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LEAVE BLANKREQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See Instructions on reverse) NCl-412-85-27 
TO	 DATE RECEIVEDGENERAL SERVICES ADMINISTRATION
 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 8-6-85
 
1 FROM (Agency or establishrnen t ) NOTIFICATION TO AGENCY 

Environmental Protection Agency 
In accordance with the provrsions of 44 usc 3303a 

2 MAJOR SUBDIVISION the disposal request, including amendments, ISapproved 
:: Financial Management Division	 except for Items that may be marked "disposition not 

approved" or "Withdrawn" In column 10 If no records 
3 MINOR SUBDIVISION are proposed for disposal. the Signatureof the Archrvrst IS 

not required 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT DATE
 
Ir~{~ST~DST1ES
Thomas Tasker	 382-5911 

I~ ·d;)·tl, ~ .. -p	 ,,---Harold Webster	 382-5912 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

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 In this Request of 12 page(s)	 are not now needed for the business of this 
agency or will not be needed after the retention periods specifred, and that written concurrence from the General 
Accounting Office, If required under the provisrons of Title 8 of the GAO Manual for GUidance of Federal Agencies, IS 
attached 

A GAO concurrence GlIS attached, or 0 ISunnecessary 

B DATE CC~!r. RE OF AGEI*C1' REPI1..ESENTATIVE D TITLE
~ ~ --L", .111_
8 / ':l. IIS	 h as" Task~r Agency Records Management Officer 

9 GRS OR 10 ACTION 7 8 DESCRIPTION OF ITEM	 SUPERSEDED TAKENITEM 
(WIth InclUSIVe Dates or Retenhon Periods)	 JOB (NARSUSENO CITATION ONLY) 

I (1-3) The Financial Management Records control Schedule Appendi:x
BII (1-7) is being revised to make it consistent with the 

III (1-6 )	 Program's current operations. The revision of this Schedules 
Schedule is part of a major review and update of 17 & 18 
the EPA Records Control Schedules. 

Attached is a copy of the revised Financial Manage-
ment Records Control Schedule. 

For: GAO 

Only the three items in Part One (I. General),the 
last item (7.) in Part Two (II. Payroll),and the 
last two items (5. & 6.) in Part Three (III.
Accounting Records) have been added to the 
revised Financial Management Records Control 
Schedule. However, we request the entire 
Schedule be reviewed. 

- ..... 
(IIJ~~ 

STANDARD FORM 115 (REV 8-83)115-108 e'PA) N(I r 11 II , _NSN 7540-00-634-4064 
Prescrobed by GSA 
FPMR (41 CFR) 101-11 4{-7'- ~7	 '-.)1/ {'J IV I-
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
SCHED NO 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

ITEM 
NO 

FINANCIAL MANAGF:M!-:NT'RErORDS 
NAME AND DESCRIPTION OF RECORD/FILE 

AGENCYWIDE 
RETENTION PERIOD AND DISPOSITION 

I. GENERAL 

1. General Correspondence - Financlal Management Dlvlslon 
(Dlrector/Branch Chief). General subJect flIes contalnlng
correspondence, memoranda, reports, and other records re-
latlnq to pollcies and activlties of the Flnanclal Manage-
ment Dlvlslon. 

Retentlon: Retaln 3 years. 

Dispositlon: Break flle at end 
offlce 3 years, then destroy. 

of year. Keep ln 

2. 

3. 

Program Management File. Conslsts of records related to 
the management and adminlstrative support of each unlt of 
the Flnanclal Management Division. Records consIst of 
plannlnq and Implementation, personn~l needs, work accom-
pllshments, hunqetary materials, and other program manage-
ment actlvltles. 

Freedom of Informatlon Response File. Inclunes COplCS of 
lncominq requests for lnformation under the Freedom of 
Informatlon Act, coples of replles, and coples of any
lnteraqency memoranda concernlng the request. Notc: 
thls flle does not contain the Program's offlcial record 
of lnformatlon belng requested. 

DlSpositlon: Break flle at end 
offlce current plus I addltional 
when 2 years old. 

Retentlon: Retaln 5 years. 

Disposition: Break file at end 
office 1 year, then transfer to 
when 5 years old. 

Retentlon: Retain 2 years. 

Keep in 
Destroy 

of year. Keep in 
year. Destroy 

of year.
the FRC. 

;a 
m n o;a 
o 
UI 
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SCHED NOu.s. ENVIRONMENTAL PROTECTION AGENCY -RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

AGENCYWIDEFINANCIAL MANAGEMENT RECORDS 
ITEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOO AND DISPOSITION 
NO 

I I • PA YROLL C 1+f1.t'lt.E-50 lH:l.lIR.O~t:) ~/)f,1 ~~ PER CONvtfl5flrll)tV "'" "If 

Payroll Support. Employee Status Report (employee's J"~~Ot." 1.V~I3!ort~ R ;PA IIvl10 c..O/.JS~I-'(;(J VJ rr» c..HJfF ()F
J J 

earning statement data). Report IS prepared hIweekly {JAYKoL.L /Qf-loIU'JS Xf-pt /111 t1l1vSE. J4L.L LOPll!. [I.t. 
on mIcrofIche. Note: ThIS mIcrofIche replaced Pay 

(J /1I.Jf.EI<L¥ EN) NF-l.E'~P-~Y.Master record, DIPS Report 9-1807, and IndIvIdual
 
EarnIng and ServIce Records (Comprehensive Report,

USG 9-1808) on hard copy.
 

a. OfficIal Copy. ~, )Retain ~ years. ((;,I2>.l J liC:-1Y\ I(1) BIweekly (MIcrofiche) RetentIon: 
.>. f. 

DlSpositIon: Keep In offIce ~ years, then 
destroy. st. 

(2) Quarterly (MIcrofiche) Retain 0' years. (6(2'., 2) /r(;-IYI IJRetention: 
sc. 

DISposition: Keep in of t i ce v.r years, then 
destroy. 

,},A t. 
(3) Annually (Microfiche) Retention: Retain 'i:a"years. (f::.f2J:;) 

s-fo 
DIsposition: Keep In office ~ years, then 

ddtroy. 

b. Other CopIes. Retentlon: As below. 

DispOSItion: Destroy at end of pay cycle. 

2. Tlme and Attendance Report (EPA Form 2565-1). Form IS used 
for payroll processinq and preparation. Report IS prepared


~weekly. Note: For Superfund related documents see
Ite~,~.~ __ 

a. OffIcIal CoPy. Retention: RetaIn 3 years. 

Disposition: Break file at end of year. Keep In 
-~~ for 3 years, then destroy. 

Retain ~r _ 
b. Other CopIes. Retention: 

--"'~~""O'r:~ ___DISPOSItIon: Break file 1 year after end OL l'" 
period. Keep in office 1 year, then destroy. ~ 

-.- ......~.~I
 



u.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES· 
SCHED NC 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

FINANCIAL 
ITEM 
NO 

MANAGEMENT RECORDS 
NAME Ar-lD DESCRIPTION OF RECORO/FILE 

AGENCYWI D~; 
RETENTION PERIOD AND DISPOSITION 

3.I~yroll 
se~m 

Control. 
7. 

(Note: For Supe rf und related documents 

............ 

(2) Reolstrlbutlon of dlSbU~Qetween approprIa-
tions, Sf-224 plus worksheet and reconcll~g_ reports.

~ 
~ 

" 

(3) Allowance Holder Report of Payroll Dlstnbutlo:'----
RCH-3A. Report IS p r-epa red biweekly. 

a. Off~ Copy. 

(1) EPAYS Co 01 Work sheet and all EPAYS pay period 
re conc i Li a t i on repo r (#354, 360, 360, 368, 371, 370, 3H3,
3H4, 385, 386, 387, 394, 42,453,482,483,497, 49R, and 
576) • 

(4) Employee Payroll Ch a rjo s ann Man-hollrs by Project 
(Account Number), RCM-7. Report IS prepared quarterly. 

(5) Payroll Cost Report, MCB-3. Report IS prepared
biweekly. 

DISposition: Break file a t e nd Dr year. Keep In 
ntflce until audited by General Accountlng Office 
or tor 3 years, whichever IS earlier, then destroy. 

~etentlon:- Re t a i n 3 years. 
~--

DlsP~10n: Break file at end of year. Keep In 
ott Ice un 1 audited by General Accountlng Ottlce 
or ror 3 yea whichever IS earller, then destroy. 

Retentlon: Retain 3 years. 

QISposltl0n: Break file at end of year. Keep In 
ottlce until audited by Genpral Accountlng Office 
or for 3 years, whlchever IS earller, then destroy. 

Retention: Retain 3 years. 

Retention: Retaln ears. 

.DISPOSition: Break file at d of year. Keep In 
ottlce until auolted by Genera ccountlng Otflce 
or fur J years, wh i che vo r IS e a r Li then destroy. 

Retention: Retain 3 years. 

DISPOSition: Break file at end of year. Keep In 
otflce until audited by General Accounting Otflce 
or for 3 years, whichever IS earller, then destroy. 

;;a 
m 
n o;;a 
o..,. 
~ 
l>-
Z 
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SCHED NC
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES' 

TITLE	 OF SCHI:'LJULE COVERAGE OF SCHE[IULE 

FINANCIAL MANAG~M~NT RECORDS	 AG~NCYWIDE 

ITEM NAME AND DESCRIPTION OF RECORO/FILE	 RETENTION PERIOD AND DISPOSITIONNO 

Dlstrlbutlon and Man-hours by Retentlon: Retaln 3 years.
prepared monthly. 

DISposItIon: Break fIle at enrl of year. Keep In 
office untIl aurllted by General AccountIng Oftlce 
or for 3 years, whlchever IS earlier, then destroy. 

, 
(7) Net Check ListIng Report, EPAYS-365. Retaln 3 years.


prepared bIweekly.
 
eno of year. Keep In 

ottlce unt~l au 1 General Accountlng Offlce 
or for 3 years, whlchever 'rller, then destroy. 

b. Other Caples.	 RetentIon: As below. 

DISposItIon: Destroy at eno 01	 pay cycle. 

4.	 Pey folders. IndIVIdual employee folders and payroll allot- RetentIon: RetaIn 4 year~.
ments, t nc Iude d are Sr=5(}-;--W-4-.,...-SE:2809, ~~'-llY2, SF-176, 
~F-1l98, SF-1l99A, and St a t e tax forms. -----------.t-~~~~~~~""";H~r~e::a~k+.flle a t t e r employee t e rnn na t es , 

-mGR-t-ns,,_ en transfer to the 
when 4 years oln. 

5.	 Admlnlstratlve reports and data rela-
and Vay admInlstratlons. 

a. OffICial Copy. 

(1) Quarterly Report of FICA LIstings and FederarWlth-=.. RetentIon: RetaIn 3 years.

holdings (EPAYS #941) and Statement of CorrectIons (~PAY~

#94Ic)	 of preVIOUS report '941. DIS~k at e nd of year. Keel) In 

ott Ice un t 11 aud Ited by G"eriera-l-Ac.c~ t 1ng ut t Ice 
or for 3 years, whlchever I~ earlier, "then--des_~ 



SCHED NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES· 

TITLE Of' SCHEOULe 

FINANCIAL MANAGEMENT RECORDS 

ITEM 
NO NAME AND DESCRIPTION OF RECORO/FILE 

(2) W-2, Tax report to federal and State governments. 

(3) State Wit holding Listing, EPAYS #354. Report 15 

prepared hlweekly. 

(4) federal report of federal (Ivan Employment,
EPAYS #355. Report 15 prepared biweekly. 

(S) u.~. Government Payroll Savings Plan Rpport
(Bonds), EPAYS #357. Report 1S prepared semiannually. 

(6) Annual Geographic Dlstrlbutlon of federal Payroll,
EPAYS #454. 

(7) Yearend reconciliation of federal and State taxes 
to EPAYS #453 (State Wage and Tax Listing). 

COVERAGE OF SCHEDULE 

AGENCYWIDE 

RETENTION PERIOD AND DISPOSITION 

Retention: Retain 3 years. 

DIsposition: Break file at end of year.
oEflce until audited by General Accounting
or [or 3 years, whichever IS earlier, the~ 

Retention: Retain 3 years. 

DISPOSition: Break file at end of year.
otflce until audited by General Accounting 
or for 3 years, whichever IS earlier, then 

Retention: Retain 3 years. 

~S~sltlon: Hreak file at end of year.
oEtlca until audited by General Accounting 
or tor 3 years, whichever IS earlier, then 

. Retention: Retain 3 years......,.....,lhsp~ltlon: Br eak file at end of year.
ottlce~tll audited by General Accounting 
or for 3 years, whichever IS earlier, then 

Retention: ~ 3 years. 

DISPOSition: Brea~at end or year.
office until audited by Ge~al Accounting
or tor 3 years, whichever IS thene'a-r,l.ler,

................
 
Retention: Retain 4 years. ""--.....
DISPOSition: Llreak file at end ot year.
attlce until audited by General Accounting 
or for 4 years, whichever IS earlier, then 

Keep In 
Office 
destroy. 

Keep In 
Office 
destroy. 

Keep In 
uftlce 
destroy • 

Keep In 
Office 
destroy. 

Keep In 
Office 
destroy • 

"-K;ep In 
llff~ 
destroy. ~ 

Ir.~
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U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
SCHED NO 

TITLE 01' SCHEDULE COVERAGE OF SCHEOULE 

fINANCIAL MANAGEMENT MECORDb AGENCYWIDI': 
ITEM 

''0 
NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION 

~- ~--"al Summary of Retlrement runo Transactlon, Retentlon: Retaln 3 years.

bf-2~~~~po£t IS sent to the Unlted States Oftlce of
 
Personnel Managem~	 DISposltlon: Break flle at end of year. Keep In
 

oftice untll audlted by General Accountlng.Ufflce
 
or for 3 years, whlchever IS earller, then destroy.
 

(9) Serni a nnu a I Repo rt. of Health Beneflt~'-E·RA.¥.S #359. Retentlon: Retaln 3 years.
 
Repo rt IS sent to the Un i t ad States Of f i ce of Person-ne-l-.._
 
Management. ---...
-Q~~osltlon: Break flle at end of year. Keep In 

offl~ tll audIted by General Accountlng Offlce 
or for j yea whlchever IS earller, then destroy. 

b. Other Coples.	 Retentlon: As below. 

DIS[Josltlon: Oestroy at end 

6. I~ursements,	 Collectlon, and Refund Schedules. (Note:
For bu~ated clocuments see Item 7. 

a. General Acco~f-f.J,ce ~lte aud i t copies of the Retentlon: Retaln 6 years and 3 months.
 

followlng documents. rIle ~ls~of Voucher and Schedule
 
of Payments, SF-1166; Re[Jort of Wlt~Og§ and Contrlou- DIS[Josltlon: Ureak file at end ot tiscal year.
 
t i ons , S~'-l8l2 (repor t 1S prepared blweekly);-an<L0.11ectlon Keep i n o t f i ce un t r I au d i t ed by General Ac coun t i nq

and Canceled Check Schedules, SF-I098, SF-219, EPA 2505-3. OffIce or for 2 years, whIchever IS earller, then
 
Note: Trdnster to Federal Records Center under Record Gr;~ "-t.-r,.~er to Federal Records Center. Destroy when
 
Number 217. 6 year5-and-J months old.
-..._---
h. All Other Coples.	 Re t ent i on s Retaln~_ 

DISposltlon: Keep In o t t i ce for 3 -;'-;';r-c;-;--then
destroy. 



u.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
SCHED NO 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 

FINANCIAL MANAGEMENT RECORDS AGENCYWIDE 
ITEM 
NO NAME AND DESCRIPTION OF RECORO/FILE	 RETENTION PERIOD AND DISPOSITION 

7.	 Records RelatIng to the Support of Agency Recovery Claims 
Under the ComprehensIve EnvIronmental Response, Compen-
satIon, and LiabIlIty Act (Superfund). 

The offIcIal fIle contaIns the followIng documents:	 RetentIon: Retain 20 years after completIon
of all cost-recovery lItigatIon.

(1)	 TIme and Attendance Report (EPA Form 2565-1) 
DisposItIon: Break fIle upon completIon of 

(2 )	 Timesheets. all cost recovery lItIgation. Keep In offIce 
for 2 years, then transfer to the FRC. Destroy

(3 )	 RedIstrIbutIon of Payroll Charges (EPA Form 2550-6). when 20 years old. 

;:u 
m n o 
;:u 
o.,. 
~ ~ z ~ 
C') 
m ~ m z .... 
~ ~ 
Z 
C~ r-



SCHED NC u.s. ENVIRONMENTAL PROTECTION AGENCY -RECORDS CONTROL SCHEDULES 

TITLE CJI- ~CHI'OULL COVERAGE OF SCHEDULE 

fINANCIAL MANAG~MENT RECORDS AGto:NCYWIDt::: 
ITEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION 
NO 

ACCOUNTING RECORD~ 

1. to the Su 

a. OffIcIal RetentIon: 6 years and 3 months. 

DlSposltlon: Break fIle at end of tlscal year.
Keep In offlce unt1l aud1ted by General Account1ng
Ott1ce or for 3 years, wh1chever IS earller, then 
transfer to FRC. Destroy when 6 years and 3 
months old. 

(1) CopIes of Allotment and Allowance Not1ces. 

(2) COPlPS of orders, contracts, travel authorlzatlons,
 
grants, mIscellaneous obligatlon documents where not avail-
able 1n SectIon I above.
 

(3) AccountIng Reports: TransactIon Input L1St (APW-l);

s t a t.us of App rop r i a t i on r SFO (FMO-l); Surnmar rzed Document
 
H1story hy Account (FMO-3) End-of-year report only; Report
 
on Budget Execut10n (~F-133); Report on Federal Obl1gatlons

(~F-225). 

(4) Cnd-of-Year Reportlng: SectIon 1311 Statement ot
 
Unexpended Balances of Appropr1at1ons and Funds (TF~ Form
 
2108); Supportlng IlStS of unpald obl1gat1ons and
 
reconcillatlon worksheets.
 

b. Other CopIes. RetentIon: As below. 

DlSpos1tlon: Destroy at end ot pay cycle. 

2. 

-

".
 r...-'·
~.
 



SCHED NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE O. SCHEOULL 

fINANCIAL MANAGEMI:":NTRECORDS 

NAME AND DESCRIPTION OF RECORD/FILE 

General Ledger Report (FMO-4) 

Trlal Balance (FMO-5) 

(3) Travel	 only) 

(4) Travel kdvance	 (Sf-103B) 

(5) Accounts Recelvables; coples of
 
documents; bllis
 

(6) Documents In support of advances and prepayments 

(7) Letter ot Credlt documents and records 

(~) Documents supportlng equlpment, r~al property, and 
storeroom accounts 

(9) Cashler authorlzatlons and verlflcatlons 

b. Other Coples 

3.	 DIsbursement, Collec~ 
Note: for bupcrtund 

a. General Accountlng

lowIng documents. Note: Transfer
 
under Record Group Number 217.
 

COVERAGE OF SCHEDULE 

AGENCYWIDI:": 

RETENTION PERIOD AND DISPOSITION 

;;a 
m n o 
;;a 
o 

----........
 .."...~~	 ~ 

Retentlon: As below. 

DISpoSItIon: Destroy at end of pay cycl~---	 ; 
.... 
s,.
zc:,. 
r 

6 years and 3 months. 

flscal year.
Keep In offIce u udlted by General 
ACCountIng Ottice or for whIchever IS 
earlIer, then transter to when 
6 years and 3 months old. 



SCHED NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE Of' ~CIIEOULE 

FINANCIAL MANAGEM~NT RECORDS 
ITEM NAME AND DESCRIPTION OF RECORO/FILENO 

(1) ApproprIatIon Warrants 

(2) n-Expendlture Tran~fers (SF-1151) 

(3) Statcm. of TransactIons (SF-224) 

(4) Statement of nsactlon worksheet and lIstIng 

(5) Statement of Dlffere ~~ Form 6652) 

(6) Dlshurslng Fund Report (TFS ~~653) 

(7) Undlsbursed Approprlatlon Accounts~.rlal Balancc 
(TfS Form 6654) .........
~,.......,-.
 

(H) ReceIpt Accounts TrIal Balance (Tf~ form 6655), - ..........
 ........
 
(9) DIsbursement Schedules (SF-1l66, 1167, lOHO, lOHI, 

GSA 7H9, etc.) 

(10) Certlflcates of DeposIt (~F-219) 

(11) Schedules of Collectlon (EPA Form 25U5-3) 

(12) Schedules of Canceled Checks, undellverahle 
checks, Treasury Deblt Vouchers, and Approprlatlon AdJust-
ments (SF-I097), Treasury Journal Voucher~, and Inter-UfflcP 
Transfer Voucher regIsters ann accomplIshed documents. 

(13) Dlsbursement vouchers lncludlng paId lnvolces,
recclvlng ,iata, and authorIzatIon orders for purchases,
advertlslng, contracts, grants, travel, transportatIon,
G~A requIsItIons, and other dlsbursements lncludlng rpfunn
vouchers. 

b. All Other CopIes. 

COVERAGE OF SCHEDULE 

AGENCYWILJE; 

RETENTION PERIOO AND DISPOSITION 

;;0 
m 
n 
a 
;;0 
o 
'" ~ ~ z ~ 
(;) 
m ~ 
m z .... 
~.. 
% 
c:.. 
r 

RetentIon: RetaIn 3 years. 

DlSposltlon:
destroy. 

Keep In otflce for 3 years, then 



u.s. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 
SCHEO NC 

TITLE OF SCIIEDULE COVERAGE OF SCHEDULE 

FINANCIAL MANAGEM~NT RECORD~ AGENCYWIUt:: 
ITEM 
NO 

NAME AND DESCRIPTION OF RECORD/FIL.E RETENTiON PERIOD AND DISPOSiTiON 

(1) Approprlatlon Warrants 

(2) n-Expendlture Transfers (SF-1151) 

(3) Statem of Transactlons (SF-224) 

(4) Statement of nsactlon worksheet and Ilstlng 

(5) Statement of Dlffere ~~ Form 6652) 

(6) Dlsburslng Fund Report (TFS ~653) 

(7) Undlsbursed Approprlatlon Accounts~.rlal Balance 
(T!"!:>Form 6654) " 

<, 
(H) Re ce i p t Accounts Trial Balance (T~'S ~'orm 6655-), 

;:u 
m n 
a 
;:u 
o.,. 

............... ~ 

GSA 
(9)
7H9, 

ni sbu rseme nt 
etc.) 

Schedules (SF-1166, 1167, 10HO, ms t • ~ 
z ~ 
Cl 
m 

(10) 

(11) 

Certlflcates 

Schedules of 

of Deposlt 

Collectlon 

(SF-219) 

(EPA Form 2505-3) 

~ 
m z 
-4 
~ ~ 

(12) Schedules of Canceled Checks, undellverable 
checks, Treasury Deblt Vouchers, and Appropr1at10n AdJust-
ments (SF-1097), Treasury Journal Vouchers, and Inter-ufflc0 
Transfer Voucher reglsters and accompllshed documents. 

z c ~,.. 

(13) Dlsbursement vouchers includlng pald lnvo1ces,
recelvlng data, and authorlzatlon orders for purchases,
advert 1'0i nq , contracts, grants, travel, transportat i on , 
GSA reljulsltlons, and other dlsbursements lncludlng rt'fund 
vouchers. 

b. All Other Coples. Retentlon: Retaln 3 years. 

D1Sposltlon:
destroy. 

Keep ln otflce for 3 years, then 



SCHED NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES' 

TiTLE OF SCHEDULE	 COVERAGE OF SCHEOULE 

FINANCIAl, MANAGEMENT RECORDS	 AG F:NCYW I D~: 
ITEM NAME AND DESCRIPTION OF RECORO/FILE	 RETENTION PERIOD AND DISPOSITIONNO 

4. ,",VL	 1pc; Relating to Accountlnq OperatIons, RetentIon: RetaIn 3 years. J;' 

Adrn i n i s t r a t r ve Aud i t , CLa ims , acv ance s, • 

5. External Reports as RequIred by Government-wIde RegulatIons. RetentIon: RetaIn 3 years.
FIle	 Includes the followIng documents:
 

DlSposltlon: Rreak flle when reports are com-
(1) Statement of Financlal CondItIon (SF 220) pleted. Keep In oftlce 3 years, then destroy. 

(2) MInorIty BankIng Report 

(3) Report of InternatIonal TransactIons (SF 13) 
;;u 
m 

(4) Report on Status of Accounts and Loans ReceIvable	 n 
aDue trom the PublIC (Schedule 9 of SF 220)	 ;;u 
o.,. 

(5) Statement of Income and RetaIned ~arnlngs (SF-221)	 3:•Z6. Records RelatIng to the Support of Agency Recovery ClaIms RetentIon: Retaln 20 years atter completion ot	 •(;lUnder the Comprehenslve Envlronmental Response, Compensatlon all cost-recovery Iltlgatlon.	 m 
3:and Liabillty Act (Superfund). flIes contaIn the followlnu m documents:	 DlSposltlon: ~reak file upon completlon of all z ....cost-recovery Iltlgatlon. Kee~ In ott Ice 2 years, 
3:•(1) CopIes of orders, contracts, travel authorIzatIons, then transfer to the FRC. Destroy when 20 years 
Zgrants, mIscellaneous obllgatlon documents	 old. C•r(2) Letter-of-Credit documents and records 

(3) DIsbursement Sc hedu Le s (Sf' 1166,1167,1080, l08t,
 
GSA 789, e t c ,)
 

(4) Dlshursement vouchers Includlng pald lnVOlces,

recelvlny data, and authorlzatlon orders for purchases, ad-
vertlslng, contracts, grants, travel, transportatlon, G~A
 
requisItIons, and other dIsbursements IncludIng refund
 
vouchers
 

.~.,..~	 1r-" 
" ":it-



Atch to SF 115 (Revi d Item Numbers compared t ?revious Item Numbers,

Schedule Number, and NARS Job Nu.ub er )
 

Financial Management RecordsTitle Of Schedule: 

REVISED PREVIOUS 
Item Numbers Item No. Schedule No. NARS Job No. 

I. General NCI-412-76-2 

1. (New) 

2. (New) 

3. (New) 

II. Payroll 17 

1. 1. 

2. 2. 

3. 4. 

4. 5. 

5. 6. 

6. 7. 

7. (New) 

III. Accounting Records 18 

1. 1. 

2. 2. 

3. 3. 

4. 4. 

5. (New) 

6. (New) 




