
FEDERAL AGENCY CEASED OPERATIONS 

Schedule Number: NC1-185-77-03 

Federal agencies may cease operations when they are established as a temporary 
entity, are abolished, or functions are transferred to State or Local government or 
private control. 

Description: 

All items are presumed disposed. The agency ceased operations in 1999 and transferred 
its function to a foreign government. 

The Panama Canal Treaty of 1977 terminated on December 31, 1999, and sovereignty 
over the canal was assumed by the Republic of Panama. 

Date Reported: 11/08/2021 

FEDERAL AGENCY CEASED OPERATIONS 
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Agency Records Control Schedule No. 3 

Records of the Office of Financial Vice President 

ur copie•, inclacliug original, to be sabmitted 'to the National Jlrcbives ancl RecOl'Cb Service 16-119429-3 GPO 
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•CANAL ZONE GOVEPl'f.t{ENT 
PANANA CANAL COEPA;:IT 

AGE~:CY K~CORDS COi'JTROL SCHEDULE NO·. 2 

RECORDS OF THE OFFIC:S OF THE FII-:..\~\JCJAL VICE PRZSIDEI.\T 

Agency Records Control Schedule N0. 3 authorizes disposal of the records des­
c~ibed in it that are dated on or after January 1, 1921. For records dated before 
January 1, 1921, special authority for disposal must be secured from the Chief, 
Records t,~a.nagement Branch, Administrative Services Division. 

Records Authorized for destruction under this schedule s~all be burned, shredded, 
or sold for scrap at the end of the prescribed period. To facilitate disposal of 
records that are kept in a continuous series, annual or biennial cut-offs are re­
commended. The records within the cut-off period may th::m be disposed of as a group, 
based on t.~e date of the last paper in the series. 

• Noncurrent records should be shipped to the Agency Records Center for lowcost 
storage if they (1) are seldom referred to, (2) must be retained for at least one 
year, and (3) occupy needed file space. Documents and instructions for such ship­
~ents are furnished by the Center on request. Conta.iners are available in the Panama 
Canal Company Division of Storehouses. Records stored at the Center ar~ available 
for reference during t.~e storage period. They will be disposed of in accordance with 
.e proiri~ions of the achedule only aft~r concurrence· of the res?onsible _official h;.,s 

....oen obta1n,3d. . 

Records holdings should be reviewed for disposition under the schedule at least 
once a year, preferably shortly after t.~e beginning of the fiscal year. Unscheduled 
records, records that have changed in nature or purpose, and records that are sche­
duled but no longer produced should be reported to the Chief, ecords Managsment 
Branch, Ad~inistrative Ser~ices Division, for review and app o riate action. 

. / . -1 r.J, /; 
~if,L-« : f(/tJ1) 

Joseph J. ,food 
-• Administrative Services Division 
Agency Records Office~ 

• 
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•.CS 3 - Records of the Office of the,linancial Vies President 

pescription of Records 

Acbitinistrative FilEis· 

1 . General correspondence, copies and originals, 
signed by or directed to the Office of the 
Financial Vice President; •ed Saa ~orsncJ 
•OJ feg 1h17 I! afs: Ght§ bj :li!!IAHCiA ¥ice !'! wl­
~ used for general day to day reference 
by the Financial Vice President ar.d members 
of his staff. Subject and circular files on 
admi..~istrative and operational matters re­
lating to the Office of the Financial Vice 
President and the Financial Vice President's 
functions. Policies, precedents, proce­
dures, ragu].ations, important decisions, and 
essential transactions, when the file station 

_has been designated to retain the record 
copies of such :material. Most such material 
is maintained in the AOCR files. 

• 

Disposal Period 

Disposal not authorized 
by this schedule. 

' • 

• 



.e,cs 3 - Records of the Office of the Financial V:i.ce President 

ITEM-

3. 

4. 

5. 

• 

Desc~iption of Records Disposal Period 

General Audit Diviston 

~l!u11111b~ :files. 

Audit 'findings. 

Aud:i.t permanent files: These files contain up-to­
date inform.a.tion concerning organization, 
functions, and force ·or agency units. 

Audit working papers. 

Dispose J years after 
FY involved. 

Dispose as infor::uation 
superseded., 

Dispose 10 years after 
FI involved• 

• 
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b..fLCS ~ - Records of the Office of the-Financial Vice President 

9rTEH. Description of Records 

Treasurer 

6. Check issue records (Duplicates), 

Treasurer's copies of final pay disposition record, 

8, Registers of registered mail, 

9. Treasurer's copies of receipts, such as Form 5128. 

. 
10, Treasurer's copies of daily statements of cash and 

checking account, (See Item No, 60 for originals.) 

u-. IH!aswer•i;; aep;i9r. &f eeoi!H~f'J l!sonei issaETSdtieditt~ 

•
12. Subject and circular files.on administrative and 

operational matters relating to the Treasurer's 
office and its functions. 

13. Levies of execution 01· attachment, 

·14, Alien cash (disability) relief files: These ·files 
contain information as to the whereabouts and 
status of recipients of cash relief, 

15, . Treasurer's copies of bank depcsit sl:ips, 

16. Treasurer's copies of daily reports of receipts, 
deposits, and collections. (See Item No,6~ for 
originals.) 

Pc1£'011nanee &Rfi flP3IYlilRak 1!011ds. 

18, Employee's requests to have pay checks deposited 

Disposal Period 

Dispose after audit, or 
when 3 years old which­
ever is earlier. 

Dispose at end of 2d 
fiscal year. 

Dispose after 1 year, 

Dispose 6 months after 
end of FY involved, 

Dispose 2 years after 
FY involved, 

hael"efda:111 i11dcfi11ibcl."'" 

See item 1. 

Dispose after 4 years. 

Dispose after death of 
individual and payment 
of beneficiary. 

Dispose 2 years after 
FY involved (See item 

•_01, for record copies) • 

Dispose 2 yeR-rs after 
FY involved. 

Uoid f01 ee,~~koepi:r,i~ 
a~H i.:~ ~@! ~lliiU~QQ Qf 

eent~eets,P 2oloaso tie 
A:Beft fil~ ef~e• a,~t•&et 
Nft¢-CLed. 

Dispose 6 months after 

• 
directly into their bank accounts. being superseded or 

canceled, or termination 
of employee. 

https://files.on


·•• ARCS 3 - Records of the Off:i.ce of· the Financial Vice President 

Descrintion of Records 

Treasurer 

Transmittals and receipts for checks mailed. 

20. Copies of monthf7reports, and working papers. 

• 

DisE_osa.l Period 

Dispose 6 months after 
end of FY involved. 

Same as.Item 15. Dispose 
2 years after FY involved. 
See Item 64 .for record 
copies. 

r::u:s~!1,::h!!:"eee 
• fiia•Miug:41~ Re ea:i!n adioH 
..i!iilsa :hi!'!h iif1 t:cljq, 

• 

https://Off:i.ce
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ARCS; - Records of the Office of the.Financial Vice President 

erTEM. Qescription of Records DiSf!OSal Period 

Systems D~vision 

22. Subject and correspondence files on 
administrative and oper~tional matters 
relating to the Systems Division and 
its functions. 

See Item 1 o 

23. Work papers and project folders rela.ting to 
computer systems design and :i:mplementa.t:i.on, 
Systems Manual procedures, and accounting 

1systerm. 1 
. 

Dispose when no longer 
of reference value. Minimum 
5 years. 

• 

• 

https://mplementat:i.on
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ARCS} - Records of the Office of the Financial Vice President 

Description of Records pisposal Period 

Q!tta Processing Division 

24. Subject and circular files on administra. tive and 
operational ?l'.a tters relating to the Data Processing 
Division and its functions. 

See Item 1. 

25. Permanent documentation of all computer production 
programs. 

Disposal not authorized 
under this schedule. 

26. Reports of Errors & Controls, 

a. Merchandise Daily Transfers. Dispose after J months. 

b. Payroll. Dispose after 8 pay 
periods. 

c. All other computer applications. Dispose after 6 months. 

EAM Operator and Utilization Reports. Dispose.after 6 months. 

• a. Reports-Daily File J'"iaintenance, Registered Gross Dtspose after 60 days. 
Tonnage and Length Overall. 

b. Ship Information Quarantine Declarations and Dispose after 90 days. 
computer input documents. 

c. Reports - Monthly Su.>nrna.:ry of Ship Arrivals, , Dispose 2 years a£ter 
Transits by Extreme Beam, Boarding Officer FY involved. 
Statistics and Canal Capacity Utilization. 

d. Report-Daily Revenue. Disposal not authorized 
under this schedule • 

• 



,. 

Re<;-9rds of the Office of thP- ?-inancial Vice President 

Budget Bra!l~!: 

29. Budget working papers. 

Fund apportionment and allotment records. 

31. Subject and circular files on administrative and 
opera ·::.ional matters :·r-:.la-ting to the Financial 
Planning Division and its functions. 

32. Budget estimates. 

Pt csi:ii.sft;f;.' ii itvdgot iaohe. f1eseabal3ima. 1£ :li.-e 
•~e•orai i~•~ot iMnww.~, 1SJ elm F:resldei.b of (;fie 

Sn!i!ts sa iit.&/iH 1 

"I""\. ~ , ' ... .. 
r wiu ~uu t,rO.L. recoru:s 0 

35. Working papers relating to rates , tariffs,· etc. 

pisposal Period 

Dispose 3 years after FY 
covered by budget. 

Dispose 5 years after 
close of fiscal year 
involved. 

See Item 1. 

Disposal not authorized. 
Transfer to inactive file 
when superseded or 
obsolete. 

Pe+a;n c~o~apy a! eacb 
£~sea~ ;Jll. 0s ~~&~1+ £0» 
»9£8.0i~e pa1pe68io 

Dispose 5 years after 
close of fiscal year 
~nvolved. 

Dispose 3 years after 
olose of fiscal year 
involved. -

• 



.. 
f'.RCS ; - Records of the Of'fice of the -Finandal Vice President 

Plant Accounting_ 

Monthly Capital Program Report. Dispose after one yearo 

June Capital Program Report. Disposal not authorized 
, by this schedule. , 

Plant Accounting input documents and copies of Disposal not authorized 
journal vouchers pertaining to accounting entries by this schedule. 
for plant items. (Wbile the journal vouchers are 
copies, they are not authorized for disposal 
because of their convenience in both arrangement 
and location to the Plant Accounting Branch. 

• 

39. Plant Location Report (Plant System and Minor Annual Lis ti:p.gs : D:l.sposal 
Units); Plant Class Report (Plant System and ..not authorized under this 
Minor Units); Furniture Report; ~urniture schedule. 
Plant Class Report (Minor); Reclassified Assets; 
Plant Change Source Journal and Annual IBM Other Listinrrs: Dispose 
Listings. at end of Fi unless 
(The annual listings present an inventory of all otherwise marked. 
items in the agency's plant accounts. Quarterly 
and other listings are consolidated in the • 
ann:ual listings.) 

40. Master File Changes (Plant System and Einor ~isposal not authorized 
Units); GSA/Class Totals and Projected under this schedule. 
Depreciation. 

Plant valuation inventories and final cost Disposal not authorized 
reports. under this schedule. 

Plant Unit cards. For structures: Disposal 
not authorized. 
Other: 3 vears aftei• item 
is· wi thdra~m from plant 
account. 

43. Construction work in progress: Additions to and 
retirements of plant. 

a. hdeiiAie,u3 te l"ia:!'l.t ( ald.) &'"e. pe:sivet 1enot!i 'Wl1e11 :@ile is clos eri , 
ef sbac'Mt!'.oe. :::::1!;:JC :i;::: 0::;~,r 

miieaHfjJ-,Pfh ~{j111ot::..1m 
tM10al:d lse re bsi.Moli­

• 
llllS!of;a,•iishl!,iu 

b. Retirement of plant other than structures. Dispose 3 years ;:;.ft.er 
f:He is closed. 

mailto:1-,@ui.ftiil
mailto:l'@ta.:rew!!!.it
https://sbac'Mt!'.oe


ARCS 2 - Records of the O~~ice of, the Financial Vice President 

-TEM 

44. 

45. • 

46. 

48 •. 

51. 

Description of Req,9_;:ds 

Plant Account:)..!,l_g ( Continued) 

Plant Ledgers. 

Excess reports: Reports of items excessed 
for sale or other disposal. 

Plant valuation work papers (Needed for 
possible revaluation studies.) 

Chronological files of Plant Accounting 
correspondence and miscellaneous papers. 

Marked and annotated maps, prints, and 
specifications on plant items (Engineer's 
files.) 

Canal Zone GoYernment cost reports: A partial 
valuation of Canal Zone Government fixed assets. 

Property transfers:· Authorization to transfer 
property and make changes in accounts_,. 

Monthly Cumulative Job Order Detail. 

Disposal Period 

Disposal not authorized 
by this schedule. 

Dispose after 3 years. 

Disposal not authorized 
by this scnedule. 

Dispose when reference 
value ends. Minimum J 
years. 

Disposal not authorized 
by this schedule. 

Disposai not authorized 
by this schedule. 

Disoose a,fter 4 years. 

Disposal not authorized 
by this schedule • 

• 



fr. :..,l 

.. ARCS ) - Records of the Office of .the Financial Vice President 

e£TEM pescription of Records Disposal Period 

Central m,~~g and Clerical Unit 
Accounting Division 

Miscellaneous reference publicationso Dispose when no longer 
currento 

Subject and circular files on administrative See Item 1 o 

and operational matters relating to Accounting 
Division and its functions. 

l:eeeMJ:tiiE§ Din:i shn !l@S?a!i:Rg :f'!i.1u, 

• 

• 
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A?CS 3 - Records of the Office of the Financial Vice Preaident 

ITEH Description of Records • Disoosal Period• 
Incentive Awards Unit 

55. Incentive awards case files. After closing case. transfe 
to inactive closed file 
and dispose 2 years after 
.closing•

• 
Reports pertaining to incentive awards program • Dispose after 3 years. 

• 

• 



•• 

fti:::,p,!,.ll, "..e.fc:e! Xe :} O!~ .:,.;,_ 

Rpfly &;e.5 ~, ;t""" -1~.• •• 

Reco~ds or t.l'le ur. :..1.ce or l:.'l.e .r"1l\r.~c1.al Y2ce Presiclant 

••Desc:uiot~ a:f Records 4I Disposal Period 

u..~paid payroll checks and other checks. Te~porary unpaid checks. 
Ir.it;;,: Allowance Checks~--· -

64.. Ea.nk st.a.ternents: check listl.rigs from ba!Ll<s, ancl Dispose 4 
deposit slips. end of FY 

Check registers-for payroll and regular bank 
accounts., 

66.. Payroll certifications. ~b!.,'tf -n:f':..ez 12 :f!:'>!~~ ... 

( nr,'Y &-t<J,, ; &-..... 1~~ 

-~"'.ants Accounts B-ranch 

Paid G.l. postal money orders (and post.office 
addi."\& :machine. tapes}., : c.z. money orders issued. 

C,'Z,. ?ostal. savings certi:ficates (Paid certiii­
ea~s,. :issue stubs., paid listings II issue 
liStiniis, and outstandi..'1.g listings).· 

Pa.id duplicate postal savings certi.f'ica.tes: 
Proof' of payment of. d~licates that a::e issued 
"When originals are reported lost.. 

60. 1-IonthJ.y transaction reports, including all 
liliscellansous detail reports and support f'rom 
Field. Collecting Agee.ts and the Treasurer" • 
coll$H!tion Registe:-.. • • • 

:_,; 

~ ~~_.,,_.&.._ raae:_,._..... :_-, ~ !-.... o:cv... , :. i:aLe.:.:-8.:.:..LS ~ 

and sri.,:>porting 

6J. Paid ba.nk checks~ pay receipts ( used orior to 
bank chedr..s for pa.y.nents to employees), salar'"J • 
advance time vouchers"_ and listings o:;'.' paid ::ind 

Dispose 3 years after· 
data of pay:itent. • 

Dispose 6 years after: 
d.a. te .of' paymen;t, starting 
July 1, 1965. • 

Disoose 6 years after 
~t~ of pa.~ent., • 

Dispose 4 years after 
period covered btJ 
a.ccou..--:tt. 

;)~zporu n 5 yaa?e ·:~ 

~::~~~~;7. 
Hie: vf~... ~hv.:,1 e:- 1"3- ' 

.......... 
~~--J-e2.1 ~r~-­J 

~t;,.sir!g f>f 8:C:::7'!"-#~f 
• ._ ... .,• ,..l ·" ·11 J ~':._~~--- •P·· ,;, ,,;i "O-! __o =-c-.:;:;;::;-e~::n 

p~wr1,:1.!¥10 .3:~ !:.~!-~!"!~. 

P-e,,,t~ Cv...!,!t g v-t..::-..~~~!~&~ 

~~3µj_~ir.3 P~r:;.·;-~=~~ 
.W..p:_~€1-3 .Ji!:l!"i;''i C~!r l~Y':1 ... • 

d~ ope,se:bl e m_.!e.t ·!::Ll.J=- • 
~~r,i E.s~ ±Le..: t?£-:- • 
~,. eH:-;-r:--:·~?1', GRS:-~/~:-:.: 
,t:e,,., /o.... )' . ; •. _·_ . 

Dispos~ 10 years after:: 
date of'. issue~ e:>~capt;:

0 

• ret.a:in SU.--;To.2.r'.f 1:i.st~::'c-a~ .• • • 

..---~-- ... 
~~" 

https://LaLe~_e.:.!.Ls
https://listir.gs


"' ,.J 

I. 

•• ARCS 3 - Records of the Office of' the Fj.nancial Vice President 

-rEM Description of Records 

Agents Accounts Branch (Continued) 

Payroll Branch Transmittal of control block 
listings for payroll check registers. 

68. Railroad passes: Official business and.
complimentary. 

Railroad conductors' ticket reports and cash 
fare receipts. 

'91uhbausa !'8$'Pe3::le FeL10013 191~ '!e 9eiee@e, 
1938: Rcco1d: of 0111p3:0JH!Cll~ :fut pGiSOIIS Oft 
U-.r• e e pay 10lls . 

71. Vouchers and lists of unpaid wai:;es; index cards 
of unpaid wages (1906 to date). 

72. Hospital Outpatient Record-Form 8817. 

• 

pisposal Period 

Dispose after audit by 
GAO or when 3 years old 
whichever is earlier. 

Dispose 2 years after 
FY involved. 

Dispose 4 years after 
end of FY involved. 

:Qispus ~+ie! ,Q :, etu e. 
4,-iamc a#tam 17ih 

,.po,~ 1 <i±l. ) 

Disposal not authorized 
by this-schedule. 

Dispose 6 months after 
microfilming. Dispose 
microfilm after 10 yea.rs .. 

• 
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ARCS J - Office of the Financial Vice·President 

. 73. 

74. 

?:5. 

?8. 

79.• 

80. 

81. 

82. 

• 

Description of Records 

Claims Branch 

Subject and circular files on administratjve 
and operational matters relating to the· 
Claims Branch and its functions• . 

Card file index of Comptroller General's 
decisionso 

1'~2,;:elhi:.egug @&'l'l.eu.l cleiu.s. Ship accidet~, 
a,;i,1roeJJu10021.· ;wa,~may, pop, :tHaffio accidents, 
piUi!Ult ~ ae.magc an« leu; 1i;a. 

Subsidiary ledger file. 

Injury cases under Federal Employees' 
Compensation Act of 1916 and prior injury 
cases. 

Card index records of all accidents, listing 
names of persons involved and dates of 
accidents. 

Claims Branch copies of travel orderso 

Gover~..roent transportation requests, paid and 
unpaido 

Vouchers payable alphabetical index. 

Paid vouchers payable and supporting papers, 
except for transportation vouchers and 
supporting papers which a:re sent-to the GAO, 
Washington, D. c. 

Disposal Period 

See item 1 • 

Dispose: Item 
discontinued. 

sh,p ao1iA1n•&1 Qopjoe 
1rtsiiiMea: i.1dc:f:lirni:boii!y 
J.:n• :e ea bis t:l::bal aid 
!Pl fi iHic!flfl ~llpifi ii. 

PoiiilM. e~as. J,ispow 
a] ong ®th mJuaao•s 
piay;e'iillii ui~ ut1tii>eb fj J o.l. 
(Gu Il:sem 8e. )' 
Q.t,k01 a. Bispol Iii oft Al' 

,i.Q 3ea1s ma:ess litiga­
b¼e11 petidl11g: 

Dispose 4 years after 
FY involved, 

Disposal not authorj_zed 
by this schedule. 

Disposal not authorized 
by this schedule. 

Dispose 3 years after 
end of FY in which issued. 

Paid requests: Dispose 
4 years after period 
covered by related 
account. 
Unpaid requests: Do not 
dispose. 

Disposal not authorized 
by this schedule. 

.ia ipPSO &:f:l;u if j &£16, 

p11llvilli1ui !'!IC ii:+,i.._.,a lsion 
pemHng en 1 a!l:&\;llui e3:il!I.• 11s • 

'1tt'r 6 es h, ;tell'\ lo... 



ARCS J - Records of the Office of the Fj.nancial Vice President 

4tr,EM Description of Records 

Claims Branch (~ontinued) 

8J. Freight claims: Policy files, index cards, 
declined claims, and paid claims. 

• 

Dis2~s21 Period 

Policy files and index 
cards: Disposal not 
authorized under this 
schedule. 
Declined claims: Dispose 
4 years after FY involved. 
Paid claims: Filed with 
paid vouchers payable,

• t' - 82 ) · ·.• ~-( see 1 em . .: , -~ , . 

- .- -,-• 

• 
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- Records of the Financial Vice President 

ITE11 Description of Records 

Rates and Analvsis Branch 

PCe/809 Qffi,gial 'i'at Hf:! ami l!'elat;;od 
~orrespoodence AJJ sb1dies are 
eriSiAals ana QQllt@F Qr8~08 merifte 
QaQ Jcngshore senticQ&s ~r2acportatiqn 
9nd 11tiJities, lieaJ.t;~ i;;,n;vi00s 5 eat:t&a 

tjo~, oceao transportatiga, ,~elie 
lieeJ?ses agd foee, eee, 'i'heee reeords 

• i:ril R8&8e&ar;! for t-be da,reltitJmerxf! ef 
,a~a 1Rak»i.11~ l'elicies artd tlte reviewiPtg 
-ans :i:evieil'l:g ei euistiftg F&iiA'1 of the 
O@mpaey~Qevernrnent 

• 

Disposal Period 

.1?,,Qe@~ae to be kept ieeai•aitQJJ 
as they are vi~ally dmpe1taaL 

::::e~s;:!!;:,::1;:; :~ 
A!'l!ohf Panama eanal Ol!@iiPha,.­

aioe, Fre~ue~t! referrals w1£t 

i,e made to thel!I!: il11;ri.as RcarJ¥ 
rit race t@oi~t. '.Wu, elsla;i; 
Mice 1.ue ~hteri cal uelue 
aae azc cxa: i l!i!isl fa;;orn ti.iil:'iil tfi, 
~ii.Merer s@eh,t,re~ei &&a vt?titS 
.aio@l data, as stadiee are 
carzie.i oat in sue;i;il~cQ ui..tb 
i;&!Jl!tcs Ls £tom the .~21.!uJ-.., 

membets Of'. ctre tlo~e 8!! •• 
-B-trecto1e, &N~ 9thS11P efiiiaiot& 
@i i!!!tC 8ompi!'l!tey /e8UQiliWQPJ; • 

• 

mailto:f@suerrnneu.t
https://il11;ri.as
https://1Rak�i.11


ARCS l - Records 9.t:_ the Office of the.Fjna.ncial Vice President 

Descrintion of Pecords 

peneral Ledger and Pro9_essin~ };!ranch 

Top statement working papers (The statements 
based on these working papers present a continuous 
picture of the organization's financial operations. 
Since many old statements have to.be recast when 
accounting, procedural, or reporting requirements 
change, these working papers are considered to 
have continuing value.) 

Top statements presenting the financial position of 
the agency. Included are Statements of Financial 
Condition, Statemen~s of Revenues and Expenses, 
Statements of Administrative and other General 
Expenses, etc. 

;f~7. Trial balances. 

88•.. Storehouse Accounting Source Documents. 

. Store!;.ouse and Eerchandi.se in Transit Ccm1puter Run 
(61:'i 2060). 

90.. General ledger source journals. 

a. General ledger Source Journals Nos. 10100.-95999. 

91. ••. Organization cost and budget statements: 
Comparison of monthly, quarterly, to date, and 
annual costs and revenues against budget estimates. 

92 • . Public works management accounts pertaining to 
water, sewer, and paving statements, Republic of 
Panama 1910-1953. • 

Disposal PEriod 

Disposal not authorized 
by this schedule. 

Disposal of record copies 
not authorized under this 
schedule. Other copies: 
Dispose when reference 
value ends, usually 
about 2 years after FY 
involved, 

Aft'Y ~l.J t.. I ,t,,,. et,.. 

Dispose. B.fter 4 years. 

Dispose after 4 years . 

Dispose J years after 
FY involved_, if micro:filmed. 

~~ 
1-e no ~~«:is pose . 

. ~ 
ae ba.l:n 01 1::giLal:s ft am 

..;,i:,cp OlfHS!ids. Dispose 
duplicates when no longer 
of reference value, 

Disposal not authorized 
by this schedule. 

• 

https://Eerchandi.se


•ARCS.J Records of ,the Q.e..e of the Financ~a.l Vj ce Pres .;,..,t 

·•· .,.TEM-~· ~ pescription of.. Record~ .fil.sposal_Period 

General Ledger and Processing Branch (Continued) 

93. Water, sewers, and pavement accounts, Panama and 
Colon. 

94•. General ledger journal vouchers or journal entries 
and supporting data filed with them. 

.• , 

9,a e 8Udl llJ'.t ooachu iuppaPt; ili.l:cd scp;ii& Ce!j lrc5fh 
jenmacJ ::m-.11 s. 

96.. Merchandise accounting runs. 

. 97. . Merchandise accounting source docu.'l!ents. 

Merchandise accounting su.rnmary books. 

99. Docu.'llent control registers. 

ft, if om 12al I n111lti11 l! e 0 is t:u .3. 

• b. Other document control registers. 

> '. 
. Analysis of rolance sheets and charge accou~ts.100 

101. Cost operating statements: Various divisions up 
to 1954. Included a.re SIP requisitions, 
descriptions of projects, indexes and abstracts 
of expenditures, and miscellaneous material on 
subsit,itence and hotel supplies. 

102. . Invalid Accounts Control Report. 

1p3•. General Accounting System_Finan9ial Computer Runs­
Operating Account Detail( Area/Activity Report; 
Cost Center Summary; Subprogram Sturinary; Sub­
program/Organization Surrcrary; Object Report; 
Area(Sumrnary and Base) Report; General Ledger; 
General Ledger Balances and Chhnges; Budget 
Variance Highlights; Org. Receiving.Co/Govt 
Service by Performing Object Number· and • 
Subprogram Receiving Co/Govt Service by Performing 

• 
Object .l'lum~er• 

a. Origin~l. 

Disposal not authorized 
by this schedule. 

Q•i •i I rlill u !h baiCJ Jila s::: 
1',1tf sm:ax do. 
Copies: .· Dispose after 
2 years except as shown 
in items 176 and 38. 

ilel!Exit~~rbfii PY 1~)10 

~ ." 

Dispose after 2 years • 

Dispose 2 years after 
audit. 

Dispose after 4 yearso 

.i.e:kzit~vfli 1,:lf?. 
. ~~ 
Dispose 4··years after FY 
involved. 

Dispose after 4 years. 

Dispose, except for 
material on plant iteres. 

Dispose 2 years after 
GAO audit. 

Dispose 3 years after end 
of fiscal year involved, 
if microfilmed. 
• ~~ 

l,s, J.t'.t1Ci ofiltn, T,e hB~~?Jj SI,JQ;jA • 
~ 



·• ARCS.. 2 - Records of the Office of .the F;nancial Vice President 

.TE}I Description of Records DisEosal Period 

General Ledge~ and Processing Branch (Continued) 

104, Job Order System computer runs-Job Order Labor 
Source Journal No. 05125; Coordinator•s Work 
Request Report; Work Request Summary Report; 
Monthly Job Order Detail Reports (by Area and 
by Account); Area Work Request Reports-Base & 
Summary; Job Order Summary Re-port., 

a. Original. Dispose 6 months after 
period involved, if 
microfilmedo 

$ 
Ja u Uli::01 ofilm, ~e ~asposeoIla· 

~ 
105... Job Order Source Documents (Labor Cards, Dispose 2 years after 

Authorization for expenditures of funds for GAO audit. 
work, small job authorizations, etc.) 

106. Unit Rate Source Documents. Dispose 2 years after 
GAO audit. .1 "7 Copies of Gencr~l Services i.~voices (for reccrd Dispose 1 year .after ..., ., 

copies, see ltem 61.) i!i involved. • 

• 



- . ARCS 3 -
·I~ -

.108. 

110,;. 

111, -

.1,1~. 

• 

Description of Records 

Reports and Analysis Staff 

Interest calculations, fund statements,' ) 
financial statements, and other financial) 

• management reports and presentations. 

Treaty expens9 analyses. 

Miscellaneous completed accounting 
analyses. 

Standard practice instructions 

. Reports of deposits and receipts with 
U,S. Treasury, such as Forms 1219 and 
1220. 

Original accou.~ts current. 

), 
) 
) 
) 
) 
) 
) 
) 
) 
). 

Records of the Pffice of Toe -Financial=-·.....,V...,i...,c..,,e.,.__P_r_e_s_i_d_e_n_t____________ 

Disnosal Period 

Record copies, Di~posal 
not authorized under 
this schedule, 

·convenience copies: Dispo, 
when reference·valua ends, 

Working papers: Disposs 
when reference value 
ends--Minimum: 3 yea.rs. 

Dispose 4 years after FY 
in which report was tr~de. 

Disposal not authorized 
. under this schedule o 

• 



ARCS 2 - Records of the Office of the Financial Vice President 

.TEM pe~cription of Record~ 

pa;y:roll Bra~~h 

Payroll copy of notification of change in employee's 
pay or status, such as Form 500 Record copy is in 
Personnel Fileo 

115. • Panama Tax Statement (Panama W-4(e) 

116, U, s. W-4. 

117. . Changes to 1,;aster File not reported on Form 50's; 
Changes to Roll & Gang or Account r~os. t Form 2709; 
Form 333, Transfer Order; Housing Bulletin for 
Residence Charge; Privilege Cards, 

Optional FEGLI, Form 176. 

119. :Record of leave transferred, Form 1150. 

120. .Health Benefit Form 2809; Termination or.Transfer• 
of Health Benefit, Form 2810. 

121/ • Master File Addition, Form 2767; De.lete Subsidiary 
Rate, Form 2768; General Employee Change, Form 2770; 
General Rate Change, .Form 2772; Subsidiary Rate· 
Addition, Form 2773; Cancellation; Termination or 
Card Request Form 2774; Terminations, Form 2731; 
DocUlllent Transmittal, Master File PR 4005, Form 
2775. 

ll!!iipiiJJee Sbarelle Se:tei; Funn JEIEI?. 

12.3•. ·Notification of Step Increase Due: 

124. •Step Increase Form 2769. 

• 
t25 .. ·A1n1aai ra:riez1 of rates cf pn:;1 1 )few Apptoved Pay 

Rs:bea ( C 9 eun1pensa tio11). f~2 te Ia!t5les, •r1o! tn 
9,291 , Jide8U!1~ni'e Ii?!! l!l!h81d4:it&l • i'u 111 0738, Mtt1 
Ca::l;f!ltg!!'l!J '!la'.:sle, R:11t,e '11;r\3!1::e 0h&ft@H Et 1 01 a d! 
t;:1i1M::l;l'eio1 Rttk !a'.5!!:!e ~peial::c @oniszo!l..tq Ral,c l;rlii•H;. 
,relli & €1JR:/i111i1a s, !iha-.i i•!J•i1y11u 1moeo 

Disp_osal Period 

Dispose 2 years after 
GAO audit of related 
pay records. 

Dispose after 4 years. 

Dispose after 4 years. 

Dispose after GAO audit. 

Dispose after 4- years. 

When employee terminates, 
attach copy to file copy 
of commuted leave form. 
(See retention for 
Commuted Leave Form 276L}, 
Item 124-Payroll) • 

Dispose after 4 years. 

Dispose after GAO audit. 

Ps1111a11e11t 1711bio:1 !!'ft. 

1-t:t.9110'.tl.. o~~~tes L COP.f 
etf; &c+iioot~mplu3eo ctatus 
~ 

Dispose after GAO audit. 

Dispose 4 years after 
GAO audit. 

Fi!cl,ed·n :W1~•hee~ font 
4e1 aa~ate ta'b'.l:e !:n 

'"fles3 1 ell ea a pal til&lietl t 
,iliil lllfl9f 

Er1f!'lo:-,,ee Leutier FiJ e Dci:i& a!i!ffts11111 f;11e• :liM 
c&Hata11t deee ~ tho J·l,a![!lil Qatcgdl'J !&tie. 

https://1H:t:nJ.c1
https://1-t:t.9110'.tl


ARCS; - Records of the Office of the Financial Vice President 

'™ Description of Records 

Payroll Br~nch (Continued) 

126. Exceptions & Controls; Exception Messages 
for employees •whose pay level :matches the new 
rate table but their pay rate cannot automatically 
be changed. Notification of Personnel Action 
Form 3014. 

127. Accession and Termination Notices; Federal Service 
Awards; Canal Service Awards; Retirement Notices 
(All employees who will be 61 in the next month.); 
Level of Competence; Physical Exami~.ation; Notice 
of Expiration of Frozen· Rate; Notice of Tenure 
Conversion Due. 

. 128. Report of }·ia:;ter File Changes, Form 4020 • 

•.. 129. Listing of active employees. 

'f±111e Ftepm ts , lAsne11!!!.t Elanal eomp&BJ & ie:ual eune 
QIT;li iPiilllOiliirt • 

. 131. Labor Distribution. (Cut off bottom of Time 
Report). 

.tJ2. Batch Detail Report. 

,133. Error messages, PR 4705, 4715, 4205, 4215, 4295, 
4220 • 

• 

. 134. Custom Fees, Form 2758; Switch Wages & 
Adjust Deductions, Form 2756; Current Period 
Pay Adj1:i,stment Form 2757; Prior Period Time & Pay 
Adjustment Form 2760; Prior Period Pay Adjustment 
Form 2761; Pay and Deduction Adjustments Form 2762; 
FEGLI and FEHBA Adjustments Form 2763; Leave 
Advance Form 2753? Leave Adjustment Form 2754; 
Travel Leave Form 2755 • 

Disposal Period 

Dispose after GAO audit, 

Dispose 6 months after 
close out of FY. 

Dispose after 3 years. 

Dispose after 2 pay 
periods. 

Jiioposc afi•• 10 year.., 
@Hecpls £01 ca1els of tiii.1u. 
iiin&i, :i:!dwl:s&!'J"RO ha ;111 ah iitns

~:a:::±!f:!;s:·::::••e11 
,1uic1 ofiiln1i11g1 1'eMift­
m;l Hafilm liidoAnUii"ila!'.}"u 

Dispose blank reports 
immediately. Dispose FY 
copy at end of calendar 
year . 

Dispose after 3 pay 
periods. 

Dispose after GAO audit. 

Dispose after 10 years. 



_______ .. ARCS J(3 R_e__c....o....r_d_s_o_f_th_e_O_f_f_1_·c_e_o_f_._tl_·_1e_F_in_a_n_c_i_a._l_V_i_c_e_P_r_e_s_id____en_t____________ 

-TElfi Description of Records 

Pavroll Branch (Continued) 

.135. Annual and Sick Leave Record Form 2792. 

136. Request for Leave Form 267. 

:137. 'Advance Leave Record Form 2760. 

138. Travel Leave, Form 10102. 

•139. Memos for correction of -timing. 
Copies of Form 50 for corrections. 

140. Memos, absence without pay. 

__ 141. Commuted, Suspended, or Transferred Leave 
Form 2764 . 

.142. Advice of Performance of Duty Injury Form 5159. 

.143. Injury Compensation Form 2765. 

_144. Overtime, Basic Units & Leave Report Form 3010. 

.1..t,5, Mrnings De ca.±1 ttepol't Puna 3889. 

.146. Summary Totals by Rolls. 

147,._ Payroll Register, Form 3013. 

148. Time Hithout Pay rtl:3port; WAE Days Work Report. 

149. Report of Errors & Controls; Report of Exceptions 
and Controls; Correction Forr~s • 

• 

Disposal Period 

Dispose after 4 years. 

Attach to Advanced Leave 
Record •. 

Dispose after 2 years. 

Dispose after 11 years. 

Dispose after 10 years. 

Dispose after 12 pay 
periods. 

Dispose after 10 years. 

Dispose after 1 year._ 

Dispose after 10 vears. 

Dispose after 10 years • 

~ 

Dispose after 10 years. 

Dispose 3 years after €nd 
of FY and only after 
microfilming. Microfilm 
should be retained 12 
years, 

Dispose after 1 year. 

Dispose after GAO audit. 

• 



:A~CS 3 - Records of the Office of the. Financial Vice President 

Descripti9n of Records 

fairoll Branch (Contiriued) 

1.50. Labor Distri(mtion Report; Summary Labor ' 
Distribution. 

1.51. Payroll Cost Report. 

4-5,!. a Accrn:rcaa bIr Bay ktif.n 11•••en. 

_153. Retroactive Pay .Adjustments. 

15~. Report of Termiriated.Employees Final Pay and 
Deductions, • 

. 155. Report of Pay Exceeding Paycheck Amount Limi~<t tion. 

f.56, Report of Employees Dropped from the Master 
File (Annual). , 

157. FICA Wages for Quarter Ended. 

tJelcnda1 Yceu (,i NA.PQ , ) , Ya He"'e & '!le:11 ••, 

(h:ht1e.l) 1 \h-@o& i!iot Snh~og:I; to t.ues (lainu~. 

159, US w-2•s, Form 3005; Panama Tax Forms, Form 3006. 

, 160. Personnel Compensation Report. 

161. • Error Messages & Controls, PR 4105; Error Messages 
& Controls, PR 4115. 

162. Detail of Deductions Pending. 

163. Special Lists, PR 4120. 

Empl'Oj@fl S di Cbiif@II t,s. 

DisEosal Period 

Dispose after GAO audit. 

Dispose after 10 years • 

.Ille nols ~CCI• ~jo;;g£jJ.m 
ill pap(W CDpid!"0 

Dispose after 10 years. 

Dispose after 4 years 

Dispose after use, 

Dispose after 4 years. 

Dispose after 4 years. 
~~ 

B:~r--~~~bc1. ,c 

Dispose 4 years after 
tax year of issue. 

Dispose 4 years after 
close of FY. 

Dispose after close of 
FY involved. 

Dispose 1 year after GAO 
Audit. 

.Dispose after 2 years. 

~inpose ~'S:ofi]w awilr: 
.,8p8! ~er ,i 3ce1•• 

• 

https://ifilmp1.09
https://iHJtii.oo


ARCS 2 - Records of the Office of the Financial Vice President 

~ DescriEtion of Records 

ra~roll Branc~ (Continued) 

!01 td Iss as !tepa1 t. 

166. 

, 167. 

.170. 

171..• 
, 172.. 

17,3. 

1?4.. 

175. 

176. 

• 

Report of Collections. 

-
Uncollected PRD Receivab~es. 

Document Transmittals with deduction input fdrms 
attached. 

Author~ty to deduct United Fund Contributions from 
Pay. 

Authorization for payroll deduction for employee's 
subsistence • 

Payroll copies of savings bond tapes. 
Authority to Treasurer for the number and 
denomination of bonds to be issued for a 
pay period, 

Payroll disburs.ement journal. Original payroll 
and memo copy of check register for manual payroll. 

Post audit exceptions to payroll•. 

Over and Under Adjustments to Payroll. 

Leave liability and inventory files. 
Used to adjust leave accounts, 

Payroll copies of journal vouchers, and supporting 
papers, including labor distribution sheets. (See 
also Items 94 and J8.) 

Disposal Period 

Jiii!Ji'!,08 e a.fi!H l filiUW• 
(ilai&swe•ls eep5 ie 
m.i H'eii!i:L:# &Bel Nu 11ii.H?a:r

::,~:::5!::;::~5"i ) 

Djspose 4 years after FY 
·involved. 

Dispose 4 years after FY 
involved. 

Dispose 4 years after FY 
involved., 

Dispose 1 year after FY 
·involved. 

Dispose 4 years after .FY 
involved, 

Dispose 2 years after F"i 
involved. 

iilpll I ii ., C&T@ &fl!lL! 
al.uing of s •••• 
,pn&rH• r ' Ii no&t· 1.,2ga 1,·xon lei. 
,tllil t t1 i: gt l·1tr'Y 6~d.1i..'t#-"1 . , 

Dispose 2 years after 
GAO audit of related pay 
records. 

Dispo:.;e v.ft.er 4 years 1 

Dispose 4 years after 
leave year involved. 

Dispose 4. years after 
FY involved. 



ARCS~ - Records 9f_j:he ptfice of the. Financial Vice President 

Description of Records Disposal Peri.ad 

Pairoll Branch (Continued) 

177. I1iscellaneou.s payroll authorities: CopieS' of reports Dispose 2 years after 
of injuries, military orders for military personnel, GAO audit of related pay 
etc. records, 

_178. Subject and circular files on administrative and See Item 1.; 
operational flatters relating to the Payroll 
Branch and its functions, and·ot.~er administrative 
files . 

• 




