NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE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Some items in this schedule are either obsolete or have been superseded by new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These items, unless subsequently superseded, may be used by the agency to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SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Item 17 is superseded by N1-439-09-006 #11

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE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



REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK (NARA use only)

JOBNUMBER A//- 43 7~0OG~)

To NATIONAL ARCHIVES & RECORDS ADMINISTRATION | Date Received / /
8601 ADELPHI ROAD, COLLEGE PARK, MD 20740-6001 7/¢/0 7

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY

Department of Health and Human Services

In accordance with the provisions of 44 U S C 33034, the
disposition request, including amendments is approved
.. . . except for items that may be marked “disposition not
Administration on Aging approved" or “withdrawn” in column 10

2 MAJOR SUB DIVISION

3 MINOR SUBDIVISION

Center for Policy and Management

4 NAME OF PERSON WITH WHOM TO CONFER | 5 TELEPHONE DATE ARCHIVIST OF THE UNITED STATES

Harry Posman 202-357-3540 YA to (Qz, /DZ/\/-

6 AGENCY CERTIFICATION )
| hereby certify that | am authorized to act for this agency in matters pertamln) to the disposition 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 needed after the retention perods specified, 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 O] has been requested.

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE

DHHS Records Management Officer

@/Q5/OC} Yvonne Wilson %\\Q’X “B
—— 9 GRSOR

7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION | SUPERSEDED JOB
CITATION

10 ACTION TAKEN
(NARA USE ONLY)

Records for Administration on Aging, Center for NARA Job No
Policy and Management N1-439-06-3

Unless specifically stated otherwise in the
description or the retention, all items are medta-
neutral and apply to paper, electronic, microform,
or other media in which records may exist

See attached sheet

115-109 PREVIOUS EDITION NOT USABLE STANDARD 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

Electronic calendars, appointment books, schedules, logs, diaries, and other records documenting
meetings, appointments, telephone calls, trips, visits, and other activities by the Deputy Assistant
Secretary while serving in an official capacity, including records related to activities when functioning
as agency Chief Financial Officer and Chief Information Officer. Records containing information
relating to official activities are incorporated into official files

Disposition' Temporary Cut off at the end of the calendar year in which created Destroy 3 years
after cutoff. (Supersedes N1-439-06-3, item 1)

Executive Office Files

Documents received and responded to in major roles as Deputy Secretary, including Chief Financial
Officer and Chief Information Officer.

Disposition: Temporary. Cut off at the end of the calendar year when created or received. Destroy 5
years after cutoff. (Supersedes N1-439-06-3, item 2)

Office of Management Analysis and Resources

3.

Administrative Policies, Procedures, and Reports

Records reflecting the policies and procedures established for administrative operations throughout
Ao0A Included are administrative policies and procedures, reports, action papers, summaries, digests,
presentations, interpretations, clarifications, evaluations, conclusions, recommendations, evidence of
staff coordination, and decisions

Disposition: Temporary Place in an inactive file when the directive 1s rescinded, superseded or
obsolete. Cut off mnactive file at the close of FY. Destroy after 5 years (Supersedes N1-439-06-3,
item 14)

Organization Analysis Files
Copies of records which effect changes 1n the organization, functions, or relationships of components
of AoA. Included are approved/disapproved organizational and staffing plans and charts, delegations

of authority, reorganization plans, functional or mission statements, and directly related papers.

Disposition' Temporary. Cut off at the end of the fiscal year in which created Destroy 3 years after
cutoff. (Supersedes N1-439-06-3, item 15)

5 Human-Resouree-Serviee/Personnel-Kiles

Copies-of-AoA-personnel records-which-relate-to-the supervision-and management-of AoA-employees
(separate-from-the-Offieial-Personnel-Eolders-which-are-maintained-by-the Reekville- Human
Reseurees-Center-and-covered-under-General-Records-Schedule-1)neluding service-record-eards;
personnel-correspendence;-offers-of employment transferinformation-employee-record-cards;

1



peostiton-classification-formation;-pestiion-desertption:-appeals—mterview-mfernation:-perfonnance
rating -board-ease-informationtramnng-transeript-employee-indiradual-development-plans;-awards
Gneludmg-recommendations-approved-rominations-pertatnng-to-agency-sponsored-cash-and-noneash
awards-such-as-ineentrve-awardswthin-grade-mentnereases;-suggestions-and-outstanding
perfonmanece);-length-of service-and-stekleave-awards;-letters-of commendation-and-appreciation:
notification-of persennel-actions;-and-other-related-documents-and/or-materials:

Dispesition—TFemporary—Destroy-3-yvears-after-employee-separates-from-service-or-transfers-to
another-ageney-—(Apply existing authority: N1-439-06-3, item 13)

6—Time-and-Attendanee-Reeords

Decuments-and-forms-that-establish-authertty-to-change,update-and-or-amend-employeels-imecard-n
any-way-Official-documents-that-justify-court-or-multtary-leave-to-be-granted-

Dispesition:-Fempeorary—Destroy-after-GAO-audit-or-when-6-years-eld;-whiehever1sseoner: (GRS 2,
items 6, 7 and 8)

F+——Speecial EmploymentProgram-Files/Training-Files

Exles-on-partictpants-in-speetal-employment-programs, Upward-Mebiity, Jumer Fellows, -Management
Intern,and-HHS-EeHows; Executive-Leadership,-ete-

Dispesition:-Fempeorary—Destroy-when-5-years-old-or-5-years-after completion-of-a-spectfie-tratnmng
program- (Supersedes N1-439-06-3, item 18) (GRS 1, item 29al)

8—Werl/Life Program-Files

General-reference-files-of Weorlife-Program-information-sessions;-brown-bags;-benefits-and-other
related-documents-and/or-materials:

Dispesition:-Femporary-—Destroy-when-3-years-eld: (Apply existing authority: N1-439-06-3, item 19)
9. Working Files

Working and duplicate copies of documents created in the process of developing materials within the

Office of Management Analysis and Resources including, but not limited to, work force analysis,

administrative policies and procedures and position descriptions.

Disposition* Temporary. Destroy when no longer needed for administrative purposes. (Supersedes

N1-439-06-3, item 21)

Office Budget and Finance

10. Budget Formulation Files

Records are retained for each of the three most current budgets in paper and electronic formats These
include the budget being 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 include a final copy of the following
documents: Departmental Submission, Secretary’s Budget Council Briefing Materials, OMB
Submission, Congressional Justification of Estimates, Appropriations Briefing Book, Answers to
Questions Provided by the Congress for the Record, Requests for Reprogramming and Congressional
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Responses, and Tables or other formal recordings of appropriations provided related to the budget
requests.

Disposition' 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 N1-439-06-3, item 4)

Financial Management Files

Records related to corrective actions resulting from Departmental top down audit finding and of
Federal Managers Financial Integnty Act (FMFIA) review results and certifications to the
Department

Disposition 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 N1-439-06-3, item 5)

Office of Grants Management

12.

Grant Award Files

The official grant award file should consist of successful application materials, including an onginal
signed application (SF424), budget information (SF 424A), assurances (SF 424B) and other materals,
representations and disclosures, as required by AoA and/or the NOFA; financial assistance award
approval/negotiation sheet; financial assistance award and/or obligating documents; standard terms
and conditions; technical review and budget analysis; signed reviewer comments, score sheets,
summary forms, grant monitoring statements and/or documentation, reporting requirement documents
such as financial status reports and program progress reports; any program commitment documents;
correspondence relating to award, state plan (formula only); any AoA ternal evaluations, nsk
assessments; performance assessments; any sub-recipient reports, copies of financial award
deliverables/products (such as evaluations, studies, reports, publications, posters, brochures, flyers or
any other related documents and/or materials as required); termination or suspension notices; budget
revisions and amendments; grant extensions; closing documents and property inventory documents;
any Inspector General reports or other documentation of actions from other HHS administrative or
mvestigative arms and resulting compliance actions; audit findings; 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 contain all documents listed 1n the grant award files
including an oniginal signed cooperative agreement indicating the involvement of AoA 1n the
development and execution of the activities of the project and description of the training, technical
assistance and support to be provided Also includes awards that are renewed or continued, cancelled,
suspended, or otherwise terminated. (Applies to all grant award types covered by this schedule.)

a Discretionary Awards
Disposition: Temporary. Cut off at end of project period 1in 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 N1-439-06-3, 1item 6)

b. Formula Awards
Disposition: Temporary. Cut off at end of project period 1in 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 N1-439-06-3, item 7)

c. Disaster Awards



13.

14.

Disposition: Temporary. Cut off at end of project period in 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 N1-439-06-3, item 8)

d. Grant Guidance

Disposition. Temporary. Cut off at end of project period 1n 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 N1-439-06-3, item 9)

e. Unsueeessful-Applications

Dispesition:—Femporary-Destroy-3-years-after-rejectton-or-withdrawal{Supersedes N1-439-
06-3;-ttem-10) (GRS 3, item 13)

Program Support Files

Routine program award support files that should contain program announcement, federal register
announcement, program legislation, terms and conditions, reporting requirements, selection critena,
reviewer instructions, application and decision memo, designation of grants officer, and other related
support documents and/or matenals.

Disposition: Temporary Destroy when 3 years old. (Supersedes N1-439-06-3, item 11)

Working Files

Early and intermediate versions of matenals generated in 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 N1-439-06-3, item 12)

Office of Administrative and Technology Services

15— Routine-Procurement Files/Aequisition-Management-Files

Coptes-of prosurement-and-supply-records-decumenting-acquistiton-of goods-and-non-persenal
serviees;-controtling-the-velume-of stock-on-hand,-reporting-procurement-needs;and-related-supply-
Eiles-alse-contatn-a range-of proeedure-from-small-purchases-te-eompheated-prime-contractor-and
stbeentractor-operations—Fhe-key-procurement-file-is-mamtaned-by-HHS-PSC.—AeA-mamtams
copies-of-the-formal-contract-ornformal-purehase-oerder-or-lease-nstruments-and-all-related-papers
such-as-copy-of purchase-decumentspeectfications; bids,-schedules-of dehvery theamtiating
reguisttionnvercesand-otherrelated documents-andlor-materials.

Dispesttion—TFempeorary—Destroy-when-3-years-old: (Apply existing authonty. N1-439-06-3, item
16)

16— Printing,-Binding-Duplication;-and-Distribution-Records-Reprographies

Copies-of records-pertatmng-to-requests-for-serviee-control-production-and-distribution-of indrvidual

jobs-or-prejests-(this-matertal-normally-consist-of requisttions-requesting-service-and registers-or-of

stmtlar-media-utihized-to-control-the-receipt-of requisitions-and-to-record-the-predustion-distribution;
4



17.

and-cost-analysis-within-the operating-units);-and-correspondence-and-report-files-reflecting the
astivities-of the-umtresponsible-forhandhng-prnting-bindmg dupheation;-and-distribution-atters
withooA:

Dispesition:— Fempeorary—Destroy-when-3-years-eld: (Apply existing authority. N1-439-06-3, item
17)

Working Files
Working and duplicate copies of documents created in the process of developing materials within the
Office of Administrative and Technology Services including, but not limited to, routine administrative

files 1n relation to procurement

Disposition' Temporary. Destroy when no longer needed for administrative purposes. (Supersedes
N1-439-09-6, 1item 21)





