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Background Information

The Thrift Savings Plan (TSP) is a retirement savings and
investment plan for Federal employees established in the Federal
Employees’ Retirement System Act of 1986, which has been codified
as amended largely at 5 U.S.C. §§ 8401-8479 (1994). 1t is
managed by the Federal Retirement Thrift Investment Board
(FRTIB) .

The following disposition schedule relates to the records
maintained by the FRTIB’s Office of External Affairs (OEA). This
office is responsible for: maintaining liaison activities and
relations with the Congress, media, TSP participants, Federal
agencies, and the Employee Thrift Advisory Council (ETAC);
training Federal agency representatives and employees on the TSP;
and developing TSP policy in these areas. (ETAC records are not
on this schedule, because they were included with the Board and
ETAC schedule that has been submitted separately to NARA for
Cclearance.)

Item Description of Item and Proposed Disposition
No.

1. Congressional Correspondence

Paper copies of correspondence to members of Congress in
response to inquiries on TSP participants who are their
constituents. It consists of the incoming letter,
FRTIB’s reply, and background account information.

Disposition: Cut off files at the end of each calendar
year. Destroy 4 years after cutoff.

Summaries of telephone inquiries from Congressional
offices on behalf of their constituents or proposed/
current TSP legislation, or from TSP participants regard-
ing their accounts. It also contains the actions taken
by the FRTIB.

Disposition: Cut off files at the end of each calendar
year. Destroy 1 year after cutoff.

(1)
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: 1T .
Drafts, finals, and printed copies of Congressional

testimony given by the FRTIB’s Executive Director.

Disposition: Cut off at the end of the calendar year.
Destroy 20 years after cutoff.

islati

Paper records that contain significant internal and
external correspondence, activity reports, impact analy-
sis studies, legal opinions, and printed copies of pro-
posed and enacted TSP legislation.

Disposition: Cut off at the end of the calendar year.
Destroy 20 years after cutoff.

slati . ] | 1

Project files relating to proposed and enacted legisla-
tion that affect the FRTIB’s programs. It includes
working papers, such as source material, studies, analy-
ses, notes, and drafts.

Disposition: Cut off at the end of the calendar year
during which the project was completed. Destroy 10 years
after cutoff.

Press Releases

Record set of press releases that consists of the origi-
nal copy of each release.

Disposition: Permanent. Cut off at the end of the
calendar year. Transfer to NARA when 20 years old.

Volume: 1 inch
Annual Accumulation: Negligible
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‘ ‘ Enclosure

Memorandums of understanding or agreement concerning how
the NFC and FRTIB will manage Congressional inquiries
received at the NFC.

Disposition: Destroy 3 years after supersession, cancel-
lation, or termination of the understanding or agreement.

Congressional correspondence cross-reference subject file
that provides standard language for FRTIB letter writers.

Disposition: Review files annually and purge obsolete
material. Destroy when the FRTIB ceases to exist or when
no longer needed, whichever is sooner.

- . 1 Liai subiect- { ]

Subject-matter file that contains internal/external
correspondence, policy papers, background papers, etc. on
various subjects of interest to the FRTIB’s Congressional
liaison program.

Disposition: Review files annually and purge obsolete
material. Destroy when no longer needed for reference
purposes.

Heekly Clips

Weekly clips of newspaper, journal, and other published
articles that relate to the work that the FRTIB does and
may contain work-related information on such topics as

retirement plans, investments, and Federal employee
benefits.

a. Copy maintained by the originating office (OEA).

Disposition: Cut off at the end of the calendar
year. Destroy 3 years after cutoff.

(3)
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13.

‘ ‘ Enclosure

b. Copies maintained by other offices or individual
employees for reference purposes only.

Disposition: Purge file every 3 months. Destroy
when no longer needed for reference purposes.

TSP E s i

Routine correspondence received from TSP participants
concerning their accounts. It includes the incoming
letter, FRTIB’s reply, and as appropriate, background
account information that cannot be retrieved from the TSP
system, and instructions to the NFC.

Disposition: Cut off files at the end of the calendar
year. Destroy 3 years after cutoff.

ISP Notices

Routine correspondence to TSP participants regarding
their accounts that cannot be computer-generated by the
NFC. It includes the incoming letter, FRTIB’s notice,
background account information that cannot be retrieved
from the TSP system, and instructions to the NFC.

Disposition: Cut off every 3 months (3/31, 6/30, 9/30,
and 12/31). Send to the Federal Records Center 1 year
after cutoff. Destroy 3 years after cutoff.

Files that contain correspondence, background documenta-
tion, and other material relating to the processing of
TSP accounts outside routine procedures.

a. Routine Cases

Cases that are not precedent setting in nature and
for which there are established rules/policies.

Disposition: Cut off closed files at the end of
each calendar year. Destroy 1 year after cutoff.
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b. Unusual Cases

Cases that are unusual and require a policy making
determination based on expert review.

Disposition: Cut off closed files at the end of
each calendar year. Send to the Federal Records
Center 3 years after cutoff. Destroy 7 years after
cutoff.

Agency Correspondence

Routine correspondence received from Federal agencies
concerning participant accounts or TSP policy/procedures/
regulations. It includes the incoming letter, FRTIB’s
reply, and background information.

Disposition: Cut off files at the end of the calendar
year. Destroy 3 years after cutoff.

Agendas for meetings with agency TSP representatives from
Federal personnel and payroll offices. The records
include the meeting agenda, handouts, and presenter’s
notes.

a. Original bound copy

Disposition: Cut off at the end of the calendar
year. Destroy 20 years after cutoff.

b. Reference copies
Disposition: Cut off at the end of the calendar

year. Destroy 1 year after cutoff or when no longer
needed, whichever is sooner.

(5)
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20.

. . Enclosure

b. Records containing background information and hand-
outs used for special training presentations given
by the FRTIB concerning the TSP.

Disposition: Cut off at the end of the calendar
year. Destroy 10 years after cutoff.

Training/Pol Subiect- ]

Subject-matter file that contains internal/external
correspondence, policy papers, background papers, etc. on
various subjects of interest to the FRTIB’s training/
liaison program.

Disposition: Review files annually and purge obsolete
material. Destroy when no longer needed for reference
purposes.

Duplicate copies of all correspondence filed in chrono-
logical order.

Disposition: Cut off at the end of the calendar year.
Destroy 1 year after cutoff.

(7)
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16.

a. Records containing information on the creation of
each TSP Bulletin, including the resource material,
drafts, one printed copy, and management’s approval.

Disposition: Cut off at the end of the calendar
year. Destroy 20 years after cutoff.

b. Reference copies maintained by other FRTIB offices.

Disposition: Purge obsolete material annually.
Destroy when no longer needed for reference.

17. Ixaiping Instructional Material

a. One record copy of every syllabus/manual created and
used by the TSP for training Federal personnelists,
payroll officials, and employees in all aspects of
the TSP.

Disposition: Permanent. Cut off at the end of the
calendar year. Send to the Federal Records Center
when 5 years old in 5-year blocks (e.g., 1/93-

12/97 is one block). Transfer to NARA when 20 years
old.

Volume: 1 cubic foot
Annual Accumulation: 3 inches

b. Reference/stock material.

Disposition: Dispose of when obsolete.
18. TSP Training Course Files

a. Records containing information on every training
course given by the FRTIB, both onsite and at other
Federal agencies, concerning the TSP. They include
the contact sheet, nominations, confirmations, can-
cellations, sign-in sheets, and evaluations.

Disposition: Cut off at the end of the calendar

year. Send to the Federal Records Center 1 year
after cutoff. Destroy 3 years after cutoff.
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