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700 Series

RETENTION SCHEDULE

RECORDS OF THE OFFICE OF BUDGET AND FINANCE

These disposition instructions apply to all the described records regardless of

physical media, except as noted.

File number

BUD-701

BUD-702

Title/description

Official FMCS Budget Submission Published Annually

The ofticial FMCS Budget published annually for submission to
Congress and OMB. Annual accumulation 1s neglgible. Date range
is 1992-current year. Volume on hand is less than 2 cubic feet.
Arrangement is chronological.

(a) Official record copy of the annual publication

Permanent. Maintain as official record file by fiscal year in the
Office of Budget and Finance. If paper, cut off at the end of the 5"
fiscal year and transfer to offsite storage. Transfer to NARA 5 years
after cut-off when newest records are 10 years old. If electronic,
transfer in accordance to 36 CFR 1228.270, or in accordance with
transfer standard in effect at the time of future transfer.

(b) Copies retained in the Office of Budget and Finance or elsewhere
in the Agency for reference or informational purposes.

Temporary. Destroy when 5 years old or no longer needed for
reference, whichever is earlier.

Official Correspondence of the Director, Office of Budget and
Finance

Correspondence or subject files documenting Agency budget policy
and procedures and reflecting policy decisions affecting expenditures
for Agency programs.

(a) Record copies of correspondence and subject files that originate
in the Office of the Director of Budget and Finance. Annual
accumulation is less than 1 cubic foot per year. Date range is 1997-
current year. Total volume is less than 4 cubic feet. Arrangement is
chronological and alphabetical by subject.



Permanent. If paper, cut off files in 5 year blocks and transfer to
off-site storage. Transfer to NARA five years after cut-off when the
newest records are ten years old. If electronic, transfer in
accordance to 36 CFR 1228.270, or in accordance with transfer
standard in effect at the time of future transfer.

(b) Reference or convenience copies retained in the Office of Budget
and Finance or in other Agency departments.

Temporary. Destroy when 3 years old.

BUD-704

Five-Year Strategic Plan/Annual Performance Plan

Strategic and Performance Plans that set broad goals and
performance objectives for the Agency. Annual accumulation is
negligible. Date range is 1995-current year. Volume is less than 1
cubic foot. Arrangement is chronological.

Permanent. If paper, cut off files in 5 year blocks and transfer to
off-site storage. Transfer to NARA five years after cut-off when the
newest records are 10 years old. If electronic, transfer in accordance
to 36 CFR 1228.270, or in accordance with transfer standard in
effect at the time of future transfer.




BUD-711

BUD-712

FMCS Annual Budget Estimate Prepared for Submission to OMB
This document reflects the Director’s objectives and decisions’
regarding the Agency’s funding needs. It 1s prepared 1n accordance
with OMB A-11 and submitted each September to OMB.

(a) Copies to be retained for reference by the Office of Budget and
Finance.

Temporary. Destroy 3 years after the close of the fiscal year for
which the Estimate was prepared.

(b) Copies obtained by other departments to satisfy informational or
reference requirements.

Temporary. Destroy 1 year after the close of the fiscal year budget
cycle.

Congressional Correspondence and Budger Hearing Files
Correspondence with members of Congress or their staffs regarding
the FMCS budget; annual budget estimates and supporting
documentation presented to Congress as part of the budget
submission and approval process; transcripts, notes, memoranda, and
similar supporting documents of hearings before Senate and House
Committees. Transcripts include testimony of Agency and Budget
and Finance officials.

Temporary. Retain as active file until the end of the fiscal year. Cut
off at the end of each fiscal year. Destroy 3 years after file cutotf.




BUD-715

Special Analysis and Year-End Reports

Special analysis reports compiled on specific topics as necessary and
FMS 2108’s and the Agency’s adjusted trial balances that are
electronically submitted to OMB.

Temporary. Destroy/delete 3 years after the close of the fiscal year
reporting period.
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BUD-720-2

Copies of Contract/Procurement Files Retained by Other FMCS

Offices or Departments
Copies of contract case files or related documents retained for

reference or informational purposes in Departmental offices other
than Budget and Finance or Procurements.

Temporary. Destroy when final payment has been made, or when no
longer needed for reference, whichever is earlier.




BUD-721-1

Telecommunications Billing Records
Annotated and certified telephone and telegraph billing records.

(a) Annotated and certified billing records submitted by Regional
Offices or field managers through the Office of Information Systems
and Administrative Services to the Office of Budget and Finance for
final payment.

Temporary. Destroy when 3 years old.
(b) Billing records and receipts not submitted to the Office of Budget

and Finance for payment, but that remain in local or regional offices
for payment by field managers as authorized.

Temporary. Cut off files at the end of the fiscal year. Destroy 1
year after cutoff.







BUD-745 Plant Account Records
Bills of Lading, shipping documentation, and other records pertaining
to the shipment, receipt, and installation of equipment such as office
furniture, fixtures, ADP and computer equipment and hardware, and
related items.

Temporary. Destroy 1 year after equipment is registered in the plant
account spreadsheet.

BUD-745-1———Plant-Account-Spreadsheet
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Procurements-






BUD-748

Copies of GSA OPAC Billing information for FMCS Facilities and
Office Spaces

GSA is the agent for FMCS facilities management. Copies of billing
information for FMCS office spaces are received from GSA retained
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for information and convenience in the Office of Information Systems
and Administration Services.

Retain for 1 fiscal year plus the first and last month’s accumulation
from the previous fiscal year. Destroy at the end of the current fiscal

year.
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