
FEDERAL ENTITY CEASED OPERATIONS 

Schedule Number: NC-174-000103 

Federal entities may cease operations when they are established as a temporary 
entity, are abolished, or functions are transferred to state or local government or 
private control. 

Description: 

On December 30, 1969, Public Law 91-181 (83 Stat. 838) established the Cabinet 

Committee on Opportunities for Spanish-Speaking People to replace the Inter-Agency 

Committee on Mexican-American Affairs (IACMAA). The Cabinet Committee on 

Opportunities for Spanish Speaking People was terminated on December 30, 1974. 

Date Reported: 06/22/2020 

FEDERAL ENTITY CEASED OPERATIONS 



11-9-1973 / Office Serv. Spec. 
(Date) 

7. 

ITEM NO. 
8. DESCRIPTION OF I TEM 

( With Inclusive Dates or Retention Periods) 

Records to be disposed are described in Chapter
Vlll "RECORDS CONTROL SCHEDULE" of RECORDS 
CONTROL MANUAL for Cabinet CoJIUnittee on 
Opportunities for Spanish Speaking People. 

(Tide) 

9. 

SAMPLE OR 
JOB NO. 

10. 

ACTION TAKEN 

CCOSSP wishes to dispose of the agency records 
as outn.ined in the "RECORDS CONTROL SCHEDULE" 
in order to remove inactive�so that costly /rec�rds 
office space may better utilized. 
Inclosed are three copies 6� CHAPTER Vlll 
RECORDS CONTROL SBHEDULE. 

REQUEST L. 'THORITY LEAVE BLANK 
JOB NO. TO DISPO;;yuRECORDS DATE RECEIVED 

(See Instructions on Reverse) 

TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO AGENCY 

1. FROM {AGENCY OR ESTABLISHMENT) panis pe ing "e0/' e., 
In accordance with the provisions of 44 U.S. C. 3 303a the disCabinet Committee on Opportunities for posal request, including omendments, is approved except for 
items thot may be stomped "disposal not approved" or "with2. MAJOR SUBDIVISION drawn" in column 10. 

3. MINOR SUBDIVISION 

•4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. 

_Ge_or_ g_ e_ _ U_p_s_h_aw _________ -_2 5_ _3_ (,___8_2_ 3----1/_-t/-7¥ ....:µ,,,.��'f};J::./.���
6. CERTIFICATE OF AGENCY REPRESENTATIVE: Date 

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

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-105 



D. 

CHAPrER VI 

SET.ocTOO SAMPLE CONTRACT/PROJOCT/PROORAMS MID/00. GRANl' CASE Fil.BS 

A. �se: _A history of the Cabinet Ccmnittee on ()pportwrlties for 
paru.sh Speaking People 'WOUld be incanplete without a record of 

the activities of Contractors, Projects, Pro� and Grantees. 
Therefore, it is necessary to preserve those papers which reflect 
these activities. lbwever, not all Contract/Project/Programs and/ 
or Grant case files need be preserved pennanently in order to 
have an accurate picture of the procedures, goals, operations, 
accanplishnents, and failures of projects, contractors and 
grantees. Select sample Contract/Project/Programs and/or Grant 
case files choosen judiciously and maintained pennanently, will 
contain the necessary historical information. 

B. Responsibility: The Division Director in the Office of Admini- . 
stration, is responsible for insuring that sample case files are 
selected and maintained pennanently. The Chiefs of each Division 
which administer Contracts/Projects/Programs/ and/or Grants,• 
participate in the selection of sample cases to insure that all 
the selection criteria are completely and acrurately met. 

C. Selection Criteria: Select Contract/Project/Programs anl/ar 
Grant case files which: 

(1) Serve as an example of a particular program (e.g.) Project 
BETA). 

(2) Result in developnents of political and historical signi
ficance. 

Sample case files should amount to no more than 3\ of the total 
number of case files·. 

Procedure: At the end of every o·ther fiscal year, C.Ontract/
Project/Programs and/or Grant case·files on which the final 
decision has been made or phased out, e.g. F.ducational Projects,
are removed �roin the active.file and placed in the inactive-file. 
Two years later, the Director of Management will meet with the 
Chiefs of the Divisions which administer Contracts/Projects/ 
Programs and/or Grants to select the cases that have archival, 
value and are to be retained permanently. At this time 

· 

• 
· '.-

those . 
cases selected for ·&:'HEDULEpennanent retention should be separated in 
the inactive file and filed separately. 

A SF 115 (See F.xhibit D) should be prepared to fonnally reM 
quest for authority to dispose of COOSSP records. 

12 



CHAPTER VIII 

RECORDS CONTROL SCHEDULE 

15 



- -·space, rr.d. travel. 

DISP_OSAL APPROVl 

tu:l.,UK,LJ;:, u.N'4 llU.JL �LL 

1. .Administrative Services 1. At the end of every 1. 1 year after file break. 1. DESTROY 4 years after 
Records relating to service other fiscal year. file break. 
needed to administer Ccn5SP plSPO&AJ. APPROYfiIncluded are records re- -
la ting to ADP, Civil Def ens 
and Er.lergency Preparedness, 

2. Mailing lists and related 2. DF.STROY when updated 
11".aterials. list is prepared or 

received. -1111PO&AL.CVE 
3. Procurement P.equests. 3. Place in inactive file 3. 2 years after file break. 3. OF.STROY 5 years ...... ter 

on final payment. Bre file break. 
inactive file at the lllsP0&4L APPac,of every other fiscal 
year. 

4. Requisitions for Printing. 4. DESTOOY when costs 
estimates are no 
longer needed. 

s. Telephone Stater.i.ents and DISPOSAL APPROVE s. DF.STROY 4 years after 
Tollslips. period covered by

related account. 

6. Backup Infonnation for �OSAL, APPRDV!D 6. DESTROY 1 year after 
Reports and Papers. infonr.aticm is Ifol:. dated in report I 

paper. 
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�). 

(a) 7nSPOSAL PPROVEd' 

ROCORDS CX)NTROL &:HEDULE 

7. Budget and Fiscal (See
Footnote 
on page 

Records relating to the 
preparation and presen
tation of the budget which 
sh::>w agency policy and 
procedure and reflect 
expenditures policies for 
agency programs. 

7. At the end of every 7. PERM�H�t,ff. Offer 
other Fiscal Year. to National Archives 

1 year after file 
break. DIS

APPROVE
POSAL n

D
or 

8. Acccuriting lists of non 8. 8. 
1 year after f; le 
break. 

8. 
ra) DESfROY 4 years

after file .break. 
(a) At the end of every

fiscal year.
expendable property show
ing depreciation and docu-
1nents on the acquisition an 
inventory of property. 

(a) Originals 

(b) Copies. 

9. Payroll records (such as SF 
1125 and SF 1126) used in 
General Accotmting Office 
audits. 

(b) At the end of every
fiscal year. 

9. At the end of every
other fiscal year. 

J 

APPaovN') DESTROY 2 years
after file break. 

9. 1 year after file break. 9. DFSfRDY 2 years after 
audit of related pay 

DISPOSAL AP ROVEil records by the General ._.._. Accounting Office. 
-

-

Page 17 



(b) 

AL APPRO DISPOS,

13. DISPOSAL APPROVED ,

ROCCRDS cxwmoL SCHEDULE 

10. Periodic reports on the 10. o. 10. 
status of ar,propria tion 
Accmmts and Apportionments. 

DISPOSAL fl T
APPROVE(a) End of fiscal year (a) At the end of 3rd �al PERM.�NENI'. 

report. fiscal year. Offer to National 
Archives when no 

(b) Back up reports • (b) At the end of every
fisca:I year. 

1 year after file longer needed by
break. CCDSSP. 

DISPOSAL APP& ED (b) DESTIDY 4 ye:.
after file b • 

11. Bonds and Contributions. 11. 11. 

ED (a) DESTIDY when 
superseded by 
new card of 

(a) Authorization for 
purchase of Bonds, 

or Cancellation of 
Bonds, Notice of 
Rctun1ed Bmds, Claim 
for Loss of Bonds 
Stolen or Destroyed
and Request mid 
P.uthorization for 
Voltmtary Allotment 
UGF. 

DISPOSAL APPRO ED (b) 

separation of 
employee. Upon
trans fer, forward 
card to new 
agency. 

DESTROY 2 years
after file break.

-
(b) Bonds registration 

fonn and request 
for issuance of U.S. 
Bends. 

(b) At the end of 
every fiscal year. 

12. F::?loyee Pa)TOll Status and 
Activity Reports. 

DJSPOS,A1, APPROVED 12. DE.5TroY 1 year after 
report to r.ensus. 

Request for Reissuance 

Payroll Earning Register. 3. At the end of every
fiscal year. 

'3. DESTIDY 3 years after 
file break. 

Page 8 



14. 14. 
SAL NOT schedule. See GNJ 

15. 

17. 17. 

(a) 

DISPOSAL PROVED (b) 

RECORDS OJNTROL SCHEDULE 

sfRIES DEsoH 

At the end of every 
fiscal year. 

3 years after file bre 14. Not authorized by thi 
ROVED Records Retention 

14. Individual Earning History 
transfer to FRC, St. o;:
Louis , Ml. (See Chapte
!!l· and Disposal Sche4ule 

No. 5, Item 1. 

Check Issue Listing. 15. At the end of every DIS�O&AL APPBOV D 15. DESI'IDY 3 years
other fiscal year. after file break. 

16. R!;tirement reports includ- 16. At the end of fiscal 16. 1 year after file break. 16. DFSI'ROY 4 years after 
ing Register of Separation year. file break. 
and Transfer and W-2 DJSPOSAl. APPROVED -
Stmmary Ch.eek List. 

17.Ad:-ninistrative reports,
correspondence and data 

17. 

relating to payrolling
operations and pay adminis 
tration. 

(a) P2ports, correspon
dence and data used 

At the end of DESTROY 2 yearsDJSPOSiAL APPROVED(a) 
after file breakevery fiscal year. 

for workload and 
personnel m:magement 
purposes. 

....._ DESTROY 4 YJill'S _after file�
(b) All other reports and (b) At the end of 

data. every fiscal year. 
J 

Page 19 



19. 

20. 20. 

E!.!!!SAL APPROVED 

21. 

�SAL APPROVED 

RECORDS OJNmOL SCHEDULE 

docunents including
vouchers, schedules, 

18. Original obligating 18. Place accot.mts lffl.ich 18. 3 years after file 18. Not authorized by thi 
are closed in inactive break. (See Footnote schedule. Transfer 
file. Break inactive an Page�*). to FRC as GAO Records 

invoices, a�d other papers file at the end of DISPOSAL nor 
APPROVEDdocumenting the collection every fiscal year. 

and disrursanent of agency
funds. 

DESTROY 3 years after 
file break. 

-

19. Copies of obligating 19. At the end of every
fiscal year. aoc:ur.:ents including 

vouchers, schedules, �POSAL APPIU'"•"'invoices, and other papers
cl::�- -�3nting the collection 
a.'1d disbursement of agency
funds. 

DESTROY 10 years afte,
file break. 

General account ledgers o. At the end of every 20. 1 year after file 
and allotment records fiscal year. break. 
including those used as 
internal control and 
showing total depreciation. 

21. Records used as posting and 
control media, but 

1. At the end of every
fiscal year. 

DESTROY 3 years after 
file break. 

subsidiary to the general
.me allotment ledgers. 

-
; 

Page 20 



5001-3 

DISPOSAL APPROV D 

24. 24. 24. 

DISPOSAL APPROVED 

25. 25. 

DISPOS<AL APPROVED 

ROCORDS ClX'lllb)L SCJiEOULE 

22. Records relating to the 22. At the end of every 2 2. DFSI'ROY 3 years after 
availability, collection, fiscal year. file break. 
rustody, and deposit of 
fuids, including appro- ��&AL APPROVED 
priation warrants (other,
than records covered by - ----· 
Item 18). 

23. General AccOllllting office 23. DFSTROY 1 year after
reportednotices of exception exception as 

(fomal or infonnal) and as cleared by �related correspondence. General AcCOl.Ul 
Office. 

A�lotment records showing
status of obligations and 

At the end of every
fiscal year 

1 year after file break 24. Des troy 10 years after 
file break. 

allotments tmder each 
authorized appropriation. 

P.d:ninistrative corre- At the end of every
fiscal year. 

25. DESTROY 2 years after 
file break. spondence, reports, and 

-data relating to voucher 
preparation, administra-
tive audit, and other 
accounting and disbursing
operations. 

26. Apportionment and reappor- 26. At the end of every 26. DESTROY 2 years Ar 
tion.-nent schedules, £ is cal year. ; file break. 
proposing quarterly obli- DISPOSAL APPROVEDga ticns under each 
authorized appropriation. 

Page 21 
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27. 

RH.UUJS UJNIRUL Sl.liEIJULE 

SwJEs oEsouPT 

27. Freight records consisting At the end of every 27. DESTROY 3 years after 
of copies of export fiscal year. file break. 
certificates, transit 
certiiicates denurrage car �OSAJ. APPROVED 
record books, shipping
docur.::ents pertinent to 
freight classification, 
copies of Government or 
Corrmercial bills of lading 
storage and denurrage 
reports, and all supportin
doa..m:ents including files 
relating to the shipment
of household effects. 

28. Freight records relating 28. At the end of every 2 8. DFSI'OOY 3 years after 
to the Administration of fiscal year. file break. 
Government Losses in Ship- . 
mznt Act, consisting of DISP�W. 

- APPIDYED------"--
schedules of valuables 
shipped and related papers
and reports. 

29. P-assenger transportation 
records, consisting of 
I!le:norandu.'::l copies of 
vouchers (Standard Fonn 
1171a) , memorandum copies
of transportation requests
(St�ndard Fonn 1169a),
travel authorizations, 
tra.>J.sportation request
rcgis ters , and all 
supporting papers. 

Page 22 ... 



29. 

RECORDS OJN'"fROL &:'HEDULE 

(b) 

(c) 

30. 

DFSfIDY tmen fund: 
DISPOSAL PROVEn(b) 

srnI 

(Can't) 29. (Om't) (C.On 't) 

DISPO(a) Issuing Office (a) At the end of DESTROY 3 years
memorandum copy. every fiscal year after file break. 

Obligation copy, if 
different from 
copy in 3a. 

Unused ticket 
redemption fonns. 

DESTIDY when 
funds are 
obligated. 

DESfROY when 
administra1-
necds have •n 
satisfied. 

30. Passenger transportation 30. 
records pertaining to 
reimrursements to individ-
uals, consisting of copies 
of tr.:1vel orders, per diem 
vouchers, transportation 
requests, hotel reser-
vations and all supporting 
papers relating to official 
travel of officers, employ-
ees, dependants, or others 
authorized to travel by
law (e.xdusive of records 
covered by Item 29. 

J 

(a) Travel administrative (a) Break file every DISPOSAL AP ROVED (a) DESTROY 3 years 
unit copies. 2 years. after file break. 

are obligated.
(b) Obligation C.opies. 

Page 23 



DISPos.u_ AP OYED (a) DFSI'IOY 2 years 

DISPOSAL APPllOV D 32 • 

ROC.ORDS 0:t{l'ROL SCHEDULE 

31. Records pertaining to 31. 31. 
travel and transportation
rot othen<l.se covered in 
this schedule, General 
Records Schedule 9 • 

after file break.
(a) Correspondence, fonns (a) At the end of 

and related papers eveiy fiscal year
pertaining to agency
travel and transpor
tation functions. 

-
(b) Accountability record! • (b) At the end of DISPOSAL APPR VED (b) DESTROY 1 year

eveiy fiscal year after all entries 
on the records 
are cleared. 

32. Work papers, cost state 32. At the end of every
fiscal year. 

DFSI'Rm' 1 year after 
file break.ments, and rough data 

acCWIDJ.lated in preparation 
of annual l:udget estimates, 
including duplicates of 
papers included in file 
copies of budget estimated. 

sult the GSA Liaison Division for disposal of duplicate fol ers 
an related papers pertaining to fiscal matters. Also coordin te 
wi h the G.5A Liaison Division pr cedures for obtaining penniss on 
fr m GAO (See Part II <Zhapter I, Paragraph D) to transfer thos 
a:: SP records that are not dupl cated 1 year after file break 
If pennission is denied, hold in office and destroy 3 years af er 
fi&:'HEDULEe break. 

Page 24 
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DISPOSAL APPROVED 33. 33. 

RHJJRU!:> UWll«JL �IDJULE 

Personnel Records (See Footnot, 
on Page E._* 

Application for FJrployment 33. At the end of every DESTOOY 6 Jil)Ilths after 
other fiscal year. file break. 

34. Application for leave 
and supporti..rig papers 
(Note: Applications for 
leave taken :immediately
prior to separation are 
placed in the Official 
Personnel Folder). 

34. At the end of every 
calendar year. DISPOSAL APPROVED 34. DESTROY 1 year after 

file break. 

35. Change slips and change 
cards. 

35. At the end of every 
fiscal year. 

�lSPQ&4L APPB.GVU� 35 • DESTOOY 3 years after 
file break. 

36. Correspondence, letters 
2nd telegrams, offering 
appointments to potential 
e;tployees• 

36. 

(a) DESTROY irrmediate
ly, if appoint
ment is accepted. 

(b) If appointment is 
declined, return 
to Civil Service 
Corrmission with 
reply and 8:PIA
cation, if nal!I' 
was received 
from Certificate 
of eligibles. 
If offered as a 
result of appli
cation for tempo
rary or excepted 
appointment, 

Page 25 



DISPOSAL APPBOY D 

RECOODS OONTROL �HEDULE 

36 . (Continued) 

37. Duplicate individual 
personnel folders that in
clude Notification of 
Personnel Action (SF- SO)&:'HEDULE, 
within grade notices and 
official correspondence. 
(Note : a:DSSP Official 
Perswnel folders for 
individual employees are 
maintained in the Personne 
Of £ice of GSA) • 

38. Fede�·z:.l and State Tax 
E.xanption fonns (w-4 ' s  
and w- 2 's ) ,  Health 
Benefits Registration 
(SF-2810) , Waiver of Life 
Ins.irance (SF- 53)e, Desig
nation of Beneficiary 
(SF-54)e, Authorization for 
Charitable Contribution 
cards. 

37 . Upon separation of 
employee , consult the 
GSA -Personn·el Office 
for disposal of dupli
cate folder and relate 
papers. 

38 . Place superseded fonns 
in inactive file. 
Break inactive file at 
the end of every ca
lendar year. 

; 

DISPosi41 APPROVE 

E!SP@SAL APPROVED 

36&:'HEDULE. (b) (Cant. )  

fi le inside applicatic
and dispose of in
accordunte with pro
visions. See GRS 
Records Retention and 
Disposal Schedule No. 
Item 15. All others; 
DESTROY immediately. 

37 . DESTFDY duplica-
folders 3 years after 
separation, upon
coordination of 
CffiSSPe' s  individual 
person.Tlel folders 
with the IBA Personne: 
Office. 

38 • DESTROY 3 years after 
file break. 
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'mAL DISPOS I't!ON Alitii)lUlE 

PROVED (b) DISPOSAL 

40 . 40 . 

(a) 

KtU.JiW� l.U'I l KUL ::A.! 1WUU: 

39. Position Descriptions. 
DISPOSAL DESTIOY one copy

5 years after 
position is 
abolished or 
description is 
S1..&1)erseded. 

DESTIOY other 
copies when 
position fsa 
abolished o'I' 
description is 
superseded. 

40. Time and Attendance Repor
used for timee, attendancee, 
and leave. 

(a) Reports sul:mitted 
each pay period. 

At the end of evexy DESTROY 3 years 
calendar year. after file brea.lc, 

PROVED (a) 

(b) Copy of final card At the end of every APPROVE�)(b)
(11 50) showing calendar. 
acaeulated le.ave on 
separation (NOI'E :
Original 1150 is 
placed in the Official J
Personnel Folder)e. 

* 0 fic ial Personnel Folders are · ntained in the Personnel Of ice 
o GSA, consult the G.5A Personn 1 for disposal of duplicate £ lders 
a d related paperse. Those dupl cate and related papers not rtinent 
t the GSA Official Personnel O £icee, dest� 3 years after s paration.

OS.4L APPROVED 

DESTOOY 3 years
after file break. 
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41 . 41 . 41 . 

42 . DISPOSAL NOf 

DISPOSAL NOT 

DISPOSAL HOT 

45.  DISPOSAL APPROVED 

Page 28 

RECO!WS cn.TROL S:HEDULE 

DISPOSAL NO
ApPROVED 

-At the end of every
other fiscal year. 

£rOSSP - Office of the PER!':{A.t� 
Offer to NationalQiairman. Records reflect 
Archives when noing the mission, ftmction,

and operation of the cm . longer needed by CCDSSJ 
Includ� 1 copy of each 
In.211agement issum:ice, i.e., - ---
Directiv�s , Orders. 
Also includes records 
relating to congressional
relations. 

-APPROVEDOlainnan 's Olronological 4 2. At the end of every
and Reading Files . other fiscal year. 

�I�H�NF.NT
Offer to National

i?s 

Archives lt.nen no 
longer needed by CCDSSl 

APPROVED -4343. Chairman's General 43. At the end of every
other fiscal year. 

�S?rla�l'E�-
Correspondence files. Offer to National 

Archives when no 
longer needed by CXDSSl 

cmsSP - Records of the 44. At the end of every44. JJ 2:EE�•�NFNTAPPROVED
other fisc�l year. 

are not in duplication of Archives when no 
the Office of the Chair- longer ne eded by CWSSE 
11'.!ln . 

-

E.�ecutive Director that Offer to National 

cmSSP General Oironogical 
Filest. 

At the end of every
other fiscal year. 

4 5 .  DFSfOOY 2 years
after file break. 

45. 

https://�I�H�NF.NT


DISPOSAL NOT 

47 .  

48. 

DISPOSAL APPROVE 

RECORDS Cl.W'fROL SCHEUULE 

APPROVED 46.46. Conmittees and Organiza 46. At the end of every PERMANEfil,..,.
Offer to National 

ing to 
ship with the Federal, 

tions records relating other fiscal year. 
to COlSSP participation in Archiv�s 1 year
conference and meetings - after file break. 
records includes minutes , 
agenda, reports and re
lated papers. 

DISPOSAL NO'I' 
APPROVEDGovernment Records relat 47 .  At the end of every 47. PERMAfffiNI' . 

tlie cmsSP relation other fiscal year. er to National 
Archives 1 year af.Er 

State, and Local Qlvern file break. •ment. 
DISPOSAL WOT L�r,al 2nd Legislative 48. At the end of every APPROVED 48.  PEID-Wt'E:t-.1T . 

1:ecoros relating to Bills, other fiscal year. Ofter t6 =trte National 
Laws , legal opinions, Archives . 
decisions, amgressional 
correspondence, testimony, 
resolutions , he.arings , 
conference reports,
.rz�omentst, end other 
papers relating to legis
lation affecting C(X)SSP. 
(Excluded from this item 
are those p�pers relating 
to Legislation accomulated-
:in the nnm.�diate Office of 
the Oi.ainnan, See I tern 44) • J 

(a) C.Ongressional Records. (a) Every 6 JOOnths 
DP.STOOY those not 
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4 8. 

DISPOSAL APPBOY 

(b) (b) 

DISPOSAL HOT 
APPROVED 

51 . 51. 

52. 52. 5 2 .  

R.B:ORDS OONTROL SCHEDULE 

1 r!oN AiifitJIU Zl::1 

(Con't)48 . (Con 't) 

relati.11g to cross 
Those relating to 
cmsSP destroy at 
the end of -each- -
Congress. 

�tiscellaneous Copies
of Bills. 

DESTIDY at the 
end of e�Congress.

DISPOSAL no'{
APPROVED

49. Organization & Management 49. At the end of eve:ry -42.
Recoras relafing tot:COS:SP other fiscal year. 

1:&B?:���rrnr 
Offer to the Nati.anal 

orga.,ization mid related Archives. 
�signIDP...nt of functions to 
organizational llllits, 
delegations of authority , 
records ma.,ager.ent, improv · 
ment programs , surveys and 
stL'<iies. 

so . Correspondence with Staff so . At the end of eve:ry
Advisory Council Board other fiscal year. 

�Q. £.!i;Bt,W,JENf
Offer to ffie National 

imbers for "CO)SSP". Archives. 
DISPOSAL APPROYCorrespondence of non-

policy nature. 
At the end of evety
other fiscal year • 

51. DE.STROY 2 years,. 
after file bre • 

•. 
At the end of evety 5th 52. 2 years 

break. 
DISPOSAL AP ROVED 

Public Information after file DFSTIDY 5 years 
after file break.fiscal year.C211era Copy of cover design

and small publications not 
printed by aDSSP. 

Page 30 



�

£Em•�� 

�ISPO&AJ. APPROVED 

CffiS....q> ''Hoy'' Ne-wsletter, 55 .  APPROVED 

56. 

DISPOSAL APPBOY 

DISPOSAL Nor 
APPROVED 

Files.  

DISPOSAL NOT 58. 

Page 31 

RECORDS OlUffiOL SCHEOOLE 

53 . Carr.era copy of "hoy'' Ne""-s- 53. At the end of every DISPOSAL APJl!lO!ED 53 .  DESTffiY 1 year after 
letter. other fiscal year. file break. 

54 . DESTOOY when published. Galley Proofs Publications. 54 .  

55 . 
DISPOSAL flOT PERM!\� 55. At the end of every 

Offer to the National 
Archives. 

mnntain -one copy of each other fiscal year. .1S$1Je . 

Manuscript Material sub- 56 .  
mitted fur publication. 

-
(a) If material is not 

pu.½lished returil 
to author. 

(b) If published, 
DESTROY 6 months 
after publication.

PERMi\'-IENr
Offer to National 

At the end of every
other fiscal year. 

57 . CffiSSP, Master Publication 57. 52. I 

Archives. 

APPROVED1ewspaper clippings con- At the end of every58 . 58 1 
PEPJWZI:Nf . 
Offer to National

-

ceni.ing COJSSP or fiscal year. 
of interest to CCos.5P. Archives. 

areas 

DISPOSAL UOT 
APPROVED

59. CCDSSP Publications pub- 59 .  At the end of ;every --s2.
Li::�Jd by private organi- other fiscal year. Offer to National 
z� �ions or translated Archives. 
into Foreign Languages. 
M:tlntain ane copy of each 
p·..iblication." 



DISPOSAL 
RO'( 60 PE.,,.•""n::l',Tf. 

61. DISPOSAL NOT 
APPROVED 

!ISP0&4L APPROVED 62. 
mntlts. 

DISPOSAL APPROVED 63. 
break . 

DISPOSAL APPB.OVED 

RlllJRIJS CXNIBOL SCHlllUl.J: 

60. CXDSSP Photographs 60. At the end of every 
other fiscal year. 

APPRDVE.Q / i.,;.;,;•;;,_,.�N 
.,. �-,�-1.i::...t\!��'

Off er to NationalStill µ1otographs, (nega
tives and one positive Archives&:'HEDULE. 
print) Tapel<ecording , 
roticn picture film (master&:'HEDULE• 
negative and positive print
that reflect the fimctions 
mid history of the Com
miss ion with related 
backgrotmd material. 

CCOSSP News Releases , 61 . At the end of every
maintain cme copy of each other fiscal year. 

PEJ.ThWIBNr.61 . 
ational -

with relatoo background 
materbl. 

62&:'HEDULE. Publication Reorder Files 
including Reprints. 

DESfIDY 3 to 6 

63. Request for Publications . 63. At the end of every 
other fiscal year. 

64 . SrJeches by key cmssP 64. At the end of every 

DESTRDY at file 

Offer to National Officials includes maga other fiscal year.  
zines mid newspaper articles Archives&:'HEDULE. 
by key officials, maintain 
one copy of c.'1ch. 

-65 . Send to Library, 65. Bu.U.y source material for 
possible use in "Education interested agency, 
Training" , of the Spanish , or destroy when no 
Spca.ld.ng Americans, non longer needed. 
reconl. 

https://Spca.ld.ng


• • 

DISPOSAL NOT 66 PEn-H11l.n:;u1• • 

ROC,ORDS OONIROL SClffJ.JULE 

66. Training material developed 66. At the end of every 
fia�·tional 

• l\l'it\n.J.:J'i l APPROVED 
"' by COJSSP for possible other fiscal year. ----""'of...f�er�to�'?i&:'HEDULE

training of the "Spanish Arcllives .  
C: -'I,. • 11- I I.... p�a.r,L"l.g .t'4.laer1cans , main-
tain one c.opy of each. 
Incluaing COlSSP Internal 
Training relating to career 
developnent , leadership 
developnent Dnd other 
programs&:'HEDULE, non record. 

M.1ster Files include 
magnetic iredia containing
d;:ta created lr/ the merging 
of prior master file with 
valid transaction data to 
create a new :naster file. 

67 . Aut<.r.:atic Data Processl.s
TT13J Records . 
Social Statistics. 

. (a) Qmrulative social and (aXJ)DESTP.DY after 3rd 
dcmgraphic data u ate cycle.
concerning births , 1ntain at the 
1e�ths&:'HEDULE, zn.d �dr:iages; DISPOSAL HOT end of a program,

APPROVED1.r::::c::;e taxes paid ; last 3 tapes for 
social security PEm.Y;NENI' re·
accotmts; employment
i.i.1for.nation&:'HEDULE; law en •• National Archives. 
forcement, crime and 
civil disturbance , and 
other social indicators 

tion. Offer 

Page 33 
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(b) PEP.M.!\NENf.
Offer to National 
Archives. 

67 . (Con ' t) 67. (C.On ' t) 
DISPOSAL NOT 

(b) Nmcumlative data used APPROVED 
to prepare reports 
covering a 1 imi ted 
period of time. 

68. Program Developnent. 

Tues e files document the 
Contracts, Projects, Pro
gT2.i1L5 and/or Grants of the 
CXX)SSP involvement&:'HEDULE, Office 
of Research, Evaluation 
,;nd Program Development. 
Presently undenm.y are 
projects relating to 
�ccreditation , certifi
cation, planned variation 
curricul�n development, 
cor:mmity participation in 
dcveloµr.ent and implemen
t�tion of projects and pro
grru:-w for the Mexicans, 
Puerto Ricans , Indians,
Cv\.- ·-.s and related Spanish 
Sp .. •;;.king A.1:ericans, Mi
gr8llts, Parent and O1ild 
Centers, Nutrition, Health, .• 
Dental Care&:'HEDULE, Drug Preven
tion, Volunteer Services, 

Page 34 



DISPOSAL APPROVE 

etc . 

(hii2 ltMdhlfNfJ.X rev1in 

(i, 

68. (Con't) 

Pnrent i.nvolve.�nt and 
Sccial Services • Records 
documenting these activi
ties , 2nd similar activi
ties undertaken in the 
future , will be maintained 
pem.anen·fl� Records re
lating to e overall 
opcratians of&:'HEDULE: 

(a) Assistance and Ser
"vi.ces - the avail
ability of Assistance 
and &::!r.rices to in

68 . 68. 68 . 

DISPOSAL NO {a) Place in inactive APPROUD (a ��....-...,;;...��,;;;;;;;;;,; file when Contrac /
Project/Programs 
and/or Grmts are C i�case files DESI'ROY dividuals and fmnilie , completed. Break 
this inactive fil 6 years after file 

breal: .*  
i . e . Foster Homes, 
Social Security, Yout 
Opportunity Programs, 

at the end of 
every other fis 
year. 

b)SPOSAL noPlace in inactive APPROVED(b) Civil Rights - Equal (b)
Bnployment Oppor file when Con

tract/Project/ tunity. -
DISPOSAL APPROVE inr, case files

Programs and/ or 
Grants are com
pleted. Break 
this :ina�tive file 

DESTIDY 6 yeaJA
after file brell'.* 

at the end of 
every other fiscal 
year. 
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---- � 

68. (C.On 't) 6s . er.on ' tJ 

• n APPROVED ( c )(l}g_E:r•t.\hn:=
'::J'TIIT,,..... 

DISPOSAL NOT 
APPROYBD 

DJS�OSA1. APPROVED 

year. 

DISPOSAL APPROYU 

Page 3 

DISPOSAL NOT 
68. (Con 't) 

<?-) 

(c) Carm.mity Action and (c) Place in inactive 
Resource Development. file when Contract 

Project/Programs 
and/or Grants are -
completed. Break 
this inactive file 

DISPOSAL APPIOY 
ing case files 
DESTROY 6 yeaTS 

at the end of after file break.* 
every other fiscal 
year. 

(d) C.Onditions and Environ (d) Place in inactive 
ment. file when r.ontract 

Project/Programs 
and/or Grants are 
completed. Break 
this inactive file 

-(!, mg case 1 es 
DESTPDY 6 years
after file break.* at the end of 

every other fiscal 

'(e) Fmplo)'111cnt - Labor (e) Place in inactive (etf i r, • in 
Training. file when Contract 

Proj ect/Programs 
and/or Grants are 

completed. Break 
this inactive file 

mg case 1 es -
DESmJY 6 yea� 
after file bn9.o at the emj of 

every othC:;:..· fiscal 
year. 

I 



{ e Chanter VI) • "" 
Remainder of wor:fcDISPOSAL APPROVE (E-) 

after file break.fl 

DISPOSAL NOT 
APPROVED 

DISPOSrAL APPaOVED 

APPROVED 

llJSPOSAL APPllOY 

68 . (Con 't) 68 . (Con't) 68. (Con'&:'HEDULEt) 
DISPOSAL 1101;

APPROVED I P£�.y�,ff:NTLY retain 
s�le case es

(f) Htnr.an Development (f) Place in inactive 
file when Contract 
Project/Programs 
and/or Grants are 

Break ing case files 
DESTROY 6 years

completed. 
this inactive file 
at the end of 
every other fiscal 
year. 

(g)Q)PERMA.7,JENfLY ret.
samnle case hi

(g) Immigration - Naturali (g) Place in inactive 
zation file when Contract 

-C-See d1apter VI).
11.J Remainder of worJ:Project/Programs 

and/or Grants are 
C ing case files completed. Break 

this inactive file Ir.tSTROY 6 years
at the end of after file break .* 
every other fiscal 
year. 

DISPOSAL tlOT(h) Minority Entell)rise (h) Place in inactive 
file when Contract 
Project/Progra.�s 
and or Grants are -

e filescompleted. Break 
this inactive file 

, · 
DESTROY 6 years

at the end of after file bre. 
every other fiscal · 
year. 
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6s . cc.on 'tJ 6s . ceon 't) 

(i) Progr� Coordination. (i) Place in in3ctive 
file when Contract/
Proj ect/Progra;.?S 
and/or Grants are 
completed. Break 
this inactive file 
at the end of 
every other fiscal 
year. 

59. Reiected or withdrawn 69. At the end of every
Contra.ct/Proj ect/Prograrn.s other fiscal year.
and/or Gr..mts case files. 

70 .  Program Ev3.luations - Grants 70 . 
Records relating to the 
letting and administer
ing cf grants or Contracts 
for the evaluation of 
CCOSSP Programs. Includes 
Fi.seal Reportst. 

(a) Sar.::)le of Historical (a) Place in inactive 
and.&:'HEDULEPolitical Signi file when final 
ficance . action is com

pleted. Break 
this inactive file 
at the end of 
every other fiscal 
year. 

(Can 't)DISPOSAL UOT 
APPROVED (i:ft)pnp,t rri: . • 

DISPOSAL APPB.OY 
Q- ing �':Se files -

DFSTFOY 6 years 
after file break.* 

DISPOSAL APPllOVED 9. DESmoY 1 year afta 
file breruc.1: 

o. 

IJISPOSAL IIOT (a) PERHA�NIT..Y retain
APPROVED sample case fi!es 

(See Chapter VI)_;:

-

DISPOSAL APPB.OVI (b) Remainder of work-
1iig case files 
DESTIDY 6 years
after file break.* 
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IlorsPosu APPROVED 

DISPOSAL tl O 

70 . (Con 't) 

* Ob tain pennission from the GSA Agen Liaison Division (See Part II 
Chapte I, Paragraph D) to d es troy&:'HEDULE\\ rking case files and those re rds 
requir g GAO pennission pertaining fiscal mat ters. If pe:rmissi 
is den ed, hold in office and destro with remainder of working cas 
files 6 years after file break, See Disposi&:'HEDULEtion Schedule, I tem 6 . 

71. Program Development Pro- 71. At the end of every
Narrative and Sta- other fiscal year. 

71 . PERM.\NENr . Offer toAPPROVEDjects. 
tistical reports on 
accomplislments, reports on 
studies, surveys, and audit  , -
with related papers show-
ing their inception, scope,
procedure, and results . 

DISPOSAL NOT
72. Program Inspection Records 72. At the end of every APPROVED 72 .  �B�A.NF\TI Offer to 

relati.Il.g to the review and o ther fiscal year. National Archives. 
inspection of CQ)SSP pro-
grams including correspon-
dence dealing with com-
plaints about CXX)S5P1:iro-
grams . 

DISPOSAL HO'I'. 
APPROVED73 . Research and Demonstration 73. At the end of every 73. Offer to 

of Projects and Progra'!'.s other fiscal year. chives. 
(excluding grant/contract 
case files). .. -

Nationa.i"Archives. 
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DISPOSAL NOT , 6 

ITION AlJfi-DRIZ 

DISPOSAL NOf 
74 .  Final Reports on Research 74 .  At the end of  every APPROVED 7 4 .  PER\t\.'iE�rr . Offer to 

and Program Development other fiscal year. Nat ional Archivese. 
Projects .  

DJSPO&AL APPBOYED(a) Back-up reports . (a) At the end of (a) DES1ROY 4 years 
every other fiscal after file break.  
year. 

DISPOSAL NOf75 . Regional Support Records 7 5 .  At the end of every APPROVED 5 • PH%\:\E:Vf . Of fer to 
re lating to the support , other fiscal year . National Archivese. 
guidance , and direction 
given to the Regions by tJ1e 
CillSSP . Also include each 
Regional Dire=tor ' s  
correspondence file . NOTE : 
I f  the Regional records deal 
,d th a program of the off ice 
t: , n apply schedule for 
program records , i . e . , 
, �..:n tal Care , Parent In
vol vcrent , etc . ) 

76 . Regional Train ing Records 76 . At the en0. of every
relating to the dcvelorr.ient other fiscal year. 

APPROVED ' ' PER,'.l \\;FI\T . Offer to 
�ationai Archivese. 

of training in the field .  
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ALPHABETICAL I:t\TIEX TO RECORDS CDNTROL S(l{EDULES 

Subject 

Accreditation 

Accounting Lists of NonTExpendable Property 

Administration 

Audit 
Office Services 
Operations 
Payroll 
Personnelt, General 
Space
Travel ,  Transportaion
Vouchers 

Agenda , CCOSSP 

Allotment 

Amendments 

Application for Employment 

SEEt: Personnel Recordst, Page _2.5.,__ 
1 

1 ,  29 , 30 , 31 
25 , 29 

46  

20 , 24 

48 

33 

Schedule Item Not. 

68 

8 

25 
1 
1 

17 

.Application for ·Leave & Support Papers 34 

Reports 40 

Apportionment & Reapportionment Schedules 26 

Auditst, Reports 71 

Authorization for Bonds 11 

Automatic Data Processing (ADP) 67 

.,. B T 

6Backup Information for Reports & Papers 

Back.1.1p Reports 

Budget 10 
Program Development 74 

41  
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49 

Su:) j ect Schedule Item No . - --· -
Bills , Miscellaneous Copies of 48  

11Hords & Contributions 

Budget & Fiscal 7 

Budget & Fiscal Preparation Nork Papers 32 

Bulky Source Material for "Education-Training"
of the Spanish Speaking .Americans 65 

- C -

Camera Copy of Cover Designs 52 

Camera Copy of "Hoy' Newsletter 53 

Career Development, CCOSSP 66 

Case Files 

Contract/Projects 68.(a) thru 68 (i)
Programs/Grant 68 (a) thru 68 (i) 

CO)SSP 

Conferences & Meetings 46 
Federal , State & Local Government 47 
General Olronological Files 45 
Improvement Programs 

57Master Publication Files 
Newspaper Clippings 58 
News Release 61 
Operations 41 , 44 
Organization & Management 49 
Photographs 60  
Program Involvement 68  
Publicatfons published by Private Organizations 
or Translated into Foreign Languages 59  
Speed1es 64 
Training Material , Non-record 66 

68Certification 

35Uiar.ge Slips & Change Cards 

42  



Subject Schedule Item Not. 

Charitable Contributionst, Authorization for 38  

Check Issue List:L1g 

01.ild Centers 68 

Conmunity Participation 68 

Complaints 72 

Conference , Legislative 48 

Congressional Bills , Miscellaneous 48 

Congressional Conferences 48  

Cong1�ssional Record 48 

Congressio�al Relations 41 

Contract/Project/Programs/Grants 

Case Files 
Program Evaluation 
Working Case Files 

68t(�) thru 68 (j)
70 
68  

Correspondence 

CffiSSP , General 
Chairman ' s  Ch.ran. 

45 
42 

Chairman ' s  General 43 
Personnel 36 
Reading Files 
Staff Advisory Council Board 
Members for "CffiSSP" 

42 
so 

Non-Policy Nature 51  

Cubans 68  

0Jrria.ilum Development 68  

43 



38 

.. F -

Subject Schedule Item No . 

Delegation of Authority 49 

73Demonstrations and Research 

68 

Deposit of Funds 22 

Dental Care 

Designation of Beneficiary 

Drug Prevention 68 

Duplicate Individual Personnel Folders 37 

- E -

Employee Payroll Status 12  . 

Employment Applications 33 

Federal & State Tax Exemption Fonns 38 

Final Reports ,  Program Evaluations 70 

Final Reports , Research & Program Development Proj ects 74 

Foster Homes 68 (a) 

Freight Records 27 , 28  

54Gallary Proofs of Publications 

20General Accotmt Ledgers 

9General Accounting Office Audit 

23C':ieneral Accmmting Office Notices of Exception 

44 



38 

48 

52 

48 

Scl1edule Item No . 

... H ... 

68 

Health Benefits Registration 

I-btel Reservations 30 

"/ Ioy" Newstetter 55 

Camera Copy of 53 
Camera Copy of Cover Designs 

Improvement Programst, CCOSSP 

Indians 

Individual Earning History 

lnformation , Public 

Inspection , Program 

Leadership Development 

Leave and Supporting Papers 

Reports 

Legal & Legislative 

Amendments 

- I -

49 

68  

14 

52 thru 64 

72 

- L -

66 

34 

40 

48 

48
1 

Bills 48 
Conference 48 
Correspondence 48 
Decisions 48 
Hearings
Laws 

48 

4 5  



48  
41 
48  
48 

.. N -

Subject Schedule Item No . 

Legal Opinions 
Legislation Papers , Chainnan ' s  Office 
Resolutions 
Testimony 

- M -

Mailing Lists 2 

�1agazines & Newspaper Articles ,  CCOSSP 64 

Management Issuances 41 

Master Public1t ion Files 57  

Material for Possible Use in "Education - Training" 
of the Spanish Speaking Americans , Non-Record 65  

Meetings 46 

Mexicans 68 

Migrants 68 

Minutes , CCOSSP 46 

Miscellaneous Copies of Bills 48 

Mission Records , CCOSSP 41 

Congressional Relations 41 

Motion. Picture Film 60 

Narrative & Statistical Reportst, Program 
Develo��ent Proj ects 71 

55Newsletter, "Hoy" 

64Newspaper Articles & Magazines by Key Officials 

5 8Newspaper Cltippings 



41 

18  

13 

Subject Schedule Item No . 

News Releases 62 

Notification of Personnel Action 37 

Nutrition 68 

Official Personnel Folders 37 

Operationst, CCOSSP 

Original Obligating Docwnents 

Copies of 19 

Parent & Child Centers 68 

Parent Involvement 68  

Passenger Transportation 29 ,  30 

Payroll Earning Register 

Payroll Records 9 

Periodic Reports , Budget . 10 

Personnel Folders 37 

Photographs £or Publication 60 

Planned Viration 68 

Position Descriptions 39 

3Procurement Request 

Program Development 68 

Program Development Projtects 71 

70Program Evaluation-Grants 

47 



Subject 

Program Inspection 

Puerto Ricans 

Publications : 

For CCOSSP by Private Organizations 
or Translated into Foreign Languages 
Galley Proofs 
Master Files 
Photographs 
Request for 

Public Informati >n 

Records Management 

Regional Support 

Regional Training 

Reimbursement to Individuals 

Rejected or Withdrawn Case Files 

Relationship CCOSSP , Federal , State & Local Government 

Recorder Files , Publication 

Reportst: 

Administrative 
Budget 
Connnittees & Organizations 
Legislative 
Personnel 
Programs 

Reprints 

Request for Publ ication 

Requisitions for Printing 

Researd1 and Demonstration 

Schedule Item No . 

72 

68 

59 
54 
57 
60 
63 

56 thru 64 

49 

75 

76 

30 

69 

47 

62  

6 ,
10 

17 

4o 
48 
40 

70t, 71t, 74 

62 

63 

4 

73 

48 



67 

64 

Schedule Item No , 

Hesearch , Evaluation & Program Development 68  

Reservations, Hotel 30 

Resolutions 48 

Retirement Records 16 

Servicest, Volunteer 68  

Social Security 68 

Social Services 68 

Social Statistics , ADP 

Source Material for Possible Use in 
"Education-Training" of the Spanish 
Speaking .Americans 66 

Space 1 

Spanish Speaking .Americans 68 

Speechest, CCOSSP 

Staff Advisory Council Board Members for CCOSSP so 

Still  Photographs 60 

Surveys & Studies 49 , 7 1  

- T -

60 

Testimony 

Tape Recording 

48 

Telephone Statements & Toll  Slips s 
Time & Attendance Reports 40 

49 



Subject Schedule Item Not. 

Training Materialt, CCOSSP 

Transportation , Passenger 

Transportation Request 

Travel 

66 

29 ,  30 

29t, 30 

Authorization 
Orders ,  Copies of 
Request Registers 
Travel 
Vouchers 

29t, 

29 
30 
29 
30t, 31 
29t, 30 

• V . 

Volunteer Services 

Voucherst, Travel 

68 

29 , 30 

• w .  

Waiver of Life Insurance 

WitJ1in Grade Noticest, Personnel 

38 

37 

Youth Opportunity Programs 

� y • 

68  

so 

http:Mate'ri.al



