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: T ‘ . : . . Encdlosure

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). It 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 Benefits and Program Analysis
(OBPA). This office is responsible for planning, developing, and
implementing policies and procedures related to the administra-
tion of TSP benefits programs (loans and withdrawals, including
annuity products). In addition, this office is responsible for
the development of estimated program activity levels and agency
financial models, and for budget preparation and program review.
It is responsible also for monitoring the status of audit
recommendations and providing reports to the Executive Director
on the progress of each active recommendation.

Item Description of Item and Proposed Disposition
No.
1. Annual Budget Request
a. Memorandum to FRTIB Board members requesting ap-

proval of the annual budget and midyear update.
Records include courtesy letters to the Appropria-
tion Committees of Congress and Office of Management
and Budget, plus supporting justifications and bud-
get estimates from major Board organizations.

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

b. Executive Director’s copy of memorandum to FRTIB
Board members requesting approval of the annual
budget and midyear update. Records include courtesy
letters to the Appropriation Committees of Congress
and Office of Management and Budget.

Disposition: Cut off at the end of the fiscal year.

Destroy 3 years after cutoff or when no longer need-
ed, whichever is sooner.

(1)



. . . . Enclosure

C. Cost statements, rough data and similar material
accumulated in the preparation of annual budget
estimates, including duplicates of budget estimates
and justifications, narrative statements, and re-
lated schedules; and originating offices’ copies of
reports submitted to the Office of Benefits and
Program Analysis.

Disposition: Destroy 1 year after the close of the
fiscal year covered by the budget.

a. Quarterly memoranda to the Executive Director on the
status of the budget based on monthly summary re-
ports received from the Office of Accounting.

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

b. Executive Director’s copy.

Disposition: Cut off files at the end of the fiscal
year. Destroy 1 year after cutoff or when no longer
needed, whichever is sooner.

it Moni . B 1

a. All audit monitoring paper records, including com-
puter printouts, and monthly and semiannual status
reports to the Executive Director on the status of
each active audit recommendation.

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

b. Copies maintained by other FRTIB program offices,
including the Office of the Executive Director.

Disposition: Cut off at the end of the calendar

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

(2)



. . . ' Enclosure

Records containing statistical and financial summary
information on TSP operations provided by the Na-
tional Finance Center (NFC). They cover population
demographics and information regarding loan, with-
drawal, and communication (both written and tele-
phone) activities of participants. The official
records consist of memoranda to the Executive Direc-
tor and summary reports, plus source documents from
the NFC.

Disposition: Permanent. Cut off at the end of the
calendar year. Transfer to NARA in 10-year blocks
(e.g., 1991-2000 is one block) 5 years after cutoff.

Volume: 1/2 cubic foot
Annual Accumulation: 1 inch

Copies of the above reports maintained by other
FRTIB program offices, including the Office of the
Executive Director.

Disposition: Cut off at the end of the calendar
year. Destroy 3 years after cutoff or when no
longer needed, whichever is sooner.

Documentation containing memoranda to the Executive
Director and other correspondence, and portions of
case files that establish the policy and procedures
for administration of the withdrawal and loan pro-
grams. This file also contains technical require-
ments for the recordkeeper (NFC) for implementation
0f these policies and procedures.

Disposition: Cut off at the end of the calendar

year Destroy 3 years after the policy is obsolete.
ANO RETINE TO wrNA<,

Supporting material, including input from other

offices, concerning the development of the above

policy documents.

Disposition: Cut off at the end of the calendar

year;;\ggizii? 3 years after the policy has been
ed.
approv AND RETIAE TO WA

| (3)



. . ' Enclosure

Records that contain correspondence between the annuity
vendor and Office of Benefits and Program Analysis con-
cerning the monthly annuity interest rate index.

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

Fil E tion E {hq)

Records on unusual individual account cases out of which
TSP policy evolved due to the unusual nature of the case.

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.

: ) R 1 Fi]
Records containing copies in chronological order of all

correspondence sent from the Office of Benefits and
Program Analysis.

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

(4)





