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2014ADMINISTRATIVE SCHEDULE CROSSWALK (N1-411-06-1l 
· , Current· 
Scjledple Item 

~· ~• A ' 

Item 1.1 

Item 1.1 

Item 1.1 

Item 1.2 

Item 1.3 

Cur.rent Description , 
< • ' 

~ N .'f .... • A 

• 'N >; . ..~~ :t ' ':'A ••A 

Administrative support 
records 

- Inspector General 

- Personnel Appeals 
Board 

-Training 

Administrative support 
records 

Administrative support 
records 

- Non-Major Rules 

- Safety 

- Special Investigations 

Special Investigations 

Safety 

Document Number: ALL_STAFF #1034885 

TEMPORARY. 
Destroy or delete 
after 7 years. 

TEMPORARY. 
Destroy or delete 
after 10 years. 

TEMPORARY. 
Destroy or delete 
after 15 years. 

Change/8,evist.on 

Clarify scope of 
Inspector General, 
PAB and Training 
records 

Add items 

Remove items 

These items are 
now covered by 
other series 

Move to Mission 
schedule 

Environmental 
Health and Safety 

Revise name and 
description to reflect 
current program 

... Ne~pescrJptlon 
,. ... ~'!!' • 

\. .... 
- Inspector General (Excludes Inspector 
General Final Reports - see item 1.4) 

- Personnel Appeals Board {Includes 
EEO Oversight and PAB OGC) 

- Training (Includes Appropriations Law 
Forum and Training) 

- Employee Organizations 

- Employee Suggestion Program 

- Field Operations 

See Mission schedule - item 2.4 

Records that support the general policies, 
procedures, program management, and 
operation of GAO's Environmental Health 
and Safety program. These records 
document routine facility and equipment 
safety inspections, investigations that 
involve health and safety, fire protection 
and prevention, and safety training. They 
include, but are not limited to, reports, 
memoranda, briefing files, problem reports 
and inspection surveys, property and 
accident investigation case files, 
complaints from GAO personnel about 
potential safetv hazards, soecial studies, 

Document Name: 2014 Crosswalk for Administrative Schedule Revisions and 2016 Pen and Ink Cutoff Changes 

D~sposition · 

TEMPORARY. 
Cutoff files at end 
of fiscal year or 
when activity is 
completed. 
Destroy or Delete 7 
years after cutoff. 

TEMPORARY. 
Cutoff files at end 
of fiscal year or 
when activity is 
completed. 
Destroy or Delete 7 
years after cutoff. 

No change 

No change 

TEMPORARY. 
Cutoff at end of 
fiscal year. Destroy 
or Delete 15 years 
after cutoff. 

Page 1 
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2014 ADMINISTRATIVE SCHEDULE CROSSWALK (N1-411-06·1) 
Current Current Description Disposition Change/Revision New Description Disposition 

, Schedule Item 
' ' '° 

interagency agreements and liaison 
information, and program policies and 
guidance. 

Item 1.4 Budget Administration, TEMPORARY. See revision for 
Inspector General, and Destroy or delete each component 
Special Investigations after 20 years. item below. 

Item 1.4 Inspector General TEMPORARY. Inspector General Office of the Inspector General's internal TEMPORARY. 
Destroy or delete Final Reports audit and evaluation report files. These Destroy or Delete 
after 20 years. 

Adding clarification 
records include, but are not limited to, the 
final audit or evaluation report, initiation 

20 years after audit 
or investigation is 

papers, audit methodology and guidelines, closed. 
and rebuttals and other comments on the 
reports. 

Item 1.4 Budget Administration TEMPORARY. Move to new record See Policy schedule item 3.8 (new) No change 
Destroy or delete series for Strategic 
after 20 years. Planning, Budgeting 

and Performance 
Accountability 

Item 1.4 Special Investigations TEMPORARY. Delete from GAO no longer maintains separate 
Destroy or delete Administrative categories of investigative case files. 
after 20 years. Schedule Cases referred to another agency become 

the record of that agency. 20 year 
retention no longer applies - 10 years is 
sufficient for all investigative case files 

Item 1.5 Personnel Appeals TEMPORARY. Revise description Records supporting the investigation and TEMPORARY. 
Board Destroy or delete to include PAB adjudication functions of the Personnel Destroy or Delete 

after 30 years. OGG records Appeals Board (PAB) and the PAB Office 30 years after case 
of General Counsel (OGC). Adjudicatory is closed. 
materials include docketed case files 
consisting of pleadings and administrative 
Judge orders, findings and Board 
decisions. PAB OGC records include 
investigations and litigation case files, 
case tracking systems, and contact flies. 
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2014ADMINISTRATIVE SCHEDULE CROSSWALK CN1-411-06-1) 
.. Current Current D~crlptlon Disposition Change/Revision New Description Disposition 

. Schedule Item 
' 

Item 1.6 Security 	 TEMPORARY. Security Clearance Security Clearance Statements (GAO TEMPORARY. 
Destroy or delete Statements Form 71 or equivalent) for consultants, Destroy or Delete 
after 70 years. contractors, and non-GAO employees 70 years after 

Revise name to issued GAO secret or Top Secret security employee
clarify scope of clearances. The last or most recent separates or
record series statement is maintained for 70 years after contract is 

contract is terminated or the employee terminated. 
separates. (GAO employees' statements 
are transferred to Human Capital Office 
and filed with the employee's Official 
Personnel Folder.) 

1.7 	 Safety TEMPORARY. Environmental Records pertaining to indoor air quality, TEMPORARY. 
Destroy or delete Health and Safety water quality, lead monitoring, and Cutoff at end of 
after 75 years. Compliance oversight of activities relating to asbestos fiscal year. Destroy 

Monitoring and and hazardous materials, including or Delete 75 years 
Oversight abatement and demolitions, as well as after cutoff. 

information pertaining to personnel 
Revise name and protection and fitness testing. This 
description to clarify 	 Exception:category also includes fire, safety, health, 
scope and and industrial hygiene contract files. Records containing distinguish from Records include, but are not limited to, information about item 1.3. Add monitoring and oversight records, the presence, exception for hazardous waste manifests, safety data location and retention of sheets, medical exams, and medical quantity ofasbestos-related records. 	 asbestos in the records. 

building are kept for 
the duration of 
ownership and are 
transferred to 
successive owners. 

1.8 	 Historically significant PERMANENT. Remove Special No change to remaining items PERMANENT. 

records to be Transfer to the Investigations ­

Retain for 20 years, 
transferred to the National Archives moved to Mission 

then transfer to the 
National Archives every 5 years in schedule item 2.3 

National Archive in accordance with 
Update transfer 	 five year blocks NARA regulations 
instructions to 20 	 when the most 

and procedures in 
years. 	 recent record in the 

place at the time of 
block is 20 years transfer. 
old, in accordance 
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..Current . . Current Description · Disposition Change/Revision New D~cription 

Schedule Item ' .. 
•. 

NEW 

NEW 

Add new item 

Add new item 

Item 1.9: Transitory Records 

Records of short-term interest that have 
minimal or no documentary or evidential 
value. Included are such records as: 
routine notifications of meetings, requests 
for information or publications and copies 
of replies which require no administrative 
action or decision, transmittal information 
that does not add any information to that 
contained in the transmitted materials, 
suspense files or to-do lists that serve as 
reminders, and extra copies of documents 
when the record copy is filed in the agency 
recordkeeping system. Also included are 
non-record emails not filed in the 
electronic recordkeeping system, 
computer system transaction logs, and 
video surveillance tapes. 

Item 1.10: Data Backups 

Backup files maintained for the purpose of 
restoring information lost as a result of 
system failure or other unintentional loss 
of data. 

Disposition 
,' 

' 

with NARA 
regulations and 
procedures in place 
at the time of 
transfer. 

Note: Publication, 
Graphics, and 
Video Services 
records may be 
transferred to 
NARA in 5 years. 

TEMPORARY. 
Destroy or delete 
after one year or 
sooner if no longer 
needed for 
business purposes. 

TEMPORARY. 
Retain for 6 
months, then 
delete, overwrite, or 
recycle. 
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