NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-184-79-003

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 4/18/2025

ACTIVE ITEMS
These items, unless subsequently superseded, may be used by the agency to

disposition records. It is the responsibility of the user to verify the items are still
active.

All other items remain active

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 1-1 superseded by DAA-GRS-2013-0007-0006 and DAA-0184-2023-0001-0001
Item 1-3 superseded by DAA-0184-2023-0001-0002

Item 1-4 (a) superseded by DAA-0184-2023-0001-0004

Item 1-4 (b) obsolete per N1-184-89-002

Item 1-6 superseded by GRS 5.7, item 40 (DAA-GRS-2020-0001-00020)

Items 1-7, 1-8, and 1-9 declared obsolete under N1-184-89-001

Item 1-10, 1-11 superseded by N1-184-06-002, item 3

Item 2-1 superseded by N1-184-88-001, item 2-1

Items 2-2, 2-3, and 2-4 superseded by N1-184-09-003 (despite the fact that the 2009 schedule
erroneously states it superseded these same item numbers in N1-184-88-001)

Item 2-6 deleted per N1-184-88-001
Item 3-1 superseded by N1-184-88-001, item 3-1
Item 4-1b all records destroyed no more will be created

Item 4-2 superseded by GRS 5.7, item 020 (DAA-GRS-2017-0008-0002)

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 4-4 superseded by GRS 4.1, item 040 (DAA-GRS-2013-0002-0009)
Item 4-5 superseded by GRS 5.7, item 020 (DAA-GRS-2017-0008-0002)
Item 4-6 superseded GRS 5.1, item 010 (DAA-GRS-2016-0016-0001)
Item 4-7 superseded GRS 4.2, item 070 (DAA-GRS-2013-0007-0006)
Item 4-8 superseded GRS 4.2, item 001 (DAA-GRS-2019-0001-0001)
Item 4-9 superseded by GRS 2.4,item 030 (DAA-GRS-2019-0004-0002)
Item 4-10 superseded by DAA-0184-2013-0001-0005

Item 4-11 a/b superseded GRS 4.2, item 070 (DAA-GRS-2013-0007-0006)
Item 4-12 superseded GRS 4.2, item 001 (DAA-GRS-2019-0001-0001)
Item 4-13 superseded GRS 5.1, item 010 (DAA-GRS-2016-0016-0001)
Item 5-1 superseded GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
Item 5-2 superseded GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
Item 5-3 superseded GRS 5.4, item 040 (DAA-GRS-2016-0011-0004)
Item 5-4 superseded GRS 5.4, item 010 (DAA-GRS-2016-0011-0001)
Item 5-5 superseded GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
Item 5-6 superseded GRS 5.4, item 010 (DAA-GRS-2016-0011-0001)
Item 5-7 a/c superseded GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
Item 5-7 b superseded GRS 1.1, item 011 (DAA-GRS-2013-0003-0002)
Item 5-8 superseded GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
Item 5-9 superseded GRS 5.5, item 020 (DAA-GRS-2016-0012-0002)
Item 5-10 superseded GRS 5.4, item 010 (DAA-GRS-2016-0011-0001)
Item 5-11 superseded GRS 5.4, item 030 (DAA-GRS-2023-0006-0002)
Item 5-12 superseded GRS 5.1, item 010 (DAA-GRS-2016-0016-0001)
Item 5-13 superseded GRS 5.6, item 130 (DAA-GRS-2021-0001-0006)
Item 5-14 superseded GRS 5.4, item 040 (DAA-GRS-2016-0011-0004)
Item 5-15 superseded GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
Item 5-16 superseded GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 5-17 superseded GRS 5.5, item 020 (DAA-GRS-2016-0012-0002)

Item 5-18 superseded GRS 5.5, item 020 (DAA-GRS-2016-0012-0002)

Item 6-1, 6-2, 6-5, 6-6 a/c, 6-7, 6.8b superseded by GRS 1.1. Item 010 (DAA-GRS-2013-0003-0001)
Items 6-3, 6-4, 6-8h, 6-23 and 6-25 declared obsolete under N1-184-89-002

Items 6-8d, superseded by GRS 1.3, item 040 (DAA-GRS-2015-0006-0005)

Items 6-8 e/f/g, superseded by GRS 1.3, item 031 (DAA-GRS-2015-0006-0004)

Items 6-9, superseded by GRS 1.3, item 041 (DAA-GRS-2015-0006-0006)

Item 6-10, all records were destroyed no more will be created

Items 6-16, 6-17, 6-18, 6-19, 6-22, 6-23, 6-24, 6-25 6-26, and 6-27 superseded by N1-184-89-002

Item 7-1 a/b/c superseded by 2.2, item 040 (DAA-GRS-2017-0007-0004) add GRS 2.2, item 041 (DAA-
GRS-2017-0007-0005)

Item 7-2 a/b all records were destroyed no more will be created

Item 7-3 all records were destroyed no more will be created

Item 7-4 deemed obsolete in 1994

Item 7-5a superseded by GRS 2.2, item 050 (DAA-GRS-2017-0007-0006)
Item 7-5b obsolete

Item 7-6 obsolete

Item 7-7 superseded by GRS 2.1, item 060 (DAA-GRS-2014-0002-0011)
Item 7-8a superseded by GRS 2.2, item 010 (DAA-GRS-2017-0007-0001)
Item 7-8 b/c obsolete

Item 7-9 superseded by GRS 2.1, item 030 (DAA-GRS-2014-0002-0004)

Item 7-10 superseded by GRS 2.6, item 010 (DAA-GRS-2016-0014-0001) Applies only to
administrative training

Item 7-11 superseded by GRS 2.1, item 050 (DAA-GRS-2017-0011-0001) and item 051 (DAA-GRS-
2017-0011-0002)

Item 7-12 superseded by GRS 2.2, item 010 (DAA-GRS-2017-0007-0001)
Item 7-13 superseded by GRS 2.5, item 020 (DAA-GRS-2014-0004-0003)
Item 7-14 a/b superseded by GRS 2.3, item 060 (DAA-GRS-2018-0002-0006)
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 7-15 superseded by GRS 2.2, item 010 (DAA-GRS-2017-0007-0001)

Item 7-16 superseded by GRS 5.6, item 180 (DAA-GRS-2021-0001-0007) and item 181 (DAA-GRS-
2021-0001-0008)

Item 7-17 a/b superseded by GRS 2.1, item 020 (DAA-GRS-2014-0002-0002), item 021 and item 022
(DAA-GRS-2014-0002-0003)

Item 7-19 superseded by GRS 2.6, item 010 (DAA-GRS-2015-0014-0001)

Item 7-20 superseded by GRS 2.1, item 050(DAA-GRS-2017-0011-0001) and item 051(DAA-GRS-
2017-0011-0002)

Item 7-21 superseded by GRS 2.1, item 050(DAA-GRS-2017-0011-0001) and item 051(DAA-GRS-
2017-0011-0002)

Item 7-22a superseded by GRS 2.5, item 011 (DAA-GRS-2014-0004-0002)
Item 7-22b superseded by GRS 2.5, item 010 (DAA-GRS-2014-0004-0001)
Item 8-41 superseded by N1-184-89-003, item 8-28

Item 10-1 superseded by N1-184-08-001, item 1 (even though N1-184-08-001 erroneously claimed it
superseded N1-184-89-003, item 10-1

Item 10-2al superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001)
Item 11-2 records were all destroyed in 1987 per N1-184-88-002
Item 11-20 deleted per N1-184-88-002

Items 12-2, 12-3, 12-4, 12-5, and 12-9 superseded by N1-184-08-003 (even though N1-184-08-003
erroneously claimed it superseded those same item numbers in N1-184-89-001)

Item 12-13 superseded by N1-184-89-001, item 12-13
Item 13-7 superseded by DAA-0184-2013-0001-0003
Item 13-10 superseded by N1-184-89-001, item 13-20
Item 13-17 superseded by DAA-0184-2013-0001-0004
Item 13-20 superseded by NC1-184-82-03, item 13-20
Item 13-34 superseded by DAA-0184-2013-0001-
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REQUEST FOR REGORDS DISPOSITION AUTHORITY LEAVE BLANK
’ (See Instructions an reverse) onTRO * ER

i

NC1-184-79-3

TO GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 OATE REGEIVED
1 FROM (AGENCY OR ESTABLISHMENT) March 3, 1981
Us S. Railroad Retirement Board NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION
Ir. accordance weth the provisions of 44 U S C 33032 the disposal re

quest, including amendments, s approved except for ems that may
3 MINOR SUBDWISION e stamped “dispasal not approved”” or “withdrawn™ n column 10

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT ,
L é-&/ g
m medith 7514'525 e Arcluvet of the LWt Stares

& 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 __75__ 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.

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

retention
C DATE D SIGNATURE OF AGENCY REPRESENTATIVE E TITLE
— - Lcting
10-3%-% |  Dale 6. wammmw Chief Executive Officer
7 8 DESCRIPTION QOF ITEM SAMPQLE OR 1
{TEM NO (With inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

U, S, RATLROAD RETIREMENT BOARD

This request for records disposition authority covers all
records of the Railroad Retirement Board. The Railroad
Retirement Board administers retirement - survivor and
unemployment -~ sickness benefit programs provided by
Federal Law for the Nation's railroad workers and their
families. The Board is composed of 3 members appointed
by the President with 11 supporting Bureaus and about
100 field offices,

This schedule supersedes all previous NARS job numbers
for the Railroad Retirement Board including:

3L~8L  36-129  347-S131 II~-NNA-2915
3455 3u6-141  347-8132 II-NNA-3116
345-516  346-8189 347-S133 II-NNA-3296
345-8176 346-253  347-137 NC1=18L~76~1
345-5276 346-266  3L7-S1L43 NC1-18}~78-1
345-S305 346-S295 349-S36 NC1-18)~78-2
355341 346-5298 3WG-11ly NC1-184~78-3
345~376 347-598 351-558 NC1=18}4=T8-4;
345-379  347-109 351~S5399 NC1=184-~T91
346-564  347-S129 II-NNA-29 .
346-565 3 7-S130 II-NNA-2002 7 L

Upe, Mtprde Ty o b (11U Pave Fargeo ST IRE
Chsed 05 d-20-51 4517 ¢ 3"/’:'(‘; A o s
Copy o SNCC, Hamog NN NAT NAHAWA.

115-107




INDEX

Records of the Board Sec. 1 Pg. 1

Bureau of Actuary Sec. 2 Pg. L

Bureau of Hearings and Appeals Sec. 3 Pg.’6

Bureau of Management Control Sec. L4 Pg. 7

Bureau of Supply and Service Sec. 5 Pg. 11

Bureau of Budget and Fiscal Operations Sec. 6 Pg. 17

Bureau of Persomnel Sec. 7 Pg. 27

Bureau of Research Sec. 8 Pg. 3L

Bureau of Law Sec. 9 Pg. L6

Bureau of Retirement Claims Sec. 10 Pg. L9

Bureau of Data Processing and Accounts Sec. 11 Pg. 57
Bureau of Unemployment and Sickness Insurance Sec. 12 Pg. 63

Field Service Sec,13 Pg. 70



Section 1 Pg. 1

RECORDS OF THE BOARD
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Request for Flec;)rds Disposition Authority— Continuation

JOB: NO

PAGE CF

1 1

8 DESCRIPTION OF ITEM
{With Inclusive Dates or Retention Periods)

9
AMPLE OR 16
SJOB NO ACTION TAKEN

7
ITEM NO
[-1 Board Orders
Board.
(b) All other copies.
[—2 Index t0 Board Orders
by subject.
[-3 Record of Proceedings

———

Orders constituting the official record of formal actlons
of the Rallroad Retlrement Board pertaining to regulations,
administration and program direction and general policy.

(a) Coples filed in office of the Secretary of the

1937 - 1979; 80 cft; 2 cft/year; arranged chronologically.
PERMANENT, Bresk file at end of fiscal year, transfer to

FARC when 10 years old. Offer to NARS with related index
when 15 years oldin /0 Yaon (Hoths. SC 3-11-§)

DESTROY when no longer needed for administrative use.

Name and subject index to records described in item 1(a)
above, flled in office of the Secretary of the Board.

1937 = 1979; 30 linear feet; .75 linear feet/yesr; arranged

PERMANENT, Transfer to FARC witq related Board Qrders.
Offer to NARS when 15 years oldén /0 ?4&»/4&344 Sc z-//-§/

Published minutes of Board meetings and/or conferences.
Includes actions tsken between meetings and only part of
the board orders.

(a) Copy filed in office of the Secretary of the
Board.

1934 - 1979; 20 eft; .5 cft/year; arranged chronologically.
PERMANENT, Break file at end of fiscal year, transfer to
FARC when 10 years old. Offer to NARS when 15 years oldis
IOWW_ de 3-’(/—?/

(v) A1l other copies.

DESTROY when no longer needed for sdministrative use.

115-203

Four copies. inciuding original. to be submitted to the Mationat Archives

STANDARD FORM 115-A

Rewvised July 1974

Prascnibed by General Services
Administration

FPMR {41 CFR) 101-11 4



4 5. L4

Request f

or Records Disposition Authority — Continuation JO8 NO

PAGE OF

215

7
ITEM NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9
SAMP 10
JOBLSOOR ACTION TAKEN

[- L

——r

Correspondence Files

(a) General administrative, correspondence, :and
subject files of the Board members, the Secretary
of the Board, and the Chief Executive 0fficer,
relating to organization, functional programs,
policy and protedural directives, regulations,
special projects.

PERMANENT. Break at end of fiscal year and accumulate into
ten year blocks., Hold block in office an additional S
years. Offer to National Archives.

(b) General administrative, corresponden§e2%zﬁs/

subject files at the bureau level
Break file at end of fiscal year, hold 2 years and DESTROY.

Index to Corregpondence Files

Subject card index to records described in item L(a), filed
in office of the Secretary of the Board.

1937 - 1979; 3 cft;arfanged alphabetically by subject.

PERMANENT, Microfilm at intervals to correspond with
closure of ten-year correspondence file blocks.

(a) Original cards. Offer to National Archives with
Correspondence files.

(b) Microfilm copy. Retain in Office of the Secre-
tary of the Board. This copy may be destroyed
when no longer needed for administrative use.

Adminigtrative Inspection Programs

Transmittal material, studies, narrative analysis, and

115-203

"administrative use.

memoranda from the CEQ and bureau directors documenting
internal inspections of the Board's programs.

DESTROY after 3 years or when no longer needed for

Civil Defense Files

Records of agency agreements and instructions for
emergency preparedness.

DESTROY when 2 years old.
8till Pictures Ei}gs

Ll Plotures e o

=
éSllde sets of textual information outling railroad retirei-
jment and unemployment insurance benefits which was obtained

1937 - 1979; 280 cft; 30 cft/year; arranged chronologically.

{from the Information conference Handbook." "Blue Ranlk.

Four copies, ln;:ludlng original, to bt; aTJBmmed to the National Archives

119387

STANDARD FORM 115-A

Revised July 1974

Prescnibed by General Services
Admurustration

FPMR (41 CFR} 101-11 4
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Requast tor Records Disposition Authonity — Continuation

JOB NO

PAGE OF
315

7 8 DESCRIPTION OF ITEM
ITEM NO (With inclusive Dates or Retention Periods)

9.
SAMPLE OR
JOB NO

10.
ACTION TAKEN

-

- %

DESTROY when no longer needed for administrative use #wm

aecordaiee vyt FriieOdm et O]

/-9 Minority Group Designation Code File

Index cards coded by sex, minority, and supervisory
codes. Filed numerically by social security number.

~—

DESTROY when 5 years old.

{-10 Washington Liaison Office Correspondence File

Arranged alphabetically by name of claimant an¥ there-
under chronologically.

Memoranda and correspondence received from Congress,
the White House, and the general public related to

- | questions of RRB program eligibility and other routine
questions about RRB programs. The correspondence
includes the original letter, and memoranda of actions
taken by the White House and the RRB.,

DESTROY when 1 year old.

[- 11 Washington Liaison Office General File

Arranged alphabetically by office or subject and
thereunder chronologically.

Memoranda, correspondence, reports, drafts, and

other records related to minutes of meetings, monthly
administrative reports to the Chief Executive Officer,
legislative bills, various RRB programs, and routine
administrative topics.

DESTROY when 3 years old.

GRS1-26f
NC1-18)~1

115-203 Four cugind In-:ludlvn‘g;orlug-irﬁlﬁu«i.‘ ;; 6:;1bMINed 10 the National Archives

Pvr Laiy - S14-387

STANDARD FORM 115-A

Revised July 1974

Prascnbed by Genarat Services
Admirigtration

FPMR (41 CFR) 101-11 4



Section 2 Pg. 4

BUREAU OF ACTUARY



Request for Records Disposition Authority — Continuation

JoB'NO

PAGE OF

h 15

9
SAMPLE OR

7 8 DESCRIPTION OF {TEM 10
{TEM NO {With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN
2-1 Actuarial Valuations

Record copy published by RRB of financial actuarial val-
uations of KRB assets and lisbilities under the Railroad
Retirement Act.

1938 - 1979; 1 cft; approx. 200 page accumlation/year;
arranged chronologlically.

PERMANENT. Offer to National Archives with related agency
records approved for permanent retention in schedu_'l.e

when 15 years old, whichever is sooner. i 10 2/*\, ; .
({41

Actuarial Valuation Data Summaries

Mathematical summarizations of computer generated data for
use in triammual actuarial valuations. Includes data on
martality rates, retirement rates, service patterns,
salaries, and related papers.

DESTROY after completion of 4th subsequent valuation,

Statistical and narrative informational response by the
Bureau of Actuary on a wide variety of topics related to

DESTROY when no longer needed for administrative use.

Valuation Conguter Generated Printouts

Computer generated printouts including data perteining to
benefit schedules, awards, projections, earnings. Used
to prepare Actuarial Valuation Data Summaries.

DESTROY when subsequent 2 valuations are completed.

Bound volumes of actuarial studies including occupational
differences in separation rates for railroad workers, the
railroad retirement disebility program, method of financ-
ing the railroad retirement system, and related programs.

(a) Record copy.

2-3 Actuarial Notes
RRB operations.
2-4
2-5 Actuarial Studies
115-203

Four copirs 1nciudie q arginal, to be submitted to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prascribed by General Services
Adminstration

FPMR (41 CFRy 101~114


https://chronological.ly
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Request for Records Disposition Authority — Continuation

! JOBND -

PAGE OF

7
ITEM NO

8 DESCRIPTION OF ITEM
(With Inctusive Dates or Retention Periods)

> . 15

9
SAMPLE OR 10
OB NO ACTIQN TAKEN

e ot e e

1956 - 1979; .5 cft; less than 1 cft/year; arranged
chronologically.

PERMANENT., Offer to National Archives when accumulation
reaches at least one cublic foot.

(b) Other copies.

DESTROY when no longer needed for administrative use,

Keypunch Cards for Actuarial Valuations

Keypunch cards used to generate computer printouts for
actuarial valuations and subsequent cost estimates.

DESTROY when subsequent valuation 1s completed.

115-203

Four coples, including ;m;;inai ;o; submitted to the National Archives

STANDARD FORM 115~A

Revised July 1974

Prescribed by General Services
Admunisiration

FPMRA (41 CFR) 10111 4
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BUREAU OF HEARINGS AND APPEALS



L}

3
>

Request for Records Disposition Authority - Continuation JOB NO

PAGE OF

(L]

7

ITEM NO

3-1

8 OESCRIPTION OF ITEM
{With tnclusive Dates or Retention Penods)

<

9
AMPLE DR 10, .
S 108 NO ACTION TAKEN

Appeals Decisions

Bound volumes of Appeals Referee's decisions. These
decisions pertain to appeals from findings of the Bureau
of Retirement Claims including cases on dissbility,
computations, relationship of appellant, creditability of
service, compensation and related matters.

15 linear feet; 6 inches/year; arranged by case number.

DESTROY when 15 years old or when no longer needed for
administrative use, whichever is sooner.

115-203

Four copies, inciudino oﬁgiha?. to be submitted to the Mational Archives

T 6. St

STANDARD FORM 115-A

Revised July 1974

Prescnbed by General Services
Admimstration

FPMR {41 CFR) 10v-11 4
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BUREAU OF MANAGEMENT CONTROL
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JOB NO PAGE OF

Request for Records Disposition Authority — Continuation 7 75
7 8 DESCRIPTION OF ITEM SAMP"LE OR 10,
ITEM NO (With inclusive Dates or Retention Periods} JOB NO ACTION TAKEN

£-1 Organizational Records

Officlal organization charts, narrative history and
related records which document the organization and
functions of the agency.

(a) Record Copy.

1939 - 1979; .25 cft; less than 1 cft/year; arranged
chronologically. <

PERMANENT., Transfer to FARC when 5 years old, offer to
b National Archives after 10 yearsin (0 Yt (haths. SC 3-4(-£]

. (b) All other copies. GRS16-13b

\
Rl o T G

kY

R N

DESTROY when superseded or ob&olete. —_
{-2 Adminis trative Manual

! (a) Record copy of administrative manual filed in
the Bureau of Management Control.

i 1939 - 1979; 1.5 cft; less than 1 cft/year; arranged
numerically. ,

PERMANENT, Offer to NARS when 15 years old.
(v) Distribution and mailroom supply copies.

DESTROY when superseded or no longer needed for adminis-
trative use.

(¢) Case files. ~

Background records including memoranda, correspondence,
gtudiea, reports, and related papers.

DESTROY when related 1lnstructions are superseded or
canceled.

4-3 Operations Memoranda

Records dealing with specific policy and program direc=-
tion and outline procedures which are not of a general
administrative nature such as those in the Administra-
tive Manual. Issued by the Chief Executlve Officer to
coordinate operations of the bureaus.

(a) Record copy, including related memoranda,
f correspondence and related papers filed in the
. Bureaun of Management Control.

115-203 Four coplee, including original, to be submitted io tha Nalional Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by Generai Services
Administration
<1 - 5Tua387 FPMR (41 CFR} 101114
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Request for Records Disposition Authority — Continuation

-

JOB NO

PAGE OF

75

7
ITEM NO

4-5

115-203

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Penods)

9.
SAMPLE OR
JOB NO

1952 - 1979; 2 cft; less than 1 cft/year; arranged
numerically.

PERMANENT., Offer to National Archives when operations
memoranda are canceled or obsolete and accumulation is
at least 1 cubic foot.

(b) Distribution and information copies.

DESTROY when superseded or when informational needs are
met.

(¢) Security copy.
DESTROY when replaced by new copy.
Form Files

(a) Master set of each form created by RRB with
related instructions and documentation showing

inception, scoze, and purpose of the form.

L{A&@¢3fn2:%4uu/‘

DESTROY whén—supbnscded—orlcares

(b) Case files, including working papsrs, background
materials, requisitions, specifications, pro-
cessing data, and control records.

DESTROY when related superseded or canceled forms are no
longer needed for administrative use.

BMC Audit Reports

Official book-bound copies of all Headquarters and Field
service gudits. Contain evidence and document the scope,
development and accomplishments of the Board's programs.

Includes findings and summaries.

Break file at end of year and destroy after 10 years.

GRS b4

10.
ACTION TAKEN

)
b
h

B o L e o S T S

f-:ot:v é;)pl;.. lncl—utilr-\g original, to be submitted to the National Archives

V- aT=387

STANDARD FORM 115-A

Revised July 1974
Prescnibed by Generai Services

Administration
FPMR (41 CFR) 101-11 4



Request tor Records Disposition Authority — Continuation

JOB NO

PAGE OF

9 75

7
ITEM NO

8 DESCRIPTION OF IiTEM
{with Inclusive Dates or Aetention Perods}

9
SAMPLE OR
JOB NO

10.
ACTION TAKEN

4-¢

Audit Workpapers

District office and headquarters bureau audits including
checklists for inspection, background records, memoranda,
notes, drafts, interim reports and related papers.

DESTROY after audit by GAO or when 3 years old, whichever
is sooner.

Freedom of Information Act Reports Files

Recurring reports and one-time information requirements
relating to the agency implementation of the Freedom of
Information Act, including annual reports to Congress.
(a) Annual reports at departmental or agency level.
DESTROY when 5 years old.
(b) Other reports.

IESTROY when 2 years old or sooner if no longer needed
for administrative use.

Freedom of Information Act Administrative Files

Records relating to the general agency implementation of
the FOIA, including notices,memoranda, routine correspond-
ence, and related records.

DESTROY when 2 years old or sooner if no longer needed
for administrative use.

Daily Time Sheets

Daily time sheets, RRB Form G-56, or equivalent, used to
support entries on time and attendance reports. Includes
name, time-in, hours worked, leave time taken.

DESTROY after 3 yearsor after internal audit, whichever
is sooner. sc¢ 3-1-81

GRS 14-1

GRS 1L-2G

GRS 14-19p

115-203

Four coples, including original, to be submitted to the National Archives

STANDARD FORM 115-A

.
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Revised July 1974

Prescnbed by General Services
Admimstration

FPMR (41 CFR} 101-11 4
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7
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{(With Inclusive Dates or Retention Periods}

9
SAMPLE OR
JOB NO

10,
ACTION TAKEN

4- 10

4-11

Ho12

4- 13

District Office Agminigtrative Ingpection Audits

Audits performed by Regional Office personnel including
checklists for inspection, background records, memoranda,
notes, drafts, interim reports, and related records.
DESTROY when 3 years old.

Privacy Act Report Files

Recurring reports and one~-time information requirements
relating to agency implementation, including annual
reports to the Congress, the 0ffice of Management and
Budget, and the Report on New Systems.

(a) Annual reports at departmental or agency level.
DESTROY when 5 years old.

(b) Other reports.
DESTROY when 2 years old.,

Privacy Act General Administrative Files

Records relating to the general agency implementation
of the Privacy Act including notices, memoranda, routine
correspondence, and related records.

DESTROY when 2 years old or sooner if no longer needed
for adminigtrative use.

List of Offices of RRB - Form T-83

List of RRB offices where full and part-time service is
provided showing regional boundaries. Includes memoranda
from CEQ, Regional Directors advising of changes to be
made monthly.

DESTROY when 6 months old or when no longer needed for
administrative use, whichever is sooner.

GRS 14-29

GRS 14-29

GRS 14-30

a

b

115-203

Four copies, including original, to be submitted to the National Archives

STANDARD

FORM 115-A

4 .

[

o

e T

o wremh o FEL T

S

Revised July 1974

Prescribed by General Services
Administration

FPMR {41 CFR} 101-11 4

Glos (97, ) - 579«387
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JOB NO

PAGE OF
11 Tg

7
ITEM NO

8 DESCRIPTION OF ITEM
{With inclusive Dates or Retention Penods)

5~ 1

9
AMPLE OR 10,
SR | AcTION TAKEN

Procurement Case Files

Contract, requisition, purchase order, lease, including
correspondence and related papers to award, administration,
recelpt, inspection and payment.

(a) Transactions of more than $10,000 except delivery
orders against GSA contracts, and all construction
contracts exceeding $2,000, dated subsequent to

July 25, 197h.
DESTROY 6 years, 3 months after final payment. (Place
in inactive file on final payment, transfer fiscal year
block to FARC after 2 years).

(b) Transactions of less than $10,000, all delivery
orders against GSA contracts, all construction
contracts under $2,000, dated subsequent to
July 25, 1974, and transactions of $2,500 or
less dated prior to July 26, 197h.

DESTROY 3 years after final payment. (Close file at end
of the fiscal year, retain 3 years and destroy, except
that files on which actions are pending shall be brought

forward to the next fiscal year's files for destruction
therewith).

(¢} Transactions of more ‘than $2,500 dated prior to
July 26, 197k.

DESTROY 6 years after final payment.
Bid Files
(a) Successful or unsuccessful bids.
Apply provisions of Item 1 of this schedule.
(b) 1Lists or cards of acceptable bidders.
DESTROY when superseded or obsolete.

Property Disposal Correspondence Files

Correspondence files maintalned by units responsible for
property disposal, pertaining to their operation and ad-
ministration, including RRB Form G-L428.

115-203

GRS3-kal

GRS3~ka2

GRS3-4a3

GRS3-6a

GRS3-6b

GRSh-4

Four copies, including original, to be submitted to the National Archives

LA G T oe 487

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Sarvices
Administration

FPMR {41 CFR; 101~-11 4
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ﬂEA: NO (With lo»gllngss%Ra:LsTlgNRginltrE:nPenods) Sﬁggl—ﬁoon ACTIOgloTAKEN
DESTROY when 2 years old.
5- b Requisition for Stocked Supplies and Forms
Requisitions for supplies and forms in current inventory,
RRB Form G-2a.or equivalent.
(a) Record copy. GRS3-9a
DESTROY 2 years after completion or cancellation of
regquisition.
(b) Other copies GRS3-Gb
DESTROY when 6 months old.
5-5 Requisition for Unstocked Items and Special Services
Requisitions for equipment and supplies not in current
inventory and special services for which forms are not
provided, RRB Form G-Z2.
(a) Record copy.
DESTROY 2 years after completion or cancellation of
requisition.
(b) oOther copies.
DESTROY when 6 months old.
£-6 Inventory Files
(a) Inventory records of supplies in headquarters GRS3-10a
stockroom.
DESTROY 2 years after all accounts and ledger cards have
been reconciled.
(b) Stock ledger cards, Form G—l6l, or equivalent. GRS3-10b
DESTROY 2 years after discontinuance of ifem, or 2 years
af'ter stock balance 1s transferred to new card and is
reconciled with annual inventory.
- T Government Bills of Lading
(a) Issuing office memorandum copy. GRS9-la
‘—1'53'0—5“_% T Trour coptes including uri-gi;\'al: ;uwt-;e'a&;nmed to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services
Admunistration
MY FPMR (41 CFR) 101-11 4
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7
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£-10

8 DESCRIPTION OF ITEM
With inclusive Dates or Retention Penods)

9
SAMPLE OR
JOB NO

10.
ACTION TAKEN

DESTROY when 3 years old.

(p) A1l other copies
DESTROY when 1 year old.

(¢) Registers and control records
DESTROY when 3 years old.

Public Printer Files

Records relating to requisitions on the Printer, RRB Form
G-48, and all supporting papers.

(a) Printing procurement unit copy of requisition,
invoice, specifications (G-1146), and related

papers.

DESTROY 3 years after completion or cancellation of
requisition.

(b) Accounting copy of requisition.
DESTROY 3 years after period covered by related account.

Printing Control Records

(a) Pressroom job register,
Start a new register each fiscal year.

DESTROY 1nactive register 1 year after close of fiscal
year.

(r) Control records in pressroom section.
Break flle at end of fiscal year.

DESTROY 1 year after close of fiscal year.

|Space Flles

Records relating to the aquisition, allocation, utilization
release and malntenance of space under agency control.

GRS9-1b

GRS9-1c

GRS3~Ta

GRS3-Tb

115-203

Four copies, including onginal to be submitted to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Adminisiration

FPMRA (41 CFR) 101-11 4



Request for Records Disposition Authority— Continuation 408 NO P’?ﬁf OF 75
9
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(a) Building plan files and related agency records GRS11-2a
utilized in space planning, assignment, and
ad Justment.
DESTROY 2 years after termination of assignment, or when
plans are superseded or obsolete.
(b) Correspondence with and reports to staff agencjies
relating to agency space holdings and requirementsi.
(1) Reports to GSA regarding space occupied GRS11-2bl
including the regions and Washington liaison
office
DESTROY when 2 years old.
(2) Copies in subordinate reporting units and GRS11-202
related work papers.
DESTROY when 1 year old.
5-11 |Motor Vehicle Operating and Maintenance Files
(a) Operating records including those relating to gas [FRS10-2a
and oil consumption, dispatching and scheduling.
DESTROY when 3 months old.
(b) Maintenance records, including those relating GRS10-2b
to service and repair. ‘
DESTROY when 1 year old.
(¢) Records relating to individual employee operation GRS10-T
of Government-owned vehicles, including driver
tests, authorization to use, and related corre-
spondence.
DESTROY 3 years after separation of employee or 3 years
gfter recision of authorization to operate Government-
owned vehicles, whichever is sooner.
(d) Records relasting to motor vehicle accidents. GRS10-5
DESTROY 6 years after case is closed.

115--203

Four copies, inciuding originat 1o be submitted to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMA (41 CFR} 101-11 4
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7 8 DESCRIPTION OF ITEM SAMPLE OR

10
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

5- 12 Directory Service Liééings

Superseded pages of telephone listings of RRB offices and
personnel,

DESTROY when superseded or cancelled.

§-13 Access Passes

(a) Building passes, property passes, parking per-
mits. ’

DESTROY 3 months after return to issuing office. GRS11-ka
(b) Records of issuance and receipts.
DESTROY after all credentials are accounted for. GRS11-4b

G- 1k Excess Personal Property Reports

Reports to GSA of excess personsal property, SF-120.
DESTROY when 3 years old.

5-15 Surplus Property Case Files

Case files on sales of surplus personal property, compris-
ing invitations, bids, acceptances, lists of materials,
evidence of s&les, and related correspondence.

(a) Transactions subsequent to July 25, 197k, of more (RSk-6a
than $10,000; and transactions prior to July 26,
1974, of more than $2,500.

DESTROY 6 years after final payment. (Place in inactive
file on final payment and transfer to FARC 2 years
thereafter).

(b) Transactions subsequent to July 25, 1974, of GRSL-6b
$10,000 or less; and transactions prior to July
26, 1974, of $2,500 or less.

DESTROY 3 years after final payment. (Close file at end
of each fiscal year, retain 3 years, and destroy except
that files on which actions are pending will be brought
to the next fiscal year's files for disposal therewith).

Four coples inciuding original to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
57 12347 FPMR {41 CFR) 101-114

115-203
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AMP 10
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)

g- 16 Telephone Records

i Telephone statements and toll slips.

DESTROY 3 years after period covered by related account.

6- 17 Messenger Service Files

Deily logs, assignment records and instructions, dispatch
records, delivery receipts, route schedules, and related
records.

DESTROY when 2 months old.

%-18 |Mall Control Files

(a) Records of receipt and routing of incoming and
outgoing mall.

DESTROY when 1 year old.

(b) Statistical reports of postage used on outgoing
mail (airmail, special delivery, registered,
foreign, and parcel post over I pounds included).

DESTROY when 6 months old.
(¢) oOther mail control records including reports and

data relating to handling of mail and volume of
work performed.

DESTROY when 1 year old.

GRS3-11

GRS12-6a

GRS12-6b

115-203 Four copies, lnc!udinE ;:;i;!;\'al l:‘be submitted to the National Archives

Gin=387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Adnministration

FPMR (41 CFR) 101114
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2
7 8 DESCRIPTION OF ITEM 0. -
iTEM NO (With inclusive Dates or Retention Penods) S/\\,I\gSLSOOR ACTION TAKEN
b-1 Accountable Officer's Files

(a) oOriginal or ribbon copy of accountable officer's
accounts maintained for site audit by GAC auditorsj
consisting of statements of transactions, state-
ments of accountability, collection schedules,
collection vouchers, disbursement schedules,
disbursement vouchers, and all other schedules
or vouchers, exclusive of freight records and
payroll records.

(1) DESTROY 10 years, 3 months after period of GRS6-1a
account for those records created prior to

July 1, 1975.

(2) DESTROY 6 years, 3 months after period of GRS6-1a
account for those records created after
June 30, 1975.

(b) Memorandum copies of statements of transactions GRS6-1b
and accountability, all supporting vouchers,
schedules, documents, and related papers not
otherwise provided for in this schedule.

DESTRCOY 3 years after period covered by account..

(-2 Certificates of Settlement of Accounts

Copiles of certificates of settlement of accounts of
accountable officers, statements of differences, and
related papers.

(a) Certificates covering closed account settlements,

supplemental settlements, and final balance
settlements.

DESTROY 2 years after date of settlement. GRS6-3a
(b) Certificates covering periodic settlements.

DESTROY when subsequent certificate of settlement is GRS6-3b
received.

b-3 General Fund Files

Records relating to the avallability, collection, custody
and deposit of funds (other than records covered by item
1 of this schedule).

DESTROY when_3"yearswold. CRS6-k4

115-203 Feur copies, meiuding original, to be submitted to the Natlonai Archives STANDARD FORM 115-A
Rewvised July 1974
Prescnbed by General Services
Admimistration
R O A I Rk 1 ¥4 FPMR (41 CFR} 101-114
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ITEM NO With inclusive Dates or Retention Periods) sﬁggLsoon ACTIOL TAKEN

A Federal Persomnel Surety Bond Files

(a) official copies of the bond and attached powers
of attorney.

(1) Bonds purchased prior to January 1, 1956.
DESTROY 15 years after bond becomes inactive. GRS6-6al
(2) Bonds purchased after December 31, 1955.
DESTROY 15 years after end of bond premium period. GRS6-6a2

(b) Other bond files, including other copies of
bonds and related papers.

DESTROY when bond becomes insactive or at end of bond GRS6-6D
premium period.

b-5 General Accounts Ledger

(a) Record copy, which represents all financial
activity of the Board by account, showing for each
entry the allotment symbol, the schedule or
voucher reference, date, previous balance, item
description, debit, credit and balance.

Trensfer to FARC 4 years after close of fiscal year GRS7-2
involved.

DESTROY 10 years after close of fiscal year involved.

(b) Security copy of monthly general ledger trial
balance.

DESTROY when 3 years old.

(-6 Appropriation Allotment Files

Allotment records showing status of obligations and
allotments under each authorized appropriation.

(a) Record capy in Bureau of Budget and Fiscal
Operations.,

Transfer to FARC 4 years after close of fiscal year GRST-3
involved.

115-203 Four copies. including ariginal, to be submitted to the National Archives STANDARD FORM 115-A
Rewised duly 1974
Prescribed by General Services
Administratton
137 FPMR (41 CFR) 101-114
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9
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DESTROY 10 years after close of fiscal year involved.

(b) Copies in other bureaus (currently G-216b,
Subsidiary Cost Ledger).

DESTROY 3 months after close of fiscal year involved.

(e) Security copy of monthly ledger sheets and
monthly allotment ledger trizl balance.

DESTROY when 3 years old.

Expenditure Accounting Posting and Control Files

Records used as posting and control media, subsidiary
to the general and allotment ledgers, not a part of the
accountable officer's returns and not otherwise provided
in this sachedule. These include generel and allotment
ledger trigl balances, copies of schedudes and vouchers,
encunbrances, notices, requisitions, and related papers
used for posting.

DESTROY when 3 years old.

Budget Files in Bureau of Budget and Fiscal Qperations

(a) Administrative files documenting Board policy and
procedure governing budget administration and

reflecting policy decisions affecting expenditures

for Board programs.
DESTROY when no longer needed for reference
Transfer to FARC is not authorized.
(b) One copy of the formal Board budget (presently
G-25 series) together with Justification state-
ments containing summaries of financial,

manpover, cost and workload data.

Transfer to FARC 5 years after close of fiscal year
covered by budget.

DESTROY 10 years after close of fiscal year involved.

(¢) A1l other copies of formal budget in Bureau of
Budget and Fiscal QOperations.

115-203

NC1-18L4-T

GRST-4

NC1-18k4-7

NC1-18L-T

Four copiles. incl;:dln-g c;rigl;Stho be submitted to the National Archives

fedfi?

STANDARD

FORM 115-A

Revised July 1974

Prescribed
Administr

by General Services
ation

FPMR (41 CFR) 101-114
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115-203
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]
SAMPLE OR
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10
ACTION TAKEN

DESTROY when no longer needed for reference.
Transfer to FARC is not suthorized.

(a)

Working papers, cost statements and rough date
accumilated in preparation of annual budget
estimates and in administering spproved budgets.

DESTROY 1 yvear after close of fiscal year covered by
budget or when no longer needed for reference.

(e) Periodic reports on status of appropriation
accounts, spportionments and respportionments.

DESTROY 5 years after close of fiscal year covered by
reports.

(f) Apportionment and respportionment schedules
proposing gquarterly obligations under each
authorized appropriation.

DESTROY 2 years after close of fiscal year involved.

(g) Periodic reports submitted by bureaus, offices
and regions showing breskdowns of employees'
time by project, classification or code, workload

DESTROY when 3 years old.

(h) Security copy of budget justification for
Congressional commitiees and OMB.

DESTROY when 1 year old.

Budget Files in Other Bureaus and Offices

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

Employee Work Measurement Records

(a) Weekly Work Measurement Record, RRB Form G-387e
or equivalent.

(1) Paper input forms, including original and

reports, management summary dete, and cost reportsi

(%e)

GRS5-4

GRS5-5

RS5-6

(44)

(1)

NC1-184-78-2

NC1-184-78-2

Ney-18¢-78-2
(#h)
Ve /-1§Y -18-3

Four copies, including original, to be submitted to the Nalional Archives

[ N sT =387

STANDARD FORM 115-A
Rewvised July 1974

Prescribed
Admimistr

by General Services
ation

FPMR (41 CFR) 10111 4
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correction forms.

DESTROY upon verification of monthly work measurement
report generated from magnetic tape record.

(2) Paper output (such as reject listings) for
all bureaus and field service.

DESTROY when 2 months o0ld or when no longer needed for
reference, whichever is sooner.

(b} Monthly Work Measurement Report.
(1) Paper output (computer generated consolida-
tion of weekly reports of employees activ-
ities) for all bureaus and field service.

DESTROY when 2 years old or when no longer needed for
reference, whichever is sooner.

(2) Magnetic Tape.
a.

Master copy.

IBDPA retain for internal operations, release for reuse
when 1 year old.
b. Security copy.

BDPA send to security storage, release for reuse when
1 year old.

Travel Reinmbursement Vouchers

(a) Originel copies with attached pertinent corre-
spondence and supporting documents.

DESTROY when 3 years old.
(b) Memorandum copies.
DESTROY when funds are obligated.

Passenger Transportation Files

Passenger transportation vouchers with related tramns-
portation requests and correspondence.

NC1-184-
(la)

NC1-184-
(15)

NC1-184-
(24)

NC1-184-1

(3b)

NC1-18k4-
(2b)

GRS9-h4a

GRS9-Ub

78-3

78-3

r8-3

78-3

78-3

Four copies. including onginal to be submitted to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Admunisiration

FPMR (41 CFR) 101~11 4
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b1k
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8
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JOB NO ACTION TAKEN

e

(s) Original voucher with original TR's and related
correspondence,

DESTROY when 3 years old.

(b) Memoranda copies -of vouchers with memoranda copies
of TR's.

N
DESTROY when funds are obllgated.

Freight Filles

Vouchers covering freight transportation charges, copiles
of government or commercisl bills of lading, shortage
and demurrage reports, and all supporting documents and
related correspondence.,

(a) BFO memorandum copies.
DESTROY when 3 years old.

(b) ALl other copies.
DESTROY vhen 1 year old.

Time and Attendance Reports

Time and attendance reports, currently RRB Form G-403.
(a) Originals used in peyroll preparation.

DESTROY after GAO audit or when 3 years old, whichever
is sooner.

(v) A1l other copies.
DESTROY 6 months after the end of the pay period.

Leave Application Files

Application for Leave, SF-Tl and supporting papers. |

(a) If timecard has been initialed by the
employee

DESTROY at the end of the applicable pay pericd.

LT

GRS9-3a

GRS9-3b i

GRS9-1a ;

GRS9-1b

GRS2-3a

GR52-3b

GRS2-8

Four coples, inctuding original, to be submitted to_th;ﬁalionnt Archives

STANDAR(O FORM 115-A

Revised July 1974

Prescnibed by General Services
Adnunistration

FPMR {41 CFR) 101~11 4
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]
AMFLE OR 10
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DESTROY after GAO audit or when 3 years old, whichever

Statement of earnings and leave RRB Form G-4O4. Used for
Sick Leave Analysis and internal audits for current leave

DESTROY 3 months af‘ter the end of the period covered.

Records of leave deta, such as SF 1150, prepared except
as noted in the Federal Personnel Manual, 293-A-3.

(a) original copy of SF 1150.
File on right side of official personnel folder. See

ITEM NO
is sooner.
b 16 Leave Records
year.
(a) Pay or fiscal coples
DESTROY vwhen 3 years old.
(v) oOther copies.
b-17 Leave Data Files
GRS1, item 1.
(v) Agency copy.
DESTROY when 3 years old.
(-18 Savings Bonds

b-19

11-5—503

~

{(a) Bond registration files.
Issuing agent's coples of bond registration stubs.
DESTROY when 2 years old.

(b) Bond receipt and transmittsl files

Receipts for and transmittals of U. S. Savings Bonds and
checks.

DESTROY 3 months after date of receipt.
l {(c) Bond purchase files.

Forms and reports with related papers pertaining to
deposits and purchases of bonds.

DESTROY when 3 years old.
Payroll Change Files

Notices of basic pay change, RRB Form G-405.

i
H

(b) If timecard has not been initialed by the employee

GRS2-9a

GRS2-9b

GRS52~10a

GRS2-10b

GRS2-5

GRS2-6

GRS2-T

L e e e

Four coples, including orgina’ to be submitted to the National Archivea

STANDARD FORM 115-A

Rewvised July 1974

Presciibed tiy (Generat Services
Administialion

FPMR {41 CFR) 101-11 4
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tTEN: NO {(With mgmgﬁg%z::‘c?rNRanltthr?‘Penods) SﬁROA;LSOOR ACT(O;JOTAKEN
(a) Payroll copy used in GAO audit.
DESTROY when related pay records are audited by GAO or GRS2-154
when 3 years old, whichever is sooner.
(b) Disbursing officer copy used in preparing checks.
DESTROY after preparation of check. GRS2-15b
(¢) ALl other copies.
DESTROY 1 month after the end of the pay pericd. GRS2-15¢
b- 20 Tax Files
(2) Withholding tax ememption certificates (Forms W-4)
and state forms.
DESTROY 4 years after form is superseded or obsolete. GRS2-18a
(b) Withholding statements (mechanical listing in
lieu of employer's copy of Form W-2).
DESTROY when U years old. GRS2-18b
(¢) Quarterly or monthly reports of withholding taxes.
DESTROY when 4 years old. GRS2-18¢
(- 21 Wage and Separgtion Requests
Memorandum copies of requests for wage and separation
information (ES-931) and related material.
DESTROY when 4 years old.
L- 22 Payroll Reports
Monthly Payroll Report of Federal Civilian Employment,
SF 1136; quarterly reports to State agencies on Federal
employment and wages, and annual report on geographic
distribution of payrolls.
DESTROY when 2 years old. GRS2~1Ta
6-23 Payroll Control Registers
Records include RRB Form G-408, Master Payroll Control
Reglster, Form G-165, Health Insurance Control Register,
115-203 B T T -I;t;:rrr:oples, including ongm"a'l'.' 1o be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by Generai Services
Administration
V=34 FPMRA {41 CFRY 101~11 4
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10
ITEM NO {With inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

“proofﬂiistings and updating exception lists.

,DESTROY after GAO audit or when 3 years old, whichever GRS2-1k
is sooner. —

b- 2k Payroll Computer Tapes

(a) Consolidated pay tapes for each year, first two
master tapes for each year, and last two master
tapes for each year.

DESTROY when 3 years old.

(b) Security record - Master tape written 3 pay periods
prior to current period master tape.

DESTROY when superseded.

(¢) security record - Current check issue tape.
DESTROY when superseded.

(d) Tape record of Forms W-2.

DESTRQOY after IRS acceptance.

(—25 |Retirement Files

t
I
i (a) Reports and registers.

Registers of Civil Service retirement deductions, separa-
tions and transfers, including SF 2807 and SF2807-2.

DESTROY when 3 years old. GRS2-21a
(b) Assistance files.

Correspondence, memorands and other records used to assist

retiring employees or survivors claim insurance or retire-

ment benefits.

%DESTROY when 1 year old. GRS2-21b

b-26 Administrative Payroll Report Files

Reports, statistics, with supporting and related records GRS2-1T
pertaining to payroll operations and pay administration.

115-203 Four copie~ -« .-tng 30 1 naf to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by Generat Services
Administration
Sl G s o387 FPMR (41 CFR) 101-11 4
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PAGE OF
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7
ITEM NO

b- 27

8 DESCRIPTION OF ITEM
{With inclusive Dates or Retention Periods)

9
SAMPLE OR
JOB NO

10
ACTION TAKEN

(a) Reports and data used for workload and personnel
management purposes including SF 2811 and SF 2812.

DESTROY when 2 years old.
{(b) All other reports and data.
DESTRQY when 3 years old.

Individual Authorized Allotments Files

(a) U.S. Savings Bond Authorization, SF 1192 or
equivalent, and authorization for individual
allotment to the Combined Federal Campaigns.

(1) If record is maintained on earning record
card.

DESTROY when superseded or after separation of employee.

If employee transfers within an agency or between agencies,
these authorizations must also be transferred. See
Treasury Fiscal Reguirements Manuel, para. 6020.20e for
instructions relating to savings bond authorizations,

and FPM Chapter 550, Subchapter 3, Part 8, for instruc-
tions relating to CFC authorizations.

(2) If record is not maintained elsewhere.
DESTROY 3 yesrs after supersession or 3 years after
separation of employee. See (1) sbove for transfer

instructions.

(b) A1l other authorizations including union dues
and savings.

(1) If record maintained on earning record card.

DESTROY when superseded or after transfer or separation

iof employee.

(2) 1If record is not maintained elsewhere.

DESTROY 3 years after supersession or 3 years after
transfer of separation of employee.

115203

GRS2-4al

GRS2-ka?

GRS2-L4bl

GRS2-4b2

Four coples -1 - rringmar h;‘l;; submitied lo the Nalional Archives

- Taw AT

STANDARD FORM 115-A

Revised Juily 1974

Prescribed by General Services
Administration

FPMR {41 CFR) 101114
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PAGE OF

27 15

7
ITEM NO

8 DESCRIPTION OF ITEM
{With nclusive Dates or Retention Periods)

9
SAMPLE OR
JOB NO

10
ACTION TAKEN

-1

o

Official Personnel Folders

Records documenting each employee's federal service
employment. Maintained according to FPM supplement 293.31.

(a) Transferred employees.

See Federal Personnel Manual for instructions relating to
folders of employees transferred to another sgency.

(b) Separated employees.
Transfer to NPRC 30 days after separatian.
(c¢) Material filed on left side of CPF.

DESTROY upon separation or transfer of employee or when
1l year old, whichever is sooner.

Service Record Cards

Service Record Card, SF-7. Individual summary of employee
basic data, position history, and salary information
originated and maintained by the Bureau of Personnel.

N

(a) Cards for employees separated or transferred on
or before December 31, 1947.

DESTROY 60 years after earliest personnel action date.

(b) Cards for employees separated or transferred on
or after January 1, 1948,

DESTROY 3 years after separation or transfer of employee.

Employee Record Cards

Employee Record Cards,SF-TB. Individual summary of
employee basic date, position history and salary
information originated by Personnel and maintained by
employing bureawn or region.

DESTROY on separatlon or transfer of employee.

Position Identification Strips

Position Idnetification Strips, SF-7D. Summary data of

GRS1-1bl

(RS1-1b2

GRS1-~10

GRS1-2a

GRS1-Zb

GRS1-6

GRS1-11

11§-203

Four copies. including o;l_gl;\al_ t‘;.ﬁe submitted to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescribed by Generai Services
Administration

FPMR (41 CFR) 101-11 4
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lTEI\; NO {With Ingluglsg(l:)Z::ag’oorNReO!zanr?APenods) SAJ’SSLEOOR ACT!O;AOTAKEN

position including position title, position number, FLSA
code, supervisory code, classification series, pay plan,
and grade.
DESTROY when position is cancelled or new strip 1s
prepared.

1-5 Notification of Personnel Action
Notification of Personnel Action, SF-50. Official
documents recording employment changes, excludive of
those in Official Personnel Folders.

(a) Personnel copy. GRS1-1ka
DESTROY when 2 years old.
(b) Pay or fiscal copy. GRS2-1la

DESTROY when related pay records are audited by GAO or
when 3 years old, whichever i&s sooner.

-6 Request for Change in Consolidated List of Permanent
Positions
RRB Form G~189 which outlined bureau or region request NC1-18%-78-L (18)
for change in organizational structure.
DESTROY 6 months after close of fiscal year; copies
destroyed at close of fiscal year.

7,7 Application for Employment
Application for employment, SF-1Tl and related papers. GRS51-15
Personal qualifications statements, appraisals, work
samples, test scores, coples of correspondence, interview
summaries.
DESTROY upon receipt of OPM inspection report or when
2 years old, whichever is earlier, providing the require-
ments of FPM Chapter 333, Section A-l, are observed.

1-8 Personnel Correspondence
Correspondence, forms, internal reports, and OPM inspec-
tion reports in the Bureau of Personnel relating to the
administration and operation of the Board's personnel
programs.

115-209 T T T T T Four copies including original to be submitted to the Natianal Archives STANDARD FORM 115-A

Revised July 1974

Prescrnibed by General Services
Admimistration

FPMR {41 CFR) 101-11 4



Request ﬂ;r Records Disposition Authonty — Continuation J@E NG nge OF 75
e o
B (a) Bureau of P;r;;ﬁx;;x;—]:";;y. B
DESTROY when 3 years old. GRS1-3a
(b) Security copy of the quarterly position inventory.
DESTROY upon receipt of new copy.
(c) oOther copies.
DESTROY when no longer needed for referenece.
7-9 Classification Appeals File
Case files relating to classification appeals. GRS1-T7d
| NC1-18L4-78-k
DESTROY 3 years after case is closed.
7-10 Central Personnel Training Data File
Annual and quarterly reports of training submitted by the |GRS1-30c¢
bureau and regions which contains information pertaining NC1-18L4-78-4
to the cost, type, and hours spent training.
DESTROY when 5 years old or vwhen superseded or obsoclete,
whichever is sooner.
1-11 Certificates of Eligibles
Requests to OPM for certificates of eligibles with GRS1-5
related requests, forms and correspondence. NC1-184-78-k
DESTROY when 2 years old.
1-12 Executive Inventory Files
Executive Inventory, SF-161. Contains personnel and GRS1-3
career informstion on all employees GS-15 and above. NC1-184 -8~k
DESTROY when 3 years old.
1-13 Exit Interviews
Sumnary comments of employees resigning, separating, or GRS1-8
transferring from RRB.
DESTROY 6 months after transfer or separation of employee.

115-203

Four coples, including original. to be submitted to the National Archives

STANDARD FORM 115-A
Revised July 1374

Prescribed

by General Services

Adminustration
FPMR {41 CFR) 101114
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ITEM NO

E"

115

1-16

115-203

' Merit Promotion Skills

| Six month supervisory appralsal, extracts from person-

8 DESCRIFTION OF ITEM
With indtusive Dates or Ruetention Peniods)

8
SAMFLE OR 10
JOB Soo ACTION TAKEN

Grievance, Disciplinary and Adverse Action Files

(2) Grievance, Appeals File.

Records originating in the review of grievance and appeals
raised by agency employees, except EEQ complaints. These
case files Include statements of witnesses, reports of
interviews and hearings, examiners findings and recom-
mendations, a copy of the original decision; related
correspondence and exhibits, and records relating to a
reconsideration request.

—

DESTROY 3 years after case is closed.

(b) Disciplinary and Adverse Action File.

Case files and related records created in reviewing
an adverse action against an employee. The file
includes a copy of the proposed action and supporting
documents, employee reply, hearing notices, reports
and decisions, reversed action, and s&ppeal records,
excluding letters of reprimand.

DESTROY L years after case is closed.

nel. folders showing experience, education and special
skills, appraisal of supervisory potential, and form
indicating interest in field managerial position.
(RRB Forms G-125b and 125¢ or equivalent).

i

i
i

i
3

iPersonnel security clearance case files and related

DESTROY when 3 years old. |

Personnel Security Clemrance Case Files

indexes maintsined by the personnel security office of
the employing agency.

| GRS1-3la
NC1-18L4-78-4

|

GRS1-31b

GRS1-3
NCl—l8h-F8-h

GRS18-23;

Four copies, inciuding arigine  *» ha submitted to;?-m Nat'u:mal Archives

STANDARD FORM t15-A

Revised July 1974

Prescribed by General Services
Admnistration

FPMR (41 CFR} tD1~11 4
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7
ITEM NO

S K

115203

!
- .._i.__

8 DESCRIPTION OF 1TEM
(With Inctusive Dates o Retention Periods)

9
SAMPLE OR 10
Jop 500 ACTION TAKEN

(a) Case Files documenting the processing of
investigations on Federal employees or
applicants for Federal employment, whether
or not a securlty clearance 1s granted,
and other persons, such as those perform-
ing work for a Federal agency under con-
tract, who require an approval before
having access to Government facllities
or to sensitive data. These flles in-
clude questionnaires, summaries of
reports prepared by the investigating
agency, and other records reflecting
the processing of the Investigation
and the status of the clearance, exclu-
sive of coples of investigative reports
furnished by the investigating agency.

DESTROY upon notification of death or not later

than 5 years after separation or transfer of em-
ployee or no later than 5 years after contract
relationship expires, whichever applicable.

(b) Investigative reports and related
papers furnished to agencles by inves-
tigative organizations for use in
meking security/suitability determin-
atlons.

DESTROY in accordance with the Investigating
agency lnstructions.

¢ Position Desc:}ptions

Files describing established positions including
information on title, series, grade duties and
responsibilities,

{a) Record copy.

DESTROY 5 years after position is abolished or
description is superseded.

Four coples, including o' 2 . © e submitted to the NaﬂonValiA}chtues

GRS18-234

GRS18-23b

GRS1-Tbl

STANDARD FORM 115-A

Revisad July 1974

Prescribed by General Services
Adminmistration

FPMR (41 CFRy 101~114
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7

HHEM NO

7-18

7-19

Ny
B

LW-_..__ — -

|

115-2023

8 DESCRIPTION QF {TEM
{With Inciusive Dates o+ Retention Periods)

8
AMPLE OR 10
SAMETES T | ACTION TAKEN

(b) All other copies

DESTROY when position is gbolished or deseription
is superseded.

Tuition Assistance

Initial request for assistance, course evaluation, and
reimbursement receipts. Filed alphabetically by em-
Pployee.

—

DESTROY when 5 years old or when superseded or
ohsolete.

‘Training Flles

Coples of requests, authorizations, agreements, certi-
fications of training, snd other records relating to
the availability of training and employee participa-
tion in training programs sponsored by other govern-
ment agencies or non-government institutions.

DESTRQOY when 5 years old or when superseded or ob-
soleteg whichever is sooner.

Mexrit Promotion Panel Work ngera

All materials used by merit promotion panels to
evaluate candidates for promotions including RRB
Forms G=125, G-125b, G-125bwb, G-125h, G-125k,
work samples, proficiency tests, criteria and
sources sheet, memorands of withdrawal.

DESTROY wvhen 3 years old.

Notice of Vacancles and Selections

i

GRS1-30c
NCL-184-78-4

GRS1- 30c

GRS1-3a

Notices of vacancies include period of f£iling, description iI*‘ICl-lE}h 78-
of duties, minimm gualifications, evaluation: and ranking

criteria, selective placement factors and statement of

Four caples, including original, {o be submmed to the Nalinnal Archlvos

{

i

SO UUVE DR S —

STANDARD FORM 115- A

Revised July 1974

Prescribed by General Seivices
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tTEl\I NO {(With Ingiu[;lss%::::lgh‘ﬂe;n‘hon Penods) SAJ’SELEOOH ACTIO;}DTAKEN
equal employment opportunity. Notlces of selection
identify positions, selectee, and former organizational
unit.
DESTROY 2 years after date of selection.
1- 22 Retention Registers and rélated papers
(a) Registers from which reduction-in-force actions GRS1-1TblL
have been taken. NC1-184.78-4
DESTROY when 2 years old.
(b) Registers from which no reduction-in-force have GRS1-1TbP
been taken, NC1-184-78-4

DESTROY when superseded or cobsolete.

115-203

Four Eopi;es-. lncluai—ng o'rigi;ryélvto be submitted to the National Archives

STANDARD FORM 115-A

Revised July 1874

Prescnibed by General Services
Administration

FPMR (41 CFR) 101-114
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3 15

M 10

PLE OR .
SN | AcTION TAKEN

f-1

gl

Research Publications”

(a) Record copy of research publications including
the Annual Report, Statistical Supplement, Serv-
ice and Compensation Tables, Monthly Benefit
Statistics, New Releases and Pamphlets.

PERMANENT. Break at end of fiscal year, hold 5 years
and transfer to FARC. Offer to NARS after 15 years.

(b) All other copies.
DESTROY when no longer needed for administrative use.

Material Files for Publications

Files contain background material for publications,
ineluding scurce material, camera-ready layout, and
galleys of publications.
DESTROY when 1 year old.

Amendment Working Files

Contaln all