
 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-184-89-002 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 6/23/2021 

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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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. 

Item 6-2 was superseded by GRS 1.1, item 011 (DAA-GRS-2013-0003-0002) 

Item 6-8a is obsolete because it is media-specific to a long-discontinued storage medium 

Item 6-8b was superseded by GRS 2.4, item 061 (DAA-GRS-2016-0015-0007) 

Item 6-8c was superseded by GRS 5.2, item 020 (DAA-GRS-2017-0003-0002) 

Item 6-8d was superseded by GRS 2.4, item 061 (DAA-GRS-2016-0015-0007) 

Item 20-16 was superseded by N1-184-93-006, item 20-16 

NOTE: The Railroad Retirement Board (RRB) published its comprehensive schedule 
(NC1-184-79-03) in 1979. This schedule was updated in 1988-89 under four job numbers 
(N1-184-88-001, N1-184-89-001, N1-184-89-002, and N1-184-89-003). These schedules carried 
forward many items from the 1979 schedule without edit. NARA continued to consider the 1979 
schedule as the authority for these items. After approval of the four later schedules, the RRB began to 
cite the 1988-89 schedules. In subsequent years, RRB schedules submitted to NARA often (technically 
incorrectly) cited the 1988-89 schedules as the then-current authority rather than the 1979 schedule. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



' REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

LEAVE BLANK 
JOB NO. f f 

NI-J!'f-gq..,2.; 
TO: GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

DATE RECEIVED 

2-1...8'/ 
1. FROM (Agency ore6tablishmentJ 

Railroad Retirement Board 
2. MAJOR SUBDIVISION 

3. MINOR SUBDIVISION 

NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 U.S.C. 3303a 
the disposal request, including amendments, is approved 
except for items that may be marked "disposition not 
approved" or "withdrawn" in column 10. If no records 
are proposed for disPosal, the signature of the Archivist is 
not required. 

4. NAME OF PERSON WITH WHOM TO CONFER 

Charles Mierzwa 

5. TELEPHONE EXT. 

FTS 386-3363 

0~ 

'Z½i 

ARCHIVIST OF THE UNITED STATES 

::z ~ ~ ~ 

. • 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 35 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence:~ is attached; or D is unnecessary. Baa been •et,:acsted. 

B.OATE 

1-30-89 

7. 
ITEM 
NO. 

C. SIGNATURE OF AGENCY REPRESENTATIVE 0, TITLE 

Agency Records Officer 

8. DESCRIPTION OF ITEM 
(With InclUlliW Datea or Retention Periods) 

The Railroad Retirement Board's Records Control Schedule is 
being updated to mak,:;. it consistent with current agency 
operations. This is ~ird of four SF-llS's to be submitted 
and contains copies of the following schedules. 

Schedule 6 - Bureau of Fiscal Operations (Revision) 

Schedule 11 - Bureau of Data Processing (New Schedule) 

Schedule 14 - Bureau of Compensation and Certification 
(New Schedule) 

Schedule 20 - Records Common to Most Offices (New Schedule) 

9. GRSOR 
SUPERSEDED 

JOB 
CITATION 

10. ACTION 
TAKEN 

(NARSUSE 
ONLY) 

this proposed schedule have been appro ed by: 

,~~Xgericyepresen ave 

4 

STANDARD FORM 115 (REV. 8-83) 
Prescrioed by GSA 
FPMR (41 CFR) lOl·ll.4 
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DESCRIPTION OF k.ECvlWS 

Accountable Officers Files 

(a) Original 

vou 

in the course 

Depan me ot al 
Field Service 

• Appendix B 
1 

Part II Ada. Manual 

RR.B RECORDS SCHEDULE 6 

Bureau of Fiscal Operations 

The Bureau of Fiscal Operations is primarily responsible for all fiscal 1D11tters 
in accordance with the policies of the Railroad Retirement Board (.RR.8). kespon­
sibilities include providing, maintaining, and operating approved budget and 
accounting systems in conformity witn principles and standards prescribed by 
tne Comptroller General, the Office of !tanageant and Budget, and the Department 
of the Treasury; uintaining a unified system of financial administration; direct­
ing the RU's financial integrity initiatives. 

AuTltORizgo DISPOSITION 

or ribbon copy of account- Destroy 6 years 3 months 
able officers' accounts •intained after period covered oy 
in the agency for site audit by GAO account. 
auditors, consisting of statements 
of accountability, collection 
chedules, collection vouchers, dis­

sement schedules, disbursement 
rs, and all other schedules 

and vo chers or documents used as 
scnedule or vouchers, exclusive 
of freight ecords and payroll 
records. Th records document 
only the basic inancial trans­
action, 1110ney re ived and money 
paid out or deposi 
of operation of the 

Site audit records inclu 
not limited to the Standar nd 
and Optional Forms listed beI w. 
Also included are equivalent Bo 
forms and Automated Management 
Infor•tion System (AH.IS) Micro­
fiche whicil document the basic 
financial transaction as described 
above. (AMIS is a GAO approved 
system.) 

-1-



ent Under iederal 

Decea 

s and Mileage 

• • Departmental 
Field Service 

, Appendix 8 
Part I I Ada. Manuci1l 

B.R.B RECORDS SCH.t:DULE 6 

Bureau of Budget and Fiscal Operations 

ITEM 
NO. DESCRIPTION OF RECORDS AUTdORIZED DISPOSITION 

Accountable Officers Files (Cont'd) 

SF 215, Deposit Ticket 
SF 224, State•nt of Transactions 
SF 1034, Public Voucher for Purchases and 

Services vther Than Personal 
1036, Statement of Certificate and Award 
1047, Public Voucher for Refunds 
1080, Voucher for Transfer Between 

Appropriations and/or Funds 
Voucher and Schedule of ~ith­
drawals and Credits 

SF , Schedule of Voucher Deductions 
SF Voucher and Schedule to Effect 

rrection of Errors 
SP 1098, hedule of Cancelled Checks 
SF 1113, Pu ic Voucher for Transporta-

tion Charges 
OF 1114, Bill Collection 
OF 1114A, Offici Receipt 
OF 1114B, Collect n Voucher 
SF 112~, Reimbursem nt Voucher 
SF 1143, Advertising rder 
SF 1145, Voucher for P 

Tort Claims Ac 
SF 1154, Public Voucher f 

sation Due a 
Employee 

SF 1150, Public Voucher for 
SF 1166, Voucher and Schedule o Pay•nts 
SF 1185, Schedule of Undeliverab Checks 

for Credit to Government 
SF 1219, Statement of AccountaDility 
SF 1220, Statement of Transactions Al! 

to Appropriation, Funds, and 
Accounts 

(b) Memorandum or extra copies of account­ Destroy l year after 
able officers' returns including period covered by 
statement of traasactions and account­
ability, all supporting vouchers, 
schedules, and related papers exclud­
ing freight and payroll records. 

JOB: GilS 6-1 A and B 

-2-



6-2 

6-4 

accounts 

ITEM 
NO. 

JOd: NEW 

Certificates of Settlement of Accounts 

Copies of certificates of settlement of 
of accountable officers, state­

of differences, and related paper. 

rt if icates covering closed account 

JOB: 

JOB: 

• • 

R1lB RECORDS SCHEDULE b 

Bureau of Budget and Fiscal vperations 

OESCRIPTION OF RECORDS 

Automated Management Information System 
(AMIS) Tape File 

Magnetic tape file that contains informa­
tion regarding purchase requisitions, 
purchase orders, payment vouchers, journal 
voucher entries and related budget aata. 
Used to generate AttIS microfiche (see 
Item 6-lA). 

se ements, supplemental settlements, 
and f 1 balance settlements. 

(b) settle-
ments. 

GRS 6-3 A and H 

General Accountin~ Ledgers 

General account ledgers showiD,J debit 
and credit entries, and reilecting 
expenditures in summary. 

GRS 7-2 

Departmental 
. Field Service 
Appendix 8 
Part II Adm. ftanual 

AUTHORIZED DISPuSITIO~ 

Des troy when l year old. 

Destroy 2 years after date 
of settlement. 

Destroy when subsequent 
certificate of settlement 
is received. 

Uestroy 6 years and J 
ntha after tne close 

he fiscal year in-

-3-
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6-7 

ll8 iECOi.WS SCHEDULE 6 

Bureau of Budget and Fiscal Operations 

ITEM 
NO. DESCRIPTION OF kECORDS 

Appropriation Allotment Files 

Allotment records showing status of 
obligations and allotments under each 
authorized appropriations. 

JOB: 

and Control 

Records used s posting and control media, 
subsidiary to e general and allotment 
ledgers not a pa of the accountable 
officer's returns nd not otherwise pro-
vided in this scbed e. These include 
general and allotment edger trial balances, 
copies of schedules and Youchers. encum-
brances, notices, requisi ons, and ·related 
papers used for posting. 

JOB: GRS 7-4 A 

Budget Files 

(a) Administrative files documenting B 
policy and procedure governing deci­
sions affecting expenditures for Boar 
programs. 

(b) One copy of the formal agency budget 
together with justification statements 
containing summaries of financial man­
power, cost and workload data. 

Departmental 
Field Service 
Appendix B 1 

Part 11 Adm. Manual 

AUT~ORIZED DI~POSITION 

Destroy 6 years aad 3 
montns after tbe close 
of the fiscal year in­
volved. 

Destroy when 3 years old. 

Destroy when no longer 
needed for reference. 

fer to FRC 5 years 
the close of the 

covered by 

Des troy ars after 
close of fisc l year 
involved. 

-4-
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b-8 

Departmental 
Field Service 

llB UCO&l)S SCHEDULE 6 

Bureau of Budget and Fiscal Operations 

ITEM 
NO. DESCRIPTION OF RECOJIDS-

Budget Files (Cont'd) 

All other copies of formal budget. 

ing papers, cost state•nts and 
rougH ta accuD1Jlated in preparation 
of annua dget estimates and in 
adainis terina-,,Janproved budgets. 

(e) Periodic reports on status 
priation accounts, apportionae 
and reapportionments. 

JOB: NCI 184-79-3 Itea 6-8 A, B, C, D, and E 

Tesseract Payroll System Records 

Computer records (outputs and reports) 
produced by the agency automated 
payroU system. 

(a) Magnetic tape files. 

(b) Microfiche outputs that include 
payroll cycle detail reports of 
leave usa,e, individual earnings 
and leave records, bond purchases, 
check payments, electronic funds 
transfer payments, tbrift savings 
plan deductions, combined federal 
campaign deductions, and other 
related records. 

Appendix B 1 

Part 11 Adm. Manual 

AUTHO~IL~D DISPOSlTlOri 

Destroy when no longer 
needed for reference. 

Destroy 1 year after 
close of fiscal year 
covered by budget or 
when no longer needed 
for reference, wnich­
ever is sooner. 

Destroy 5 year after 
close of fiscal year 
covered by reports. 

Destroy When! year old 
or no lon~er needed for 
administrative use, wnicn­
ever is sooner. 

Destroy after GAO audit 
or when 3 years old, 
wnicnever is sooner. 

-5-



• 
ll.B RECORDS SCHEDULE o 

Bureau of dudget and Fiscal Operations 

ITEM 
NO. DESCRIPTION OF RECORDS-

b-8 Tesseract Payroll System aecoras (Cont'd) 

(c) Hardcopy (paper) payroll outputs of 
records identified in (0) above. 

(d) All other payroll reports. 

JOn: NEW 

Transportation Files 

ers (S.11' llUA), 
on re-

ts (SF 1 , 
portation request, 
upporting papers. 

J0.8: 

6-10 

to reimbursing individ-
uals, such as tra orders, per diem 
voucners, traosporta on requests, hotel 
reservations, and all pporting papers 
documenting official 1 by Board 
employees. 

JOB: 

6-11 Freight Files 

Memorandum copies of vouchers covering 
freight transportation charges, copies 
of government or commercial bills of 
lading, shortage and demurrage reports, 
and all supporting documents aad related 
correspondence. 

JOB: NCI 184-79-3 Item o-13 

-6-

• OepartMnt&l 
-Field Service 
Appendix 8 
Part II Adm. ttanual 

AUTHORIZED UISPOSITION 

Destroy when System 
Administrator determines 
that microfiche records 
are acceptable. 

Destroy when J years old. 

uestroy when 3 years old. 

Destroy when 3 years old. 

Destroy when J years old. 
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RRB RECORDS SCHEDULE 6 

3ureau of Budget and Fiscal Operations 

ITEM 
NO. DESCRIPTION OF RECORDS 

Termination Files 

ayroll records documenting the 
close out o irn-..cJ1111loyees pay and leave 

Departmental 
Field Service 
Appendix 8 , 
Part II Adm. Manual 

AUTdOKIZEO DISPOSITION 

Destroy 3 years after 
separation or transfer 

record after 
employment. 

of employee. If employee 
transfers between agencies. 
allotment authorizations 

transfer. 

J0.8: G~S 2-4 A(2) 9 2-4 3(2), 2-10 .8 

6-13 Employer Contributions Files 

Records filed with the Board by railroad 
employers containing reports of wages 
paid to employees and taxes withheld for 
payment of RRA and tWIA benefits. In­
cludes contributions paid to the Board 
for payment of unemployment and sickness 
benefits. 

JOB: NEW 

wn to reflect 

te 
s both dollar amo 
beneficiaries. 

JOB: NCI 184-79-3 

o-15 Tax Files 

(a) ~ithnolding tax 
(Forms W-4) and 

(b) withholding statements (mechanical 
listing in lieu of eaployer's copy 
of Form W-2). 

-7-

and 3 months 
Destroy 6 yearsAafter 

period covered by account, 

Destroy when 2 years old. 

Destroy 4 years after 
form is superseded or 
obsolete. 

4 years old. 
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llU UCOR.DS SCHEDULE 6 

Bureau of Budget and Fiscal Operations 

ITEM 
NO. DESCRIPTION OF RECORDS 

(Cont'd) 

monthly reports of with-
941). 

JOS: NCI 

6-16 

Me110randua copies of requests fo 
separation information ILL (BIS 2931 
related material. 

JOB: NCI 184-79-3 Item 6-21 

6-17 Financial Management Improvement 
Initiatives 

WITHi>IIAWN ort to Congress and the 
President concern n 
implementation of OMd Circular No. 
A-123. 

(b) Reports to OtlB and/or other govern­
ment agencies concerning tbe R.RB' s 
implementation of financial manage­
ment improvement initiatives such 
as debt collection, financial manage­
ment, cash management and prompt 
payment. 

(c) Reference copies of (a) and (b). 

Departmental 
Held Service 
Appendix 8 
Part II Adil. Handal 

AUTHORIZED DISPOSITION 

Destroy when 4 years old. 

Destroy when 4 years old. 

PE~MANENT. Hold 20 years. 
rransfer to National 

blocks. 

Des troy when 10 years old. 

Break file: End of fiscal 
year. 

Destroy when no longer 
needed for reference. 

-8-



• • 
RRB UCORDS SCHgDULE 6 

Bureau of Budget and Fiscal Operationa 

ITEK 
NO. DESCRIPTION OF RECORDS 

(d) Docu•ntation collected and used in 
preparation of the reports including 
1tell8 such as studies, draft ■, 

statistics, recommendations, and 
correspondence. Included are itell8 
such as wlnerability assessments, 
internal control reviews, management 
studies, alternative internal control 
reviews, and audit reports, etc. 

J08: NEW 

Oepart•ntal 
Field Se"ice 
Appendix B 
Part II Ada. Manual 

AUTHORIZED DISPOSITION 

Destroy 1 year after 
completion of report. 

-9-



• • 
RU RECORDS SCtl&DUU 6 

Bureau of Fiecal Operation• 

Explanatory Note• 

l. Moat eeries in this schedule have deacriptioas and retention period• 
unchanged frOlll the General Records Schedule• or old llU Schedule 6, 
NCI 184-79-3. 

2. New Ite11 6-2, Automated Manage•nt Ia.foraation Syatem Tape File (AMIS) -
AMIS is an on-line database used to docu•nt varioua Soard financial 
transactions. Output from this database 1s initially in the form of 
magnetic tape. This tape, in turn, ie converted to llicroficbe for use 
by bureau employees. The microfiche (Item 6-la), because of its read­
ability and manageable voluae, is considered the record copy of AMIS data. 
The tape file is retained only until the quality of the resulting micro­
fiche has been established, in this case, one year. 

3. New lte11 6-8, Tesseract Payroll Syate11 ucords - The Tesseract payroll systea 
is an "off the shelf" software package tbat produces a variety of reports 
that replace record series maintained prior to Tesseract's implementation in 
January, 1987. 

Subaeries (a) contaia.s aagnetic tapes that ·are produced by the bureau at the 
rate of one per pay period (26 annually). Payroll data fro11 these tapes is 
converted to llicrofiche (subseriee {c)) for reference by bureau employees. As 
is the case with AMIS, the teeseract llicrofiche is considered the record copy 
of the Tesseract data because of its readability and compactness. The magnetic 
tape is maintained for up to one year only in its capacity as back.up to the 
microfiche. 

The Tesseract payroll system also produces textual reports directly froai. the 
dataDase (subseries (b)). the retention period for both subseries (b) and 
(c) is consistent with the authorized disposition recommended for similar 
series in General Records Schedule 2. The disposition for subseries (d) 
mirrors that of GRS 2, Item 17b. 

4. New Item 6-13, Employer Contributions Files - Thia series is used by the 
bureau to ensure the Railroad utire•nt Soard (lllt8) is receiving the taxes 
it is entitled to under the Railroad Retirement Act (&RA) and tne ltailroad 
Unemployment and Insurance Act (KUIA). 

On an annual basis, railroad employers report to tbe IRS the amount of 
employee compensation subject to RRA taxation and the alllOunt actually with­
held for payment of such tax. On an annual or quarterly basis, railroad 
employers report to the RR.8 the amount of employee compensation subject to 
RUIA taxation and the amount actually withheld for payment of such tax. In 
both cases, the Bureau of Fiscal Operations (BFO) takes these employer tax 
returns and attempts to reconcile the reported figures witn the actual 
amount of tax RR.8 receives from the IRS or directly from the railroads for 



• • -2-

ll&A aDIJ/or llUlA benefit funding. Thia process of reconciliation 1a not 
coaplete until the bureau deterllinea the RRB has received its proper sbare 
of RRA and B.UlA taxes f roa railroad e ■ployers. 

Components of tbia aeries include copies of IRS For■a cr-1, C'r-2, and &.1lB 
For■ DC-1. Legal opinions froa the llRB'• Bureau of Law establish that the 
agency 1111intaina a fiduciary interest in these files for up to six years 
after BFO reconciles the annual tax reports of a particular employer. 

5. Hew Item 6-17(a), Annual lleport to Congress and the President - This series 
is created annually by the Bureau of Budget aDIJ Fiscal Operations as required 
by the Federal Managers Financial Integrity Act of 1982. Accu1111lation rate 
is approximately one inch per year, with a current bureau backlog of less 
than one cubic foot. Reports date fro■ 1984 to present. Arranged chrono­
logically. 

The report described the llailroad Retirement Board's efforts to comply with 
the requirements and policies of the aforementioned Financial Integrity Act 
of 1982 aDIJ implementing guidance in 0MB Circular No. A-123 (and A-127). A 
typical report contains an introduction, an overview of R.RB internal controls 
developed in response to A-123 and associated 0MB guidance, program results 
for tne fiscal year, program objectives for the upcoming fiscal year, and the 
actual report to the President and Congress. Included is information document­
ing various lU internal accounting and adllinistrative controls, operational 
areas where internal controls are weak or non-existent, and progress on 
proposed remedies. Tbe report's purpose is to assure that lUl8 obligations 
and costs are in compliance with applicable law; that agency funds, property, 
and other assets are safeguarded against waste, fraud, and abuse; and that 
agency revenues and expenditures are properly recorded and accounted for. 

b. New Item 6-17(b) - Series is composed of a variety of administrative reports 
created annually (in most cases) by bureau personnel in response to directives 
from 0MB, Department of the Treasury, and other agency. These reports cover 
aucn subjects as RU adherence to the Prompt Payment Act, RR.B cash management 
goals for a particular fiscal year, and creation of an agencywide financial 
plan to establish fiscal accountability. Disposition reflects bureau reference 
needs and the fact that 11&ny of these reports are recurring. 

7. New Item 6-17(d) - Information provided by tne components of this series is 
used to construct and support items 6-17(a) and (b). Once tnese reports nave 
been drafted and approved, tne reference value of the original data, Which is 
often raw and inforaal, declines because of duplication. 

8. Old Items 6-3, 6-4, 6-8(n), 6-23, and 6-25, NCI 184-79-3 - These series are 
obsolete and have been deleted from tne revised scb.edule. 

9. Old Items 6-9 6-10, 6-14, and 6-15, NCI 184-79-3 - Tnese series are Items 
20-13, 20-20, 20-17, and 20-16, respectively, in new RRB Records Schedule 2U, 
Records Co11Dl0n to Most Offices. 
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10. Old Iteu 6-16, 6-17, 6-18, 6-19, 6-22, 6-24, 6-26, and o-27, NCI 184-79-3 -
These 1eriea are covered en maase by new Item 6-8, te11eract Payroll Sy1tea 
R.ecorda. 



• • Depart•ntal 
Field S•rvice 

"Appendix B , 
Part II Ad■• Manual 

UB RECOllDS SCHEDULE 11 

Bureau of Data Proc•••ing 

The priaary llieeion of the Bureau of Data Proceaaing ia to provide data procesaing 
support for all of the bureaus within the Board baaed on their functional require­
•nts and comprehensive plans. Specific key ele•nta of the bureau's llission are 
to provide accurate, efficient, and ti ■ely analysis and programming aupport; insure 
accurate and timely proceaaing of all jobs run on the agency computer aysteas; pro­
vide a national data co-unicationa networks for Board district offices; to monitor 
computer performance, security, and control; to provide support for office automa­
tion activities; and to provide end-user eupport through the customer information 
center staff. 

ITEM 
DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION~ 

11-1 Security Storage Control Pile 
Destroy when 2 years old. 

Forms used to document the movement of 
magnetic tapes and cartridge• from 
security storage. Includes llll Poru 
G-1 and G-la. 

JOB: NEW 

11-2 Microform Control File 

Form used to document the movement of Destroy when 2 year old. 
magnetic tapes and cartridges to and 
from outside contractors (service bureaus) 
or the in-house aicroform duplicating 
unit. Includes RRB Form G-147a. 

JOB: NEW 

11-3 Batch Control Filea 

File used to provide inforaation to bureau Destroy when 1 year old. 
personnel and/or private contractors re­
garding item counts and 110ney totals for 
batch key entry and balancing. Includes 
RRB Forms G-148a and G-148b. 

JOB: NEW 

-1-
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ITEM 
NO.-

11-4 

JOB; NEW 

JOB: 

11-6 

JOB: 

11-7 

JOB: NEW 

llB UCORDS SCHEDULE 11 

Bureau of Data Processing 

OESCRIPtlON OP UCORDS 

Keypunch Control File 

Files ueed to document requests for key­
punch work. eubllitted by other llRB bureaus 
and offices to the bureau of data process­
ing. Includes aas Form G-156. 

Data Center Visitor Pile 

record the names of all 
tors to the agency data center. 

considered 11aX.iaum security. 

Data Center 
Issue File 

Files relating to the issuance and 
accountability of card keys that allow 
entrance to the agency data center. 
Area is considered maximum security. 

GRS 18-16 A 

Employee Ter■inal Access Folder 

Folder file documenting an employee's 
access to the various agency data 
processing systems. Information filed 
includes employee's personal aignon, 
logon, and computer security passwords 
assigned by the bureau. Includes llRB 
Form G-455. 

Depart•nt al 
Field Service 
'Appendix B : 
Part 11 Ada. Manual 

AIJTHOllIZED DISPOSITION 

Destroy when 1 year old. 

Destroy 5 years after 
final entry or 5 years 
after date of document. 

3 years after 
of key. 

Destroy 2 years after 
employee leaves agency 
employment. 

-2-



ITEM 

-1!2!. 

11-8 

JOB: NEW 

11-9 

JOB: NEW 

• 
Ill R.ECOlDS SQIEDULE 11 

Bureau of Data Proce ■ aiy 

DESCRIPTION OF RECORDS 

Data Proceaaing Repair Pile 

Pile consist• of RU Pora G-494a which 
is used to record coaputer equip•nt 
downages, time of equipment failure, 
time equipment is out of service, 
reasons for equipaent downage and 
repairs made. Data from fora is trau­
ferred to database file once a year. 

(a) G-494a. 

(b) Database data. 

PAC 11 Files 

Computer file containing data procassing 
project management information. Used by 
bureau personnel to help plan, track and 
determine the coat of the projects. 
Stored on diskpack. 

(a) Diak.pack. 

(b) Tape. 

• DepartMntal 
Field Service 
Appendix B , 
Part II Ada. Manual 

AUTHORIZED DISPOSITION 

Destroy once inforution 
is entered and verified 
into database. 

Destroy 1 year after equip­
aent is taken out of ser­
vice. 

Transfer to magnetic tape 
once a year. 

Destroy tape file when 
superseded by subsequent 
years update. 
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ITEM 
NO.-

• 

Syatea Management Facility Pile (SKI' Pile) 

omputer file containing record• of agency 
utilization, Joba run on the 

Transfer to magnetic 
tape once a year. 

JOB: 

JOB: NEW 

• 
llB RECORDS SCHEDULE 11 

Bureau of Data Procea1iy 

DESC&IPTION OP RECORDS 

mainframe reaourcea used. Pile also 
containa compute curity acceaa records. 

(a) Diakpack. 

(b) Tape. 

GR.S 20 Item le 

Information Retrieval Syateas 

Data and documentation consisting of 
iostructions designed to retrieve, 
update, aad create inforaation (data) 
from/to specific data systeu. 

(a) General purpose programs. 

(b) Special purpose programs for 
which disposal is authorized. 

(c) Special purpose prograu for 
which dispoaal is not authorized. 

DepartMntal 
Field Service 
Appendix B , 
Part 11 Ada. Manuai 

AlJTHO&lZED DISPOSITION 

old. 

Dispose of when no longer 
needed. 

Dispose of with related 
data files. 

Retain with related data 
files. 

-4-
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ITEM 

...!2:. 

• 

Data Sy1tema, File and Output Specifica­
tion•, and Teat Docuaentation 

Record seriee conai1ting of definitions of 
coaputer 1ysteu including functional. data 
require ■enta, eystem/subsystem specifica­

ou. request for systems and authoriza-

JOB:-

JOB: 

• 
8JlB U:COllDS SCHEDULE 11 

Bureau of Data Proceeeing 

DESCRIPTION or UCOllDS 

t ; logical and physical file character­
isti of each record element or item in 
the fi ; code specifications, cross­
referenc • security and privacy restric­
tions; upd e and validity characteristics; 
update acces conditions; recording media 
and volumes; p ucta of the ayate■ that 
are to be used o aide of the data center• 
i.e., listings of e of output by title; 
format specificatio test plana and teat 
analysis reports. 

GRS 20 Ite■ 11 

User Guides 

Documentation consisting of informatio 
which describes the functions of the 
system in non-EDP terminology so that 
users can deter ■ine its applicability 
and when and how to use it; serves for 
tbe preparation of input data and the 
interpretation of results. Docuaentation 
includes handbooks, guides to data avail­
ability, and procedures for querying files. 

GB.S 20 ltea 11 

Departaental 
Pield Service 
·Appendix B : 
Part II Ada. Manual 

AUTHORIZED DISPOSITION 

Destroy or delete when 
superseded or obsolete, 
or upon authorized 
destruction of related 
■aster file or data 
base. 

Destroy or delete when 
superseded or obsolete, 
or upon authorized 
destruction of related 

file or data 
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llB UCOR.DS SCHEDULE 11 

Bureau of Data Processing 

ITEM 
DESCIIPTION OP tlECOR.DS~ 

Coaputer Generated Reports 

reports containing the statistical 
tabulat ,T-.,-•nd an analysia of the findings 
of a study or• including a narrative 
description of methO<li:r.H~ eaployed. 

JOB: GRS 20 I tea 11 

Departaental 
Field Service 
·Appendix B 
Part II Ada. Manual 

AUTHORIZED DISPOSITION 

Deatroy when superaeded 
or obsolete. 

-6-
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all RECORDS SCHIDULE 11 

Bureau of Data Processing 

&xpJ.anatory Notea 

1. This ia a new 1chedule containing series unrelated to thoM found 1n oJ.d 
Schedule 11, Bureau of Uata Processiag and Accounts, ~Cl-184-79-3. Host 
series 1n old ScneduJ.e 11 uy now be found in new Schedul11 14, Bureau ot 
Compensation and Certification. 

2. New Ite• 11-1, Security Storage Control File - Por■a G-1 and G-la are used 
by bureau personnel to track the 110ve•nt of non-textual media, usuaHy 
vital. records, between B.RB headquarters and several off-site storage areas. 
Authorized disposition meets bureau ad■inistrat1ve needs. 

3. New Item. 11-2, Microform. Control File - Certain aeries of liB ugnetic media 
are periodically converted to 111.croficne Dy either outside contractors or 
the Board's own 11.icrographics unit. Fora c.;-147a accounts for the aovement 
and wbereaboUJ:s of bureau aagnetic tapes and canrid,ea during the conversion 
process. Katention period satisfies tile ad■ioistrative requirements of tbe 
bureau. 

4. New Item 11-3, Batch Control File - Thia series documents the amount, type, 
and completion date of bureau keypunch work perforMd internal.J.y or by con­
tractors. Data u also used to recoocile private sector b1lJ.1ags submitted 
for keypunch work pertorMd. l<atention period same as Itea 2. 

5. New Item 11-4, Keypunch ControJ. Pile - Form G-156 is used by the bureau of 
data proces~ing (BOP) to record tne various types of aisceilaneoua keypuncn 
work it perturms for other bureaus and offices within ltd. i(etention period 
same as Item 11-l. 

&. New Item 11-5, Data Center Visitor File - Disposition is as recommended by 
General Records Scnedule 18. 

7. New Item. 11-6, Data Center Card Key Application and Issue File - Disposition 
is as reco1111ended by Glineral Records Scnedule lij. 

8. New Itea 11-7, EapJ.oyee Terauna..1. Access Folder - Series is composed of 
folders created by tbe BDP iastal.lation secur.i.ty officer. '£here is a 
folder for each K.KB employee requesting access to various Board computer 
systems or databases. The contents of each Folder constitutes a history 
of that employee'• access to different data files. Disposition instructions 
reflect bureau security requirements. 

9. ~ew Item 11-8, Data Processing Kapa1r File - Inforution in this series is 
used by tn.e bureau to justify the procure•nt of new ADP equipment, docU111ent 
breaches of warraat, and negotiate manufacturer rebates in those cases wnere 
purchased equip•nt does not perform according to specification. Retention 
period of subseries (b) allows for perforaance of a..1.l the above. 

https://secur.i.ty


• • -2-

10. New ltea 11-9, PAC II Pilea - PAC 11 ia an •oft tbe ahelt• aoftware 
pack.&1e. PAC II data 1a uaed by bureau peraonael to track the progreaa 
of aaaigned data procesaing projecta, including aonitoring the bureau'• 
budget. D1apoaition inatructiona aeet bureau admniatrative needa. 

11. New Itea 11-10, Syate■ Manaaeaent Facility Pile (SMF Fiie) - Thia 
aeries raonitors the performance of the joard's uinfraae computer in 
teras of who uses the syatea and for what purposes. Tbe retention 
period of the (b) subeeries matchea the normal life cycle of most data 
procesaing equipant, aeven year,. 

12. New Item 11-11, Information Retrieval Syateaa - Series is cOlllposed of 
the actual computer prograas that update the aainfraae. Prograas are 
in several Mdia including microfiche, magnetic tape, and paper. 

13. New Item 11-12, Data Systeu. File and Output Specifications, and Test 
Documentation - Series docwaeots the developaeot and maintenance of a 
computer ~ystem. Contents include flow cbarta, field deacriptiuns, 
data dictionaries, test evaluation plans, and design diagrams. 

14. New Item 11-13, Uaer Guides - These are inatructional booklets on bow 
to use a particular computer aystea. Rete~ ion ref .1.ects cited GRS item. 

15. New Itea 11-14, Coaputer Generated 11.eports - Output in the form of a 
variety of internal, textual report• uaed by bureau personnel for various 
purposes. Authorized disposition ia •• recoaanded by revised G~S 20, 
Item 11. 
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IUlB R.ECOIUlS SCHEDULE 14 

Bureau of Coapenaation and Certification 

The lliasion of tbe Bureau of Coapenaation and Certification is to provide bureaus 
within the Board, as well as the railroad public and otber federal agencies, 
records of railroad employee service and compensation. Specific ele•nts of the 
bureau's mission are to receive and maintain compeasation records of railroad 
employees; provide accurate and timely certification of employee service and 
compensation to the Bureau& of Retirement Claill8 and Unemployment and Sickness 
Insurance and tbe Social Security Administration; and determine creditability 
of employee service and employer coverage status under the Acts. 

ITEM 
NO. DESCRIPTION OF R.ECOftDS AUTKO~IZEO DISPOSITION-

Service and Compensation of ltailroad 
Eaployees (SCOB.E) Tape File, Paper 
Ledger, Microfilm., and Microfiche 

cu1111la­
tive ervice and compenaation data for all 
railroa employees fr011. 1937 to date for 
whom a rep t was received. The file is 
used to dete ne eligibility of employees 
and their surviv s for benefits under the 
Railroad Retirement ct and 1.tailroad Unem­
ployment Insurance Act. The SCORE file is 
used to input data tooth system.a and to 
produce extracts for analysi 

(a) Tape File. 

(4 copies produced.) 
Produced anwally. 

1. Data Processing 11aster. security storage 
ter annual up-

date. 

Destroy after up­
date bas been comple 
satisfactorily. 

2. All other copies. Destroy when superseded 
by subsequent year's 
update. 

-1-
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ITEM 
NO. 

Manual 

RRB RECORDS SCHEDULE 14 

Bureau of Compensation and Certification 

DESCRIPTION OF RECORDS 

Service and Compensation of Railroad 
Employees {SCORE) Tape File, Paper 
Ledger, Microfilm, and Microfiche {Cont'd) 

(b) SCORE Ledger - A paper listing of 
data extracted from the master tape 
file for the latest report year. 

(1 copy produced.) 
Produced annually. 

Sureau of Compensation and Certifica­
tion master. 

(2 

1 • .Bureau 

2. Bureau of Compensation and Certifi­
cation copy. 

( 

act of 

Microfiche -

identifying data in 2 
vers ns: social security number 
sequen and in alphabetical order 
by surname. 

(Number of sets ry depending on 
distribution.) Pr uced upon re­
quest as a special jo 

AUTHORIZED DISPOSITION 

6Destroy years and 3 
months after period 
covered by account. 

Transfer to Security storage 
at FRC as part of a5ency 

records program. 

Destroy when 
needed for admi 

\...use. 

film is 

-2-



scoau: aicrofiche is pro­
duced. 

moved into the Mer6ed Tap 
when 5 years old. 

(b) Merged Tape File is updated annuall Destroy after third update 
from the Individual Year Tape Files cle nas been completed 

DepartM ntal 
Field Service 
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Part II Ada. unual 

llB UCORDS SCHEDUU 14 

Bureau of Coapenaation and Certification 

ITE.rl 
NO. OiSCRIPTION OF UCORDS 

• • 

lo ees 
Microfilm 

Service and Coapenaation of Railroad 
(SCOU) Ta e iile Pa er 

and Microfiche (Cont'd) 

l. ""'..i""mpensation aod Certifi-
cation aaster. 

2. All other copies. 

JOj: NCI 184-79-3 Item 11-1, ll-19c 

Employee Ledger Tape Files 

These files record the service moths, 
compensation aod other data for railroad 
e oyees as reported by railroad 
empl 

(a) l Year Files contains 
fo l yees who had 

service aod/or ation reported 
during the curren ear. There is 
one file for eacn yea· files are 

tnat are 5 years old. 1''1le contains 
a cu11Ulative figure for service months 
and coapensatioo covering years worked 
from 1~37 through the current report­
ing year. The cu111.1lative figures are 
updated witn each mer6e. 

JOB: NCI 184-79-3 Item 11-19 

AUTdORIZ£D DISPOSITION 

Destroy 2 years after new 

Destroy files wnen 5 years 
old after data has been 
merged successfully into 
Merged Tape File. 

su sstully. Purge wnen 
no lo needed for 

-3-
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iUtB RECORDS SCtlEDULE 14 

jureau of Coapenaation and Certification 

ITEM 
NO. DESCRIPTION OF UCO&DS-

14-3 Service and Compensation Activity (SCARE) 
Tape File 

Magnetic tape files created quarterly that 
contain adjust•nts to service and compensa­
tion records. The f iaal fourth quarter 
SCAB.£ file is used as part of the annual 
SCO.ll.E file (see Item 14-1) update. 

(a) Data Processing master. 

(b) All other copies. 

J08: NEW 

14-4 tnJmident Request Tape File 

Magnetic tape file created as part of the 
annual SCOllE (see item 14-1) file update. 
File contains ail new or unverified 
account numbers and is sent eacn year to 
the Social Security Administration for 
account verification matchin5• 

JOB: NE~ 

AUTHORIZED OISPOSITION 

Send to security storage 
at F&C after quarterly 
update. Destroy 1st, 2nd 
and 3rd quarters after 4th 
quarter update has been 
completed. Destroy the 
final SCARE file after 3rd 
annual update bas been 
completed. 

Destroy when superseded by 
subsequent year's update. 

Send to security storage 
at iRC after file is 
created and copy is sent 
to SSA. 

Destroy when superseded 
by subsequent year's file. 

-4-
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BB RECORDS SCl:IEDULE 14 

Bureau of Compensation and Certification 

ITEM 
NO. DESCRIPTION OF IU:CORDS 

14-5 Sorted Nuaident Reply File 

Tape file sent frca the Social Security 
Adainistration replying to our Nuaident 
request file (see Item 14-4) containing 
identifying infor1111tion for the unveri­
fied accounts. 

JOB: ~W 

14-6 QTape File 

Magnetic tape file containing information 
regarding employees who have attained 120 
months of railroad service during the 
recent year, any remaining unverified 
accounts, and any adjustments to 1937-1940 
compensation data. The file is created 
after the annual SCORE (see Item 14-1) 
update and a copy is sent to the Social 
Security Administration for use in 
amending their records. 

JOH: NEW 

14-7 Sick Pay of Railroad Employees .Master File 
(SPlWt) 

Magnetic tape file containing information 
regarding payants for sick time made to 
railroad employees by their employers, 
insurance companies or the Bureau of Un­
employment and Sickness Insurance. File 
is used to input data to various other 
systeu. 

(a) Master Tape. 

(b) All other copies. 

JOB: NEW 
-s-

AUTHORIZED DISPOSITION 

Send to security storage 
at FkC after the master 
SCOU file is amended. 

Destroy when superseded 
by subsequent year's file. 

Send to security storage 
at FRC after copy is 
sent to SSA. 

Destroy when superseded 
by subsequent year's 
update. 

Seed to security storage 
at FRC after annual update. 
Oes troy af te r third update 
has been complece<1. 

Destroy when superseded 
by subsequent year's 
update. 
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B.R.8 RECORDS SCtlEDULE 14 

Bureau of Compenaation and Certification 

IT&M 
NO. DESCRIPTION OF RECORDS-

Sick Pay of Railroad imployees Master 
( SPREM) Ledger 

Paper listing of data extracted from tne 
master tape file for the latest report 
year (see Item 14-7). One copy produced 
annually. 

J0.8: NE~ 

Railroad Employer Reports of Service and 
Compensation 

ecords are listings from magnetic tape 
or nch card reports, both annual and 
quarte adjustments, for Forms BA-3A, 
BA-4, BA- nd G-440. 

(a) Board 

(b) Punch Card files. 

1. Bureau prepared employer aad lot 
control cards. 

2. Quarterly activity summary cards. 

J0.8: NCI 184-79-3 Item 11-3 

AUTHO~IZED DISP~SITION 

Destroy when file is 5 
years old. 

.Break file at end of 
accounting year, place 
closed coverage cases in 
inactive file, hold 2 
years and transfer to F~C. 
Destroy 5 years after 
close of accounting year. 

Destroy after comple on 
of the following year's 
first quarterly updating 
and balancing operations. 
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llB RECOlWS SCHEDULE 14 

Bureau of Compensation and Certification 

ITEM 
NO. DESCRIPTION OF ttECORDS 

SSA Number Discrepancy Files 

Correspondence files from individuals 
regarding •tters of coverage under the 
Railroad Retirement Act and matters of 
service and compensation where SSA 
umbers are in question. 

JOB: NCI Item 11-4 

14-11 er Correa ondence Case Files 

between railroad eaployers 
out coverage, eligibility, 

matters concerni rates of tax, and 
records of service and compensation. 

JOB: NCI 184-79-3 Item 11-5 

14-12 Internal Alphabetical File 
\, 

Memoranda generated within the '·~oard con­
cerning individuals who have cont,cted 
the Board regarding the crediting c>.t 
service and compensation to their 
accounts. 

JOS: NCI 184-79-3 Item 11-6 

14-13 Abandoned Carrier &ecords 

{a) Records created on and prior to 
Decellber 31, 193&. 

(b) Records created on and after 
January l, 1937. 

JOB: NCI 184-79-3 Item 11-7 

-7-
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AUTHORIZED DISPOSITION 

Destroy 4 years after case 
is closed. 

Destroy when 4 years old. 

Break file: End of 
calendar year. 

Destroy when l year ola. 

Break file: lnd oi 
calendar year. 

Des t't.oy Oecember 31, 
1991 {).,_years after " limit forstatutor 
benefit in lusion). 

.l)estroy 
old. 
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llR.B RECORDS SCHJIDULE 14 

Bureau of C011pen1ation and Certification 

ITEM 
NO. DESCRIPTION OP RECORDS-

1'4-14 Request for Employer Status 
"-

1UlB Pora G-215, Request for Employer 
Status, docuEnts the findings of tbe 
bureau of law concerniag the coverage 
of railroads under the R.ltA and 1WIA. 

cord ia used in regular procesaiag 
o railroad employer and employees' 
inq riea concerniag benefits. 

(a) of Compensation and Certifi­
copy. 

2. Non-covered 
employers. 

(b) Bureau of Law copy. 

JOB: NCI 184-79-3 Item 11-8 

14-15 Suspense Listing• 

Cu1111lative suspense group listia,gs from 
railroad employer reports which cannot be 
entered into the SCORE file because of 
errors in the compensation/service re­
ported for the individual employees. 

Joa: NCI 184-79-3 Item 11-10 

AUTHORIZED DISPOSITION 

Destroy 10 years after 
coverage is terminated. 

Destroy 10 years after 
Bureau of Law findings. 

See disposition for 
Bureau of Law request 
for employer status 
file, RR.B Schedule 9. 

troy when 4 years old. 

-8-
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sentative. 

.RRB kECORDS SCHEDULE 14 

Bureau of Coapensation and Certification 

ITEM 
NO. D!SCRIPTION OF RECORDS 

Report Correction Journal Vouchers 

Fora G-281, Miscellaneous Adjustment 
Journal Voucher, contains adjustments to 

loyees' accounts wnich either re110ve 
mation from a suspense file, 

information to a suspease 
ft compensation 

JOB: NCI 184-79-3 

14-17 Case File 

Tape records ijenerated in year 
tions and used to produce the Cert 
of Service !tonths and Compensation, 
Fora BA-6, sent to railroad employees 
and the bureau of research's Annual Wage 
Study Magnetic File. 

JOB: NCI 184-79-3 Item 11-12 

14-18 8A-o Address File 

Magnetic tape record of railroad employees' 
addresses furnished by employers wno want 
Rd Fora BA-6, Cenificate of Service 
Months and Compensation, mailed directly 
to their employees • 

JOB: .NEW 

Kailroad Employee Kepresentative Name File 

of employee representatives 
nlll"l-.i:~iate reports of service and 

rep _,,1.u.atives. 

J08: NCI 184-79-3 Item 11-13 

DepartMntal 
,ield Service 
Appendix 8 
Pare II Ada. Manual 

AUTHORIZED DISPOSITION 

Destroy when 4 years old. 

Destroy when update is 
completed. 

Uestroy when new file is 
created. 

Destroy 1 year after 
employee terminates 
as an employee repre­

-9-
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RU RECORDS SCHEDULE 14 

Bureau of Compensation and Certification 

ITEM 
NO. DESCRIPTION OF UCORDS 

14 Long-Term Employer Case File 

Correspondence and special material that 
established or proved name changes, apecial 
reporting procedures, and special aiiree-

JOB: NCI Item 11-14 

14-21 Sli s 

Correction lips used for service and 
compensation or railroad employees; 
prepared by th Bureau of Compensation 
and Certificatio Accounting and Coverage 
Section, from data pplied by individual 
railroads. 

JOB: NCI 184-79-3 Item 11-15 

14-22 wage Register 

Quarterly report of adjustments to 
the service and co11lpensation recor 
Includes adjustments to previously r -
ported service aad co11lpensation or 
and compensation never reported. 

JOB: NCI 184-79-3 lte11l 11-16 

14-23 Annuitants iteturn to Service Case File 

Records of retired railroad employees who 
have returned to railroad service. 

JOd: NCI 184-79-3 Item 11-17 

Departmental 
Field Service 
Appendix 8 
Part II Ada. Manual 

AUTHORIZED DISPOSITION 

Destroy 5 years after 
agreement is superseded 
or cancelled. 

Destroy 5 years after 
date of correction. 

Destroy when 7 years old. 
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NO. 

14-25 

DESCRIPTION OP RECORDS 

Annual Control Reject Tape 

Records of items rejected in the anm.ial 
service and compensation year-end opera­
tions. 

Item 11-18 

Appendix B 
1-'art II Adm. Manual 

RRB RECORDS SCHEDULE 14 

Bureau of Compensation and Certification 

ITEM 
AUTHORIZED DISPOSITION 

Des troy when update is 
completed. 

issued 700-series Destroy when no longer 
social se rity numbers. Establishes needed for administrative 
employee ag social security number and use. 
the identifyi number of his first rail­
road employer 

• 

Item 11-2 

o record witn the Board. 

JOB: NCI 184-79-3 

14-26 Em lo ee Pile 

Files of correspondence individuals Destroy after 4 years. 
employed in tne railroad indu ry wno 
request information about their ccounts 
or make a protest concerning thei 
accounts. Scrambled wage cases or ltiple 
SSA number cases with a potential for raud 
are to be filed with the claim folders. 

JOS: NCI 184-79-3 Item 11-21 

-11-
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llB llCOiDS SCHEDULE 14 

Bureau of Coapenaation and Certification 

Explanatory Notes 

1. Thia ia a new record• control schedule covering aeries created by Board'• 
Bureau of Compensation and Certification. Kost iteu originated in NCI 
184-79-3, Schedule 11, Bureau of Data Processing and Accounts. 

2. New Ite■ 14-l(b), SCOR! Ledger - Thie aeries docu■enta inforaation reported 
to the llailroad RetireMnt Board by railroad eaployera concerning tiae 
worked am/or coapenaation paid to railroad eaployeea during a given year. 
Section 9 of the llailroad letireMnt Act, u aaended in 1983, allows employer 
adjustments to this data within four years of its entry. Disposition instruc­
tions reflect legislated allowance and fact that records are converted to 
■icrofilm at five year intervals. 

3. New Item 14-l(d)l, SCOR! File Microfiche - Disposition instructions have been 
reworded to be aore specific as to when superseded llicrofiche can be destroyed. 
Bureau aay require up to two years to verify accuracy ao,J quality of newly 
produced llicrofiche. 

4. Old Itea 11-2, NCI 184-79-3, CEl-1 Pile - Card file vu destroyed in July, 1987. 

s. New Itea 14-3, Service and Compensation Activity (SCAI.E) File - This aeries 
updates the SCORE muter file. Each quarter a file is created containing name 
changes, SSA account number changes, eaployer changes, co■penaation and aervice 
changes, etc., for input into the SCOR! database. Tbe changes accumulate froa 
quarter to quarter until the fourth quarter. It is tbis final quarter's SCAilE 
file that amends the SCORE ■aster. Once the SCOR! file is updated, the first, 
second, and third quarter SCARE files are immediately expendable. The fourth 
quarter SCARE aaster (aubsedes (a)) is retained for three subsequent annual 
updates, so aa to correspond to the disposition of the SCOR! master (aee Item 
14-l(a)l). Copies of the SCARE master (subaeries (b)) are expendable after 
creation of the following year's updated version. 

6. New Item 14-4, Numident Request Tape File - Each year the bureau submits to 
the Social Security Administration (SSA) a magnetic tape containing the SSA 
account numbers of potential new llRB beneficiaries. The purpose of this tape 
is to notify SSA of account numbers, to be entered into the SCOR! master file 
(ltea 14-1), which require verification of name, sex, date of birth, etc., before 
that inforaation can be entered into SCORE. Series disposition instructiona 
reflect annual creation of a new updated file and fulfill administrative needs. 

7. New Item 14-5, Sorted Nuaident Reply Pile - The Social Security Administration, 
creates this magnetic tape in response to the Nwaident Request File (Item 14-4) 
it receives annually from RRB. Upon receipt from SSA, the b1.1reau uses the 
information provided on the tape to verify the name, date of birth, sex, etc., 
of potential new RRB beneficiaries. Once verified, this data is input into 
the SCOR! master file to complete each new entry's profile. As the SCOR! 
master file is updated annually, there is no need to retain tne reply file 
longer than the given disposition. 
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8. Nev ltea 14-6, g File - The primary purpose of thia aeries is to provide the 
Social Security Adainiatration, via aagnetic tape, with an annual record 
(naae and SSA account nuaber) of those railroad e■ployees who have accrued 
enough service tiae to qualify for lRB retirement benefits. Creation of 
thia file is neceasary because SSA and RRB share responsibility for the 
payment of benefit ■ to retired railroad vorkera. Tape ia updated annually. 

9. Nev Items 14-7, 14-8, Sick Pay of Railroad E■ ployeea Kaater (SPREM) Pile 
and Ledger - This series documents benefit payments fr011 non-RRB sources 
made to sick or injured railroad workers. Such payments ■ ust be accounted 
for in the event Bureau of Une■ploy■ent and Sickness Insurance (BUSI) pay­
ments have to be reduced or recovered. Aa SPREK ia another file used to 
update and support SCORE, the disposition of it• two series coincides witn 
that of their SCORE counterparts (lteaa 14-la, lb). SPREM may be replaced 
by an on-line electronic database by the end of 1989. 

10. Old Item 11-9, NCl-184-79-3, Employer Ledger Books - Thia aeries is now in­
cluded in new Item 14-l(b). 

11. New Item 14-18, BA-6 Addreaa Pile - This tape, which is updated annually, is 
used to produce an address list used for mailing BA-6 (Annual Certification 
of Service Months and Compensation) cards to active railroad employees. 

12. New Item 14-25, CER-1 Microfilm Pile - Microfilm equivalent of card file 
(formerly old Item 11-2, NCI 184-79-3). 

13. Old Item ll-19(c), NCI 184-79-3, Employee Ledger Piles (Microfilm) - Series 
is now included in new Item 14-l(c). 

14. Old Item 11-20, NCI 184-79-3, Blue Stripe Individual Correspondence Case File -
Series has been discontinued. Board no longer uses "Blue Stripes" as an 
identifier for a particular type of case file. All folders belonging to this 
series have been destroyed. 
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II.I UCOIDS SC!lBDULB 20 

Mecord• Collaoo to Koet Office• 

Thia schedule provides for the diapoe&l or reteat1on of certain records coaa:>n 
to aost offices in the Board. The records covered by this schedule relate to 
routine internal, adainiatrative and housekeeping activities. The records 
geaerally aerve facilitative or inforaational purpoaea. They are often extra 
copies of docuaat1 vhoae record copies are luted elaewbere in other schedules. 
They are not basic prograa records and are not part of official program. files. 

ITEM 
DESCRIPTION OP a.ECOIDS AUTdOlUZED DISPOSITION 

Office Adll1nistrac1ve Piles 

Records accuailated by individual offices Destroy vhen 2 years oJ.d, 
tbat nlate to the internal adllioutration or when no longer needed, 
or bouseuepiog activities of the office whichever ia sooner. 
rather than tbe functiona for vhicb tbe 

·hce exists. In gemral, tb.ese records Break file: End of 
te to the of £ice or1an1zation, staff­ calendar year. 

ing, rocedures, aad c0111a1nications; 
day to day adain.iatration of office 
persona includiq traiDiq and travel; 
supplies office services aad equip­
ment reques aad receipts; and the use 
of office spa and utilities. They may 
include copies internal activity and 
worltload reports ncluding work progress, 
atatutical, aad na ative report• which 
are prepared in tbe fice and forwarded 
to higller levela) aad her 11aterials that 
do not serve as offieial ocumentation of 
the prograa or office. 

NOT£: Thie acbeduJ.e 18 1cabie 
io'the record copies of 1onal 
cbarta, functionaJ. state•nts, a related 
record, that docwaent the eaaeotial rgani­
zation, staffing, and procedures oft 
agency. 

JOB: GRS 23-1 
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IT&K 
NO. 

JOB: 

l0-3 

JOB: 

20-4 

JOlS: 

20-5 

JOB: 

Manual 
UB UCOIDS SCH.EDUL& 20 

Becord1 Coaaon to Hoit Office• 

DBSCIUPTlON OP UCO&DS 

lloutine Control File• 

Job control records, atatus carde, routing 
sJ.ipe, work proce11ini abeet, corre1pon­
dence control foru, receipt• for record• 
cbargeouca and other 8111.ilar recorde. 

a aad other papers thac do not 
aerve a tbe baaia of official actions, 
auch u ices of bolidaya, or charity 
and welfar fund appeals, bond campaign, 
aad sillilar 

G&S 23-7c 

Acee•• Passes 

(a) Building pas ■es, 

parlung perllll.t s. 

(b) Records of issuance a 

GiS 11-4 A and 8 

Measeqer Service Files 

Daily loi•• aas1gnmem: records 
tion■, diapatcb recorda, delivery rece 
route 1cbeduJ.e ■, and related records. 

GR.S 12-1 

AUTHOilZ&D DI~PUSITlON 

Destroy wben no lon,ier 
needed. 

Destroy when 3 aonths old 
or when no longer needed 
whichever is ■ooner. 

.Destroy J montns after 
return to issuing office. 

Destroy after all are 
accounted for. 

Destroy When 2 months 
old. 

-2-
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• • Oepartaental 
• Field Service 

RU RECORDS SCW:DUU: 20 

Records Common to Kost Offices 

ITEM 
NO. DESCRIPTION Of itECORDS 

Property Disposal Correspondence Files 

Correspondence files maintained by units 
responsible for property disposal, pertain­
ing to their operation and administration, 
including RRd Form G-428. 

JOS: 

20-7 Offices - Form T-83 

List offices where full and part-time 
service provided showi~ re~ional bound-
aries, addr ses, and phone numbers. In­
cludes me110r da from tne Director of Field 
Service advisi of changes to be made. 

JOS: NCI 184-79-3 Item 4-13 

20-8 Requisitions 

Copies of completed requi 
kept in initiating bureau 

(a) Stocked supplies and 

(b) Nonstocked items and 
special services. 

JOB: GK.S 3-8 B 

20-9 Duplicate Documentation and Personnel 
Files Maintained Outside Personnel Office 

(a) Supervisor's Personnel Files 

Correspondence, meiaoranda, forms and 
other records relating to positions, 
authorizations, pending actions, 
requests for personnel actions, and 
records on individuals that are dupli­
cated in or not appropriate for the 
official personnel folder. 

-3-

Appendix S 
fart II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy when 2 years 
old. 

Des troy when 6 months 
old or no longer needed 
for administrative use 
whichever is sooner. 

Destroy when 6 months old. 

Destroy when 6 oontns old. 

w annually and 
superseded or 

documents; 
destroy l documents 
relati~ 
employee 
separation o transfer, 
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UB llECOIDS SCHEDULE 20 

lacorda Co•oo to Moat Office• 

!TIM 

-NO. DESCllPTION or llECOiDS 

Duplicate Docuaeotation aod Peraonnel 
File• Maintained Outaide PeraoDDel 
Office Cont'd 

(b) Duplicate Documentation 

Other copies of docuaent1 duplicated 
in Offieial Personnel Folders not pro-
vided for elsewhere in this schedule. 

JOB: GRS 1-lS A and B 

20-10 l Bureau/Office Bud et Piles 

JOB: NCI 184-79-3 ltea 6-9 

20-11 Budget Reports Files 

Bureau/office copies of perio c reports 
on the status of apportiom•nts 
the overtille stacua report, the t 
status report, report of FTE usage 
AMIS reports A 103 and B 402. 

(a) Annual report (reflects end 
year; issued in Septeaber). 

(b) All otber reports. 

JOB: GRS 5-3 A and B 

AUTHOllZED DISPOSITION 

Destroy When 6 aontha old. 

Destroy 5 years after the 
close of tbe fiscal year 
involved or when no longer 
needed for administrative 
use, Whichever is sooner 

Break file: End of fiscal 
year. 

Destroy when 5 years old. 

Destroy 3 years after the 
the fiscal year. 

-4-
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20-13 

JOB: 

20-14 

JOB: 

20-15 

lU B.&CO&DS SCH&>UU 20 

Bacorda Co.aon to Moat Office• 

DESCIUPTION OP llECOllDS 

Daily Ti• Sheet ■ 

RBI Pora G-56 • uaed to support entriea on 
ti• and attendance reporta. Includes 
na•• time-in. t1ae-ouc • bours worked aod· 
leave taken. 

Item 4-9 

ion for leave (SP-71) aod support­
• retained by tiaekeepers as 

ion for tbeir payroll ent'ries. 

NCI 184-79-3 

Tesseract Ti.Jae and 

Bureau/office copies o 
and attendance reporta.• 

GH.S 2-3 A (2) 

Peasibility Studies 

Studies COGducted before tbe instal.I tioo 
of any tecbnolo,y or equip•nt associ 
with information management systeu. s 
as word processing. copiers. 11:icrographi 
aod system analyses for the initial estab 
lishment and 11ajor changes of tneae system 
Such studies typically include a cooaidera­
tion of the alternatives to the proposed 

-5-

Appendix 8 
Part 11 Ada. Manual 

AlJTMOB.IZlW DISPOSl'UON 

Destroy after 3 years or 
after internal audit 
whichever is sooner. 

Break file: End of fiscal 
year. 

Retain along with daily 
time sheets (G-56). 
Destroy wben 3 years old. 

Break 'tile: End of fiscal 
year. 

Destroy 6 months after 
the end of the pay period. 

8reak file: End of ~onth. 

Deatroy 5 years after com­
cancellation of 



• • Depart•at&l 
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'Appeadi& a 
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llB K.ECO&DS SCHEDULE 20 

&acord ■ Co11110n to Ho■ t Office• 

ITEM 

-NO. DESCIUPTION OP llECOIWS AUTHOJUZED DISPOSITION 

Pea■ 1bilitY Studies Cont'd 

----••atea and a coat/benefit aaaly■ u, includ­
ing .......-..._.....ysi ■ of the 1aproved efficiency 
and ef feet i to be expected f raa tile 
proposed 

JOB: Gas 16-9 

20-lb Operation■ Plans 

Yearly plan■ subcaitted by bureaus and 
of fices in twll parts. First ca.ll 
su11U1arize1 accomplishments of the c011pleted 
fiscal. year baaed on previously aet oDJec-
tive ■• Second call ■ubllli.aaion predicts work 
by letting objective• for the next tbree 
fiacal years. 

Destroy when 3 years 
old. 

Break file: Eod of fiscal 
year. 

NOTE: These are not 
~ning copies. 

the official ofiice of 

JOB: New Item 

20 Work Measurement bporta 

of wor~ output Dy 

(b) Monthly 

Destroy wndn 3 years old. 

Destroy at ead of fiscal 
year. 

JOB: NCI 184-79-3 Itea 6-10 
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JOB: 

20-19 

Depart•atal 
Pi&l.d Service 
Appendix I 
Part. II Ada. Manual 

ADTliOI.IZ.&D DISPOSITION 

Destroy Wilen 2 years old 
or no longer needed for 
&dainiatrative uee wbich­
ever 1s sooner. 

Destroy wnen 2 years old 
or when oo longer needed 
for ad.a1n1strative uee, 
Whichever is sooner. 

Destroy on separation or 
transter of employee. 

Destroy J years after 
date of appraisal or wnen 
o longer needed for refer-

IT£K 

-NO. 

JOB: 

20-20 

JOB: 

20-21 

JOB: 

iB.8 UCOIDS SCHiDUU 20 

&.ecord• Coaaon to Moat Office• 

DESCI.IPTION OF UCOIDS 

POU Adainiatrative Pile• 

Becords relating to tae general agency 
111ple•ntation of the POU, incJ.ud1ng 
notices, •aoraada, routine correa­
pondence, aod related records. 

Act Adainiatrative File• 

ll.ecords lacing to tae general agency 
iaple•nta on of the Privacy Act, 10-
cluding not1 s • uaoraDda • rout 1ne 
correspondenc aad related records. 

GkS 14-26 

Eaployee ll.ecord C&rds 

Bureau/otfice copies of ea oyee record 
cards {SF-7B) used for infor tiona1 
purposes. 

GB.S 1-6 

Perforunce Appraiaals 

Bureau/office copies of performance 
appraisals of non-SES employees. In­
cludes the appraiaal, tnee job eleaenta 
and atand~rds upou which it is based 
and a.Ll aupport.ing documentation. 

GRS 1-23 A 4 aa.d 5 

-7-
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ITEM 

-NO. 

JOB: 

20-23 

JOB: 

20-24 

JOB: 

20-25 

JOB: 

Ill UCOllDS SCH.£DUL& 20 

a.cord• Coa.oa t.o Moat Office• 

DBSC&IPTION OP ucoa.os 

B.e9ue1t1 for Cbaye in Conaolidated L1at 
of Perunent Poeitiona 

Bureau/office cop1ea of KU Pora G-189 
which outline bureau or regional reque.ts 
for cb&oae• in organ1zu1onal structure. 
NOTE: Record copy 11111ntained in Bureau of 
i:'raonoel (aee Schedule 7). 

3 ltea 7-6 

of Peraonnel Action• 

Bureau/o ice copies of Staa:lard Pora 50 
docuant 1n initial employant, proaot1ou, 
traaafera 1 or out aad all otber 1ad1-
v1dual perso 

GB.S 1•14 8 

Travel Voucbera 

Bureau/office aeraoraadu 
voucbera (Sf•lll3AJ and 
requests (SF-1169). 

G&S 9-1 B 

Tra1a1y l'ilea 

Bureau/office copies of requeata, a bo­
rizationa, agree•nta, cen1fication• f 

AUTiO&lZD DISPOSITION 

Destroy at close of 
fiscal year. 

Deatroy wben I year old. 

Destroy wbeo 3 years old. 

Destroy wnen 5 years old 
or when superseded or 

trainioa, aad. other record• relatioa to obsolete, whichever 1a 
the availability of training aad. empioye sooner. 
panicipat1oa in trainioa pr01rau spon­
sored by otbiar government agenciea or 
non-govera.m.tult inst itut iona. 

GRS l•l9 B 

-8-
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W UCOIDS SCHKOOLI 20 

Record• COIIIIOn to Moat Office ■ 

ITBK 
DISCllPTION or UCOIDS 

tu1t1on Aaeiatance 

jureau/oft1ce copiu of reque ■ t• for 
a■ aietance, courae evaluations, and 

aburaement receipt•• 

JOB: NCI 

20-27 

Bureau/office copi 
Coalllittee agenda, 
progreae reports. 

JO&: Gll.S 16-8 B 

20-28 ADP Project/Services 8.equeet Piles 

Bureau/office copies of lUl8 Poru G-436 
a, b, c, aad related records docuant iag 
A.l.)p Steering COlllll1ttee or Bureau of Data 
Processing approval or denial of proposed 
ADP projects or equipaenc purchases. 

(a) Approved ADP proJect or equip•nt. 

(b) Diaapproved ADP project or equip•nt 
purchase documentat 1.on. 

JOB: New ltea 

AIJTllOilZ&D DlSPOSITlON 

Destroy when 5 years old 
or when superseded or 
obaolete. 

Deatroy when 3 years old 
or wnen no longer needed 
for reference, wtiichever 
18 sooner. 

Destroy when J years old 
or upon coapletion of pro­
ject ur purchase, wn1.cbever 
1.a later. 

Destroy when 2 years old 
or no longer needed for 
adainistrat1ve use, which­
ever is sooner. 

-9-
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• RRB Records Schedule. 
Records Common to Most Offices 

20-29. Schedulea or Daily Activities. 

Calendars. appointaent books, schedules, 
lop, diariea, and other records docu­
aentine ...tinp, appointaents, tele­
phone calla, trip&, viaita. and other 
activitiea by Federal eaployee• while 
servinc in an otticial capacity, created 
and aa:intained in hard copy or electron­
ic fora, EXCLUDING aateriala deterained 
to be personal. 

a. Records containins substantive in­
fol'll&tion relatinc to otficial acti­

Destroy or delete when 2 years
old. 

vitiea, the sub■ tance or which has 
not been incorporated into official 
f'ilea, EXCLUDING records relatinc to 
the official activities of high 
govemaent officials {see note). 

(NOTE: Hip level officials include the heads or departaents and independent 
qencies, their deputies and assistants; the head.a of proci-• ottices and staff 
offices including asaistant aecretaries, adlliniatrators, and coaisaionersi 
directors ot offices, bureaus, or equivalent; principal reli,onal officials; staff 
assistants to thoae atoreaentioned official•, such as special uaistant■ , confi­
dential assistants. and adllini■ trative asaiatanta; and career Federal eaployees, 
political appointees, and officer& of the A1'll8d Force• servinc in equivalent or 
coaparable positions. Unique substantive records relatinc to the activities of 
these individuals auat be scheduled by subm.saion of an SF 115 to NA.RA.] 

b. Records docuaentina routine activi­ Destroy or delete when no • 
ties contininS no subatantive intor­ lonpr needed. 
aation and records containinc sub­
stantive inforaation, the substance 
of which bu been incorporated into 
organized f'ilea. 

JOB: GRS 23, item 5 

2 o - 3o . Position Descriptions. 

Record copy of position deaeriptiona De■ troy 2 year& after position 
is aboliabed or descriptionwhich include intoraation on title. 

seriea, p-ade. dutiu and re■ponai­ auper■eded. 

bilitiu. and related docuaenta. 

JOB: GRS 1, item 7b. 



• • 
il.B UCOR.DS SCHEDULE 20 

Records Common to dost Offices 

Explanatory Notes 

1. With the exception of Iteu 20-16, 20-17(a)(b), and 20-28(a)(b), all 
aeries in this revised schedule have retention periods previously approved 
in either NCI 184-79-3 or the General ~ecorda Schedule. 

2. New Itea 20-16, Operations Plana - These plans are summarized in the Agency 
Couolidated Plan (Item 18-1) created annually by the Office of Planning. 
Item 18-1 is retained permanently. The tbree year retention period for 
bureau/office copies of operations plans ia derived from the fact that such 
plans cover tbree year periods and bureaus may need to refer that far back 
for information necessary to for111.1late new or revised plans. 

3. New Itea 20-17(a), Work Measurement Keports - Retention period for this 
series (foraerly Item 6-lOb (1), NCI 184-79-3) has been extended by one year 
to reflect reference needs of bureaus. 

4. New Item 20-17(b), Work Measurement B.eports - Series duplicates information 
in cumlative fiscal year report and need not be kept after creation of sucn 
report. 

5. New Item 2U-2d(a)(b), ADP Project/Service Jlequeat files - ~ureau/office 
copies of records described in the fifth explanatory note of revised R.ll8 
Records Schedule 4. Subseriea retention peri~d• meet the informational 
requirements of the Dureaus. 




