
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

  

 

   

 
 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-439-09-002 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 7/31/2023 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All items except those listed below are active 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 17 is superseded by N1-439-09-006 #11 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/31/2023 N1-439-09-002 
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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK (NARA use only) 
JOB NUMBER NI-/./,..� y '-Otj-,,.:J 

To NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date Received 
8601 ADELPHI ROAD, COLLEGE PARK, MD 20740-6001 1/1/47 

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 
Department of Health and Human Services 

In accordance with the provIsIons of 44 U S C 3303a, the 2 MAJOR SUB DIVISION d1spos1t1on request, including amendments Is approved 
except for items that may be marked "d1spos1t1on not 

Administration on Aging approved" or ''withdrawn" in column 1 O 
3 MINOR SUBDIVISION 

Center for Policy and Management 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ARCHIVIST OF THE UNITED STATES 

202-357-3540Harry Posman R\TA '" ��� 
6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaInin 1J to the dIspos1t1on of its records and that 
the records proposed for disposal on the attached___page(s) are not needed now for the business of this agency or will 
not be neede,d after the retention periods spec1f1ed, and that written concurrence from the General Accounting Office, 
under the provIsIons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

✓ is not required □ is attached; or □ has been requested. 

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 

DHHS Records Management Officer ��s/o9 kYvonne Wolson �"--" -X · 
<-----' 9 GRS OR 10 ACTION TAKEN 7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) CITATION 

Records for Admm1strat1on on Aging, Center for NARA Job No 

Policy and Management N1-439-06-3 

Unless spec1f1cally stated otherwise in the 
description or the retention, all items are media-

neutral and apply to paper, electronic, m1croform, 
or other media In which records may exist 

See attached sheet 

I I 5-109 PREVIOUS EDITION NOT USABLE ST AND ARD FORM 115 (REV 3-91) 
PRESCRIBED BY NARA 36 CFR 1228 



 

Administration on Aging 
Center for Policy and Management 

Deputy Assistant Secretary 

1. Schedules of Daily Activities 

Electromc calendars, appomtment books, schedules, logs, dianes, and other records documentmg 
meetmgs, appomtments, telephone calls, tnps, v1s1ts, and other activities by the Deputy Assistant 
Secretary while servmg m an official capacity, mcludmg records related to activities when functlonmg 
as agency Chief Fmancial Officer and Chief Information Officer. Records contammg mformahon 
relatmg to official activities are mcorporated mto official files 

D1spos1tion· Temporary Cut off at the end of the calendar year m which created Destroy 3 years 
after cutoff. (Supersedes Nl-439-06-3, item 1) 

2. Executive Office Files 

Documents received and responded to m maJor roles as Deputy Secretary, mcludmg ChtefFmancial 
Officer and Chief Information Officer. 

D1spos1t1on: Temporary. Cut off at the end of the calendar year when created or received. Destroy 5 
years after cutoff. (Supersedes Nl-439-06-3, item 2) 

Office of Management Analysis and Resources 

3. Administrative Policies, Procedures, and Reports 

Records reflectmg the pohc1es and procedures established for admm1stratlve operations throughout 
AoA Included are adm1mstrative pohc1es and procedures, reports, action papers, summaries, digests, 
presentations, mterpretatlons, clanficat10ns, evaluations, conclusions, recommendations, evidence of 
staff coordmat10n, and dec1s1ons 

D1spos1tlon: Temporary Place m an mactive file when the directive ts rescmded, superseded or 
obsolete. Cut off mactlve file at the close of FY. Destroy after 5 years (Supersedes Nl-439-06-3, 
item 14) 

4. Organization Analysis Files 

Copies of records which effect changes m the orgamzatton, functions, or relationships of components 
of AoA. Included are approved/disapproved orgamzatlonal and staffing plans and charts, delegations 
of authority, reorgamzatlon plans, functional or m1ss1on statements, and directly related papers. 

D1spos1tion· Temporary. Cut off at the end of the fiscal year m which created Destroy 3 years after 
cutoff. (Supersedes Nl-439-06-3, item 15) 

5. Human Resauree Senriee/Persan&el Files 

Copies of l·.oA personnel reeords ,.,,,h,eh relate to the superv1s10n and management of Ao,", employees 
(separate from the Offieial Personnel folders wh1eh are mamtamed by the Roekv11le Human 
Resourees Center and eovered under General Reeords 8ehedule 1 ), meludmg serv1ee reeord eards, 
personnel eorrespondenee, offers of employment, transfer mformat10n, employee reeord eards, 
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position elassifieat10n mformat10n; position desenpt10n; appeals, mterviev1 mformatlon; performanee 
ratmg board ease mformation, trammg transenpt, employee md1v1dual de,,elopment plans; awards 
(meludmg reeommendahons, approved nommat1ons pertammg to ageney sponsored eash aed noneash 
av,'ards sueh as inee0t111e awards, vnthm grade ment inereases, suggestions, and outstandmg 
performanee); length of servwe and swk lea11e awards; letters of eommendahon and appreemt10n; 
notifieatlon ofperso00el aetlons; and other related doeuments aed/or matenals. 

Disposition: Temporary Destroy 3 years after employee separates from seFviee or traesfers to 
another ageney. (Apply ex1stmg authority: Nl-439-06-3, item 13) 

6. Time and !..ttendanee Reeords 

Documeets and forms that estabhsh authonty to ehaege, update and or ameed employee's tlmeeard m 
any way. Offieml documeets that Justify court or military lea11e to be granted 

D1spos1t100: Temporary. Destroy after GAO audit or when 6 years old, whichever is sooeer. (GRS 2, 
items 6, 7 and 8) 

7. Speeial Employment Program Files/Training Files 

Files on participants m special employment programs, Up'vlard Mobihty, Jumor Fellows, Management 
Intern, and HHS Fellows, EJteeut111e Leadership, ete. 

Disposit10n: Temporary. Destroy when 5 years old or 5 years after eomplet10n of a speeifie trammg 
program (Supersedes Nl-439-06-3, item 18) (GRS 1, item 29al) 

8. WorluLife Program Files 

General referenee files of Work/Life Program mformahon sessions, brovm bags, benefits, and other 
related doeuments and/or matenals. 

D1spos1t1on: Temporary. Destroy 1.vhen 3 years old. (Apply ex1stmg authority: Nl-439-06-3, item 19) 

9. Working Files 

Workmg and duplicate copies of documents created m the process of developmg materials w1thm the 
Office of Management Analysis and Resources mcludmg, but not hm1ted to, work force analysis, 
admm1strat1ve pohc1es and procedures and position descriptions. 

D1spos1tion· Temporary. Destroy when no longer needed for admm1strative purposes. (Supersedes 
Nl-439-06-3, item 21) 

Office Budget and Finance 

10. Budget Formulation Files 

Records are retamed for each of the three most current budgets m paper and electromc formats These 
rnclude the budget bemg developed (BY), the budget for the current year (CY), and the budget for the 
prior year (PY). The official file for each of these budgets should mclude a final copy of the followmg 
documents· Departmental Subm1ss10n, Secretary's Budget Council Bnefing Materials, 0MB 
Subm1ss10n, Congressional Justificat10n of Estimates, AppropnatJons Bnefing Book, Answers to 
Questions Provided by the Congress for the Record, Requests for Reprogrammmg and Congressional 
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Responses, and Tables or other formal recordmgs of appropriations provided related to the budget 
requests. 

D1spos1t10n- Temporary. Cut off at the end of the BY for which the records were created Destroy 3 
years after cutoff, or when no longer needed. (Supersedes Nl-439-06-3, item 4) 

Financial Management Files 

Records related to corrective act10ns resultmg from Departmental top down audit findmg and of 
Federal Managers Fmancial lntegnty Act (FMFIA) review results and certifications to the 
Department 

D1spos1t10n- Temporary. Cut off at the end of the BY for which the records were created. Destroy 3 
years after cutoff, or when no longer needed. (Supersedes Nl-439-06-3, item 5) 

Office of Grants Management 

12. Grant Award Files 

The official grant award file should consist of successful apphcatlon materials, mcludmg an ongmal
signed apphcatlon (SF424), budget mformatton (SF 424A), assurances (SF 424B) and other materials, 
representations and disclosures, as reqmred by AoA and/or the NOF A; financial assistance award 
approval/negotiation sheet; financial assistance award and/or obhgatmg documents; standard terms 
and cond1t10ns; techmcal review and budget analysis; signed reviewer comments, score sheets, 
summary forms, grant momtormg statements and/or documentation, reportmg reqmrement documents 
such as financial status reports and program progress reports; any program commitment documents; 
correspondence relatmg to award, state plan (formula only); any AoA mtemal evaluations, nsk 
assessments; performance assessments; any sub-rec1p1ent reports, copies of financial award 
deliverables/products (such as evaluations, studies, reports, pubhcations, posters, brochures, flyers or 
any other related documents and/or materials as reqmred); termmat10n or suspension notices; budget 
rev1s1ons and amendments; grant extensions; closmg documents and property mventory documents; 
any Inspector General reports or other documentat10n of act10ns from other HHS admm1strat1ve or 
mvest1gat1ve arms and resultmg compliance act10ns; audit findmgs; any appropnate outside matenals 
that may impact the grant award; and other related documents and/or matenals. In those cases of a 
cooperative agreement, the grant file will contam all documents hsted m the grant award files 
mcludmg an ongmal signed cooperative agreement md1catmg the mvolvement of AoA m the 
development and execut10n of the act1v1tles of the project and descnpt10n of the trammg, techmcal 
assistance and support to be provided Also mcludes awards that are renewed or contmued, cancelled,
suspended, or otherwise termmated. (Apphes to all grant award types covered by this schedule.) 

a Discretionary Awards 

D1spos1t10n: Temporary. Cut off at end of project penod m which all grant file elements are 
closed out. Hold on-site for 6 years, 3 months. Destroy 6 years and 3 months after cutoff 
(Supersedes Nl-439-06-3, item 6) 

b. Formula Awards 

D1spos1tlon- Temporary. Cut off at end of project penod m which all grant file elements are 
closed out Hold on-site for 6 years, 3 months. Destroy 6 years and 3 months after cutoff 
(Supersedes Nl-439-06-3, item 7) 

c. Disaster Awards 
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Disposition: Temporary. Cut off at end of project penod m which all grant file elements are 
closed out. Hold on-site for 6 years, 3 months. Destroy 6 years and 3 months after cutoff. 
(Supersedes Nl-439-06-3, item 8) 

d. Grant Guidance 

Dispos1t1on. Temporary. Cut off at end of project penod m which all grant file elements are 
closed out. Hold on-site for 6 years, 3 months. Destroy 6 years and 3 months after cutoff. 
(Supersedes Nl-439-06-3, item 9) 

e. Uesuccessful A,pplicatioes 

Disposit10n: Temporary. Destroy 3 years after re:iectlon or vnthdrawal. (Supersedes Nl 439 
06 3, item 10) (GRS 3, item 13) 

13. Program Support Files 

Routme program award support files that should contam program announcement, federal register 
announcement, program legislation, terms and conditions, reporting reqmrements, select10n cntena, 
reviewer mstructions, application and dec1s10n memo, designation of grants officer, and other related 
support documents and/or matenals. 

D1sposition: Temporary Destroy when 3 years old. (Supersedes Nl-439-06-3, item 11) 

14. Working Files 

Early and mtermediate vers10ns of matenals generated m the development of the grant award, 
financial award and program support files. 

Disposition: Temporary. Destroy upon closeout of the grant or when no longer needed, whichever 1s 
sooner. (Supersedes Nl-439-06-3, item 12) 

Office of Administrative and Technology Services 

15. Routiee Prncuremeet Files/Acquisition Managemeet Files 

Copies of procurement and supply records documentmg acqmsitlon of goods and non personal
services, controllmg the volume of stock on hand, reportmg procurement needs, and related supply. 
Files also contam a range of procedure, from small purchases to comphcated pnme contractor and 
subcontractor operat10ns The key procurement file is mamtamed by HHS PSC. Ao,", maintams 
copies of the formal contract or mformal purchase order or lease mstruments and all related papers 
such as copy of purchase document, specifications, bids, schedules of dehvery, the imtlatmg 
reqmsitlon mv01ces, and other related documents and,lor matenals. 

Disposit10fl' Temporary. Destroy when 3 years old. (Apply existmg authonty. Nl-439-06-3, item 
16) 

Hi. Prietieg, Binding, Duplication, and Distrihutioe Records Reprographics 

Copies of records pertammg to requests for service, control, production and distribution of md1v1dual 
Jobs or prOJects (this matenal normally consist of reqmsitlons requestmg serv10e and registers or of 
Similar medrn utihzed to control the receipt ofreqms1tlons and to record the product10n, d1stnbutlon, 
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and eost analysis w1th1Q the operatmg umts) , and eorrespondenee and report files refleotmg the 
aot1v1t1es of the umt responsible for handhng, pnntmg, b1ndmg, duphoat1on, and drntnbution matters 
w1thoAoA. 

D1spos1tlon: Temporary Destroy when 3 years old. (Apply ex1stmg authonty. Nl-439-06-3, item 
17) 

17. Working Files 

Workmg and duplicate copies of documents created m the process of developmg matenals w1thm the 
Office of Admm1strative and Technology Services mcludmg, but not hm1ted to, routme adm1mstrat1ve 
files m relation to procurement 

D1spos1t1on· Temporary. Destroy when no longer needed for admm1strative purposes. (Supersedes 
Nl-439-09-6, item 21) 
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