common to Most Offices

ITEM
NO. DESCRIPTION OF RECORDS

Duglicate Documentation and Personnel
Files Maintained Qutside Personnel
Office Cont'd

(b) Duplicate Documentation

Other copies of documents duplicated
in Official Personnel Folders not pro-
vided for elsewhere in this schedule.

JOB: GRS 1-18 A and B

20-10

JOB: NCI 184-79-3 Item 6-9

20-11 Budget Reports Files

Bureau/office copies of period{c reports

on the status of apportionments Includes
the overtime status report, the txavel
status report, report of FTE usage \gnd
AMIS reports A 103 and B 402.

(a) Annual report (reflects end of fisc
year; issued in September).

(b) All other reports.

JOB: GRS 5~3 A and B

AUTHORIZED DISPOSITLON

Destroy when 6 months old.

Degtroy 5 years after the
close of the fiscal year
involved or when no longer
needed for administrative
use, whichever is sooner

Break file: End of fiscal
year.

Destroy when 5 years old.

Destroy 3 years after the

nd of the fiscal year.
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Records Common to Most Offices

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPUSITLION

12 Daily Time Sheets

RERB Form G~56, used to support eatries on Destroy after 3 years or
time and attendance reports. Includes after internal audit
nane, time~in, time—-out, hours worked and’ whichever is sooner.
leave taken.

Break file: End of fiscal
year.

JOB: NCI 184N9-3 Item 4~9

20-13 Application Files

Applicidgion for leave (SF-71) and support- Retain along with daily
s retained by timekeepers as time sheets (G-56).
documentaxi1on for their payroll entries. Destroy when 3 years old.

Break file: Eand of fiscal

year.
JOB: NCI 184-=79-3 Item 6~15
20-14 Tesseract Time and
Bureau/office copies ol Tesseract time Destroy 6 months after
and attendance reports. the end of the pay period.
Break file: End of aonth.
JOB: GRS 2-3 A (2)
20~-15 Feasibility Studies
Studies conducted before the installjxtion Destroy 5 years after com-
of any technology or equipment associaged pletion or cancellation of

with information management systems, s
as word processing, copiers, amicrographi
and system analyses for the initial estab
lishment and major changes of these system
Such studies typically include a considera-
tion of the alternatives to the proposed

h study.
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Records Common to Most Offices

ITEM
NO, DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Feasibility Studies Cont'd

tem and a cost/benefit analysis, includ-
ysis of the improved efficiency
to be expected from the

ing
and effecti
proposed systea.

JOB: GRS 16-9

20-16 Operations Plans
Yearly plans subaitted by bureaus and Destroy when 3 years
offices in two parts. First call old.

summarizes accomplishments of the completed

fiscal year based on previously set objec- Break file: End of fiscal
tives. Second call submission predicts work year.

by setting objectives for the next three

fiscal years.

NOTE: These are not the official office of

glannxng copies,

JOB: New Item
20 Work Measurement Reports

Montnly reports of work output by

tive fiscal year report Destroy when 3 years olid.

(b) Monthly reports® Destroy act end of fiscal

year.

JOB: NCI 184~79-3 Item 6-10
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Records Common to Most Qffices

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSLITION

18 FOIA Administrative Files

Records relating to the general agency Destroy when 2 years old
implementation of the FOIA, including or no longer needed for
notices, memoranda, routine corres- administrative use which-
pondence, and related records. ever 1is sooner,

JOB: RS 14-15

20-19 Act Administrative Files
Records £glacing to the general agency Destroy wnen 2 years old
implementat\fon of the Privacy Act, in- or when oo longer needed
cluding notidgs, memoranda, routine for administrative use,
correspondenceé\ and related records. whichever is sooner,

JOoB: GRS 14-26

20-20 Eaployee Record Cards
Bureau/office copies of employee record Destroy on separation or
cards (SF-7B) used for inforwmgtional transfer of employee.
purposes.,

JOB: GRS 1-6

20-21 Performance Appraisals
Bureau/office copies of performance Destroy 3 years after
appraisals of non=SES employees. In~ date of appraisal or when
cludes the appraisal, the job elements 0 longer needed for refer-
and standards upoun which it 1s based eflge, whichever is sooaner.
and all supporting documentation.

JOB: GRS 1-23 A 4 and 5
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Appendix B

Part 11 Ada.

ITEM

NO.

DESCRIPTION OF RECURDS

Requescs for Change 1n Consolidated List
of Permanent Positions

Bureau/office copies of RRB Form G-189
which outline bureau or regional requests
for changes in organizational structure.
NOTE: Record copy maintained in Bureau of
Personnel (see Schedule 7).

JOB: NCI 184=7%3 Item 7-6

20-23

JOB:

20-24

JOB:

20-25

JOB:

Notifigations of Personnel Actions
Bureau/of{ice copies of Standard Fora 50
document in}X initial employment, promotions,
transfers it or out and all other iodi-
vidual personhel actions.

GRS 1-14 B

Travel Vouchers

Bureau/office memorandul copies of
vouchers (SF-1113A) and
requests (SF-1169).

GRS 9-1 B

Traini Flles

Bureau/office copies of requests, augho-
rizations, agreements, certificacions
training, and other records relating to
the availability of training and eaploye
participation in training programs spoo-~
sored by other government ajencies or
non-government institut ions.

GRS 1-29 B

AUTHORIZED DISPOSITION

Destroy at close of
fiscal year.

Destroy when | year old.

Destroy whea 3 years old.

Destroy when 5 years old
or when superseded or
obsolete, whichever is
sooner.
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RRB RECORDS SCHEDULE 20

Records Common to Most Offices

ITEM
NO. DESCRIPTION OF RECURDS

Tuition Assistance

Bureau/oftice copies of requests for
assistance, course evaluations, and
mbursement receipts.

JOB: NCI 184-79-3

20-27 ADP Steeri ttee Files
Bureau/office copiesN\Qf ADP Steering
Conmittee agenda, ainu , and monthly
progress reports.

JOB: GRS 16-8 B

20-28 ADP Project/Services Request Files

Bureau/office copies of RRB Forms G-436
a, b, ¢, and related records documenting
ADP Steering Committee or Bureau of Data
Processing approval or denial of proposed
ADP projects or equipment purchases.

(a) Approved ADP project or equipment.

(b) Disapproved ADP project or equipment
purchase documentadtion.

JOB: New Item

AUTHORIZED DISPOSITION

Destroy when 5 years old
or when superseded or
obsolece.

Destroy when 3 years old
or when no longer needed
for reference, whichever
is sooner,

Destroy when 3 years old

or upon completion of pro-
ject or purchase, whichever
18 later.

Destroy when 2 years old
or no longer needed for
administrative use, which-
ever is sooner,
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JOB:

RRB Records Schedule 2!
Records Common to Most Offices

20-29. Schedules of Daily Activities.

Calendars, appointment books, schedules,
logs, diaries, and other records docu-
menting seetings, appointments, tele-
phone calls, trips, visits, and other
activities by Federal esmployees while
gserving in an official capacity, created
and maintained in hard copy or electron-
ic form, EXCLUDING materials determined
to be personal.

a. Records containing substantive in- Destroy or delete when 2 years
formsation relating to official acti- old.
vities, the substance of which has
not been incorporated into official
files, EXCLUDING records relating to
the official activities of high
government officials (see note).

[NOTE: High level officials include the heads of departments and independent
agencies, their deputies and assistants; the heads of program offices and staff
offices including assistant secretaries, administrators, and commissioners;:
directors of offices, bureaus, or equivalent; principal regional officials; staff
assistants to those aforesentioned officials, such as special assistants, confi-
dential assistants, and adainistrative assistants; and career Federal employees,
political appointees, and officers of the Armed Forces serving in equivalent or
comparable positions. Unique substantive records relating to the activities of
these individuals must be scheduled by subaission of an SF 115 to NARA.]

b. Records documenting routine activi- Destroy or delete when no
ties contining no substantive infor- longer needed.
mation and records containing sub-
stantive information, the substance
of which has been incorporated into
organized files.

GRS 23, item 5

20-30. position Descriptions.

JOB:

Record copy of position descriptions Destroy 2 years after position
which include information on title, is abolished or description
series, grade, duties and responsi- superseded.

bilities, and related documents.

GRS 1, item 7b.



1.

2.

3.

5.

RRB RECORDS SCHEDULE 20

Records Common to Most Of fices

Explanatory Notes

With the exception of Items 20-16, 20-17(a)(b), and 20-28(a)(b), all
series in this revised schedule have retention periods previously approved
in either NCI 184-79-3 or the General Records Schedule.

New Item 20~16, Operations Plans - These plans are summarized in the Agency
Consolidated Plan (Item 18-1) created annually by the Office of Planning.
Item 18-]1 is retained permanently. The three year retention period for
bureau/office copies of operations plans is derived from the fact that such
plans cover three year periods and bureaus may need to refer that far back
for information necessary to formulate new or revised plans.

New Item 20-17(a), Work Measurement Reports - Retention period for this
series (formerly Item 6-10b (1), NCI 184-79-3) has been extended by one year
to reflect reference needs of bureaus.

New Item 20-17(b), Work Measurement Reports - Series duplicates information
in cumulative fiscal year report and need not be kept after creation of such
report .

New Item 2U-28(a)(b), ADP Project/Service Request Files - Bureau/office
copies of records described in the fifth explanatory note of revised RRB
Records Schedule 4. Subseries retention periods meet the informational
requirements of the bureaus.




