
,........- -..- --.	 ,Standard FonD No. '" 115	 .. If 6- 3o~
Revised November 1951 
Prescrrbed by General Servrces	 - LEAVE BLANK..REOL' OR AUTHORITY Adrrnrnst.ratron ---
GSA Reg. 3-IV-1OG DATE Rb._ ~ JOB NO.
TO DISt'OSE OF RECORDS115-103 lfIAY Z 1974 

(See Instructions on Reverse) 
DATE APPROVEDN C - 222174

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

1 FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provilion. of ..... USC 33030 the drs-SMALL BUSINESS ADMINISTRATION poiol reque,t, Including o":~ndmentl, opproved ..exc~~t for II 

I'eml that may be ,tamped dl,poiol not approved or with-2 MAJOR SUBDIVISION 
drown' In column 10ADMI N ISTRATI VE SERV ICES DIVISION 

:3 MINOR SUBDIVISION 

i	 ,RECORDS MANAGEMENT & EMERGENCY PLANNING BRANCH 
4 NAME OF PERSON WITH WHOM TO CONFER	 5 TEL.	 EXT. ,CHARLES M. BAGWELL, SBA RECORDS OFFICE 128-3475 ~-/~-7f1'(JA'I.. .JU)L~

,AI.\. 

Dare 6 Ar(hllllSl of tbe Umte d Slates6. CERTIFICATE OF AGENCY REPRESENTATIVE	 I -
I hereby certify that I am authorraed to act for the head of this agency in matters pertmning to the dispolal of recordl, and that the records delCribed in thil lilt or 

scbedule of __ pages are proposed for Ihspoeal for the reason mdicated- ("X" only one) 

A	 The records have B The records wdl cease to have suRicient value
 
ceased to have suRi- ~to warrant further retention on the expiration
 
csent value to warrant X of the period of tune mdicated or on the occur-
D	 (!further retentaon, r~);;~t~	 ~ 

5/1/74 CHARLES M. BAGWELL ~	 SBA RECORDS OFFICER 
(Date) (Signature of Agency Representative)	 (Title) 

97. 8 DESCRIPTION OF ITEM	 10
SAMPLE OR ITEM NO (WITH INCLUSIVE DATES OR RETENTIONPERIODS)	 ACTION TAKENJOB NO 

The SBA records categories listed below require NARS 
dis~.sal authority due to~) changes made in disposition 
since NARS approval concerning these items as of May 31,
1972, and (b) certain new items identified below as added 
to SBAls records schedule since NARS approval of the above 
date. Copies of pages of SBA's current schedule as per-
tains to these items is attached to this SF 115 for your 
review and approval. 

rACC 2 New item tJ.....\..
 
BUD 1 FRC retent ion extended 1 yeaJ~.J""~ ,~fp~
BUD 2 FRC retention extended 1 yea r "J '
 
BUD 3 FRC retention extended 1 year j).»I"

OSV 2-2 New item
 
PER 6-1 New item
 
PER 6-2 New item
 
AIS 3 FRC retention changed from indefinite to 20 years

AIS 8 New item
 
A IS 9 New item
 
AIS 9-1 New item
 
FAD 7-1 FRC retention changed from indefinite to 7 years

FAD 7-3 FRC retention changed from indefinite to 7 years

FAD 8-6-1 New item
 
FAD 9-3 New item
 
FAD 9-4 New item
 
FAD 10-~-1 New item
 
FAD 10-5 New item
 
FAD 10-5-1 New item
 

t- FAD 10-1-2 New item
 
LEG 4-2-1 Was clarified to provide FRC 6 years retention to field ~ases
 PEAR 3-1 Effort made to clarify "FRC Disp..sition" by offer to Archives
 

7 years after cutoff R.r.
 
Po ... copl •• , iDclDdiDg oriIPDaI, to be .... mlHed to the Nalioaal ./lIrehiv ...... d Re~o~ Seme. 



SOP 00 41 
S8A RECORDS DISPOSITION SCHEDULE APPENDIX IDecember 14, 1973~~---------------------------------------------------------------------------------------------~.
 

PART I-A ACC - ACCOUNTING 

(4)(I ) 
Alpha-numeric file Authorized drsposm on, file cutoff breaks.Descrrpuon of records. subject category Method of Filmg classification and retention - disposition periodsand sub-categories 

code 

ACC 1-2 2 Journal Voucher By voucher number Breakfile - at end of each 
(con t J d] 

Retention 

FRC will dispose
cutoff 

Disposition wi 11 dispose -----~I---------------~~----------

(3) Administrative 
Form 249,"ADP
Accounting"

_/ 

Accounting
Coding 0 

- - at end 

Retention Period -
2 years after cu 

of each 

Di sition 
years after 

- FRC will 
cutoff 

dispose 

ACC 2 Semi-Annual Report
includes SBA Form 

on 
391 

Guaranty Loans - By Block - By Date Breakfile - at end of each fiscal year 

~ Retention Period - transfer to FRC 
,'1 ~ ,!SP after cutoff e..,CM~ 

I <-f/1f...., 

FRC - FRC 
of 3 years after cutoff 

ACC 2-1 Reserved 



SOP 00 41 
SBA RECORDS DISPOSITION SCHEDULE APPENDIX IDecembe r 14 , I973 --------------- ------- ----- .----.--.-------.:...:.:..:~.:.::..:.:~------

PART I-B BUD -	 BUDGET 

GENERAL INSTRUCTION	 Use the outline below for material regarding annual, deficiency and supplemental estimates
 
and appropriations; apportionments, allocations, allotments and transfer of funds for the
 
Small Business Administration.
 

(I) (2)	 (3) (4) 

Alpha-numeric	 file 
Descnpncn of records. subject category	 Authorized di spcs.uon. file cutoff breaks. 

classification	 1 Method of Filing 
and sub-categories	 and retention - drsposrn on periods 

code I 
BUD.....L	 Appropriations Hearings - includes Numer ica 11 y by Breakfile - at end of each budget- Congressional bills, hearings, and Congressional bill year


legislative history relating to SBA
 
expenditures, operations, and Retention Period - (a) Central
a pp rop ria t ion s	 Office (Budget)-retain for internal 

use as long as needed and transfer 
extra copy to FRC 4 years after 
cutoff, (b) all other offices-
dispose of 2 years after cutoff 

FRC Disposition - FRC will offer 
to National Archives as historical 
records-Z-years after cutoff --------------~----------------------------------------~---------------------~---------------------- ----------------

BUD 2	 Budget Submissions, Estimates and Chronologically Breakfile - same as BUD I, above Formulation - includes allowances,
justifications, and submissions Retention Period - (a) Central 

Office {Budget)-retain for internal 
use as long as needed and transfer • 
extra copy to FRC 4 years after 
cutoff, (b) all other offices-
dispose of	 2 years after cutoff 

I 

I FRC Disposition - same as BUD I 
above 

N 
'J1 



SOP 00 41sa. RECORDS DISPOSITION SCHEDULE	 APPENDIX IDecembe r 14. 1973 
PART I-B BUD - BUDGET 

==================-===~~=====~======-=========T===================~==============~================ 
(I) (2)	 (3) (4)i 

Alpha-numeric file 
Descnpn on of records, subject category Authorized drsposmon, file cutoff breaks,

classification Method of Filmg 
and sub-categories and retention - drsposru cn periods 

code 

BUD 3 Budget Execution - includes allotment By allottee account Breakfile - at end of each budget- advices, revisions, apportionments, number year

ceilings limitations; employment, cost
 
distribution; staffing; utilization of Retention Period - (a) Central
 
funds; financial planning	 Office (Budget)-retain for internal 

use as long as needed and transfer 
extra copy to FRC 4 years after 
cutoff, (b) all other offices-
dispose of 2 years after cutoff 

FRC Disposition - FRC will offer 
to National Archives as historical 
records--7 years after cutoff 

N 
.-......J 



SOP 00 41 
SBA RECORDS DISPOSITION SCHEDULE APPENDIX I ______ ~D~e~c~e~m~ber 197314.
 

PART I-E O&M - ORGANIZATION AND MANAGEMENT
 

i (3 ) (4) 

Alpha-numeric 

classification 

code 

file 
Des en prl on of records. subject 

and sub-categories 

category 
Method of Filing 

Authorized disposition. ftle cutoff breaks. 
and retention - disposition periods 

O&M 3-1 Organizational Planning - includes 
functional statements, organization
charts and maps, and geographical
boundaries of SBA field offices 

By office, 
and date 

or subject, Breakfile - when organization plan or 
statements are canceled or superseded 

Retention Period - (a) Central Office 
responsible for organizational plannir
and issuance of such official material_ 
will release to FRC 2 years after cut-
off, (b) offices receiving copies of 
issuances and furnishing feeder data 
dispose of materials 1 year after 

--.....~utoff 
~.""' FRC Transfer - FRC 

oJfe. yowill itraPEf~ to 
National 

~-=--::-
Archives 
-¥ 

ro years after cutoff 

O&M 3-2 Organization and Management Studies - By office, or subject Breakfile - on submission of final 
includes organization and management or and date report
special project studies and surveys
independent Iy conduc ted by off ices with ir Retention Period - (a) Central Office 
the Small Business Administration, or in responsible for organizational planning

cooperation with other agencies, and the and issuance of such official materic 
resulting reports containing evaluations will release to FRC 2 years after cut-
and recommendations. off, (b) offices receiving copies of 

issuances and furnishing feeder data 
dispose of materials I year after 
cutoff 

FRC Disposition - FRC will dispose
of 10 years after cutoff except for 
important studies or surveys to be 
offered to National Archives 



- -

SOP 00 41 
SBA RECORDS DISPOSITION SCHEDULE I__________ ~De~c~e~m~ber14, 1973 APPENDIX 

PART I-F OSV - OFFICE SERVICES 

(I) (2, (3) (4)
I 

Alpha-numeriC file
 
Description of records, subject category Author: zed dl sposrn on, file cutoff breaks,
clas s rfrcauon Method of Filing

and sub-categories and retention - disposition periodscode 

OSV 2-2 Annua 1 Printing and Binding Reeort - Annua 11y, by date Breakf iIe - Cent ra I Off ice only,required by Congress at end of each fiscal year 

Retention Period - 2 years after cutoff 

FRC Transfer - not app Iicab Ie , 
I 

I ~ 
!,
 
,
 

I 

I . 



SOP 00 ~ SBA RECORDS ~ OSITION SCHEDULE APPENDIX I ____ ----'O=ecembe 1973L 14. 
P.A,RT I-G PER - PERSONNEL AOMINISTRATION 

================~======~-================~==========r======================~==================================~~=== 
(I) (2 (3) (4) 

Alpha-numeric fi le 
Des,:rlJ:.~lon of records, subject category Authorized drsposrn on, file cutoff breaks,

classification Method of Filing 
and sub-categories and retention - drsposru cn periods 

code 

PER 6-1 Retention Registers
reduction-in-force 

- from 
actions 

which 
have been 

Chronological Breakfile - end of calendar year 

taken, and related correspondence Retention Period - 2 years after 
the effective date of RIF or until 
a CSC 
first 

inspection, whichever occurs 

FRC Transfer - not applicable 

-PER 6-2 SBA Personnel Organization Roster - By Monthly AOP runs Breakfile - Central Office - end
 
(ADP monthly printout) of calendar year; field offices --
 breakfile each month, or when needed 

Retention Period - Central Office ~ 
dispose of 3 years after cutoff or 
upon completion of CSC inspection.
Office of Personnel will forward 
I copy monthly to Records Management
Branch for vital records purposes.
The Records Management Branch will 
dispose of copy upon receipt of 
second subsequent copy. Field 
offices - dispose of old monthly
copy when new copy is received, 
or dispose old copies periodically.
if desired 

FRC Transfer - not applicable 



~OP 00 41 
SBA RECORDS DISPOSITION SCHEDULE IDecember 14,1973 APPENDIX 

PART II-A AIS - AUDITS, INVESTIGATIONS, A~N~D~S~E~C~UR~I~T;V~==~~~~~~~~~~~~~~~~~~~~~~~~ 

III (3 \ (4) 

Alpha-numeriC file 
DescrlVlon of recor ds , subject category Authorized disposition. ftie cutoff breaks.

c+as s rfrcanor- i-lethod of Filing
and sub-categories and retention - disposition periods

code 

AIS 2 Reserved 

I 
IAIS 3 Small Business Act-Investment Fi Ie - IAIPhabeticallY, by Breakfile - at end of each calendar 

I includes reports on loan applications, name of applicant, year SBA Investigation files are 
borrowers, and other recipients of SBA Iborrower, or represent-Iscreened to remove those files on 
programs, including applicant represent- ative on derogatory Iwhich no derogatory information has 

:ative~ (reports may incorporate data cases only !been received for 5 years or more. 
fro~ FBI, Internal Revenue Service, etc) A notation is made on the S&I card 

file that the closed file has been 
forwarded to the FRC where it may 
be subsequently retrived, if necessary 

I 
IRetention Period - closed files are 
not retained by SBA - they are sent 
immediately to FRC after S&I cutoff 
each yea r 

FRC Dis osition - FRC will hold 
closed cases for 20 years and 
then dispose 

N 
o 



SOP 00 41 
APPEt~nrx ,Decembe r J.~,_}97L	 ~~~_~~~_R o~_D"S~OSITION SC~~~U:~ _ ---------	 --~----, 

PART II-A AIS - AUDITS. INVESTIGAllONS, AND SECURITY 

(I, 12' I U)	 '~I 
Alpha-nurner «, llie
 

1"", rq,II,;n o rec orrl-, subjer ; LalC)'G! I ! Authorized dl ~POSIt. «u, file c:lroff breaks.

class rf « .iu on	 I , : r'!l~t~-pj of Fill n gI ar.d sub-r ate gorre., I -"<,~~_s_:(::, fl~ii_odS _::~tt':.~~~_code __ __	 - - I _ __ ___ _ ~____ _ ~==:== 

- A I S-g=- - rCofrrplainls	 --{otfier---lt,-a-nby--SBA-enlploy--[By-,-eg,on anti-thir-e-:-Jlsreakfne - on co.n.r l e t ion of final 
~ ! ees) - i nc l ude s discrimination com- !under chronologically action or a- c love if f l sce l year

I plaints against SBA personnel and 
I offices ot the Agency by appl icants Retention pr riod - .r'ans r e r t.) 

. and recipients A fRC .J..years a f te r _'.ltoFf ~CA, -?~I 
,	 j ~ t .,;:"~., 7 t 
I	 FRC Disposition - ;~C will dispose 

of 5 vea r s after c c i of f---------- --- - ----------------- - - --- - - --- -1- -- -----.---------+-----.--- ---
AIS 9	 :ro~ance Files - includes SBA Fo rrn l Cen t ra l Office file Breakfile - upon co:I'lpletion of
 

: 707 (Com~l;ance Report) and related !alphabetically by action or at close of fiscal year,
 
Imaterial Istat~ and thereunder by whichever is appropriate
 

: name of applicant; o the 
offices file with loan Retention Period - CO will dispose 
or other type pertinent of 3 years cfter cut0ff. ~II other 
case fi Ie offices retain w l th loan case file 

and dispose of when loan is paid in 
full or charged off-final, or 
closed by otner action 

FRC Transfer - not appl icable-
material is excluded from case 
files sent to FRC 

N 



SOP 00 41D~e~c~e~m~b~er 1973 S_B_A_R_E_C._O_R_D_S_D_I_S_PO_S_I_T_IO_NSCHEDULE	 APPENDIX I__________ 14, 

PART II-A AIS - AUDITS. INVESTIGATIONS, AND SECURITY 
==============~=======-===~--~=====.====~~ ========~r==='=====================r===================~-"================== 

(I )	 (4)
I
 

Alpha-numeric file
 
Descrr ptl on of records, subject category	 Authorized drspcsru on. frle cutoff breaks,classification	 Method of Filing 

and sub-categories	 and retention - di sposrtron periods 
code 

AIS 9-1	 Compliance Files - includes SBA Form CO file alphabetically Breakfile - upon completion of
 
747 (Compliance Review Report) and by state and there- action or at close of fiscal year,

related material under alphabetically by whichever is appropriate
 

name of applicant; all 
other offices file with Retention Period -(a) Central Office-
loan or other type will forward to FRC 3 years after 
pertinent case file cutoff, (b) all other offices-dispose

of 3 years after cutoff 

FRC DisDosition - FRC will dispose
of 10 years after cutoff 

/ 



SBA RECORDS _____ -...::.D:...:ec.::c:...::e~mberl~14 
P.A.RT ll-B FAD - FINANCIAL ASSISTANCE
 

----- ~=~- =.=== ==~- ------
(I')
 I
 

Alpha-numeric fi le
 
Desen enon of records, subject categoryclassification 

and sub-categories code 

FAD 7-1	 Liquidation - SBA Loans (charged off-
closed cases) - includes all liquida-
tion cases on SBA loans that have been 
classified in this category by SBA 
Form 327 action, or otherwise 

NOTE: For records disposition of SBA 
loan cases that have been paid-in-full
or charged off final see FAD 2-1 and 
FAD 3-1 

FAD 7-2	 SBIC Liquidations - includes all
 
liquidation cases that have been
 
in full through liquidation or
 
off-final by SBA Form 327, or
 

m -ilION SCHEDULE 

Method of Filing 

Alphabetically by
name of borrower, apart
and separate from SBA 
paid, or charged off 
final loans, File 
custodian will mark 
the outside folder of 
such cases "charge off 
c los ed ;" and date 
action taken; date 
information to be 
taken from file copy
of SBA Form 327 

By SBIC case number 

SOP 00 41 
APPENDIX I 

(4) 

Authorized drsposru on. file cutoff breaks, 
and retention - dr sposrn on periods 

Breakfile - FA loan specialists will 
assist files custodians in screening
these cases at end of each calendar 
year to remove those for forwarding
to the FRC on which no recovery
action has been taken within 3 years
from date case was closed 

Retention Period - transfer to FRC 
3 years from date of closing, except
for those cases on which subsequent
collection efforts have been made 
within 3 years from date of closing 

FRC Disposition - FRC will dispose
of 7 years after cutoff 

B rea kf iIe -	 a II off ices wi II 
breakfile upon notice of paid
full or charged off-final 

Retention Period - all off' 
will forward to FRC 2 ye 
after cutoff 

FRC Disposition - dispose
of 6 yea rs after 

N 
N 
\.0 



SOP 00 41SBA RECORDS DISPOSITION SCHEDULEDecembe r 14, 1973	 APPE"JDIX I 

PART II-B FAD -	 FINANCIAL ASSISTANCE 

(I) (3 ) (4) 

Alpha-numeric file 
De s cn cu on of records, subject category Authorized drs po s m on. file cutoff breaks,

clas s rfrc au on fv1ethod of Filing
and sub-c ate gon es and retention - di spo s in on periods

code 

FAD 7-3	 SBIC Liquidations - (charged off-closed By SBIC number, apart Breakfile - FA loan specialists will 
- includes all SBIC liquidation cases and separate from assist file custodians in screening 
that have been charged off-closed by SBIC paid or charged these cases at end of each calendar 
SBA Form 327, or otherwise off final cases. File year to remove those for forwarding

custodian will mark to the FRC on which no recovery
the outside folder of action has been taken within 3 years
such cases "charge off from date case was closed 
closed," and date 
action taken; informa- Retention Period - transfer to FRC 
tion to be taken from 3 years from date of closing, except
file copy of SBA for those cases on which subsequent
Form 327 collection efforts have been made 

within 3 years from date of closing 

FRC Disposition - FRC will dispose
of 7 years after cutoff 

N 
W 



SOP 00 41 
SBA RECORDS DI:>t'OSITION SCHEDULE APPENDIX I __________ ~De~c~e~m~ber14, 19~ 

PART ll-B FAD - FINANCIAL ASSISTANCE 

( I ) (2 ' (4)
 
Alpha-numeric file
 

Des en ptl on of records, subject category	 Authorized di spo sm on, file cutoff breaks,
classification	 Method of Filing

and sub-categories	 and retention - di spo sm cn periods
code 

FAD 8-6-1	 "Daily Register of Loan Inquiries" SBA Chronologically by Breakfile - Regularly on a monthly
Form 280 - represents daily log main- date, and in monthly basis; i.e. when the oldest monthly
tained by field office on interviews sets by year, i.e. 1 set becomes 13 months old that set 
recorded daily on SBA Forms 149 and full year of preceding may be destroyed
other inquiries directed to the field monthly sets of the log
office on that date for SBA assistance must be maintained at Retention Period see above 

a 11 times 
FRC Transfer - not applicable 

FAD 9	 Loan Servicing (general) - includes Alphabetically by Breakfile - at end of each
 
correspondence and miscellaneous name of .lnqu irer, calendar year

material on loan servicing (which d SUbject, as
 
not pertain to a specific loan) appropriate Retention Period - I year
 
which is not covered otherwise cutoff and then dispose

other FAD categories
 

N 
W 
\.D 



SOP 00 41 
SBA RECORDS D .iITION SCHEDULE APPENDIX I __________ ~D~ec~e~m~ber14, 1973 

PART II-B FAD - FINANCIAL ASSISTANCE 
====='=-=~'=-c.=~= --- - ==== _ 

\1 ) 12 (4) 

Alpha-numeric file 
Descrll ..n on of records, subject category Authorized disposition, file cutoff breaks, 

classification	 Method of Filing
and sub-categon es and retention - disposition periods

code 

FAD 9-3	 "Disaster Appl ication/Loan Control See SOP 50 33 for Breakfile - on completion of
 
Assemb Iy" SBA Form 932A - prepa red by filing instructions disaster
 
control clerk for certain disaster loan
 
applications (see SOP 50 33 for Retention Period - dispose of
 
procedures on preparation and use) I year after usefull purpose


has been fulfilled 

FRC Transfer	 - not applicable 

FAD 9-4	 "Disaster Activity Report" SBA Form 524 - See SOP 50 33 or Breakfi Ie - on completion of 
used by field to report statistical data (filing instructions) disaster ~ 

I if,on disaster loan applications (see

SOP 50 33 for procedures on preparation Retention Period - Central Office-oftJA~~
 

• • rI c··	 1 ( .J • f L.. Dcand use)	 -t=eta'o 'n ArlRlt94'tpeng.ogllrtHer o.I~ 

s..tIlQn-. Field offices dispose of b 

on completion of disaster ~ ~ 

L.~Jt.t-"""":-d/ ~ FRC Trans f er	 - not appl icable .:;r"'; " 
I~;..~?// 3 

~ 
C 

N 
.j:" 
V1 



I 
SOP 00 4

SBA RECORDS ~ __ OSITION SCHEDULE APPENDIX __________ ~D~e~c~e~m~ber 19~14, 
PART II-B FAD - Financial Assistance 
========-=-=.~==--===-=~===~-'=====;==============r===1I~==============

( I ) (2}	 (3) I	 (4)
Alpha-numeric file 

Descn pu on of records, subject category	 Authorized disposition, file cutoff breaks,class rfrcan on	 Method of Filing 
and sub-categories	 I and retention - drsposru on periods

code 

FAD 10-3	 Lease Guarantee (general) - includes Alphabetically by Breakfile - each calendar year

general correspondence and miscellaneous name of inquirer or
 
material on lease guarantee program, subject as appropriate Retention Period - I year after
 
that does not pertain to a specific cutoff and then dispose

lease guarantee application
 

FRC Transfer	 - not applicable 

FAD 10-4	 Lease Guarantee (specific) - includes Alphabetically by Breakfile - Field Offices - at
 
applications, supporting papers, corre- name of applicant time lease guarantee expires, or
 
spondence, authorization, examiner's when lease guarantee is canceled
 
reports, and other material pertaining NOTE: For arrangement or terminated by other action
 
to a specific lease guarantee of rnate ria I f iled in
 

case folder, see Retention Period - Field Offices -
appendix 3 of SOP 00 41 retain for 2 years after expiration
one sample closed case or termination of lease guarantee
each 3rd year to be and then forward to FRC 
sent by Central Office 
to FRC on separate FRC Disposition - FRC will dispose
SF 135 as historical of 6 years after cutoff,_ exceet 
records for sample cases to be retained 

<indef in ite Iy 



I SBA RECORDS ______ -"OtJ;;ecerllbe _c..J It-1923 
PART II-B FAD - Financial Assistance 

====~---'---=-'.~. -.- - --
(,2 . 

I 
Alpha-numeric f~lle C'esrrll_tlon of records, subject categoryclassification
 

and sub-categories
code 

FAD 10-4-1	 Lease Guarantee Reinsurance Files -
includes applications, supporting

papers, correspondence, authorizations,

examiner's reports, and other material
 
pertaining t6 a specific reinsurance
 
fi Ie " 

I 

C SITION SCHEDULE 

(3) 

Method of Filing 

Alphabetically by
name of applicant 

NOTE: For arrangement
of material filed in 
case folder, see 
appendix 3 of SOP 00 41 
one sample closed case 
each 3rd year to be 
sent by Central Office 
to FRC on separate
SF 135 as historical 
records 

:>UI"' UU Ltl 
APPENDIX 

(4) 

Authorized di sposru on , file cutoff breaks, 
and retention - drspo si u on periods 

Breakfile - Central Office -
6 months after reinsurance 
certificate is issued 

Retention Period - Central Office 
sent to Central Files Section at 
time of cutoff all active files. 
On files that are canceled or 
terminated by other action dispose
of immediately. On active files 
Central Records Section will 
forward to FRC 2 years after 
cutoff 

FRC Disposition - FRC will dispose
~f 20 years after cutoff 

N 
\.T1 
W 



SOP 00 41 ________ ~D~e~c~e~m=ber 1973 S_B_A__ R_E_C__O_R_D_S_D_I_SP_O_S_I_T_IO_N__ S_CH__ E_D_U_L_E	 AP_P_E_N_D_I_X_I14,	 __ 

PART II-B	 FAD - FINANCIAL ASSISTANCE 

(I) 121 (3)	 (4)
Alpha-numeric fde 

Descnpuon of records. subject category Authorized drsposmon. file cutoff breaks.classification	 Method of Filing 
and sub-categories	 and retention - diSposition periods code 

FAD 10-5	 Surety Bond Proqram - General - includes Alphabetically by Breakfile - at the end of each 
general correspondence regarding inquir- name of inquirer or ca 1enda r yea r 
ies on the Surety Bond Program and other by subject, as 
related material that does not pertain to appropr iate Retention Period - dispose of 2 
a specific application and which is not years after cutoff 
covered under other FAD categories. 

FRC Transfer - not applicable
------------ - ---------------------------------+----------------------t------------------------------------

FAD 10-5-1	 Surety Bond Folder - includes SBA Form F iIe by name of Breakfile - after last contract 
912 (Statement of Per:sonaf History); applicant or business completed or last application receive(
SBA Form 990 -(Guarantee -Agreement); SBA name 
~orm 994 (Application); and related Retention Period - dispose of 3)naterial. years after cutoff 

FRC Transfer - not applicable 

FAD 10-5-2 Surety Bond Guarantee 
ISBA Form 1000. 

Control - includes Alphabetically Breakfile - when updated 

NOTE: SBA Form 1000 is now obsolete. 
Retention Period 
after cutoff 

- dispose 3 years 

~his instruction 
records in this 
disposal action 

applies only to 
category on which 
has not been taken 

FRC Transfer - not applicable 

N 
V1 
V1 



SOP 00 41 
_____________ D_e_c_em_~~r I_~ SBA RECORDS DISPOSITION SCHEDULE	 APPE N DIX I __14, 

PART 11-0 LEG - LEGAL & LEGISLATIVE 

================~=-------====== ---~===~ ========~======================~==================================== 
( I ) i (2" (4)
 

Alpha-numeric file
 
Descn cn on of records, suoject category	 Authcnz ed disposition, file cutoff breaks,

classification	 Method of Filing
and sub-categories	 and retention - disposition periods

code 

LEG 4-2-1	 Litigation - (SBIC - MESBIC) - includes Alphabetically by Breakfile - when SBA litigation

official litigation case files pertain- name of SBIC-MESBIC action is completed and case is
 
ing to court actions conducted by SBA considered closed by OGC
 

with respect to an SBIC or MESBIC
 
Retention Period - Central Office 

NOTE: These are official litigation on closed SBIC litigation cases,
case files. They are not considered as these cases will be retained by
work files in the sense of those Central Records Section pending
described under LEG 4-2, inasmuch as ultimate disposition by OGC. Field 
this Agency is authorized under the Offices, - field records custodians 
Investment Act and by the Department of ~ill forward to FRC 1 year after date 
Justice to conduct 1 itigation with of closing
respect to investment company operations r 

IFRC Transfer - Washington Office, ~ 
not applicable. Field Offices, - FRC 
~ill dispose of 6 years from date of 

\ clos ing 

LEG 4-3	 Eliminated 
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PART	 PEAR - PROGRAM PLANNING, ECONOMIC ANALYSIS, AND REPORTS" -G 

(I) (2)	 (3) (4) 

Alpha-numeric file	 Authonzed disposition, file cutoff breaks,Desen pn on of records, subject category Method of Filmg classrfrcanon	 and retention - drsposrn on periods and sub-categories
 
code
 

PEAR 3	 Reserved 

PEAR 3-1	 Program Activity Accomplishment Reports By type of report Breakfile - each calendar year
Includes narrative and nonmachine type
reports required from various SBA Retention Period - (a) Central Office 
offices by directive or at regular transfer to the Federal Records 
intervals of time, including annual Center 3 years after cutoff,
reports prepared above the division (b) field offices - dispose of 3 years
level; summary statistical studies after cutoff 
that show the progress of the SBA 
programs and special reports required FRC Disposition - FRC will offer to 
by higher authority at other than National Archives 7 years after 
regular intervals cutoff 

j 

PEAR 3-2	 Mana ement and Statistical T e Re By type of report Breakfile - when old report is
 
includes ADP and other machine tY. superseded or updated by
 
reports prepared by the Report of new or revised report

Management Division, such as the
 
monthly "Management Inform ion Retention Period - (a) R orts
 
Summary," and other limi ed use Management Division re in for an
 
distribution type rep ts prepared by indefinite period on master set of
 
the Reports Managem t Division on all reports prepar by that office,

special request (b) all other of ces - receiving


copies of such eports will retain 
only one cop' of the two most recent 
issuances such reports--all other 

copies to be destroyed 

applicable 

w PEAR 3-3 EI imlnated 
w 
.0 


