
  

 

 

  
   

 

  

    

  

 

 

     

  

 

 

 

 

  

      

 

   

         

  
 

 

 

 

 

 

 

 

 

 

 

 

  

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 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Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 1-1 superseded by DAA-GRS-2013-0007-0006 and DAA-0184-2023-0001-0001 

Item 1-3 superseded by DAA-0184-2023-0001-0002 

Item 1-4 (a) superseded by DAA-0184-2023-0001-0004 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Item 1-6 superseded by GRS 5.7, item 40 (DAA-GRS-2020-0001-00020) 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Item 1-10, 1-11 superseded by N1-184-06-002, item 3 

Item 2-1 superseded by N1-184-88-001, item 2-1 

Items 2-2, 2-3, and 2-4 superseded by N1-184-09-003 (despite the fact that the 2009 schedule 

erroneously states it superseded these same item numbers in N1-184-88-001) 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Item 3-1 superseded by N1-184-88-001, item 3-1 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Item 4-2 superseded by GRS 5.7, item 020 (DAA-GRS-2017-0008-0002) 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 4/18/2025 NC1-184-79-003 



  

 

 

  
   

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 4-4 superseded by GRS 4.1, item 040 (DAA-GRS-2013-0002-0009) 

Item 4-5 superseded by GRS 5.7, item 020 (DAA-GRS-2017-0008-0002) 

Item 4-6 superseded GRS 5.1, item 010 (DAA-GRS-2016-0016-0001) 

Item 4-7 superseded GRS 4.2, item 070 (DAA-GRS-2013-0007-0006) 

Item 4-8 superseded GRS 4.2, item 001 (DAA-GRS-2019-0001-0001) 

Item 4-9 superseded by GRS 2.4,item 030 (DAA-GRS-2019-0004-0002) 

Item 4-10 superseded by DAA-0184-2013-0001-0005 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) 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 4/18/2025 NC1-184-79-003 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

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) 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 4/18/2025 NC1-184-79-003 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

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 10-2a1 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-

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 4/18/2025 NC1-184-79-003 



REQUEST FOR. REC:0RDJl!ISPOSITION "UTHORITV LEAVE BLANK 
(See Instructions on reverse) JOB NO 

NCl-184-79-3 
TO GENERAL SERVICES ADMINIS'fRATION, 
__N_AT_IO_N_AI._AR_C_H__IV_ES_AN_D_RE_C_O_RD_S_S_E_RV_I_CE_,_W_A_SH_IN_G_'fO_N_,_D_C_204__08__---i DATE RECEIVED 

1 FROM (AGENCY OR ESTABLISHMENT) March 3' 1981 
u. s. Railroad Retirement B~.,_______.., Nor1F1CAT10N To AGENCY 

2 MAJOR SUBDIVISION __________:______, 

Ir. :iccord3nce w,th Ire prov1s,ons o! 44 USC 3303a the d1spo,al re 
-------------------------; quest. ,nclud,ng amendments, 1s app,oved except fo, ,terns that may 
3 MINOR SUBDIVISION oe st.imped "d1sposa1 not approved" or "withdrawn" ,n column 10 

4 NAME OF PERSON WITH WHOM TO CONFER ['"'"' t.J.~6-J- I 
/)ut,•Alfred Meredith . 751-4525 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency rn 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 spec1f1ed 

D A Request for immediate disposal. 

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

C DATE O SIGNATURE OF AGENCY REPRESENTATIVE E TITLE 

1-cting
Chief Executive Officer 

7 
ITEM NO 

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

U. s. RAILROAD RETIBEMmNT BOARD 

This request tor records disposition au-mority covers all 
reool.'ds of the Railroad Retirement Board. flle Railroad 
Retirement Board admtmsters retirement - survivor and 
unemployment - sickness benefit prognms provided by 
Federal Law for the Ration'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 BARS job numbers 
for the Railroad Retirement Board inoludi.Dga 

344-84 346-129 347-8131 II-NNA-2915 
345-S 346-141 347-8132 II-DA-3116 
345-S16 346-8189 347-813.3 II-NBA-3296 
345-8176 346-253 347-137 N01-184-76-1 
345-8276 346-266 347-8143 N01-184-78-1 
345-S30S 346-829.5 349-836 N01-184-78-2 
34S-S341 346-8298 349-114 BC1-184-78-3 
345-376 .347-898 351-ssa N01-184-78-4 
345-379 347-109 3.51...S.399 N01-1 W..,..79-1 
.346-864 347-8129 ll-DA-29 
346-865 .347-s130 II-DA-2002 

g 10 
SAMPLE OR ACTION TAKEN 

JOB NO 

'fl'/~ 
STANDARD FORM 115 
Rev,sed April, 1975 
Prescribed by General Services 

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 



I 

INDEX 

Records of the Board Sec. 1 Pg. 1 

Bureau of Actuary Sec. 2 Pg. 4 

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

Bureau of Management Control Sec. 4 Pg. 7 

Bureau of Supply and Service Sec. 5 Pg. 11 

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

Bureau of Personnel Sec. 7 Pg. 27 

Bureau of Research Sec. 8 Pg. 34 

Bureau of Law Sec. 9 Pg. 1.i6 

Bureau of Retirement Claims Sec. 10 Pg. 49 

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 



/-1 

J-3 

\.. 

• I 
PAGE OF' IJOB··NO •Request for Records Disposition Authority- Continuation 

1 75 
9

8 DESCRIPTION OF ITEM7 SAMPLE OR 10 
(With Inclusive Oates or Retention PenodslITEM NO JOB NO ACTION TAKEN 

-------1-----·--------·-- ---·· -·---·---------------t------+------

,-2 

Board Orders 

Orders constituting the official record of formal. actions 
of the Railroad Retirement Board pertaining to regulations J 

administration and program direction and general policy. 

{a) Copies tiled in office of the Secretary ot the 
Board. 

1937 - 1.979; 8o cf't; 2 cf't/yea:r; arranged chronologically. 

PERM.A.NEN!r. Break file at end of fiscal year I transfer to 
FARC when 10 years old. Offer to NARS with related index 
when 15 ;yea:rs oldl-tv IIJ ~ 6',cJ,,,,. SG 'J-/1-f / 

(b) All other copies. 

DESTROY when no longer needed for administrative use. 

Index to Boa:rd Orders 

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

1937 - 1979; 30 linear feet; .75 linear feet/year; arrange◄ 
by subJect. 

PERMANEN'l'. Transfer to FARC w1th related Board Orders. f. 
Otter to NARS when 15 years old~ It>~ J..tn,,lt,o. SG 1-11- 1 

Record of Proceedings 

Published minutes of Board meetings and/or conferences. 
Includes actions taken between meetings and onl.y part of 
the board orders. 

(a) Copy filed in office of the secre~ary of the 
Board. 

1934 - 1979; 20 cf't; .5 cft/year; arranged chronologically. 

PERMABENT. Break file at end of fiscal year, transfer to 
FARC when 10 years old. otter to NARS when 15 years ol.d~ 
/0 "1"':. ~- 'i/C 3 .,-{/-f/ 

(b) All other copies. 

DESTROY when no longer needed for administrative use. 

_______________ _____.______ 

115-203 Four copies. lncludlng otlginal. to be submitted to the National Archives STANDARD FOAM 115-A 
Revised July 1974 
Prescrtbed by General Services 

Admtn 1strat1on 
FPMR (41 CFA) 101-11 4 

-----'-----------·-- --- ._L... 



. , 
PAGE OFRequest for Records Disposition Authority-Continuation 

2 75 
7 

ITEM NO 

/- 4 

f, 5 
~ 

.-1 

... 

/-6 

8 OESeRIPTION OF ITEM 
IWllh Inclusive Dates or Retention Periods) 

Correspondence Files 

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

1937 - 1979; 280 oft; 30 oft/year; arranged chronologicallJ. 

PERMANENT. Brea.le at end of fiscal year and accumulate intc 
ten year blocks. Hold block in office an additional 5 
years. Offer to National Archives. 

(b) General administrative, corresponden~,,apd 
subject files at the bureau level~~ 

Break file at end of fiscal year, hold 2 years and DESTROY. 

Index to Correspondence Files 

Subject card index to records described in item 4(a), filec 
in office of the Secretary of the Board. 

1937 - 1979; 3 cft;arranged 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. Retai.B in Office of the Secre­
tary of the Board. This copy may be destroyed 
when no longer needed for apministrative use. 

Administrative Inspection Programs 

Transmittal material, studies, narrative analysis, and 
memoranda from the CEO and bureau directors documenting 

1internal inspections of the Board's programs. 

: DESTROY after 3 years or when no longer needed for 
; administrative use. 

/- 7 !Civil Defense Files 

'Records of agency agreements and instructions for 
emergency preparedness. 

DESTROY when 2 years old. 

Still Pictures Files,-a 
:Slide se~s of te~~~al--inf~.r~tion ou~-i·i~;··r-~~l~~~d :t~reL 
1ment and unemployment insurance benefits which was obtain~c 
I!~_:>~_t~~ I~~or~~~i~~--~qtg'~rence _Handl;>ook~!~ "Blne Rn<'lt:, __ I 

_______,___ - - ·----- ---- --- - . --- . ----------~----'------
115-203 Four copies, Including original. to be submitted to the National Arc:hlvea STANDARD FORM 115-A 

Revised July 1974 
Prescribed bV General Services 

Adm1mstrat1on 
FPMR (41 CFRI 101-11 4 



•• 

/-9 

I • 

PAGE OFIJOB NORequest for Recorda Olsposlllon Authority-Continuation 

1 
HEM NO 

/-10 

-

-I 

/- 11 

~ 7r:, 

8 DESCRIPTION OF ITEM SAMPLE OR 10.
(With Inclusive Dates or Retention Period&) JOB NO ACTION TA~EN 

- -- --- - - -- ---------- - ·--------------- -----;-----t-------

... - 'I - .. -- .. , '-,-, -- - -- - - ·- -,-,. 

DESTROY when no longer needed for administrative use m 
a:eee!e'e1aftee wi:iin. P:PHR 191 l:;2,383 1. 

Minority Group Designation Code File 

Index cards coded by sex, minority, and supervisory GRS1-26f 
codes. Filed numerically by social sectirity number. NCl-184-'9-4 

DESTROY when 5 years old. 

Washington Liaison Office Correspondence File 

Arranged alphabetically by name of claimant aria" 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 ~etter, and memoranda of actions 
ta.ken by the White House and the RRB. 

DESTROY when 1 year old. 

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 p:r:_ograms, and routine 
administrative topics. 

DESTROY when 3 years old. 

- -- ----- _________________...._____.,_______-------- ·- -- - ---- -------. - • 
11S-203 Fo,,r '"f''"• Including orlgln111, to bit 1ubmltted 10 the National Arclllwee STANDARD FORII 111-A 

Revised July 1974 
Prescribed by General Sen11cee 

Admtn11trallon 
FPMR (41 CFRI 101-11 4 



Section 2 Pg. 4 

BUREAU OF ACTUARY 



Request for Records Disposition Authority- Continuation 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates 01 Retention Penods) 

PAGE OF 

4 75 

Actuarial Valuations 

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

1938 - 1979; 1 cf't; approx. 200 page accumulation/year; 
arranged chronologically. 

PERMANENT. Offer to National Archives with related agency 
records approved for permanent retention in schedule ,o; , 
when 15 years old, whichever is sooner.~,,;._,/() ~(J{,tto,{(.,-

t; & '3,, II-!I 
Actuarial. Valuation Data SWmnaries 

Mathematical summarizations of computer generated data for 
use in triannual actuarial valuations. Includes data on 
DlQ?"tality rates, retirement rates, service patterns, 
salaries, and related pcXpers. 

DE9l'ROY after completion of 4th subsequent valuation. 

Actuarial Notes 

Statistical. and narrative informational. respons& by the 
Bureau of Actuary on a wide variety of topics related to 
RRB operations. 

DESTROY when no longer needed for administrative use. 

Valuation Computer Generated Printouts 

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

DESTROY when subsequent 2 valuations are completed. 

Actuarial Studies 

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

(a) Record copy. 

-----------1---------------- - --·----------------'-____.....______ 
115-203 Four cop•es •ot.ludlf"q o,tgmal. to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Adm1nistrallon 
FPMR (41 CFR) 101-11 4 

https://chronological.ly


PAGE OFI IJOli'•NO •Request tor Records Disposition Authority-Continuation 5 75I 

9
8 DESCRIPTION OF ITEM 101 SAMPLE OR 

(With Inclusive Dates or Retention Periods) ACTICjN TAKENITEM NO JOB NO 
------¼----- -----------·- -- - ------- ---------·-----+-----1---1------

1956 - 1979; .5 ctt;-"less than l cft/year; arranged 
chronol.ogically. 

PERMANENT. Offer to National. Archives when accumulation 
reaches at least one cubic 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 is completed. 

_______,____________________ - - • ________________.....______,1.______ 

115-203 Four copies, Including orlglna: to be submitted to the National Archives STANDARD FORM 11S-A 
Revised July 1974 
Prescnbed by General Services 

Adm1n1s1rat1on 
C,j 'I ,,,~,) •• , •-38'1 FPMR (41 CFR) 101-11 4 



Section 3 Pg. 6 

BUREAU OF HEARINGS AND APPEALS 



--------

.. 
PAGE OFIJOB NORequest for Records Disposition Authority-Continuation 6 71 

8 DESCRIPTION OF ITEM 
ITEM NO 

7 
1w1th tnclus,ve Oates or Retention Periods) 

- - - ---!----------------- -- ----- -- - ------- ---------+-------1,-------

.Appeal.a Decisions3- l. 

Bound vol.umes of Appeals Referee's decisions. These 
decisions pertain to appeals from :findings of' the Bureau 
of Retirement Claims including cases on disability, 
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 ol.d or when no l.onger needed for 
administrative use, whichever is sooner. 

----------- . ________________.______._______ 
115-203 Four copies. lncludln9 original, lo be submlUed to the Natlonal Archive, STANDARD FORM 115-A 

Revised July 1974 
Prescnbed bt General Services 

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 



.. 

Secti'on 4 

BUREAU OF MANAGEMENT CONTROL 



. , 
PAGE OFIJOB NORequest for Records Disposition Authority- Continuation 1 15 

8 DESCRIPTION OF ITEM 
ITEM NO 

7 
(With Inclusive Dates or Retention Periods) 

Organizational Records 

Official organization charts, narrative history and 
related records which document the organization and 
t.mctions 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, otter to 
:National Archives after 10 yearsJ-i,.., (O ~ ~- Sc 3-tf,,,.fl 

(b) All other copies. GRS16-13 > 

DESTROY when superseded or obaolete. -
Admims trative Manual4--2 

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

- 1939 - 1979; 1.5 cft; less than 1 c'ft/year; arranged 
numericall.y. 

PERMANENT. Offer to NARS when 15 years old.-I 
(b) Distribution and mailroom supply copies.' 

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

(c) Case files; ... 
Background records including memoranda, correspondence, 
studies, reports, and related papers: 

DESTROY when related instructions are superseded or 
canceled. 

Qperations Memoranda 

Records dealing with specific policy and program direc­
tion and outline procedures which are not of a genera1 
administrative nature such as those in the Administra­
tive Manua1. Issued by the Chief Executive Officer to 
coordinate operations of the bureaus. 

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

Four copies. Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1mstrat1on 
FPMR (41 CFR) 101-11 4 

115-203 

https://3-tf,,,.fl


Request for Records Disposition Authority- Continuation PAGE OF 

8 75. 

1 
ITEM NO 

4- 4 

4-5 

8 DESCRIPTION OF ITEM 
(With Inctus1ve Dates or Retent1on Periods) 

--- ----
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. 

(c) 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 

incep~~~ :Zt:tr~~~o~~~-~/AAJ~1 
DESTROY~~~ s.ss. e:e ~r~ze r'fu~-~/ 
,,_eecl:ea fe!I! aMt:i.l'lis;b:1?a/lii;r;e leil!O@, 11,,- . ~ 5 -11-R'/ 

(b) Case files, including working pap9rs, 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 audits. 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. 

,. 
SAMPLE OR 

JOB NO 
-+----

10. 
ACTION TAKEN 
-~-----

IJOB NO 

Four copies, Including original, to be 1ubmltted to the National Archive• STANDARD FOAM 115-A 
Revised July 1974 
Prescribed by General Services 

Adminlatrallon 
FPMR (41 CFR) 101-11 4 

115-203 
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7 

ITEM NO 

4--6 

lf-9 

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

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. 

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

Freedom of Ini'ormation Act Administrative Files 

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

DESTROY after3 yearsor after internal audit, whichever 
is sooner. Sc :s-ll-SI 

GRS 14-l

GRS 14-19

GRS 14-2C 

)a 

0 

r. 

{ 

I 

115-203 Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescnbed by General Services 

Adm1mstra11on 
FPMR (41 CFR) 101-11 4 
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7 

ITEM NO 

4- 10 

Jf-11 

4-12 

lf- 13 

8 DESCRIPTION OF ITEM 
tW1th lncluSlve Oates or Retention PenodsJ 

-----+--- --------------------------------+

District Office Administrative Inspection Audit~ 

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 Office 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 administrative use. 

List of Offices of RRB - Form T-8J 

List of RRB offices where full and part-time service is 
provided showing regional boundaries. Includes memoranda 
from CEO, 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 14-2~

GRS 14-~

GRS 14-JC 

+------

a 

b 

r, 

' 

I\ 
i 

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1nistrat1on 
FPMR (41 CFR) 101-11 4 

115-203 



Section 5 

BUREAU OF SUPPLY AND SERVICE 



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

1 

5-1 

PAGE OFIJoe· NORequest 0for Records Disposition Authority-Continuation 
11 7r: 

8 DESCRIPTION OF ITEM 
(Wtth lnctus,ve Dales or Retention Periods) 

----If---·------------- - --·------·------ -- ----t----1------

ITEM NO 

f- 2 

5- 3 

Procurement Case Files 

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

(a) Transactions of more than $10,000 except delivery 
orders against GSA contracts, at1d all construction 
contracts exceeding $2,000, dated subsequent to 
July ~5., 1974. 

DESTROY 6 years, 3 months af'ter final payment. (Place 
in inactive file on final payment, transfer fiscal year 
block to FARC af'ter 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, 1974. 

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). 

(c) Transactions of more~than $2.,500 dated prior to 
July 26., 1974. 

DESTROY 6 years af'ter final payment. 

:Bid Files 

(a) Successful or unsuccessful bids. 

AJ!gl:y provisions of Item l of this schedul.e. 

(b) Lists or cards of acceptable bidders. 

DESTROY when superseded or obsolete. 

Property Disposal Correspondence Files 

Correspondence files maintained by units responsible for 
property disposal, pertaining to their operation and ad­
ministration, including RRB Form o-428. 

-

GRS3-lal 

GRS3-4a2 

GRS3-4a3 

GRS3-6b 

GRs4-4 

_____.,__________ 
115-203 Four copies. Including original, 10 be submitted lo the Nauonal Archive• STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Adm1nIstratIon 
I I I' I 'I l J ,7 1-38'1 FPMR (41 CFRI 101-11 4 

. _____________....._______.______ 
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7 

ITEM NO 

,- 4 

8 DESCRIPTION OF ITEM 
(With 1ncl11b1ve Dates or Retention Periods! 

- - - - __,._ ---------- -------

DESTROY when 2 years old. 

Requisition for Stocked Supplies and Forms 

Requisitions for supplies and forms in current inventory, 
RRB Form G-2a.or equivalent. 

,1-------+------

{a) Record copy. 

DESTROY 2 years after completion or cancellation of 
requisition. 

GRS3-9a 

5.. 5 

5-6 

{b) Other copies 

DESTROY when 6 months old. 

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-2. 

(a) Record copy. 

DESTROY 2 years a:f'ter completion or cancellation of 
requisition. 

{b) other copies. 

DESTROY when 6 months old. 

Invento~ Files 

GRS3-9b 

(a) Inventory records of supplies in headquarters 
stockroom. 

DESTROY 2 years after all accounts and ledger cards have 
been reconciled. 

GRS3-10a 

(b) Stock ledger cards, Form G-161, or equivalent. 

DESTROY 2 years after discontinuance of item, or 2 years 
after stock balance is transferred to new card and is 
reconciled with annual inventory. 

Government Bills of Lading 

GRS3-10b 

--- -~-

(a) Issuing office memorandum copy. 

------ - - ---

GRS9-la 

IJO'a·No 

115-203 Four copies including original, 10 be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescnbed by General Services 

Adm1ntstration 
'I • l,, FPMR (41 CFR) 101-11 4 
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ITEM NO 

5-8 

5.. 9 

5-10 

-DESTROY when 3 years old. 

(b) All other copies 

DESTROY when 1 year old. 

(c) 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-146), 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 inactive register 1 year after close of fiscal 
year. 

(b) Control records in pressroom section. 

Break file at end of fiscal year. 

DESTROY 1 year after close of fiscal year. 

iSDace Files 

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

---~ ----------- ---- ---
Four copies. including original to be submitted to the Nallonal Archives 

9
8 DESCRIPTION OF ITEM 10.SAMPLE OR 

1W1th 1m.tus1ve Dales or Retention Periods) ACTION TAKENJOB NO 
- ----------------------·• ------+------+------

GRS9-lb 

GRS9-lc 

GRS3-7a 

GRS3-7b 

STANDARD FOAM 115-A 
Revised July 1974 
Prescnbed by General Services 

Adm1nistra11on 
FPMR (41 CFRi 101-11 4 

115-203 
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7 
ITEM NO 

-------

8 DESCRIPTION OF 1TEM 
(With Inclusive Dates or Retention Periods) 

------·---------------- • -· - -- --- --- -------------- ---·--t

(a) Building plan files and related agency records 
utilized in space planning, assignment, and 
adjustment. 

DESTROY 2 years after termination of assignment, or when 
plans are superseded or obsolete. 

(b) Correspondence with and reports to sta:f'f agenc;les 
relating to agency space holdings and requirements~ 

(1) Reports to GSA regarding space occupied 
including the regions and Washington liaison 
office 

DESTROY when 2 years old. 

(2) Copies in subordinate reporting units and 
related work papers. 

DESTROY when 1 year old. 

Motor Vehicle Operating and Maintenance Files 

(a) Operating records including those relating to gas 
and oil consumption., dispatching and scheduling. 

DEsrROY when 3 months old. 

(b) Maintenance records., including those relating 
to service and repair. 

DESTROY when l year old. 

(c) Records relating to individual employee operation 
of Government-owned vehicles, including driver 
tests., authorization to use., and related corre-
spondence. 

DESTROY 3 years af'ter separation of employee or 3 years 
after recision of authorization to operate Government­
owned vehicles, whichever is sooner. 

(d) Records relating to motor vehicle accidents. 

DESTROY 6 years after case is closed. 

------+------.--

GRS11-2a 

GRS11-2bl 

GRS11-2b2 

GRS10-2a 

GRS10-2b 

PRSl0-7 

GRSl0-5 

- - - _________________.- _____.,______---------------·- -- -
115-203 Four copies, 111c1udlng original to be submitted lo the National Archh,es STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Admin,strahon 
FPMR (41 CFR! 101-114 
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7 
lfEM NO 

5- 12 

£- 13 

s- 14 

,-15 

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

- - -----------------------------+------------

Directory Service Listings 

Superseded pages of telephone listings of RRB offices and 
personnel. 

DESTROY when superseded or cancelled. 

Access Passes 

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

DESTROY 3 months after return to issuing office. 

(b) Records of issuance and receipts. 

DESTROY after all credentials are accounted for. 

Excess Personal Property Reports 

Reports to GSA of excess personal property, SF-120. 

DESTROY when 3 years old. 

Surplus Property Case Files 

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

(a) Transactions subsequent to July 25, 1974, of more 
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 
$10,000 or less; and transactions prior to July 
26, 1974, of $2,500 or less. 

DESTROY 3 years after fina1 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). 

-

9 
SAMPLE OR 10 

JOB NO ACTION TAKEN 

Four copies 1nc1ud1ng original to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 197 4 
Prescribed by General Services 

Admin1stratIon 
, ,; , 1, - ',7 ,-,:Hl7 FPMR (41 CFR) 101-11 4 

GRSll-4a 

:¾RSll-4b 

3Rs4-6a 

3Rs4-6b 

.,_____~-----
115-203 



JOB NORequest for Records D1spos1tion Authority- Continuation 

7 6 DFSCFW'TION or ITEM 
ITEM NO ('t-.-11tt1 lnclus1Yf: D,:iies or Retention f',~riodsl

i 
I 
I5- 16 : Telephone Records 

ITelephone statements and toll slips. 

DESTROY 3 years af'ter period covered by related account. 

Messenger Service Files 

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

DESTROY when 2 months old. 

Mail Control Files 

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

DESTROY when l year old. 

PAGE OF 

16 1 
9 

SAMPLE OR 10 
ACTION TAKENJOB NO 

GRS3-ll 

GRS12-6a 

(b) Statistical reports of postage used on outgoing ' GRS12-6b 
mail (airmail, special delivery, registered, 
foreign, and parcel post over 4 pounds included). 

DESTROY when 6 months old. 

(c) Other mail control records including reports and 
data relating to handling of mail and volume of 

work performed. 

DESTROY when 1 year old. 

.... . .. _J
I 

115-203 Four copies, Including original to be submitted lo tho Natmnal Archives STANDARD FOAM 115-A 
Revised July 1974 
Prescribed by General Sefll1ces 

Adn11n1strat,on 
FPMR 141 CFRJ 101-11 4 
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-----

7 

PAGE OFIJOB NORequest for Records Disposition Authority- Continuation 17 1, 
9

8 DESCRIPTION OF ITEM SAMPLE OR 10.
(With Inclusive Dates or Retention Periods)ITEM NO JOB NO ACTIO"f TAKEN 

-----i-------------- ---------------------------+-----+-----

Accountable Officer's-Files 

(a) Original or ribbon copy of accountable officer's 
accounts maintained for site audit by GAO auditors, 
consisting of statements of transactions, state­
ments of accountabi1ity, 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 
account for those records created prior to 
Ju:l:y 1, 1975. 

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

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

DESTROY 3 years after period covered by account.,. 

Certificates of Settlement of Accounts 

Copies 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. 

(b) Certificates covering periodic settlements. 

DESTROY 'When subsequent certificate of settlement is 
received. 

General Fund Files 

Records relating to the availability, collection, custody 
and deposit of f'unds (other than records covered by item 
1 of this schedule). 
DESTROY when 3 years old. 

GRS6-la 

GRS6-la 

GRs6-lb 

GRS6-3a 

GRs6-3b 

GRS6-4 
- ~- --------------------~---~-----

115-203 F'lliur cbpIes, mciudlng original, to be submitted to the Nallonal Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1mstrat1on 
FPMR (41 CFR) 101-11 4 
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9

8 DESCRIPTION OF ITEM SAMPLE OR 10
(Wnh lnclus,ve Dates or Retenlton Periods)ITEM NO JOB NO ACTION TAKEN 

.. - --------------·--- ------- - - ----------------+------+-----

Federal. Personnel Surety Bond Files 

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

(l) Bonds purchased prior to Januarjr l, 1956. 

DESTROY 15 years after bond becomes inactive. 

(2) Bonds purchased after December 31, 1955. 

DESTROY 15 years after end of bond premium period. 

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

DEmROY when bond becomes inactive or at end of bond 
premium period. 

General. Accounts Ledger 

(a) Record copy, which represents all financial. 
activity of the Board by account, showing for eacl 
entry the allotment symbol, the schedu1e or 
voucher reference, date, previous bal.ance, 1tem 
description, debit, credit and bal.ance. 

Transfer to FARC 4 years after close of fisca1 year 
involved. 

DESTROY 10 years after close of fiscal. year involved. 

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

DESTROY when 3 years old. 

Appropriation Allotment Files 

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

(a) Record copy in Bureau of Budget and Fisca1 
Operations. 

Transfer to FARC 4 years after close of fiscal. year 

GRS6-6a1 

bRs6-6a2 

l1RS6-6b 

GRS7-2 

GRS7-3 
involved. 

- --~--L------- ------ . - - - ----·------------'-----.1....-----
Four copies. mclud1ng original, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Ser111ces 

Admin1stra11on 
FPMR (41 CFR) 101-11 4 

115-203 
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ITEM NO 
8 DESCRIPTION OF ITEM 

(W1Ih lnch,sIve Dates or Retention Periods) 

DES'.I'ROY 10 years after close of fiscal year involved. 

{b) Co_pies in other bureaus {currently G-216b, 
Subsidiary Cost Ledger). 

DESTROY 3 months after close of fiscal year involved. 

{c) Security co_py of monthly ledger sheets and 
monthly allotment ledger trial 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 schedule. These include general and allotment 
ledger trial balances, copies of schedui.es and vouchers, 
encumbrances, notices, requisitions, and related papers 
used for posting. 

tlCJ.-184-7 ~-2 

DESTROY when 3 years old. 

Bud.get Files in Bureau of Budget and Fiscal Operations 

{a) Adlllinistrative 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 

GRS7-4 

Transfer to FARC is not authorized. 

(b) One co_py of the formal Board budget {presently 
G-25 series) together with justification state­
ments containing summaries of financial, 
manpower, 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. 

(c) All other copies of formal. budget i.n :Bureau of 
Budget and Fiscal. Operations. 

NCl-184-r 

NCl-184-7 

~-2 

3-2 

IJOB NO 

115-203 Four copies. Including original. to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm,n,strahon 
• I 1 1 I 1j, t, r,;,1 .. J!l1 FPMR (41 CFR) 101-11 4 

https://schedui.es
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9 

Request for Retards Disposition Authority- Continuation ' IJOB•NO 

ITE:M NO 
8 DESCRIPTION OF ITEM 

(With tnclvs,ve Dales or Retention Periods) 

DESTROY when no longer needed for reference. 

Transfer to FARC is not authorized. 

(d) Working papers, cost statements and rough data 
accumulated in preparation of annua1 budget 
estimates and in administering approved budgets. 

DESTROY 1. year af'ter cl.ose of fiscal. year covered by 
budget or when no longer needed for reference. 

(e) Periodic reports on status of appropriation 
accounts, apportionments and reapportionments. 

DESTROY 5 years after cl.ose of fiscal. year covered by 
reports. 

(f) .Apportionment and reapportionment schedul.es 
proposing quarter~ obligations under each 
authorized appropriation. 

DESTROY 2 years af'ter close of fiscal. year involved. 

(g) Periodic reports submitted by bureaus, offices 
and regions showing breakdowns of employees' 
time by project, classification or code, workload 
reports, management summary data, and cost reports. 

DESTROY when 3 years old. ~Cl-184-13-2 
(<l-1)

(h) Security copy of budget justification tor 
Congressional. committees and 0MB. 

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 equi val.ent. 

(1) Paper input forms, including original. and 

. _______________,_____...,_______ 
Four copies. includlng original, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
• 11' I,-. ! I \~ i-3if1 FPMR (41 CFR) 101-11 4 

PAGE OF• 
~o 75 

s~~:L~OOA ACTIO~oTAKEN 

1G-RS5-4 

~RS5-5 

JRS5-6 

t 15-203 

https://schedul.es
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1 8 DESCHlf'TION OF ITEM I SAMP9LE OR 
ITEM NO (W1u, lnclusove Oaks or Retention Periods) I JOB NO 

- -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 old or when no longer needed for NCl-184-
reference, whichever is sooner. (Jh) 

(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 : NCl-184-
reference, whichever is sooner. (J t) 

( 2) Magnetic Tape. 

a. Master copy. 

BDPA retain for internal operations, release for_ reuse NCl-184-
jwhen 1 year old. (:lb)
I 

b. Security copy. 

BDPA send to security storage, release for reuse when NCl-184-
1 year old. l .lb} 

Travel Reimbursement Vouchers 

(a) Original copies 'With attached pertinent corre­ ' 
spondence and supporting documents. 

i 
I 

DEffilROY when 3 years old. : GRS9-4a 
i 

(b) Memorandum copies. 
i 

DESTROY when funds are obligated. • GRS9-tb 

Passenger Transportation Files 

Passenger transportation vouchers with related trans­
portation requests and correspondence. 

10 
ACTION TAKEN 

rs- 3 

r8-3 

•8-3 

78-3 

115-203 Four copies. 1nciudm9 origmal to be submitted to the Nallonal Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm,rnslrallon 
FPMR (41 CFRi 101-114 
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8 DESCRIPTION OF ITEM 
IW1ttI Im IusIve Oates or Retention Penoas)ITEM NO 

____ ._ ------I-•---- - _____... __ _ 

(a) Origina1 voucher with or.lgina1 TR's and related 
correspondence. 

DES'.rROY when 3 years old. 

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

DE&l'ROY when f'unds are obligated. 

Freight Files 

Vouchers covering freight transportation charges, copies 
of government or commercial bills of lading, sho.rtage 
and demurrage reports, and all supporting documents and 
rel.ated correspondence. 

(a) BFO memorandum copies. 

DESTROY when 3 years old. 

(b) All other copies. 

DES'l'ROY when 1 year old. 

Time and Attendance R!!Ports 

Time and attendance reports, currently RRB Form G-403. 

(a) Origina1s used in pQToll preparation. 

DESTROY a:tter GAO audit or when 3 years old, whichever 
is sooner. 

(b) All other copies. 

DESTROY 6 months after the end of the pay period. 

(,-15 Leave .Application Files 

Application for Leave, SF-71 and supporting papers. 

(a) If' timecard has been 1nitia1ed by the 
employee 

DES'l'ROY at the end of the applicable pay period. 

GRS9-3a 

:. 

GRS9-3b 

GRS9-l.a 

GRS9-lb 

GRS2-3a 

GRS2-3b 

GRS2-8 

115-203 Four copies. lncludlog orlqlnal. to be submitted to the National Archive, STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admmrs1rat1on 
FPMR (41 CFRI 101-11 4 

https://initial.ed
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8 Of:"SCR1r1 ION OF ITEM 
IIF.M NO 

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

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

Leave Records 

IStatement of earnings and_ leave RRB Form G-4o4. Used for 
1 Sick Leave Analysis and internal audits :for current leave 
year. 

(a) Pay or fiscal copies 

DESTROY when 3 years old. 

(b) Other copies. 

DESTROY 3 months after the end of the period cov.ered.1 

9 
10SAMf'LE OR 

ACTION TAKENJOB NO 

GRS2-9a 

GRS2-9b 

{,-17 Leave Data Files 

Records of leave data, 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 
GRSl, item 1. 

(b ) Agency copy. 

DESTROY when 3 years old. 

GRS2-l0a 

GRS2-10b 

ISavings Bonds 

(a) Bond registration files. 

Issuing agent's copies of bond registration stubs. 

DESTROY when 2 years old. GRS2-5 

(b) Bond receipt and transmittal files 

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

DESTROY 3 months after date of receipt. GRS2-6 

(c) Bond purchase files. 

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

DESTROY when 3 years old. GRS2-7 

Payroll Change Files 

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

--~• --- -" 

Four copies" Including 0119,na" lo bfr submitted to the National Archivea STANOARO FORM 115-A 
Revised July 1974 
Prescntled by General SenllCes 

Aamin,st,allon 
FPMR (41 CFR) 101-114 

b-19 

115-203 



' IJOB,NO •Request ror Records Disposition Authority- Continuation 

7 
ITEM NO 

8 DESCRlf'1 ION OF ITEM 
1Wdt1 lnclus,ve 0dtr•s or Retention Periods) 

(a) Payroll copy used in GAO audit. 

DESTROY when related pay records are audited by GAO 
when 3 years old, whichever is sooner. 

or 

(b) Disbursing officer copy used in preparing checks. 

DESTROY after preparation of check. 

(c) All other copies. 

DESTROY 1 month af'ter the end of the pay period. 

(,- 20 Tax Files 

(a) Withholding tax e*emption certificates 
and state forms. 

(Forms W-4) 

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. 

i (c) Quarterly or monthly reports of withholding taxes. 

DESTROY when 4 years old. 

Wage and Separation Requests 

Memorandum copies of requests for wage and separation 
information (ES-931) and related material. 

DESTROY when 4 years old. 

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. 

, _ 23 Payroll Control Registers 

Records include RRB Form G-408, Master Payroll Control 
Register, Form 0-165, Health Insurance Control Register, 

9 
SAMPLE OR 

JOB NO 

GRS2-15a 

GRS2-15b 

GRS2-15c 

GRS2-18a 

GRS2-18b 

GRS2-18c. 

GRS2-17a 

PAGE OF 

24 79 

10 
ACTION TAKEN 

Four copies. lnclud1119 or191nal. lo be submitted to the National Archives STANDARD FORM 115-A 
Revised July 197 4 
Prescribed by General Services 

AC1m1n1stra1,on 
FPMR (41 CFAi 101-11 4 

115-203 
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1 8 DESCRIPTION OF ITEM 
ITEM NO (W,lh lnclus,ve Dates or Relent,on Penods) 

-- - --------- -- - -· - ---------------
proof' listings and up_g.ating exception lists. 

I 

9 
SAMPLE OR 10 

JOB NO ACTION TAK~N 
-- ------+----------

IDEm'ROY after GAO audit or when 3 years old, whichever GRS2-14 
.,,.-·is sooner. 

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. 

(c) Security record - Current check issue tape. 

DESTROY when superseded. 

(d) Tape record of Forms W-2. 

DESTROY after IRS acceptance. 

,Retirement Files 
I 

I 
I (a) Reports and registers.
I 
!Registers of Civil Service retirement deductions, separa-
1tions and transfers, including SF 28o7 and SF28o7-2. 

DEm'ROY when 3 years old. 

(b) Assistance files. 

Correspondence, memoranda and other records used to assist 
retiring employees or survivors claim insurance or retire­
ment benefits. 

!DEm'ROY when 1 year old. 
I 

Administrative Payroll Report Files 

Reports, statistics, with supporting and related records 
pertaining to payroll operations and pay administration. 

O,RS2-21a 

PRS2-2lb 

~RS2-17 

115-203 Four cople• -, .-s1,,,: .J'' • nal 

• I j 

- ---- ------------~---~------
lo be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Adm1nis1ra11on 
, I ') •-3ftj FPMR (41 CFR) 101-11 4 
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7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(With 1nc1us111e Oates 01 Reten11on Penods) 

SAMPLE OR 
JOB NO 

10 
ACTION TAKEN 

-~--t------;-------

(a) Reports and -data used for work1oad and personnel 
management purposes incl.uding SF 28u and SF 2812. 

DESTROY when 2 years old. 

(b) Al.l other reports and data. 

DESTROY when 3 years old. 

Individual. Authorized Al.lotments Fil.es 

(a) U.S. Savings Bond Authorization, SF ll.92 or 
equival.ent, and authorization for individual. 
allotment to the Combined Federal. Campaigns. 

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

DESTROY when superseded or after separation of enpl.oyee. GRS2-4al. 
If enployee transfers within an agency or between agencies, 
these authorizations nm.st al.so be transferred. See 
Treasury Fiscal. Requirements Manual., para. 6020.20e for 
instructions rel.sting to savings bond authorizations, 
and FPM Chapter 550, SUbcha:pter 3, Part 8, for instruc-
tions relating to CFC authorizations. 

(2) If record is not maintained elsewhere. 

DESTROY 3 years after supersession or 3 years after GRS2-4a2 
separation of enq>loyee. See (l.) above for transfer 
instructions. 

(b) Al.l other authorizations including union dues 
and savings. 

(1) If record maintained on earning record card. 

DESTROY when superseded or after transfer or separation GRS2-4bl 
:of enq>loyee. 
I 

(2) If record is not maintained elsewhere. 

DESTROY 3 years after supersession or 3 years after GRS2-4b2 
transfer of separation of enq>loyee. 

Four copies , • c •• ,,,,,,,,.,a•, lo be submllted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Actmin,stration 
FPMR (41 CFR) 101- I 1 4 

115-203 
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9
8 DESCRlf'TION OF ITEM7 SAMPLE OR 10 

(With Inclusive [Jdtes (H Retention Periods) JOB NO ACTION TAKENITEM NO 

Official Personnel Folders 

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

(a) Transferred employees. RSl-lbl 

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

(b) Separated employees. RS1-lb2 

Transfer to NPRC 30 days after separation. 

(c) Material filed on left side of OPF. RSl-10 

DESTROY upon separation or transfer of employee or when 
1 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. 

1-2 

i 

(a) Cards for employees separated or transferred on GRS1-2a 
or before December 31, 1947. 

IDESTROY 6o years after earliest personnel action date. 

(b) Cards for employees separated or transferred on GRS1-2b 
or after January 1, 1948. 

DESTROY 3 years after separation or transfer of employee. 

;§m;Ployee Record Cards 

Employee Record Cards,SF-7B. Individual summary of 
employee basic data, position history and salary 
information originated by Personnel and maintained by 
employing bureau or region. 

DESTROY on separation or transfer of employee. 

1-,4 Position Identification Strips 1 

Position ~etification Strips, SF-7D. ~-data-of·- rRfil•ll-~---

Fou, copies. including original. to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1nIstrat,on 
FPMR (41 CFRl 101-11 4 

115-203 
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GRSl-l4a 

GRS2-lla 

NCl-184-·rB-4 (JI) 

GRSl-15 

I--'------

DESCRIPTION OF ITEM 
tWI1h Im-IusIve Dates or Retention Periods) 

8 
ITEM NO 

7 

position including position title, position number, FLSA 
code, supervisory code, classification series, pay p1an, 
and grade. 

DESTROY when position is cancelled or new strip is 
prepared. 

Notification of Personnel Action'/- 5 

Notification of Personnel Action, SF-50. Official 
documents recording employment changes, exclusive of 
those in Officia1 Personnel Folders. 

(a) Personnel copy. 

DESTROY when 2 years old. 

(b) Pay or fiscal copy. 

DESTROY when related pay records are au.dited by GAO or 
when 3 years old, whichever ts sooner. 

Request for Change in Consolidated List of Permanent 
Positions 

7-6 

RRB Form 0-189 which outlined bureau or region request 
for change in organizational structure. 

DESTROY 6 months after close of fiscal year; copies 
destroyed at close of fiscal year. 

Application for Enq>loyment 

.Application for employment, SF-171 and related papers. 
Persona1 qualifications statements, appraisals, work 
samples, test scores, copies of correspondence, interview 
summaries. 

.DESTROY upon receipt of OPM inspection report or whenI2 years old, whichever is earlier, providing the require-
1ments of F.PM Chapter 333, Section A-4, are observed. 
I 

1--8 !Personnel Correspondence 

!Correspondence, forms, internal reports, and OPM inspec­
ltion reports in the Bureau of Personnel relating to the 
lad.ministration and operation of the Board's personnel 
programs.1

i 
j -·--· ······················----~--····-···· 

Four coplt,s ,ncludlny o,1glnal to be submlned to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1ms1ra11on 
FPMR (41 CFR) 101-11 4 

115--203 
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ITEM NO 

?-9 

'7--10 

,,... 11 

1-12 

1-13 

8 DESCRIPTION OF ITEM 
tW,lh Inclusive Oates or Retention Periods! 

(a) Bureau of Per.sonnel copy. 

DESTROY when 3 years old. 

(b) Security copy o:f' the quarterly position inventory. 

DESTROY upon receipt of new copy. 

(c) Other copies. 

DESTROY when no longer needed for reference. 

Classification Al>l?ea1s File 

Case files relating to classification appea1s. 

DESTROY 3 years after case is closed. 

Central Personnel Training Data File 

Annual and quarterly reports of training submitted by the 
bureau and regions which contains information pertaining 
to the cost, type, and hours spent training. 

DF.STROY when 5 years old or when superseded or obsolete, 
whichever is sooner. 

Certificates of .Eligibles 

Requests to OPM for certificates of eligibles with 
related requests, forms and correspondence. 

DESTROY when 2 years old. 

Executive Inventory Files 

Executive Inventory, SF-161. Contains personnel and 
career information on all employees GS-15 and above. 

DESTROY when 3 years old. 

Exit Interviews 

Summary comments of employees resigning, separating, or 
transferring from RRB. 

DESTROY 6 months after transfer or separation of employee. 

9 
SAMPLE OR 10 

JOB NO ACTION TAKEN 

GRS1-3a 

GRS1-7d 
NCl-184- r8-4 

GRS1-30e 
NCl-184- r8-4 

GRSl.-5 
NCl-184- r8-4 

GRSl-3 
NCl-184- r8-4 

GRSl-8 

····-····· --- ······-----'-----L -----·-
Four copies, including original, to be submltled to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescnbect by General Services 

Adrmrns!rahon 
FPMR (41 CFA) 101-11 4 

115-203 
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8 OESCRIPTtON OF ITEM 
ITEM NO (With In< lus,ve Oattts or Ro:1ent1on Penuds) 

- ---1-----------

Grievance, Disciplinary and .Adverse Action Files 

(a) Grievance, .Appeals File. . GRS1-3la 
j NCl-184- 78-4 

Records originating in the review of grievance and appeals I 
Iraised by agency employees, except EEO corrq>laints. These 

case f'iles 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 rel.ating 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 
document ■, employee repl.y, hearing notices, reports 
and decisions, reversed action, and appeal records, 
excluding letters of reprimend. 

DESTROY 4 years after case is closed. 

I 

: Merit Promotion Skills1-----------
!Six month supervisory appraisal, extracts from person­
nel folders showing eJCl)erience, education and special 
skills, appraisal ot supervisory potential, and form 
indicating interest in field managerial position. 
(RRB Forms G-125b and 125c or equivalent). 

•DESTROY when 3 years old. 
I 
I 

I 

1-16 '.Personnel Security Clearance Case Files 

!personnel security clearance case files and relate_d________indexes maintained by the personnel security office of 
the employing agency. 

--------------- - - . - -- . 
11S-203 Four copies, Including orlg,n.• .,. !>e submitted lo the National Archives 

'I I •••• 

GRSl-3lb 

I 

GRSl-3 I 
NCl-184-78-4 

l 

I 

i 

I 
-GRSJ.8-231· 

STANDARD FORM 115-A 
Rev,sed July 1974 
Presc11bed by General Se1v1cel:I 

Admm,1o1ra11on 
FPMR t41 CFAI 101-11 4 
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7 8 DESCHIP!IC)~ [Jf ITEM SAMPLE OR 10 
IT[M NO (V\!,tri ln1. hi::>1YC D.1te~, ,.'ii He1ent1on Per1<.H1::,) J08 NO ACTION TAKEN 

(a) Case Files documenting the processing of 
investigations on Federal employees or 
applicants for Federal. employment, whether 
or not a security clearance is granted, 
and other persons, such as those perform­
ing work for a Federal agency under con­
tract, who require an approval b'efore 
having access to Government facilities 
or to sensitive data. These files 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 copies 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 f'urnished to agencies by inves­
tigative organizations for use in 
making security/suitability determin­
ations. 

DESTROY in accordance with the investigating 
agency instructions. 

Position Descriptions 

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

(a) Record copy. 

D:ES'.I'ROY 5 years after position is abolished or 
description is superseded. 

l 15-203 Four copies, Including c"l!J' ; . c, ':,e sul>m1tted to the Nahonal Archives 

GRS18-23 

GRS1•7b 

- ---- _..,____' _ 
STANDARD FORM 115-A 
Rev1si1d July 1974 
Prescubeel by General Services 

Adm,nIs1ra1Ion 
FPMA (41 CFAI 101-11 4 
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Request for Records Dispos1t1on Authority- Continuation 

7 8 DESCRIPTION OF ITEM 
lrEM NO (W,111 lnc1u~1ve Date~ o, Retention Perioctsl 

(b) All other copies 

DES'l'ROY when position is abolished or description 
is superseded.

I 

1-18 
iI !ruition Assistance 

I I! Initial. request for assistance, course evaluation, and IGRSl-30c 
I reimbursement receipts. Filed alphabetically by em- , NCl-184- 78-4 

PAGE OF 

32 75 

! ployee.
' -
I
' DESTROY when 5 years old or when superseded or 
i obsolete. 

I 

!·Training Files 
I 

I
ICopies af requests, authorizations, agreements, certi­
i fications af training, and other records relating to 
I the availability af training and employee participa­

tion in training programs sponsored by other govern­
! ment agencies or non-government institutions. 
t 

! 
I
I 

DESTROY when 5 years old or when iluperseded or ob­
, solete,.. whichever is sooner. 

'J, 20 ' Merit Promotion Pane1 Work Papers 

GRS1-30o
I 
I 
I 
I 

' 

All materials used by merit promotion panels to IGBSl-3a: 
evaluate candidates for promotions including RRB 

IForms o.;125, G-l25b, G•l25bwb, G-l25h, G-l25k, 
work senples, proficiency tests, criteria and 
sources sheet, memoranda of withdrawal.. 

Jm:J.rROY 'When 3 years old. 

Notice of Vacancies and Selections1- 2l 

II Notices of vacancies include period of fWng, description 
I 
rCl-184-~-4 

, of duties, m:f.nimmn. qualifications, evaluation1 and ranking 1 

I criteria, selective placement factors and statement of ! 
J_ -- . ------- -- - - - -- ---- ------- L. .. 

Four copies, lncludlng original. to be submitted to the National Archives STANDARD FORM 115-A 
Rev,secJ July 1974 
Prescub&d by General Se,v11..es 

Adm1n,s1,at,on 
11,, ,,a, .. .,,.3r,7 FPMR(41CFA)IOl-t14 

115-203 
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Request ~or Retords Disposition Authority- Continuation 

8 DESCRIPTION OF ITEM 
s~~:L~OOA ACTIO~o TAKEN IW1th Inclusive Oates or Re1ent1on Periods)ITEM NO 

----+-------------- .. -- --------------------- -----+-----t-------

,- 22 

equal enployment opportunity. Notices of selection 
identify positions, selectee, and former organizational 
unit. 

DESTROY 2 years after date of selection. 

Retention Registers and related papers 

(a) Registers from -which reduction-in-force actions 
have been taken. 

DESTROY when 2 years old. 

(b) Registers from which no reduction-in-force have 
been taken. 

DEsrROY when superseded or obsol.ete. 

GRS1-17bl. 
NCl-184~ 78-4 

GRS1-17b2 
NCl-184- 78-4 

-----------------· - • - ---·-------------....L.-----'--------
115-203 Four copies. Including original to be submitted lo the Nallonal Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Adm1nistra11on 
FPMR (41 CFR) 101-11 4 
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8 DESCRIPTION OF ITEM 
(Walh Inclusive Dates or Retention Periods)ITEM NO 

----+----------- -·- ------- ----------·-----+-----+-----

f... 2 

Research Publications-

(a) Record copy of research publications including 
the Annual Report, Statistical Su;pplement, 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, 
including source material, camera-ready layout, and 
galleys of publications. 

DESTROY when 1 year old• 

.Amendment Working Files 

Contain all the calcul.ations that are involved in the 
determination of the new rates unaer the amendments. The 
source data received from Social Security is included. 

DESTROY when l year old. 

General Response Files 

Contain responses to correspondence and Action Line 
inquiries. 

DESTROY when 5 years old. 

3.Peeches and Special Projects File 

Contains record copies of speeches for Board members, 
bureau heads and field personnel concerning special pro­
jects and other matters. These projects include centenar­
ian releases and general data furnished to magazines and 
organizations upon request. 

(a} Spee ohes of Board members. _1 1 . 1_/ 1 

IJ~~ fbAlllts wh,.JftJAM,Ntrr4.tnvltJr_rtl/U'4. 
~i!Jm0¥ llM~Uli GJ.i, (I Sc 3-//-,// 

____...,_____________ - - .. __________________.______._"'.""':"'.~--:---

115-203 Four copies, lncludlng original, 10 be submitted to 1he National Archlvea STANDARD FORM 115-A 
Ae111sed July 1974 
Prescribed by General Services 

Admm1stra11on 
I I I I• , 1 , • r,7•1-3H7 FPMR (41 CFR) 101-11 4 
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f-7 
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3' '15 
8 DESCRIPTION OF ITEM 

(With 1nclus,ve Oates or Retention Periods)ITEM NO 
-----1------- - --------- - -- -· - - -·· ---- -----------------+------t-----

(b) All other speeches and projects. 

DESTROY when 1 year old. 

Retirement Master Benefit Files 

The cumulative, magnetic retirement master file is updated 
monthly to reflect new awards, terminations, or rate 
changes. It includes records for all. accounts havillg any 
activity after 1972. The records ref1ect only the benefit 
status during the current month. Data for each retiree 
includes monthly rate, railroad service and earnings, and 
computational data on which the award was based. 

The magnetic file is also used to produce computer-output 
microfilm versions of the files for reference purposes. 

(a) Retirement magnetic tape file--December tapes 

DESTROY when 2 years old if subsequent cumulative tapes 
have proven satisfactory. 

(b) Retirement magnetic tape file-All other tapes. 

DESTROY when 6 months old if subsequent cumulative tapes 
have proven satisfactory. 

(c} Retirement Full-File Microfilm produced from 
magnetic tapes. 

DESTROY when l year old. 

(d) Retirement Mini-Master Microfilm produced from 
magnetic tapes when Full-File is not requested. 

DESTROY when 3 months old or when each Full-File is createc. 

survivor Master Benefit Files 

The cumulative, magnetic survivor master file is updated 
mont}4y to reflect new awards, terminations, or rate 
changes. rt includes records for al.l. accounts having any 
activity at"ter 1971. The records reflect only the benefit 
status during the current month. Data for each survivor 
includes monthly rate, railroad service and earnings, and 
computational data on which the award was based. 

The magnetic file is also used to produce computer-output 
microfilm versions of the files for reference purposes.

- - -· 

·1 
I 

_____________,._____.....______--------- --~--
Four copies. Including original to be aubmltted to the National Archives STANDARD FOAM 115-A 

Revised July 1974 
Prescribed by General Services 

Adm1mstrat1on 
,- laJk,7 FPMR (41 CFR) 101-11 4 

115-203 
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JOB NORequest for Records Disposition Authority- Continuation 

B DESCfW'flON OF ITEM 
ITEM NO 

(a) Survivor magnetic tape file--December tapes. 

DESTROY when 2 years ol.d if subsequent cumul.ative ta,pes 
lhave proven satisfactory~ 

I (b) Survivor magnetic tape file--All other tapes. 

l ' DES'l'ROY when 6 months old if subsequent ~at1ve tapes 
have proven satisfactory. 
I 

{c) Survivor Full-File Microfil.m produced from 
magnetic tapes. 

[DES'J.1ROY when 1 year old. 

I (d) Su:rvivor Mini-Master Microf'il.m produced from 
magnetic te;pes when Full-File is not requested. 

'Dormant Retirement 'l'e:rminationa MaBnetic File 

!contains cumul.ative re;irement terminations which occurred 
before 1973 and therefore serves as a history file for a 

1port1on of the Retirement Master Benefit File (item 6), 
'vbich contains retirement terminations after 1972. Do:r:ma.a 
IFile includes termination because of death and the com­
lputational data that determined the award. 
. -~ ...._ 

!DESTROY vhen 3 years 
~ 

old if subsequent updates to tile 
ihave proven satisfactory. . 
i 
I 

!!Dormant Survivor Terminations Magnetic File 

!:contains aumul.ative survivor terminations 'Which occurred 
i 

!before 1971 and therefore serves as a history f11e for a 
,portion of the Survivor Maater Benefit File (item 7) which 
contains survivor terminations af'ter 19n. Dormant File 
includes terminations because of. death and the computatioo 
al data that determined the awa"'d~ 

1DE3TROY when 3 yearia old if subsequent updates to file 
\have proven satisfactory. 

9 
SAMPLE OR 

.JOE\ NO 

PAGE OF 

36 7 
10 

ACTION TAKEN 

Four copies. Including or!o1na1, to be submlt1ed to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by Generai Se1111ces 

Adm1n1strat1011 
FPMR (41 CFR) 101-ll 4 

115-203 



'Request 'for Records Disposition Authority- Continuation ' IJOB NO 

7 
ITEM NO 

f✓ 10 

'(,.,- 12 

8 DESCRIPTION OF ITEM 
(With 1nclus1ve Oates or Retention Penods) 

Create Retirement ancr·Survivor Histor.y (CRASH) Files 

The CRASH files are initiated eve-ry January and updated 
monthly to record the benefit status and any changes in 
status for each retiree or survivor. While the Retirement 
Master :Benefit File (item 6) and the Survivor Master 
:Benefit File (item 7) show only the beneficiary's status 
during the current month, the CRASH file shows the status 
each month during the current ca1endar year and therefore 
serves as a partial history file for the two master files. 
Retirement and survivor files are maintained separately. 

(a) December file 

DESTROY when 2 years old. 

(b) All other files. 

DESTROY when 3 months old if subsequent updates have proven 
satisfacto-ry. 

Statistical Retirement and Survivor Magnetic Tape File 

Extracted from the Retirement Master :Benefit File (item 6) 
and the Survivor Master J3enefit File (item 7) for 
in-house statistical and reference purposes, the file 
contains records for each beneficiary in current payment 
status at the end of each calendar year. Records include 
information such as date of birth, benefit amounts, 
length of service, and awards made in each calendar year. 

DEsTROY when l year old. 

Retirement and Survivor Activity Files 

Extracted from the Master Benefit Files (item 6 and 7), 
the magnetic activity file contains any award activity, 
corrections, suspensions, or terminations for the current 
month. 

Magnetic tape files are used to produce computer-output 
microfilm and printed listings for reference purposes. 

(a) Magnetic Tape File--Data P.L-ocessing and Accounts 
copy 

DESTROY after 2 years. 

(b) Magnetic Tape File-All other copies. 

DESTROY when 3 months old. 

(c) Microfilm produced from magnetic tapes. 

DESTROY when subsequent file is completed. 

--•---------- -- •-----

Four copies, 1nc1udin9 01,;imal. to be submitted to the National Archives 

PAGE OF 

31 75 
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SAMPLE OR 10 
JOB NO ACTION TAKEN 

----M-
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9
8 DESCRIPTION Of ITEM SAMPLE QA 10 

(With Inclusive Dates or Retention Periods) JOB NO ACTION TAKENITEM NO 

(d) Printed lie-ting produced from magnetic tapes. 

DESTROY when 3 months old. 

Lump Sum Files 

Extracted from the Master Benefit Files (items 6 and 7), 
the magnetic lump sum file contains computational data and 
amount of lump sum, residual, and/or tax credits a.warded. 

Magnetic files are used to create compute:1'-output microfilD: 
and printouts for reference. 

(a) Magnetic Tape File-December tapes. 

DESTROY when 2 years old. 

(b) Magnetic Tape File-All other files. 

DESTROY when 6 months old. 

(c) Microfilm produced from magnetic tape. 

DESTROY when 4 months old. 
(d) Printed listing produced from magnetic tape. 

DESTROY when 3 months old. 

Printed Updating Listing 
' Contains counts for verifying updating, tables from the 

Master Benefit Files, and statistical data for :Bureau of 
Research monthly reports. 

DESTROY when 3 months old. 

Printed Retirement and Survivor Post Edit Listing 

Contains the master record of each claim that was rejected 
in the edit of the Master Benefit Files. 

DESTROY when 3 months old or when listing is complete. 

Printed Retirement and Survivor Transaction Listing 

Contains monthly activity rejects and extractions from 
the record. 

DESTROY when 3 months old. 

Printed Retirement and Survivor Reconciliation Listing 

Contains discrepancies between the research master record 
and the BRC retirement and survivor payment records. 

DESTROY when 3 months old. 

- ____________.._____~-----------'-----------~--·-
Four copies. me•.,,-:~,~ _:•, •. to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

AdmmIstratIon 
FPMR (41 CFR) 101-11 4 

115-203 
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llEM NO 
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5'j~:L~OOR ACTIO~OTAKEN 

- -- -- ------ ------- -- -- - --- ----------------- - -- -----t-------t-----
(W1U1 lnctus,ve Dales or Retention Penods) 

Developed Gross E@m:ln,m Meenetio File 
For each account number, includes wage and service data, 
monthly, quarterly, and annual gross eamjngs amounts. 

DESTROY when 5 years old. 

Gross !emina 1-Percent Sample Ma@letic File 
Contains Bailroad Betirement and Social Security earnings 
data used to produce Self Employment Income and dual 
coverage information for Financial Interchange. 

DESTROY after completion of next year's processing. 

Gross F-e:rn1PB! 1-Percent Sample llnplo::ver Beport Cards 
and Listinp 
Includes reports submitted by employers in letter, punch 
card, or computer printout fomat. 

DESTROY when 6 years old. 

Cumulative 1-Percent Gross Earnings Sample Magnetic File 
Contains record of gross eaminge (taxable and non-taxable) 
by year for 1-percent sample of employees who worked at a:rl1 
time after 1950. 

DESTROY after completion of file for subsequent year. 

1-Percent Gross Eamin,m Card Files 
Contain gross eamings amounts submitted by employers and 

. amounts after editing which are used in creating the 
1master and tabulation files. 

! (a) 78-90 series 

IDESTROY when 2 years old. 
, (b) 28-40 Series. 
I 
DESTROY after completion of file for subsequent year. 

Gross Earnings 1-Percent Sample Tabulations File 

Records include summaries of gross eamings, records by 
earnings intervals, age, duration of service, months of 
service, occupation, and totals of earnings under selected 
monthly and annual limits at current waee rates and 
assuming increases from 10 to 120 percent. Other tables 
show dual coverage, Self 'Employment Income and mu1tiple 

--·--- -· -- - ·-·--·-- -~------- . . ______________.._____....._______ 
115-203 Four copln. •,_ l~:t ••1gln.i1. 10 be submitted 10 the National Archlvea STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Adm,mstration 
FPMR (41 CFRJ 101-11 4 
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: 

employment eamings used for Financial Interchange adjust­
ments. 

DESTROY when 40 years old or no longer needed for 
administrative use, whichever is sooner. 

Transfer to FARC not authorized. 

Annual New Entrant Master Magnetic File 

[contains work history of new entrants to railroad industry 
in most recent four years. Included are employer, 
occupation, compensation, service and benefit eligibility 
of all employees in the group who had service in current 
year. 

DES'rROY after completion of next year's processing. 

New Entrant Tabulations 

Information on new and recent entrants to the industry 
not available from wage study file. lncluded are employer 
and occupational continuity, benefit eligibility, earnings, 
and service patterns in four-year period. 

DESTROY when 10 years old. 

Annual Wage Study Magnetic File 

Extracted from SCORE file (item l under Bur. of Data 
Processing and Accounts) for statistical analysis, this 
file contains service and compensation data for current 
and preceding years for all railroad employees active in 
calendar year. Data also includes age, occupation, and 
service before 1936. 

DESTROY each file 3 years after completion. 

Annual Wage Study Reference Work Files 

Contain working and reference material, memoranda, and 
correspondence used in preparation of studies, estimates 
and publications dealing with service and compensation 
of railroad employees and data on employers covered by 
Railroad Retirement Act. 

I 
i
,DESTROY when 5 years old. 
I 
I 

Four copies 1n.-~ .Jd,n-: o ~u i<H To be submitted to the National Archli,,es STANDARD FORM 115-A 
Rev,se<l July 1974 
Prescribed by General Sen,,ces 

Adm1ntstrat,on 
FPMR (41 CFR) 101-114 

115-203 
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8 DESCRIPTION OF 11 EM SAMPLE OR 10 
(With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN 

------------------ -------- - ---------------- -------+-----+-------

Annual Wage Study Tabulations 

Include summaries of occupations, age, sex, and compensa­
tion intervals. Totals include benefit eligibility, 
earnings intervals, status, service months, age, and sex. 

DESTROY when 10 years old. 

Wage History; Tape File 

Extracted from Annual Wage Study Magnetic File (item 26) 
for statistical analysis and reference. Represents a 
cumulative 4-percent sample of employees who worked at 
any time after 1936. Contains data on age, occupation, 
sex, service and employment patterns, and retirement data. 
File is used for informational purposes and triennial 
valuation. 

DESTROY after completion of file for subsequent year. 

Wage History; Reference Work Files 

Contain tabulations, working material, memoranda and 
correspondence used in preparation of studies, estimates, 
and publications dealing with service and compensation 
of railroad employees, withdrawals, deaths and ~etirements, 
and benefit eligibility. • 

DESTROY when 10 years old. 

Research Copy of BUSI Master, Restorable History;, and 
Clearance Tape File 

Duplicate of Bureau of Unemployment and Sickness Insurance 
master, restorable history, and clearance tape file 
(item 12.2). It is available immediately prior to that 
Bureau's annual purge. File represents accounts of all 
employees paid unemployment and/or sickness benefits in 
most recent five years. It is used by the Bureau of 
Research to extract and manipulate data for statistical 
analysis and reports. 

DESTROY after completion of file for subsequent year. 

Unemployment-Sickness Monthly and Quarterly Records 

Includes data pertaining to Railroad Unemployment 
Insurance Act unemployment and sickness benefits paid 
each month and each quarter. Data tabulated includes 
total benefits paid per period, types of benefits paid 

-- --------------------'----~-----
Four copies. lnc•ud!ng c,,,s,,.,al, ro be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Admin,stration 
•-3!!7 FPMR (41 CFR) 101-11 4 

115-203 
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(With Inclusive Oates or Retention Periods) 

9 
SAMPLE OR 

JOB NO 
10 

ACTION TAKEN 
----~------------ - ·-·-----·---------------

4 

(nomal, extended, etc.), duration of benefits, and number 
of benefit exhaustions. Benefit information on benefi­
ciaries grouped by see category, occupation, se:x:, and 
years of service is also compiled. 

DESTROY when 10 years old,\>ltxcept computerized tables 
which are destroyed when 2 years old. 

Unemployment-Sickness Monthly and Quarterly Activity; 
Magnetic Files 
Data for monthly and quarterly- unemployment-sickness 
benefit records. 

(a) July file 
DESTROY when 2 years old. 

(b) All other files 

DESTROY when 3 months old. 

t(, 34 , Unemployment-Sickness Annual Benefit Records 

:Records pertaining to Railroad Unemployment Insurance Act 
benefits paid during each benefit year and data pertaining 
to benefits paid for unemployment and sickness occurring 
each benefit year. Data tabulated includes total benefits 
paid for each rear, types of benefits paid (normal, 

1extended, etc.), duration of benefits, and number of bene­
fit exhaustions. Benefit information on beneficiaries 
grouped by age category-, occupation, sex, and years of 
service is also compiled. 

DESTROY when 10 years old. 

Unemployment-Sickness Annual Merged Detail Tape File 
Annual unemployment-sickness benefit records pertaining to 
benefits paid for unemployment and sickness during the 
benefit year. 

DESTROY when 2 years old. 

lJnemplo:yment-Sickness Annual SUmlnary Tape File 

Data for annual unemployment and sickness benefit records 
pertaining to unemployment and sickness occurring during 
benefit year. 

DESTROY when 5 years old. 

-- ..---~---------- -- - --- ~- - -·-·-----------L-------------
Four copies, lnc•1.1~ ·•g original. to be submitted lo the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Admm1strat1on 
FPMR (41 CFR) 101-11 4 

115-203 
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(W11t1 lnclus1ve Oates or Retention Penods) 

------ -~--------------- -- - ------------- ----+------+------

Unemplo:yment-Siclmess 1-Percent Riston Tape 
Contains a cumulative (five years) file or 1-percent of 
the beneficiaries (those whose social security number ends 
in "30"), con-t:ain1ng benefit data similar to the monthly 
and annual unemployment-sickness files • .Additionally, 
the .file provides data on benetit frequency (numbers of 
beneficiaries paid benefits in one of the last five years, 
two of the last five years, etc.) and on unemployment and 
sickness beneficiaries also paid benefits under the 
Railroad Retirement Act. 

DESTROY when 5 years old. 

Count of Unemplo:yment :Beneficiaries Bef'erence Work Files 

Contain tabulations, working and reference material, 
memoranda and correspondence relating to co1mts of 
,memployment beneficiaries by' week. Includes monthly and 
weekly seasonal adjustment programs, co1mts of ,memploy­
ment beneficiaries by' week broken down into nomal, 
extended and initial benefits, and coUDts of employees 
unemployed because of strike or labor disputes in the 
railroad industry-. 

DESTROY when 10 years old. 

Dual Coverage I-Percent Sample Tape File 

Records extracted triennially from individual year's 
gross eam1ngs tape file. Includes update of complete 

IRRA and SSA taxable eamings history- for each individual 
in the file, vesting information imder both systems, 

!Primary Insurance Amount calculations made for each 
individual under actual and proposed legislative direc- j 
tions. Record source for Research tabulations conceming 
railroad employees with SSA Pam1ngs, and for actuarial 
tabulations used in current actuarial valuation. 

DESTRoY when 3 ;rears old or when succeeding dual coverage 
file is completed, whichever is sooner. 

Dual Coverage 1-Percent Tabulations 

Contain summaries of dual coverage records by occupation, 
age, duration of service in railroad retirement and/or 
social security- covered employment, current employment, 
and vesting status. 

DESTROY when 3 years old or when succeeding dual coverage 
______.,_t_a_bul~~i~~-~eived, whiche!9_r_i_s_s_o_o_n_e_r_.______~---------
115-203 Four copies ric•udlng or•Qmd•, to be submitted to the National Archives STANDARD FOAM 11$-A 
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Adm1nistrat1on 
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ITEM NO 

g, 45 

Financial Interchange Case File 
Individual case files used to calculate individual 
financial interohange benefit amounts. These are the 
amounts that the person would receive under Social 
Security if railroad eamings were computed as social 
security earnings. The file represents a 1-percent sample 
of all cases paid under the Railroad Retirement Act. 

DESTROY when 50 years old or no longer needed for 
administrative use, whichever is sooner. 

Financial Interchange Mynetic Tape Case File 
Contains information for about 11,000 beneficiaries in the 
financial interchange 1-peromt sample. Used to deter­
mine transfers between Railroad Retirement and Social 
Security funds. 

DESTROY when file for subsequent determination is 
completed. 

Financial Interchange Case File Working Records 

Records include listings, tabulations, punch cards and 
recording sheets used to develop information fo~ 
financial interchange records, and OCR f'oms used to 
input data into computer. 

DESTROY when 5 years old or no longer needed for 
administrative use, whichever is sooner. 

Statistical Calculation and Worksheet Case File 

Project case files of the financial interchange division 
including worksheets and records of calculations. 

DESTROY when 1 year old. 

Financial Interchange Worksheet Case File 

Case files of worksheets for calculations for all 
financial interchange detenninations. Results are used 
to obtain the dollar amount of transfers from and to the 
Social Security Administration. 

DESTROY when no longer needed for administrative use. 

---- --- ------------- ---------~~-
Four copies. inc ...c,,,,, or'y1nill to be submitted to the National Archives 

44 75 
9
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Request·for Records Disposition Authority-Continuation 

ITEM NO 

year. 

DESTROY when 5 years old. 

ibenefits data. 

Special Requests 

DESTROY when 10 years old. 

Purge file annually. 

!DESTROY when 5 years old. 

I .JOB NO. PAGE OF 

4~ 15 
8 DESCRIPTION OF ITEM 

1W11h 111clu~111e Dates or Retention Penods) 

.Annual Geographical Outlay Report Tape 

Includes punch card files and edit output, and estimated 
distribution of railroad retirement and tmemployment 
insurance benefits by geographic location in the fiscal 

DESTROY a.f'ter completion of next year's processing. 

.Annual Geographical Outlay Report Tabulations 

Contain estimated amotmt of Railroad Retirement Act and 
Railroad Unemployment Insurance Act benefits and numbers 
of beneficiaries by geographical location in fiscal year. 

Retirement and Survivor Program Tabulations 

,Periodic statistical tables of retirement and survivor 

IDESTROY when no longer needed for administrative use. 

Include work papers, memoranda and correspondence on 
requests for infonna.tion on employment, payrolls, 
financial figures, tmemployment insurance benefit outl~s, 
and beneficiaries handled by division. 

Pu.blica.tions from Outside of the Board 

ews releases, reports, and other printed materialIInclude n
received in the division from govemment agencies, 

l,Association of American Railroads, and other groups 
dealing with work-related subjects. 

1 

Four cop1.. , •n,1•,.:hnr- ·n.;.,.::• lo be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm,nistralion 
FPMR (41 CFR) 101-11 4 
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ITEM NO 
9 10.8 DESCRIPTION OF ITEM 

IW,th Inctus1ve Dates or Retention Peoodsl ~~:L:ooR ACTION TAKEN 
• --- ··- • -- - ------------- - ----t-------t------

EEO Litigtion Case Files 

(a) Official Discrimination Complaint Case Files. 

Complaints with related correspondence, reports, exhibits, 
withdrawal notices, copies of decisions, records or hear­
ings and meetings, and other records as described by
5 CFR 71).222. 

(1) Cases resolved within the agency. 

DESTROY 4 years arter resolution of case. 

(2) Cases resolved by the Office of Personnel 
Management or au. s. Court. 

Transfer to FARC 1 year after file break, 
DESTROY af'ter 7 years. 

(b) Copies of Complaint Case Files. 

Duplicate case files or documents pertaining to case tiles 
retained in Official File Discrimination Complaint Case 
File. 

DESTROY 1 year after resolution of case. 

Digest or Legal Opinions 

Record or all legal opinions ma.de by the Bureau of Law 
which have been assigned L numbers. 

(~) Record copy. 

1935 - 1979; 42 linear feet; l linear foot/year; arransed 
by year and number. 

PEBMANENT. Break file at end of calendar year, hold 5 
years and transfer to the FARC. Offer to BARS after 
1.5 years~IO '1""'~- s~ J.,...f/-1/ 

(.S) Reference copy, 

DESTROY when no longer needed for administrative use. 

GRS1-26al 

GRS1-26a2 

GBS1-26b 

___________________._____,_______ 
Four copies. mci-, ,•9 {)r,glnal. to be submitted to the National Archives STANDARD FORM 11S-A 

Revised July 1974 
Prescribed by General Services 

AdmInistration 
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ITEM NO 

II. 
B DESCRIPJION OF 11 EM SAMPLE OR 10. 

1w,m lnclus.-e Dates or Retention Perioas) JOB NO ACTIO~ TAKEN 

Litigation Files 

Records of actions against the Board brought in a U. S. 
District Court or a U.S. Court of Appeals. Records 
include original copies of letters from the petitioner, 
his attorney, and the court, copies of outgoing corres­
pondence, a copy of the case record, and the opinion of 
the court. 

(a) Board brief and court opinion. 

Break file at end of calendar year, hold S years and trans­
fer to FARO. 

DESTROY 20 years after case is closed. 

(b) Reference copies of Board briefs and court 
opinions. 

DESTROY when no longer needed for reference. 

(c) All other materials. 

DESTROY 5 years after case is closed. 

!Railroad Employer Coverage Files 

Records include correspondence, memoranda, requests for 
coverage ruling, copy of the authority of the Interstate 
Commerce Commission, the legal opinions, Notice of Cover­
age Ruling (Form G-341), and related materials concerning 
railroads or other companies on which a legal determina­
tion has been made on coverage nnder the RRA and the RUIA. 

DESTROY 10 years after termination of coverage. 

Railroad Le~islation 

Drafts of legislation written by RRB personnel to amend 
the Railroad Retirement Act, Railroad Unemployment Insur­
ance Act, Social Security Act, Railroad Retirement Tax 
Act, Internal Revenue Code, and other legislative propos­
als. Included are draft reports and correspondence from 
CongTessrnen, OJVIB personnel, and Board personnel. 

(a) Record file in Bureau of Law. Excludes copies 
of bills and acts. 

---------- ·---------~~---___JL------

Four copies, Including orlglnal, to b• aubmltt•d to th• N•tlonal Archh,H STANDARD FORM 116-A 
Revised July 1974 
Prascnbe<I by General Services 

Acimm1strauon 
FPMR (41 CFR) 101-114 
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8 DESCRIPTION OF ITEM 
(With lf1cli.,::i1vf, Oates or Hr::t(!ntion Per1od.s1 

1945 - 1979; 40 cft; l cft/yea:r; arranged by session of' 
Congress. 

PERMANENT. Transfer to FARC 5 years after end of Con­
gressional session in which originated. Offer to NARS 
when 15 years old,h,., /0 ~~. 'Sc ?- (I-ii 

(b) All other copies. 

DESTROY when no longer needed for administrative use. 

9 
SAMPLE OR 

JOB NO 
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115-20J Four copies. Including onglnal, to be submitted to the Nallonal Archives STANDARD FOAM 115-A 
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--- ---- -------- - ---- ----------------- -----1-----+------

RRA Claim Folders 

RRA Claim folders fall into three "letter-prefix" cat -
gories, each arranged nlllllerically and/or by terminal 
digit order: "A" claim folders (relating to claims for 
employee and spouse retirement annuities and for subse­
quent survivor benefits); "H" claim folders (relating to 
the continuation by the :Board of carrier pensions granted 
prior to passage of the Act, and to claims for subsequent 
survivor benefits); and "D" cases (relating to claims for 
survivor benefits where no "A" or 11H" files had been 
established before the death of the employee concerned). 
The files typically consist of forms and related corre­
spondence documenting claims for retirement and survivor 
benefits (e.g., applications for benefits; evidence of 
entitlement, the :Board's decisions and awards and the 
underlying computations; and changes in benefit status, 
including the suspension or te:rmination of benefits). 

Claim files established under the Railroad Retirement Act 
in which (1) all benefits including lump sums and 
residuals ha.ve been paid, (2) there are no outstanding 
erroneous payments, and {3) there appears to be no future 
eligibility under either the RR Act or SS Act. 

Transfer to the FARC 5 years after the last payment is 
made. 

DESTROY 30 years after the 1ast payment is made. 

RRA Check:writing Operations - Daily Activity Input 
Systems Listings 

(a) Daily Award Listings 

Master record of additions, deletions and adjustments to 
the BRA benefit ptq111ent tape. 

(1) Record copy in Pqment Control Coordination 
section. 

:Break at end of fiscal yea.r, transfer to FARO 1 7ear 
after break. 

DESTROY when 6 years, 3 months old. 

-- - ________________._______.______--·------·--------- -
Four copies. Including original t,, be submitted to the National Archives STANDARD FORM 115-A 

Rev1se<l July 1974 
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{T>-4 

-·-----' 

(2) All other copies 

DESTROY when 1 year old or no longer needed for adminis­
trative use, whichever is sooner. 

(b) Benefit Ps1ment Control/Maintenance Listings. 

Records include various total, reject and other control 
listings used for infomational and/or computer input 
purposes. 

DESTROY when 1 year old or no longer needed for adminis­
trative use, whichever is sooner. 

Combined Health Insurance and Cheokwriting Operations 
Master Microfilm {SAMM) 

Film contains records of new awards, recertifications, 
change-of-address, suspension and te:mination data on a 
weekly basis, master record before activity, activity 
processed or rejected, and the master file record after 
processing. 

(a) Electronic Systems Analysis section copy. 

Transfer to FA.BC when 3 years old. 

DESTROY when 6 years, 3 months old. 

(b) Accounts Receivable Determination and Review 
section copy. 

DESTROY when 2 years old. 

(c) All other copies. 

DESTROY when 1 year old or when no longer needed for 
administrative use, whichever is sooner. 

Monthly Microfilm Combined Health Insurance and Check­
writing Operations 

Film contains benefit p81JDent data, health insurance 
infomation, tax credit liability data, and various 
control data. 

(a) Electronic Systems Analysis section copy. 

Transfer to FARC when 3 years old. 

DESTROY when 6 years, 3 months old• 
.. -- - _____________.______._________~.....,_ _________ ----_...._ 

Four copies, 1,,0::lu~•r,;i ot1gmal ta be aubmltted lo the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admm1strat1on 
FPMR (41 CFR) 101-11 4 
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(b) Aooounts Receivable Detemination and Review 
section copy. 

DESTROY when 2 years old. 
(c) All other copies. 

DESTROY when 1 year old or when no longer needed :tor 
administrative use, whichever is sooner. 

Real.th Insurance Operations - Printouts 

Computer printed pa.per listinge and reports produced by 
the MIRTEL system (Medicare In:tomation Recorded, 
Transmitted, Edited and Logged). 

(a) Major operating listings. 

(1) Health Insurance Operations section copy. 

DESTROY when 2 years old. 
(2) All other copies. 

DESTROY when l year old or no longer needed for adminis­
trative use, whichever is sooner. 

(b) Control/Maintenance listings. 

DESTROY when 1 year old or no longer needed for a.dminis-
1trative use, whichever is sooner. 
I 
!Health Insurance Operations - Microfilm 

Mi.cro:tilrn produced from magnetic tape :tiles used in health 
insurance operations. 

(a) Microfilm of MIRTEL activity (MM.AC). 

Weekly record of all activity processed in the health 
insurance computer system. 

(1) Electronic Systems Analysis section copy. 

Transfer to FARO when 3 years old. 

DESTROY when 6 years, 3 months old. 

(2) All other copies. 

DESTROY when 1 -y-ear old. 

---·----------- -- .... _________________...._____.______ 
115-203 Four copies. lr>o;l1,1dln9 orlglnal, to be submitted lo the Nallonal Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Admin1strat1on 
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8 DESCRIPTION OF ITEM 
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- --- __________,_____---------------·-

l0-1 

[o,B 

___ k 

(b) MIRTEL fib-(MIRF). 

9 
10SAMPLE OR 

ACTION TAKENJOB NO-------------+-------

Monthly film of all active and inactive records in the 
health insurance computer system. 

(1) Electronic Systems Analysis section copy. 

Transfer to FARC when 3 years old. 

DESTROI when 6 years, 3 months old. 

(2) All other copies. 

DESTRO! when 18 months old. 

..tlliA .Henefit Payment Accounting Records - Accounts 
Receivable Listings 

(a) Annual listing of open balances, uncollectable 
items and zero balances, and unresolved litiga­
tion yet pending. 
(1) Accounts Receivable DetPmination and Re­

view section copy. 

Transfer to FARO when l year old 

DESTROY when 6 years, 3 months old. 

(2) All other copies. 

DESTROY when no 10Jl88r needed for informational use. 

(b) Monthly accounts receivable listings. 

DESTROY when no longer needed for informational use. 

BRA Benefit Payment Becor4! 

Original daily cancelled check listings turn.ished by the 
Treasury- Department and monthly consolidated listings used 
in the me check Services Unit. 

(a) Daily Treasury listings. 

Transfer to :Bureau of Budget and Fiscal Operations for 
filing with related Schedule of Cancelled Checks, SF-1098. 

(b) Monthly consolidated cancelled check listings. 

DESTROY when 1 J'9ar old or when intomational needs are 
met, whichever is sooner. 

....------------~- - _.....__..._ - -

Four cople~ ,,1,-•,,::•r.c, or gh•a· to be submitted to the National Archives 
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lo-9 

10...10 

(D-11 

Tax Credit and Liabil!ty System (TACAL) 

Monthly tax credit and liability microfilm, produced from 
magnetic tape files. Film contains records of all benefi­
ciaries for whom tax credits are allowed and for whom the 
employer is being billed. 

(a) Electronic Systems Analysis section copy. 

Transfer to FARC when 3 years old. 
ill 

DESTROY when 6 years, 3 months old. 

(b) All other copies. 

DESTROY when 1 year old or when no longer needed for 
administrative use, whichever is sooner. 

TACAL System Printout Listings and Reports 

(a) RRB Forms G-241, Quarterly Statement of Supple­
mental Tax Liability; G-24la, Detailed Report 
of Supplemental Annuity Payments and Adjust­
ments; and G-24Sa, Detailed Report of Supple­
mental Tax Credits. 

(1) Methods and Procedures section copies. 

Transfer to FARC 2 years after the end of the year in 
which reports are prepared. 

DESTROY when 6 years old. 

(2) All other copies. 

DESTROY when 1 year old or when no longer needed for 
administrative use, whichever is sooner. 

(b) TACAL Activity Reject Listings. 

DESTROY when 1 year old or when no longer needed for 
administrative use, whichever is sooner. 

Key Operating Report Listings 

(a) BRC Key Operating Items (cumulative), G-592, 
and related EDP receipt and disposition report. 

(1) General Administration and Budget section 
copy. 

DESTROY when 4 years old. 
____.J.__________ -- ---- -----------------'-------L---:----::-------:--
115-203 Four copies. lncludln•1 0119,, a., 10 be submitted to the Natlonal Archives STANDARD FORM 115-A 

Revised July 1974 
Prescnbed by General Services 

Admin1strat1on 
I I 'i ~ 11 :'..i7!.1o0 387 FPMA (41 CFA) 101-11 4 
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{b-13 

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

(2) All other copies. 

DESTROY when 1 year old or no longer needed for adminis­
trative use, whichever is sooner. -

(b) Administrative management EDP reports and 
listings. ·' 

DESTROY when l year old or no longer ne~ed for adminis­
trative use, whichever is sooner. 

BRC We~ Status Report 

Records of data on work activities of BRC personnel and 
work measurement statistics :for budget and ge.Q!!ral 
administrative uses. 

(a) General Administration and Budget section copy. 

DESTROY when 3 years old. 

{b) All other cop,ies. 
DESTROY when 1 year old or no longer needed for adminis­
trative use, whichever is sooner. 

BRC Cost Reports 

Records are source for BRC cost accounting and used for 
various administrative management reports by the General 
Administration and Budget section. 

DESTROY when 5 years old. 

Beneficiary Cross Reference Microfilm (BXR) 

Film contains 940,000 cross-references of beneficiaries• 
SSA account numbers to RRB claim numbers. Numerically 
sequenced, the film was updated in 1976 to incorporate 
new SSA account numbers cross-referenced to new and 
existing RRB claim numbers. 

DES'l'ROY when no longer needed for administrative use. 

Beneficiary Information Microfiche (BIC) 

Microfiche contains beneficiary and benefit computation. 

(a) Electronic Systems Analysis section copy. 

DES'l'ROY when 2 years old. 
Four coplea, Including original, lo be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Adm1nis1rallon 
FPMR (41 CFR) 101-11 4 
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(b) All other copies. 

DESTROY when 1 year old. 

Beneficiary Information Microfiche (EIC) - Travelers 

Microfiche of beneficiary and benefit computation pro­
vided to the Travelers Insurance Company. (Security copy 
maintained by Electronic Systems .Analysis section, the 
microfilm is a separate series from that in item 14 of 
this schedule). 

DESTROY when 2 years old. 

Field Office Cross Reference Microfiche (rox) 

Microfiche cross reference of RR13 claim numbers and SSA 
account numbers to the alphabetic Beneficiary Information 
microfiche. 

(a) Electronic Systems .Analysis section copy. 

DESTROY when 2 years old. 

(b) All other copies. 

DESTROY when 1 year old. 

Supplemental Annuity Fo:rm G-1099 Microfilm (S.AMIC) 

Approximately 200,000 records filmed annually containing 
the supplemental annuity paid each individual who received 
such a payment during the year. 

(a) Electronic Systems .Analysis section copy. 

Transfer to FARC when 3 years old. 

DESTROY when 6 years, 3 months old. 

(b) All other copies. 

DESTROY when l year old. 

Mass Ad.justment Microfilm 

Records include Cost-of-Living Adjustment Microfilm, 
Spouse Maximum Adjustment Microfilm, and Adjusted Earning 
Record Operation Microfilm, produced from magnetic tape 
records. 

-----~----------
Four copies, Including orlglnal. to be submitted lo lhe National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescnbed by General Ser11,ces 

Adm1nistrahon 
FPMR (41 CFR) 101-11 4 

115-203 
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(a) Electronic Systems Analysis section copy. 

T~sfer to FARC when 3 years old. 
\

DESTROY~years, 3 months old. 
(b) All other copies. 

DESTROY when 1 yea:r old or when no longer needed for 
administrative use, whichever is sooner. 

Claims Tickler Pim.oh Cards 

Notifications for claim folder recall for required action. 

!DESTROY when action completed. 
I 

!Retirement Claims Infomation Office Service Records 
I
\Statistical register or applicant visits to RRB Informa-
tion Office. 

DESTROY when 6 months old. 

Medical Records of RRB Employees 

Records maintained in the Medical Service Section £or BRB 
headquarters' employees GS-12 and above, age 45 and older, 
and £or any building employee who is involved in a medical 
emergency or who has a medical complaint that requires 
examination and/or treatment. 

DESTROY 6 yea:rs after date. of last entry. 

RRA Benefit Payment Accounting Records 

Award foms with covering progress voucher sheets used as 
basic input documents for preparation of computer tape 
furnished to Treasury for writing checks. 

Transfer to FARC after statistical compilation by Bureau 
of Research. 

DESTROY when 6 yea:rs, 3 months old. 

-

fRSl-19 
I' 

_____..,_______________ _______________._______.,._____.. 
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ITEM NO 

fl- 1 

,,_ 2 

SCORE File (Service ~d Compensation of Railroad Employees) 

The SCORE file serves as the RRl3 master record of service 
and compensation for all railroad employees from 1937 to 
date. The file is used to determine eligibility of 
employees and their survivors for benefits under the Rail­
road Retirement Act and the Railroad Unemployment Insurance 
Act and is updated annually. The SCORE file is used to 
input data to other systems in the RRB and to produce 
extracts for analysis (e.g., item 26 under Bureau of 
Research, and item 2 under BUSI). 

(a) Master tape record updated annually. 

DESTROY after third update has been completed satisfac­
torily. Purge accounts when no longer needed for agency 
use. 

(b) Computel.'-Output Microfiche Copies produced 
annually. Used for reference in regional and 
field offices. Two sets, one in social security 
account number order and one in alphabetical 
order by sumame. 

DESTROY after subsequent year's copies have been prepared 
satisfactorily. , 

CER-1 File 

CER-1 card file is a record of entry into railroad service. 
It establishes for the employee his age, SSA number and 
the number of his first employer on the records of RRl3. 

DESTROY when no longer needed for administrative use. 

Railroad Employer Reports of Service and Compensation 

Records are corrections of service and compensation 
recapitulations. 

(a) :Board file copy. 

Break file at end of accounting year, place closed covel.'­
age cases in inactive file, hold 2 years and transfer to 
FARC. 

DESTROY 5 years after close of accounting year. 

- - -- ______________i_______.______ 

Four cople• •r .'ll<''••c ~.,ig:ral, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admin,stralion 
FPMR (41 CFR) 101-114 
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--------+-----+-------

115-203 



. . 
PAGE OFRequest tor Records Disposition Authority-Continuation 
58 75 

8 DESCRIPTION Of ITEM 
ITEM NO 

7 
(W1tn Inclusive Dates or Retention Periods) 

----¼-- ------------·------- - - -- - - ------------

(b) Punch card files. 

(1) Bureau prepared employer and lot control 
cards. 

DESTROY when new file is completed. 

(2) Quarterly activity tape summary cards. 

DESTROY af'ter completion of the following year's first 
quarterly updating and balancing operations. 

,, ... 4 SSA Number Discrepancy Files 
Correspondence files from individuals regarding matters 
of coverage under the Railroad Retirement acts and 
matters of service and compensation where SSA numbers 
are in question. 

DESTROY 4 years after case is closed. 

/L-5 , Railroad l!mployer Correspondence case ,files 
Correspondence between employers and the :Board about 
coverage, eligibility, matters considering rates of ta:x, 
ta:x paid, and records of service and compensation. 

:Break file at end of calendar year. 

DESTROY when 4 years old. 

11... 6 IntemeJ. Alphabetical File 
Memoranda generated within the Board concerning individuals 
who have contacted the :Boa.rd regarding the crediting of 
service and compensation to their accounts. 

Break at end of calendar year. 

DESTROY when l year old. 

Abandoned Carrier RecordsII- 1 
(a) Records created on and prior to December 31, 

1936. 

DESTROY December 31, 1991 (5 years after statutory limit 
for benefit inclusion). 

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

DESTROY when 5 years old. 
-- ____________.L._____i______ 

Four copies. 11,cludtng orlgma• !o be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admm,strat,on 
FPMR (41 CFA) 101-114 
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- ----------,--------+------

Notice of Coverage Ruling 

RRB Form G-341, Notice of Coverage Ruling, documents the 
findings of the Bureau of Law concerning the coverage of 
railroads under the RRA and RUIA. Record used in regular 
processing of railroad employer and employees inquiries 
conceming benefits. 

If- a 

(a) Data Processing and Accounts copy. 

(1) Covered employers. 

DESTROY 10 years after coverage is terminated. 

(2) Non-covered or terminated employers. 

DESTROY 10 years after Bureau of Law findings. 

(b) Bureau of Law copy. 

See disposition for :Bureau of Law Employer Coverage File. 

Employer Ledger Books 

!Used for microfilming process, record of compensation of 
employees for current yea:r and cumulative totals ofIservice and compensation. 

IDESTROY when no longer needed for administrative use. 
IThese records are not authorized for transfer to the FARO. 
I 

11-10 'Suspense Listings 

Cumulative suspense group listings of railroad employer 
. reports which cannot be entered into the SCORE file 
because of errors in compensation/service computations. 

DESTROY when 4 years old. 

Report Correction Joumal Vouchers 

Records of adjustments to discrepancies in railroad employ-
Ier report totals taken from the suspense listings (Item 10). 

DESTROY when 4 years old. 

ll-11 

--------------~---~-----
115-203 Four copies ,,,cludlo,• or,ylndi to be submitted to the National Archives STANDARD FORM 115-A 
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Annual Year End Processing Data Case File 

Tape records generated in year-end operations and used to 
produce the Certificate of Service Months and Compensation, 
rum Form BA-6, sent to railroad employees, and the Bureau o/ 
Research's Annual Wage Study Magnetic File (Item 26). 

DESTROY when update is completed. 

Railroad Employee Union Representatives Name File 

Record of names of employee Union representatives used to 
substantiate reports of service and compensation of 
representatives. 

DESTROY 1 year after union employee terminates as an 
employee representative. 

Long Term Employer Cese Fi1e 

Correspondence and special material that establishes or 
proves name changes, special reporting procedures, and 
special agreements. 

DESTROY 5 years after agreement is superseded or cancelled. 

1 Account Number Correction Slips 
I 

Correction slips used for service and compensation for 
railroad employees, prepared by Wage Accounting Section 
from data supplied by individual railroads. 

I DESTROY 5 years after date of correction. 

Wage Register 

Quarterly report of adjustments made to the service and 
compensation previously reported or service and compen­

, 

sation never reported. 

DESTROY when 7 years old. 

Four copies lnc'ualrog original 

I' 

-----------------~---~------
to be submitted lo the Nallonal Archives STANDARD FORM 115-A 
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1W1th lnc1us1ve Dates or Retention Penods) 

/("'17 Annuitants Return to Service Case File 

File records the retum to railroad service of people 
retired and receiving annuity checks. 

DESTROY after annual update. 

ff- 18 Annual Control Reject Tape 

Records of items rejected in the annual service and 
compensation year-end operations. 

DESTROY when update is completed. 

If- 19 Employee Ledger Files 

.. 

These files record the service months and compensation 
and other data for railroad employees as reported by 
railroad employers. 

I (a) Individual Year Tape Files contain records for 
all employees who had service and/or compensa­
tion during the current year. There is oneI 
file for each year; files are merged intoI Merged Tape File when five years old., 

DESTROY files when five years old after data has been 
merged successfully into Merged Tape File. 

(b) Merged Tape File is updated annually rrom Indi­
vidual Year Tape Files that are five years old. 
File contains a cumulative figure for service 
months and compensation covering the years 
worked from 1937 through 1977. The cumulative 
figures are updated with each merge. 

DESTROY after third update cycle has been completed suc­
cessfully. Purge when no longer needed for agency use. 

(c) Microfilm Files produced from the Individual 
Year and Merged Tape Files and used for 
reference. 

DESTROY when no longer needed for agency use. 

9 
SAMPLE OR 10 

JOB NO ACTION TAKEN 

Four copies inc , " ,..., 0,i;.iindl to be submitted to the National Archives STANDARD FORM 115-A 
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:Blue Stripe Individual Correspondence Case File 

Files of correspondence from individuals employed in the 
railroad industry who desire information about their 
accounts or wish to question items or make a protest 
concerning their accounts. 

DESTROY 4 years after retirement or death of employee. 
Scrambled wage cases or multiple SSA number cases with 
potential for fraud are to be filed with claim folders. 

Individual Correspondence Case File 

Correspondence from railroad employees who desire informa­
tion about their accounts or who wish to question items 
or protest items conceming their accounts. 

DESTROY when 4 years old. 

Four copies, Including orlginal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescnbed by General Services 

Aom1mstrat1on 
FPMR (41 CFR) 101-11 4 
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CJeime Case Files 

Claim folders which include records pertaining to the 
payment or denial of benefits under the RUIA. Aleo 
included are binders for medical reports, notices of late 
filing, and notices of separation allowances where 
individual claim folders are not prepared. 

Transfer to FARC 1 year after end of benefit year in 
which originated. 

(a) DESTROY 10 years, 3 months after end of benefit 
year for those records created prior to July 1, 
1975. 

(b) DESTROY 6 years, 3 months after end of benefit 
year for those records created after June 30, 
1975. 

BUSI Master, Clearance, and Bestorable History: Tapes 

GBS6-l 

I 
1 Official case file records of all current BUSI applica-
1 tione or claims which include information on payments 
; made, reimbursements due, and denials or stop payments 
. authorized. Input sources include SCOBE file (item 1 
I under Bureau of Data Processing and Accounts) and Card 
and Document file (item 9 in :etJSI). 

(a) Active Master and Clearance Tape Files 
The Active Master Tape File contains data on 
individuals who have had an active file during 
the current benefit year. It contains detailed 
infomation about individual's employment and 
eligibility, nature of and deteminations on 
claims processed, and record of payments made 
or denied. If there are too many deteJ.'Dl.inations 
within an individual. record, the record will be 
shrunk to show only the final determination (see
item 3, :BUSI Previews). Updated daily. 

The Oiearance Tape file contains data. on indi­
viduals who have had some activity in BUSI withill 
the last five benefit years. Each individual 
record includes a profile of BUSI activity 
during each year and any indication or stop pay­
ments made or social insurance paid to benefi­
ciary (from BRA, Social Security, or workmen's 
compensation programs or from annuity under 
another law). Updated daily. 

- ____________J______,______ _____,____________ -

Four copies Inc: . ·,,.,; •)'"~In .. : 10 be submitted lo lhe National Archives STANDARD FORM 115-A 
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When necessary a Case Record Tape Printout (360 
TPO) can be produced by processing the Active 
Master and the Clearance tapes concurrently. The 
360 TPOs are used for reference when processing 
BUSI claims. Sections 1-4 of the TPO come from 
the Clearance Tape; Sections S-8 come from the 
Active Master Tape. 

DESTROY after third subsequent update cycle has been 
completed success.f'ully. 

(b) Restorable History; Tape File 
Individual records are purged from the Active 
Master file and moved to the Restorable History 
file one year after the end of the last active 
benefit year. Four years after the last active 
benefit year, the record is purged from the 
Restorable History file and moved to the Non­
Restorable History Microfilm File (item 2A). 
Updated annually. 

DESTROY af'ter subsequent update and new Non-Restorable 
History Microfilm (item 2AJ have been produced and have 
proven satisfactory. , 

Non-Restorable Histor;y Microfilm File 

Contains records purged from the Restorable History Tape 
File in item 2. The records are moved amiually to this 
microfilm file four years af'ter the last active benefit 
year and are used for reference and for audit purposes to 
show payments made. 

(a) DESTROY 10 years., 3 months after end of benefit 
year for those records created prior to July 1, 
1975. 

(b) DESTROY 6 years, 3 months after end of benefit 
yea:r for those records created after June 30, 
1975. 

BUSI Previews 
Printout record of data from the Active Master Tape File 
in item 2. When a record in that tape is full, the dupli­
cate information regarding determinations is shrtmk to 
provide more room. The BUSI Preview holds data from the 
tape file in printout fom as it appeared just before it 
was shrunk. l 1he printouts are kept as legal backups to1 

item 2 for audit purposes to demonstrate p~ents .made. 
-- --· ·-- ------------. -

Four copies 1, ' ,.,., or,glnal to be submitted to the National Archive, 
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Transfer to FARC 2 years after end of benefit yea:r in 
which produced. 

(a) DESTROY 10 yea:rs, 3 months after end of benefit 
yea.r for those records created prior to July 1, 
1975. 

(b) DESTROY 6 years, 3 months after end of benefit 
year for those records created after June 30, 
1975. 

BUSI Accounts Receivable Tape Files 

The Master Tape File, updated daily, contains records of 
cases for which accounts a:re or were receivable during 
the current benefit year. The records are moved to the 
History File one year after the end of the benefit year 
in which the debts were recovered. The usual sources 
for accounts receivable are the Social Security Adminis­
tration or the individual's employer. The History File 
is maintained as a legal backup to item 2 for audit 
purposes to demonstrate payments made. 

(a) Master Tape File, updated daily. 

DESTROY after third subseq_uent update has been completed 
and has proven satisfactory. 

(b) History Tape File. updated annually at end of 
benefit year. 

(1) DESTROY 10 years, 3 months after end of 
benefit year for those records created 
prior to July 1, 1975. 

(2) DESTROY 6 years, 3 months af'ter end of 
benefit year for those records created 
after June JO, 1975. 

Voucher and Schedule of Payments, SF-1166a 

Kept as legal backup to item 2 for audit purposes to 
demonstrate payments made. 

Transfer to FARO 2 years after close of benefit yea:r in 
which prepared. 

(a) DESTROY 10 years, 3 months after end of benefit 
year for those records created prior to July 1, 
1975. 

GRS6-l 

---·-----·---------------'------'-------------·---·----···---- ... -
Four copies, including original to be submitted to the National Archives STANDARD FORM 115-A 

Revised Ju!y 1974 
Prescribed by Genera! Serv,ces 

AdminIstrahon 
FPMR (41 CFR) 101-11 4 
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8 DESCRIPTION OF ITEM 

ITEM NO 
7 

(W11h ln1.1us1~e D<.1tes or Retention Penods) 

-- ---- - --------- -- - -----1------+------

-
(b) DESTROY 6 years, 3 months after end of benefit 

year for those records created after June 30, 
1975. 

UI-30 Case File 

RRB Form UI-30 file - district office notice to division 
claims operations of railroad employee's possible receipt 
of pay £or time not worked. 

?- -7 

Transfer to FARC 3 yea.rs after close of benefit year in 
which prepared. 

(a) DESTROY 10 years, 3 months after end of benefit 
year for those records created prior to July 1, 
1975. 

(b) DESTROY 6 years, 3 months after end of benefit 
yea:r for those records created after June 30, 
1975. 

,1-a Transitog Ca:rd 1Bd Correspondence File 

Records of inquiries regarding RUIA benefits on oases 
where there axe no claim folders and inquiry does not 
warrant preparation of a claim folder. ,. 

DESTROY 3 months after action is taken or when no longer 
ineeded for administrative use, whichever is sooner. 

Tr@sitog Computer Generated Listings and Printouts 

Records from the Master and Clearance Tapes (item 2) 
containing transitory information about claimants which 
do not require preparation of a claim folder. They can 
include the 360 Case Record Tape Print Outs (360 TPOs) 
produced from files in item 2. 

DESTROY 3 months after action has been taken or when no 
longer needed for administrative use, whichever is sooner. 

Card and Document FileJj..-10 

; Optical Character Reader instruction forms and punch-oa;rd 
documents used in payment of benefits under RUIA including 
applications and claims for benefits, claims examiner 
prepared instructional cards, and related records. Used 
as input to the Master and Clea:rance Tape Files (item 2). 

(a) Punch-card documents. 

Four copies ,,.,,_ludln9 o,1gin<1I. lo be submitted to the National Archl~es STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Serv,ces 

Admin1s1raI,on 
FPMR (41 CFR) 101 11 4 

115-203 
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8 DESCRIPTION OF ITEM 
ITEM NO 

7 
(With Inclusive Dates or Retention Periods) 

---------- --------- --- -- -- - - ---- ----------------+-----+-----

Transfer to FARC 3 months after the end of the quarter in GRS6-1 
which originated. 

(1) DESTROY 10 years, 3 months after end of 
benefit year for those records created 
prior to July 1, 1975. 

(2) DESTROY 6 years, 3 months after end of 
benefit year for those records created 
after June 30, 1975. 

(b) OCR instruction fo:tms. 

DESTROY after microfilming. 

(c) Microfilm copies. 

DESTROY when 6 years, 3 months old or when no longer 
needed for administrative use, whichever is sooner. 

J.. ... 11 Uncollectable Accounts File of Claim Folders 

Case files which contain all infomation about RRB efforts 
to collect from individuals who were overpaid RUIA 
benefits and whose debts are considered uncollectable. 

Transfer files with 5 year inactivity to FARC. , 

DESTROY 6 years, 3 months after recovery has been com­
pleted or waived. 

I~, 12 Monthly UI Benefit Reports to Railroad Employer 

Records on RUIA benefit payments to employees to whom 
employers expect to pay a wage guarantee. 

Break file at end of benefit year, transfer to F.AltC 3 
years after break. 

(a) DESTHUi 10 years, 3 months after end of benefit 
year for records created prior to July 1, 1975. 

(b) DESTROY 6 years, 3 months after end of benefit 
year for records created after June 30, 1975. 

Reports of Retumed or Cancelled Benefit Checks 

Records identifying checks returned to the Treasury­
Department or checks cancelled by Treasury on RRB 
request, SF-1098. 

Transfer to FARO l year after end of benefit year in GRS6-l 
which originated. 

-----~----- ------------- -------------~----~------

,,-13 

I 115-203 Four copies. I11c,.,;l•r •·•~lndt lo be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1mstralIon 
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ITEM NO 

1)-16 

115-203 

8 OESCRIFTION OF ITEM 
9 

SAMPLE OR 
JOB NO 

10. 
ACTION TAKEN 

(a) DESTROY 10 years, 3 months after end of benefit 
year for those records created prior to July 1, 
1975. 

(b) DESTROY 6 years, 3 months after end of benefit 
year for those records created after June 30, 
1975. 

Accounts Receivable Transactions 

Computer printout of the daily listing and summary reports 
of accounts receivable transactions. 

(a) Certification and recoverables unit copy. 

Transfer to FARC 1 year after end of benefit year in 
which originated. 

(1) DESTROY 10 years, 3 months after end of 
benefit year for those records created 
prior to July 1, 1975. 

(2) DESTROY 6 years, 3 months after end of 
benefit year for those records created 
after June 30, 1975. 

(b) Bureau of Budget and Fiscal Operations copy of 
month-to-date summary report. 

See disposition for Bureau of Budget and Fiscal Operations; 
Posting Media. 

(c) All other copies. 

DESTROY when superseded. 

Opinion and Precedent Case Files 

Records include recommendations, briefs of cases, and 
resulting determinations involving legal, adjudicative, 
or administrative questions. 

DESTROY when no longer needed for administrative use. 

Lien Notice File 

Records include copies of lien notices (RRB Fonn ID-JOb) 
sent to railroad employers in personal injury cases where 
individuals claiming sickness benefits have indicated 
intent to file a personal injury claim against the rail- , 

:~•:plo~er. Records used in lieu of-preparing claim J 
----'------ -···---·····----

Four copies, Including original, to be submitted to the National Archives STANOARO FORM 115-A 
Revised July 1974 
Prescribed by Geneial Services 

Adm1n1strat1on 
l•., 11 ,)'i-3/!7 FPMA (41 CFR) 101-11 4 
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llEM NO 

l)-18 

I ;.-19 

9
8 DESCRIP1 ION OF ITl:M SAMPLE OR 10 

1Wat1 Inclusive 0<.1k<s 01 Retention Periods) JOB NO ACTION TAKEN 

Transfer to FARC 3 years after benefit year in which 
originated. 

(a) DESTROY 10 years, 3 months after end of benefit 
year for those records created prior to July 1, 
1975. 

(b) DESTROY 6 years, 3 months after end of benefit 
year for those records created after June JO, 
1975. 

BUSI Production Reports 

Records include employee prepared production reports and 
computer prepared listings of production reports. 

(a) Employee prepared reports. 

DESTROY when 2 months old. 

(b) Computer listings. 

DESTROY when 5 years old. 

Reimbursement to :Elnployers 

Monthly computer report of reimbursement to employers for 
taking claims. 

(a) Bureau of Budget and Fiscal Operations copy. 

See disposition for BFO, Accolllltable Officer's Files, 
item lb. 

(b) BUSI copy. 

DESTROY 1 year after end of quarter in which originated 
or when no longer needed for administrative use, which­
ever is sooner. 

Claims Certified and Payments Recoverable 

Records of BUSI claims certified and payments recoverable. 
Daily activity recorded on RRB Fo:rm UI-47a. Includes 
monthly summary of transactions on BRB Form UI-47b. 

Transfer to FARC 2 years after end of benefit year in 
which originated. 

(a) DESTROY 10 years, 3 months after end of benefit 
yea:r for those records created prior to July 1, 
1975. 

(b) DESTROY 6 years, 3 months after end of benefit 
year for those records created after June 30,197:• 

Four copies, including o,1gloal, to be submitted to the National Archive& STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admin1strat,oo 
FPMA (41 CFR) 101-114 

115-203 
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7 
ITEM NO 

---·--

3-1 

rs- 2 

\1-5 

\ 3-7 

Unemployment Insurance Claimants Case File (Form ES-1) 

(a) Cases without Adverse Determinations 

DESTROY 3 years after end of benefit year in which 
originated. ' 

(b) Cases with Adverse Determinations 

Transfer to FARO when 2 years old. 

DESTROY when 5 years old. 

Unemployment Claims Agent's Placement Report (Form Es-22) 

DESTROY 1 year a.f'ter the end of benefit year in which 
originated. 

Report of Outstanding Performance by a Claims Agent in 
Placement (Form ES-22a) 

DESTROY 1 year after the end of benefit year in which 
originated. 

Employer Order and Becord Summary (Form ES-113) 

DESTROY closed file 3 years a.f'ter end of benefit year in 
which originated. 

Index OA.l"'d of' Hirin.a- OfficiA.l.R ('Roil'N'\ad and Non-Bailroa.d 
Form ES-lhOl 

DESTROY when cancelled or superseded. 

Work Measurement Beports (Forms G-14, G-12, G-lSa) 

DESTROY 3 years after the fiscal year in which originated. 

Itinerant Service Record (Form G-16) 

DESTROY 3 years a.f'ter the end of the calendar year in 
which originated. 

70 75 
9

8 DESCRIPTION OF ITEM SAMPLE OR 10 
(W11h lnctus,ve Dates or Retention Periods) JOB NO ACTION TAKEN 

..- - -- -- ... -·--------..---- - - -- . -- ------------·· - - --·--------+------

11/tl-llV- '/8 Ic,J 

(s) 

(5) 

( 1) 

-L. -· . . . ·-- -···•·-------·-------~---..........-----
,,s-203 Four copies including orlglnal, to be submitted to the National Archlwee STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Se1V1ces 

Admm1strat1on 
FPMR (41 CFR) 101-11 4 
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13 - 9 

13 - 10 

13- 11 

n - 12 ~ 

\3 - 13 

13 -14 

8 DESCRIPTION OF ITEM 
(W1tn Inclusive Oates or Retention Pe11ods) 

- - -- ---- ----- -------- -----i------r------

Mid-Month Re ort of Accountable Retirement Survivor and 
)Iedicare Cases in Field Offices Form G- 8 

DESTROY l yea:r after date originated. 

Weekly Status Report (Retirement and Medicare Applications 
Form G-425 

DESTROY 6 months after date originated or when need is met. 

Labor Organization Member File (Form G-5Q8) 

DESTROY when superseded. 

Record of Receipts and Disposition of Applications 
(Fom G-591) 

DESTROY 1 y-ea:r after date originated. 

Third Party; Disclosure Record (Form G-671) 

(a) :Railroad Retirement Act 

Send records pertaining to retirement or survivor matters 
to claim files marked "file only" when closed RR.A 
beneficiary file is purged. 

(b) Unemployment Insurance 

DESTROY 5 years after ES-1 file is destroyed. 

(c) Siclmess Insurance 

DESTROYS years after District Office file is destroyed. 

Visit to s Insurance Clai t 
Form SI-

DESTROY 1 year after end of benefit year in which 
originated. 

Desisnation of Unemployment Claims Agency (Form UI-8) 

DESTROY 1 year after the Claims Agency is no longer active. 

,Vtf-/lt/-7 I 
(10) 

(11) 

(II,) 

Four copies, including orlglnal lo be submitted to the National Arc;lllvea STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm,nistratton 
FPMR (41 CFR) 101-11 4 

115-203 
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8 DESCRIPTION OF ITEM7 SAMPLE OR 10 
ITEM NO (W,tn 1nclu1,1ve Dates or Retention Periods) JOB NO ACTION TAKEN 

- ------f------+------

on RUIA 
Act vities Fom.s 
UI-

DESTROY 1 year after end of benefit year in which 
originated. 

(I'/)Register of Adverse Determinations and Redetem.ina.tions 
(Fom.s UI-J6, UI J6a) 

11--16 

DESTROY l year after end of benefit year in which 
originated. 

(Ii)Register or Voluntary; Quit Determinations (Form UI-37}n-11 

DESTROY 1 year after end of benefit year in which 
originated. 

Index Card {Form UI-118)l 3...-18 

DESTROY l year after end of benefit year in which 
originated. 

, J-19 Emergency Preparedness Releases 

DESTROY when superseded or declared obsolete by the 
Emergency Coordinator of the :Board. 

Completed UI Fraud and Erroneous Payments\3-20 

Hecords include copies of UI-39 letters, UI-27, IJI-49b, 
UI-49b-P.tt, and UI-50. 

Send to ~uSI at end of benefit year. 

Federal Executive :Boards and AssociationsfJ-21 

Records or meetings and participation in Federal Executive 
:Boards or Federal Executive Associations by regional. 
office and/or district office personnel. 

DESTROY 1 year after end of fiscal year in which 
originated. 

\'~-22 Indivi(lneJ Travelers Insurance Processing Offices 

Records of contacts with and from various claims 

----·· ·- -- -·-·---------------- -
115-203 Four copies, mcludlng orlgtnal, to be submitted to the National Archlvee STANDARD FOAM 115-A 

Revised July 1974 
Prescribed by General Services 

Admm1strat1on 
FPMR (41 CFR) 101-11 4 
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I 8 DESCRIPTION Of ITEM 10.SAMPLE OR 
ITEM NO (W,th lnc1us1ve Oates or Reten11on Periods) ACTION TAKENJOB NO 

f3- 23 

,3-25 

tJ-26 

I­ -·-----·--·-· ·- - . - -- ·-·--------
I 

I
•processing offices of the Travelers Insurance Company in 
1oonnection with the Medicare program. 

DESTRO:! 3 years after end of fiscal year in which 
originated. 

RRA :Benef'iciarY Case File 

Records of applications and supporting documents and/or 
investigations under provisions of the RRA, maintained in 
field offices. 

DESTROY 1 year after close or file. Remove Forms G-671 
from f'iles to be destroyed and transmit to claim file 
marked "file only". 

RRA :Benef'iciarx, Representative Payee Cye File 

Records of selections of representatives to act for 
incompetent beneficiaries. 

Hold until beneficiary dies or no longer requires repre­
sentative payee. Transmit file material of record in BRC 
including any Form G-99a, via Form G-99b to BRC. :Balance 
of file becomes RRA beneficiary file (see item 2;). 

BRA :BeneficiA£!:1 Student Case File {l3hJ 

Files in which a full-time student is being paid or being 
considered in the computation of benefits paid under the 
RRA. 

Transmit student file to :Bureau of Retirement Claims when 
student attains age 22 or other termination event occurs. 
Retain in BRA :Beneficiary case file {Item 25) and DESTROY 
l year after last action. 

State Dnploym.ent Service (J.3i) 

Records or contacts with and from offices or the State 
Employment Service and maintained in regional and field 
offices. 

DESTROY when 1 year old. 

___,____________ . - - -- -·---------------~-----'------·--·-- -· 
Four cople1, Including orlglnal, to be submitted to the National Archive• STANOARD FORM 115-A 

Revised July 1974 
Prescribed by General Serv,ces 

Admm1strahon 
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l JOB NORequest for Records Disposition Authority- Continuation 

ITEM NO 

13 ... 28 

3..-JO 

ll-32 

115-203 

8 DESCRIPTION OF 11 EM 
(With 1nclus1ve Dales or Retenllon Perw<ls) 

Social Security Administration 

Records of contacts with and from,offices of the Social 
Security Administration and maintained in regional and 
field offices. 

DESTROY when 2 years old. 

Bureau of Health Insurance 

Records relating to coordination with BHI representatives 
of the SSA concerning overutilization by physicians, 
program integrity complaints, individual complaints, 
medicare fraud, and suspended medicare payments, main­
tained in the regional office. 

DESTROY J years after fiscal year in which originated. 

Quarterly Summary Checking on Possible Employment of 
UI Claimants 

Records are reports by field offices to regional offices, 
reports by regional offices to BUSI, and summary reports 
prepared in BUSI. 

DESTROY 2 years after date originated. 

Cost Reports 

Reports of cost of UI-SI claims processing in Head­
quarters for month prepared by Bureau of Budget and 
Fiscal Operations for the regional offices, and regional 
cost reports for the month including cumulative figures-. 

DESTROY 1 year after date originated. 

Summary of District Office Operations 

Productivity report furnished by the Bureau of Budget and 
Fiscal Operations to regional and field offices showing 
man-year productivity for those offices. 

DESTROY 1 year after date originated. 

Energy Conservation Reports 

Records include all reports regarding the conservation of 
energy with reports of miles traveled by personnel in the 
field service. 

Four copies. Including orlglnal, to be aubmlned to Iha National Archives STANDARD FORII 115-A 
Revised July 1974 
Prescribed by General Services 

Aam1n11tra11on 
FPMR (41 CFRI 101-11 4 

PAGE OF 

74 75 
9. 
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SAMPLE OR 
ACTION TAKEN 

Ntt-l8'1-71-, 
( J, 1j) 

I' 

.________.._______ 



Reques\ for Records Disposition Authority- Continuation. . 
I 8 01:.~CAll'IION Of ITEM 

,w,o, 111< 1.,~,.., Odle.. ~" Retentior, Permds)lfE~ NO 

! 

DESTROY 1 year after fiscal year in which originated. 

Monthly Swmna:cy of Financial Ope;rationeI 3- 33 

1 Regional office report tumished by the Bureau of :Bu.dget 
, and Fiscal Operations including a BUllllllarY or manapmentIdata and summary of financial operations. 

'.DESTROY 1 year after date originated. 
: . 

I~- 34 :Monthl1 Record of Reviews and Protests 
I 

! Report kept in regional office and forwarded to BUSI 
' monthly. Records identify cases on which adve"'9e 
• deteDlinations have been submitted to the regional office 
: for review, and show infomation such as date of initial 
detemination letter and date protest received in district 

j office. 

_ 1DESTROY 5 years after benefit year in which originated. 

Q.uarterlY Report Sending Original UI-h9b and UI-49b-PR'a 
i to BUSI. 
! 
' 

DESTRO? 3 years after date originated. 

11- )6 Duplicate Benefits Quarterly Report 

Report to ~us~ about checking with state agencies on 
duplicate benefits. Includes llli"omation on number of... 

: oases checked in the region, the number on which dupli­
cate benefits were claimed, and the amount of any over­

: payment. 

DESTROY 3 years after date originated. 

PAuE OF 

75 75 
9 I 

SAMPl E OR 1 10 
JOB NO I ACTION TAKE~ 

t 
fYt-1-/t'I, 7t-,/ 

ca. ~e) 

(25+) 

,1,Jf Itin~rant Service Schedule • (;u,) 

Becords are schedules maintained in f'ield and regional 
offices listing various points where a Board representa­
tive may be contacted, dates and hours of service at 
each point. 

DESTROY when superseded or obsolete. 

Four cop••• Including or191na1 to be eubmlhed to lh• National Archh,•• STANDARD FORM 115-A115-203 
A.,.,,,..,,1 July 1'174 
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