
  

  
  

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-146-84-03 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 2/8/2023 

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These items, unless subsequently superseded, may be used by the agency to 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 not listed below remain 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off 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. 

Items 1 through 6 are superseded by DAA-0478-2017-0001-0001 

Item 12 is superseded by N1-146-87-002 / 1 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 2/8/2023 NC1-146-84-03 



--

REQUEST· FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK r••(See Instructions on reverse) JOB NO 

TO GENERAL SERVICES ADMINISTRATION, /VC/~li/6-J.t./-7 
NATIONAL ARCHIVES ANO RECORDS SERVICE, WASHINGT{lN, DC 20408 

DATE RECEIVED1-)- )..-1 t·1. FROM (AGENCY OR ESTABLISHMENT) 

u. s. Office of Personnel Management 
NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 
In accord3nce w,th the pr~v,s,ons of 44 USC 3303a the disposal reInformation Management Division Quest. ,ncludmg amendments, ,s approved except fo, items that may 
be stamped "dispose' not approved" or "withdrawn" m column l 0.3. MINOR SUBDIVISION 

Information Systems Plans and Policies Branch 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT 

,-i..o-iq
Charles R. Chesek 632-7714 /Jar,• ~..~~ 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency rn matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 1 page(s} are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

A Request for immediate disposal. 
0 

[iJ B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE E. TITLE

~~A~ 
IVE 

Chief, Information Systems 
William C. Duff Plans and Policies Branch 

97. 8. DESCRIPTION OF ITEM • 10. 
SAMPLE OR ACTION TAKENITEM NO. (With Inclusive Oates or Retention Periods) 

JOB NO. 

Amend the Retirement (RET) section of Administrative 
Manual Supplement 44-3, Disposition of Records, as 
per attached. 

1 

2 Amend the Insurance (INS) section of Administrative 
Manual Supplement 44-3, Disposition of Records, as 
per attached. 

Also attached is copy of GAO letter dated February 29, 
1984. 

STANDARD FORM 115 
Revised Ap,il, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



... 

RETIREMENT 

This grouping of records consists of documents relatlng to the administration of the 
clvll service retirement system. 

ltan No. Tltle and Description of Records 

1. Retirement Record Case Fl les ( 11 2806 Fl les"). 

2. Closed Annuity Fl les (completed 112806 Fl les"). 

3. Closed Death Clalm FIie. 

4. Closed Annuity and Death Clalm Index FIie. 

5. Retirement General Index. 

Statlstlcal Annuitant FIie. 

~egl5le1 of !iepa1 etlan& an& Icansfecs, SE 2iQ7 1 ot 

Disposition 

Destroy 115 years from date of 
employee's birth or 30 years after 
date of employee's death, It no 
appllcatlon tor benefits Is received. 

Destroy 115 years from date of 
employee's birth or 30 years after 
date of employee's death, It no 
appllcatlon tor benefits Is received. 

Destroy 115 years from date of 
employee's birth or 30 years after 
date of employee's death Cit a lump 
sum payment was made) or the survivor's 
death Cit a survivor annuity was paid), 
If no further appllcatlon tor benefits 
Is received. 

Destroy 115 years from date of 
employee's birth or 30 years after 
date of death It no appllcatlon 
Is received. 

Destroy 115 years from date of 
employee's birth or 30 years after 
date of death If no appl !cation 
tor benefits ts received. 

Destroy 115 years from date of 
employee's birth or 30 years after 
date of death It no appllcatlon 
tor benefits Is received. 

9estFer/ aftoi dhhUai SUffihklr l2attan..... 

at cetlcement transaetlen beeo•AQP 1va Icots ~as 
reCOIICI 1-ee-. 

a. l;)esl~natJan et Beaef lclaa y, SF 2668, eP ,aqs,Jvaleot Icnosfer te ClalM ~lie YPOD..._G!_celpt. 



Item No. Tltle and Oesa-1ptlon of Records 

VoJ untacy Coote I but left ,t,eeotiut Saad, BRI li'&FAI 49 7§, 

Q,:; iM!Wlvalent 

&e1 ,lee€, edit Account Stu d1 BRI Fu, m 4t•l33, bf equ1va1e111. 

11. PAnu Jty e,,,aF8 Sorre:,pondence Ft I e. 

12. Retirement Annuity Roi I Questionnaires. 

a. Report of Income, BRI Form 49-160, or equivalent. 

b, Marital Status Card, ERi Form 49-175, or equlvalent. 

Otsposttlon 

"F1"e11sfepr $e '-lal111 Fl le 0po11 , ecelpl 
et a19191leatle11 fo, , efa11d, arnml ly, 
8F seat~ ~eneflts, 

:t=,aaster M ~lalm Etle upoA Poee1pl 
.of epp I I ca I I on tor retuna, annu 11 n 
-eF eea:I:~ lilenetlts, • 

B1eak a1111ua11y. UeiTFOY year 

Break annually. Destroy 6 years 
after break. 

Break annually. Destroy 6 years 
after break. 

"'11':Jr..;---RR!e!e'l'POOl"'It-1-,oi:,-ff--l~"'•tHll'tlrt1hrtonli:ldl1l'!1h'gg!'!l-aa'l'l1hdr"lC6:5in'iifn'f.,lltbrcortl➔l-eett!l'95,-,➔-~~~~aa.11,;22,,,...0:ii:c:.....____..a,oeak 811110811 f &f rer reconc 11 lat 1011 • 
~u1va1et11. pcoceduroe ere eoupleled. DeSTFOY • 

3 y6diS efteP BF9illk, 

14, ~atlramcnt ExpanQJture AeeewntlA~ RaGQF&c, 
f.e 1U.,V<::.,,' ._3 fn,on .Jt.s 

.., a t.ene111ii1I eeeewnt& ledier& ,1:ts,lng debit and erMl1' Bfeak annually. Destroy~ years 
.li4MRt~p;io,+,Je~s...-te!fl'ltEEll-f;rr1Eel4:f+l.ee,ee**.J.lD!PQQ..Jea:x1'1Pli8iU0!.1:dUJJt:u11iCc.ee.s.s...J.IA,A-lili,,WIIIIFftNtl'!lne'11-,,r..:---------.a!1fMlr'l:e!I",-tbireeee~k1 

er eak anna& I I y. Bes Ii o, J year& 

s11bsldlaey to general ledgers and not otbecrise pcov 1deG aftec break, 

faP Ju I lie seAedule 

.15 \loucbec aod SGbedolc ef ~a,men+:, ta Rel Ii &lh8111 81o1M&, 

w1 Farms 42::§R and 86a, PC eautvalent1, 

16. D!sablllty Retlrement Case Flies. 

0acd lude)eee far *s,n,-o;e1t d1sablt1-ty 1el!181ii8ilt cases. 

BRI Farm 80 J, QC aquJa,aleot 

18. Clil..liJliO t Hri;t:prel I ndeK'f. 

DEbli+liD ,~ienal .ill:,eb-ll lly ~el Ii 8h18iil l'Tles). 

Standa, d Ferm I 191il( 4>, 411:l:Aorh,atlefl Fep Qei,eslt ef 
J.eEleral Ro~wrrlng ~a,111e11ts. 

and It or 3 ¥Pars ottse Break;r 

...-,h Icbouor 1& oar I tar-. 

Destroy 115 years from date of 
employee's birth or 30 years after 
date ot employee's death lt no ap­
pllcatlon tor benefits Is recelved. 

Best,.of wMeft -epp I I can I l's tteeea§80, 
QQAvartei to pa, ma11an I , Of F8ach8s 

_.A!!J8 10, :illlahe,ep fiUMUPIB firs+.--

Ello~ data at ce,etp+, Destr>ey 
after the I eleul Ion of 4 '/Pars. _ 

21. Income Tax Wlthholdlng Cards, W4-P. Destroy 4 years after certificate 
Is superseded or obsolete. 

https://Best,.of


Item No. Tltle and Description of Records Dlsposltlcn 

27 f JddilC ta I f1unagen@ti I eIOtk eon I I CI Ledge, 3 Br sett aa11ual I 7. Best, CJ ii yeer• 
BQOkEu after br:eak 

23. Summary of Today's Changes. Computer llstlngs of Break by fiscal year. Destroy 
dally summary due later. I year after close of flscal year. 

24. Speclal Payments Error and Trigger Listings. Destroy after retention of 6 months, 
Computer printouts. 

iHi, Ropac I 011 Badgel 31alus. Maler lat u, badgal Break h¥ t Ice, I •,te ■ r, Doctrey 
zas I Jue I es. I yeaf iiffif bi cult; 

CJ ;.W\..o, 3 ,-.,.011 .ft.s cfL-
I QbCO&tSAOAt lF8i16WP',' betageF Qeel 9c B, eek a,lh Iiy. ► Destroy J\ ,oars ~ 

afhF areal•. £'r~Q\~ 
'1 ll ~ 3 /-YJOl?.ft...:; 

27. Register Vouchers Break ann~a I ly/ Destroy W> years oa:--
, I\, ~ 

ater break. /!!.t./
5130 

28. Head Count Summary. Computer llstlng of head count. Break by flscal year. Destroy 
1 year after break. 

29. Quallty Assurance Adjudication and Review Records. Destroy when 6 years old or upon 
Issuance of succeeding report, 
whichever Is earlier. 

30. Canal Zone Summary Journals. Break annually. Destroy 4 years 
after break. 

lt ~ UA.,o I 3 rn,o1,,iflt5 
Gaflal Z:one Ge11e1 a I Ledgerla Break IRAWEIIIJ. Oest,o, ~,ears 

-aa~t•teaPl""""lbl,!1~aN!a~l1,.~ c,p:_ 
1?ft-'2--sf~ofst 

https://YJOl?.ft


,. 

INSl.lWCE 

This grouping of records consists of documents relatlng to the administration 
of Federal Employees' Group Lite Insurance and Health Benefits Programs. 

1-tem No. Tt-tle and Descrtpf"ton of Records Otspos1tton 

responslble for technical advice on leglslatlve and poltcy 
tters affecting the retirement, health benefits, and llfe 

In programs. 

Flies; reference materlal and cor­
responding dexes relattng to documentation of precedent 
decisions and llcy determinations affecting the pay, leave, 

rement, health benefits, and llfe Insur-
ance programs, and t cases forwarded to the Merit 
Systems Protection 

b. LegTslatlve Subject lies; reference material and 
corresponding Indexes relatlng proposed and enacted leg-
lslatlon affecting the pay, leave, ours of duty, 
health benefits, and lite Insurance p 

2. Health Benefits 
Ing of offlclal contracts with carriers for 
health benefits and llfe Insurance plans, t 
correspondence and other documentation rel 
negotlatton and Tnterpretatlon of rates d 

a. Office of agreements 
with carriers. 

b. 

rrespondence; correspondence wtth !ndlvlduals 1 or 
representatives on Interpretation of contracts and 

loyee clatms under health benflts 

as ceased, whlchever 
occurs • Destroy when 25 years 
old. 

Transfer 
o FARC 15 years after break or when 

administrative use has ceased, which­
ever occurs first. Destroy when 25 
years old. 

Break completed contracts 
nually. Ten years after break: 

estroy portion of flies relatlng 
!latlon of Federal employee 

and (2) transfer remainder 
Ofter to NARS 

annually. 
Destroy 3 years r break. 



L 

Item No. Tltle and Oecrlptlon of Records Disposition 

b. Enrollment reconsiderations under 5 CFR 890.104. Break 
after 
needs have been 
occurs first. 

5. bylaws of Federal employee organizations. erseded or obsolete. 

a. o carriers regarding preparation ot Transfer to Boyers 
accounting statements w h relafed documentation. Destroy 20 

b. Carrier reports; Inter and annual accounting reak annually. Transfer to Boyers 
statements of health benefits car ers, together with 5 years after break. Destroy 20 
documents relating to analyses of reports. years after break. 

Flnanclal schedules; forms and charts Break annually. Destroy 20 years 
operations of lite Insurance, health benefi after break or when updated or 
ment programs. obsolete, whichever occurs first. 

8. Audit reports of Break closed flies annually. 
and backup documents together Transfer to FARC 3 years after 
resolutlon of findings. break. Destroy 10 years after 

break. 

annually. Destroy 3 months 
break. 

10. Utlllzatlon reports on health neflts program; consisting 
or the conduct of actuarial 

a. 

Mlcrofllm copies. 

studies and derived from rler reports on operation of 

If not 

30 years after break 
administrative needs 
served, whichever occurs 

Break annually. Destroy rs 
after break or when admlnlstrat we 
needs have been 
occurs first. 



ltaa No. Tltle and Descrtptton of Records 

31 a I Is I !cal , eports and aI11101I aa+ s~·a I wat hilA& ef Pe+ l rement­

.<1RQ llte IA&lffaAee flFS!ijrems, couslstl119 of s"l"c!ll"l!+leef 
ana I; ses 1,1i;;9<1 fQI"' the c:i-nd1,1d: of aetttar l t:1 I stud I es aud basect­

dli t l.e eperit IQQc~~c:hid cost& ef ret I remeAt aAd 11 f e 
... I 11.!lureA6e pregral'A6w 

-e, Mar:EI eep I es, 

b. Mic, of I Im copies.-

c, A1,1~lllarv tabul1tlons,. 

12. Medical Changes; mass transaction !!stings 

1,3_ DJ sb11cserneot and 11 f cJ lA&uFaAee goAePa l I edge, :s, 

14. C.D. mochanlcal listings distribution of monies. 

Disposition 

Be.!ltro, afte, fll-ffllA§w If 110"1 

i 1I mee. ereelt aMt:ta I 17 eftd destre~ 
~O years afteF eP:eol, eF •1111:u~n 

admlRlitratlve needs A!he been 

5@1" ..ed, "" lelle•tel" OCCUI !I fl rs+. 

Eirealt t:iunua 11 Y• Besl, o7 JQ fe&F-S 

.atteF BFeal( eF wi'len aaffllnlstFatl"'e 
n-eoes Ila ye eeeA servee, wti I cbevec _ 

OCCl:IFS f !FS'h 

!Je.!l+, oy when aeeu, acy of .!luoa11ary 

p19e& hii boeq detecmlorul. 

Break annually. Destroy 3 years 
after break. 

& l,f ~ 3 f>t.oM{.., ~ 
1 

Sreak aoo11a 11 y I !Jf!s1coy )f( ;,:eaFs c,ec_ 
athir bceai. ~ s-f3o l-t't 
Destroy after retention tor 4 years. 




