
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC 1-029-84-01 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 9/22/2021 

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These items, unless subsequently superseded, may be used by the agency to 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 except those listed below are active. 

SUPERSEDED AND OBSOLETE ITEMS 

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

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

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

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

annotated on the schedule itself. 

Item 1 is superseded by Nl-029-99-002, item 6a. 

Item 3 is superseded by Nl-029-99-002, item la. 

Item 41a Superseded by DAA-GRS-2015-0006-0001, Superseded for records dated 2017 forward only. 

Item 42a Superseded by DAA-GRS-2015-0006-07. 

Item 100 is superseded by Nl-029-99-002, item 2a. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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!qfQUEST FOR RE.:;ORDS DISPOSITION AUTHORITY LEA'/'.:: BLAN!( 
(See Instructions on reverse) JOB NO 

TO GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVtCE, WASHINGTON, OC 20408 1/- ,9iDATE REOEIVED 
-1. FROM (AGENCY OR ESTABLISHMENT) �O / 

Department of Conmerce NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

In arcordance w,tn t>,p ornv:,irins of 44 lJ SC 3303a tnP disposal rp Bureau of the Census Qcest ,nr'ud,ng nendmPrts 1s appr�ved e,ceµt tor ,terns that nv1 
3. MINOR SUBDIVISION he slJ<:ieed "d,s�osal not aporoved" or .. ,,,,:hdrawn' 1n :o,Jmn ! 0 

Administrative Services Division-----------1 
4. NA�E OF PERSON WITH WHOM TO CONFER 5. TEL EXT 

Lt'�V,-d,,,L_ 1,.,i.gaf
Allan W. Hoefkins ___.,_763-1680 -- ------�: ______________ -J 

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 __ page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
D A Request for immediate disposal. 

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

C. DATE E. TITLE 

Departmental Records Officer 

7. 

ITEM NO 

IJO 

9.8. DESCRIPTION OF ITEM 10.SAMPLE OR(With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

BUREAU OF THE CENSUS ADMINISTRATIVE RECORDS SCHEDULE 1 

ADMINISTRATION AND MANAGEMENT 

These records relate to general management and adminis­
trative functions not specifically covered in other 
schedules. 

flM t}Jttq,Vf'?t 1-,1if Wvh4cr 
M,G-4 /u1il/Z5 :J-,it '¥- � 11--1tJ1.;--21- /J� 

lt,f PATIi Cf/AIJG-E fl/&E-7 RE& iRE 

/J bJ-S fJfl� ff Nr;-., fJ N (/I ':Y&r1 f lrJ7 

STANDARD FORM 115 
Revised Apr,I, 1975 

· Prescribed by General Services 
Adm1n1strat1on 

FPMR (41 CFR) 101-11 4 
5t11I (p-d!t-if- DJ 7)mvJ 
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__ .'!11..,_- �4':........-------..-
PAGE OFJOB NORequest for Records Disposition Authority- Continuation 

1. 
ITEM NO 

1 

2 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

[1] Correspondence fil es relating to the administrative 
and management programs. 

Destroy after 2 years. Bring pertinent material 
forward into the current file if frequent
reference exists. Ji[! I j • I) 

[2] Record set of organizational charts, reports, 
studies, and other documents that refl ect the 
organization of Bureau staffing, and changes
thereto. Volaume: 60 cubic feet. 1955 and 
thereafter. 

Annual accumulation: 2½ cubic feet. 

Permanent. Transfer to the Federal Records 

2 55 
9. 

10. 
ACTION TAKENSAMPLE OR 

JOB NO 

/rfJ;J 

Center when 2 years old. 
National Archives ii g 1111 YySitryap;t. /1)?,

Off er to the , 

� �7rJ��tJ-t,/.
1. Superseded Materiaa: 

This chapter supersedes Census Administrative 
Manual , Chapter K 3, "Census Administrative 
Records Schedul es," formerly "Records Management"
dated November 4, 1977, and any other instructions 
which are inconsistent with its provisions. 

2. Purpose: 

The purpose of the Chapter is to provide dispo­
sition instructions for al l Census Administra­
tive Reco�ds with the fol lowing objectives in 
mind: 

a. Identify the records of continuing
value as distinct from those that 
are disposabl e. 

b. Keep records moving out of high cost 
office space and filing equipment as 
rapidly as desirabl e. 

----------------------------'--..,.-----,---'------
Four copies, lncludlng orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 

115-203 

http:Vyk'rylpu..I!)r...eJ
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Request for Records Disposition Authority- Continuation 

7. 

ITEM NO 

3. 

8. DESCRIPTION OF ITEM 
(With Inclusive Oates or Retention Periods) 

Records Disposition Schedules: 

Authorizations: 

The following standards govern the retention 
and disposal of administrative records. 

a. General Records Schedules: 

General records schedules are documents 
published by the General Services 
Administration (GSA) and cover the type of 
administrative records connnon to all 
Government agencies. The retentions con­
tained in the Census administrative 
records schedul es are in accordance with 
the general records schedules. Copies are 
avail abl e for reference in the Records and 
Facilities Branch, ASD. 

b. Census Administrative Records Schedules: 

The retention periods for all administra­
tive records common to each Census Bureau 
division are contained in Schedul es 1-10. 

3 [3. ] Record copy of minutes of committees, meetings, and 
conferences maintained by the office of primary
interest. Volume: 30 cubic feet. 1950 and there­
after. Annual accumulation: 1 cubic foot. 

Permanent. Transfer to the Federal Records 
Center when 2 years old. Offer to the National 
Archives &g Stiv •flt: (Ill H £; Huns 
uqt) 12 1P 11 11 /A(_ I tJ � J/t:Jct'j �l 

t(u j��tll{,l_,Zt:)��-
4 Forms file consisting of copies of printed forms, 

and data showing inception and scope of form, the 
purposes served by the forms, and related pro­
cedures. 

a. Publ ic Use Forms (i.e., Questionnaire Forms used 
to gather information from the public). 

(1) Historical record copy maintained by the 
Forms Branch. Volume: 75 cubic feet. 
1951 and thereafter. Annual accumul ation: 
1½ cubic feet. 

PAGE OF 

9. 
10.SAMPLE OR ACTION TAKENJOB NO 

Four copies. Including original, to be submitted to the National Archives 'STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
(,1'0 t:i·,j O - 579-387 FPMR (41 CFR) 101-11 4 

115-203 
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JOB NORequest for Records Disposition Authority- Continuation 

8. DESCRIPTION OF ITEM 
ITEM NO 

7. 
(With Inclusive Oates or Retention Periods) 

PC'1'HIQIIEII L. Tr dilS Fe, te Lile Fede, al fkcdi ds 
bORt0r .,,t:i,Ha 2 yea, s old. 01 t e1 to LIie 
W.at • al r.: I · s I ?P Ji & u, s a td. 

(2) All other copies. 

Destroy when superseded, obsolete, or no 
longer needed. 

b. Internal Use Forms. 

(1) Record copy of forms relating to the 
Decennial Census. Volume: 90 cubic feet. 
1951 and thereafter. Annual accumulation: 
2 cubic feet. 

Pe, 111a11e11t. +raR&for to tbe Record. 
a-i&JWJHioR blRit �,1h@R= a years eld. 6FPe1 
w Ll:e UatioRal Arohivos 1nl.e11 18 yefl'r s oltl., 

(2) Record copy of forms relating to the 
Economic Census. Volume: 48 cubic feet. 
1951 and thereafter. Annual accumulation: 
1 cubic foot. 

Pe, 111a11e11L: "Frans"P@r 'tie !�e- R,ee01 els 
'B-isttes;4qe,. zijnH1 when f! 3sars olds 118FPI. 
'tie illi Ple:tiena� .e.111.Ioes-wl,t:1 B yca:J ld, 

(3) Record copy of all other forms. 

Destroy 3 years after obsolescence. 

(4) All other copies of (1), (2), and (3). 

Destroy when superseded, obsolete, or no 
longer needed. 

less than 
Annual ac 

rds 

PAGE OF 
4 55 

9. 10.SAMPLE OR ACTION TAKENJOB NO 

1vitb 

Four copies. Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1nostrat1on 
FPMR (4e1 CFR) 101-11 4 

115-203 



JOB NO PAGE OF 
Request for Records Disposition Authority-Continuation 

9. 
7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. 

ACTION TAKENITEM NO (With Inclusive Dates or Retention Periods) JOB NO 

A. (1). 
Destroy 5 years after nela.ted' form .is GRS 16 
discontinued, superseded or cancelled. 4A 

B ( 1 ). 
Destroy 5 years after related form is GRS 16 
discontinued, superseded or cancelled. 4A 

B (2). 
Destroy 5 years after related form is GRS 16 
discontinued, superseded or cancelled. 4A 

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
Gl'O l�il o - 579-307 FPMR (41 CFR) 101-114 

115-203 
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JOB NO PAGE OFRequest tor Records Disposition Authority-Continuation 

5 55 
9.

7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

5 [5.] Office of Management and Budget report claearance 
fil es consisting of SF-83, "Request for and Notice 
of Bureau of the Budget Clearance Action," sup­
porting statement, and copies of proposed report 
forms. 

Destroy when 15 years old or sooner if no 
l onger needed for current business. 
(GRS #16, Item 5) 

6 [6.] Management reports. 

a. Published reports and studies, including the 
l ast manuscript report if not published, with 
supporting papers documenting project initi­
ation, scope, procedure, and accomplishments. 
Volume: 15 cubic feet. 1950 and thereafter. 
Annual accumulation: ½ cubic foot. 

Permanent. Offer to the National Archives whenI()• years old a ss: 1 ar if ::st ucdad �} 1th,Jt:/l- ah■ · O tJ Jiii; I : : • f::/.t>Q..t,/l 

b. Worki��4[fc/frFur.�eria1{:' ·; l't/cJ-i iJ/4-tJUt/�A
studies, analyses, notes, rough drafts, interim v� 
reports, and related papers. 

Destroy 6 months after final action on project
report or 3 years after compl etion of report if 
no final action is taken. (GRS #16, Item 10) 

c. Project control records for management or orga­
nization studies showing assignments, progress,
and completion of projects. 

Destroy 1 year after project is compl eted or 
abandoned. (GRS #16, Item 7) 

1 �- h-'7h,fo/.-MJI�
d. Ori grnat mg . . . off"1 ce copy of aAMltga:1t2tTtfi'.k/. o .@ 

-ffleftt reports submitted to the Department of 
Commerce, and related analysis and feeder 
reports. These reports correspond to those 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
Gi'O !(Ji� 0 - 579-387 FPMR (41 CFR) 101-11 4 
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STANDARD FORM 115-A 

JOB NO P'l5'E OF
Request for Records Disposition Authority- Continuation I 

9. 
7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 

ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

described in General Records Schedule No. 16,
Item 5 except that they are directed to the 
Department of Commerce rather than 0MB. 
Volume: 2 cubic feet. 1964 and thereafter. 
Annual accumulation: Negligible. 

P n dii@Plb44 e: I c: bu 11 i !t@flt,h:.al ., el.bp han 
II JI F 1d Si ao::e IP i!C l&n�: mud� 
f.,. Cd:, arm■ . p��! ;;--lj.,i:,,,;�r.-1#, 

e. Periodic activity reports surmnarizing in narra­
tive and statistical form the accomplishments
of an organization. Volume: 15 cubic feet. 
1950 and thereafter. Annual accumulation: 
½ cubic foot per year. 

(1) Originating unit copies prepared at 
di���?: V 

/� U/.
P 1��110 al:o llatiU::U t1 I. H 
hlil@i!U!S l oa;a: :12cdsd fie :l 
01s , +IF n t n IIS J 

(2) Originating unit copies prepared and 
retained below division level. 

Destroy when 1 year old. (GRS #19, Items 
lla and llb) 

7 :7.] Congressional authorizations and descriptive lists 
of records authorized for disposal. 

a. Records and Facilities Branch copy. 

Destroy when related records are destroyed or 
when no longer needed for administrative or 
reference purposes. (GRS #16, Item 3a) 

b. Other copies. 

Destroy when no longer needed for reference 
purposes. (GRS # 16, Item 3b) 

' Four copies, Including orlglnal, to be submitted to the National Archives 
Revised July 1974 
Prescribed by General Services 

Administration 
G 1'0 19', 5 0 - 57!l-3R7 FPMR (41 CFR) 101-11 4 

115-203 

mailto:111@::.:o
mailto:t@flt,h:.al
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55 I JOB NORequest for Records Disposition Authority- Continuation 

7. 
ITEM NO 

8. 

9. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

[8. ] Age Search Application index file showing name,
address, and case number of applicant. Filed 
alphabetically by �ame of applicant and used 
as a locator while search is in progress, and as 
index to age search application file. 

Destroy when 3 years old. 

[9.] Corrmunications records. 

a. Mail control records of receipt of routing. 

Destroy when 1 year old. (GRS #12, Item 6a) 

b. Fund receipt file consisting of memorandum 
copies of records, such as Form 10-200,
"Statements of Receipt," used to transmit funds 
received in the mailroom to Finance Staff. 

Close file June 30 and December 31 and destroy
1 year later. (For originals see Item 32 
[Census Records Schedule 2, Item 17]. )  
(GRS #ut Item 6e) 

c. Post Office forms and supporting papers 
including records of received and dispatched
registered mail pouches; receipts for and 
records of incoming registered, certified, 
insured, and special delivery mail; reports
prepareda them; and similar records. 

Destroy � yearllfl..(GRS #12, Item 5a) 

d. Estimated mail payment report and all related 
papers. 

(1) Mail Mana t Unit copy.
;z;_a

Destroy ste1• 6 years,1/.(GRS #12, Item 7) 

(2) Division copies. 

Destroy after 2 years. 

PMJE OF 

9. 10.SAMPLE OR ACTION TAKENJOB NO 

115-203 · Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admin1strat1on 
CJ >O l!JIS O - 57'1-187 FPMR (41 CFR) 101-11 4 
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JOB NO PAGE OFRequest for Records Disposition Authority- Continuation I 8 

7. 
ITEM NO 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9· 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

e. Production reports, including records of mail 
handled, performed, and reports compiled. 

� 
Destroya� 1 year�(GRS #12, Item 6d) 

f. Messenger service records, including daily 
logs, assignment records and instructions,
dispatch records, delivery receipts, route 
schedules, and related and similar records. 

Destroy when 2 months old. (GRS #12, Item 1) 

g. Teletype file consisting of duplicate copies of 
messages received and transmitted via Public 
Building Service Western Union. 

Destroy when 6 months old. (GRS #12, Item 3a) 

10 [10. ] Directories, such as building, room, or telephone 
lists or cards; and lists, forms, reports, working 
papers, and correspondence used in compiling them. 

a. Destroy the directories when superseded or 
obsolete. 

b. Destroy other records 2 months after the direc­
tories are issued. (GRS #11, Item 3) 

11 [11. ] Cards listing items of equipment for each telephone
line assigned to Census. Used for reference and 
for writing orders for equipment changes. 

Destroy old cards when they become filled up and 
new cards are prepared. (GRS #12, Item 2b) 

12 [12. ] Memorandum copies of orders for telephone service 
and the requesting documents. Used for reference 
and for updating the telephone equipment cards. 

a. Accomplished copy. 

Destroy whenJ yea�aold. (GRS #12, Item 2b) 

55 

115-203 , Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
C. PO JWf5 0 - 571l-387 FPMR (4 1 CFR) 101-1e1 4 



Request for Records Disposition Authority- Continuation I JOB NO PAGE OF 
9 55 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

b. Suspense copy. 

Destroy when accomplished copy is filed • 
.ftM ... , 1 1  s:: • 

13 [13. ] Memorandum copies of telephone toll tickets. (For
originals see Item 27 [Census Administrative 
Records Schedule 2, Item 12].) 

Destroy when 1 fiscal year old. (GRS #12, Item 
2d ltd llf tI)/. 

14 [14. ] Index and control records. 

Dispose along with related files. 

15 [15. ] Transitory materials which involve no administra­
tive action on the part of the receiver, or routine 
requests for material and information involving
no special compilations or research. 

Destroy 3 months after transmittal or reply.
(GRS #14, Item 3) 

9. 10.SAMPLE OR ACTION TAKENJOB NO 

115-203 Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 



Request for Records Disposition Authority- Continuation JOB NO 

ITEM NO ACTION TAKEN 

16 

a .  

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admin1strat1on 
FPMR (41 CFR) 101-11 4 

7. 9.8. DESCRIPTION OF ITEM 10.SAMPLE OR(With Inclusive Oates or Retention Periods) JOB NO 

CENSUS ADMINISTRATIVE RECORDS SCHEDULE 
FINANCIAL MANAGEMENT 

These disposition instructions apply to the records accu­
mulated by Census in preparing its budget for submission 
to the Department, 0MB, and to the Congress; in defending
its requests for funds; and in ensuring that appropri­
ated and other funds are so used that they wil l l ast for 
the periods of time authorized, and are used for the 
purposes specified . 

This schedule appl ies to al l such records regardless of 
where in Census they are located, or which organizational
unit created them . 

procedures 
reflecting policy dee itures 
for Census programs . feet . 1950 
and thereafter . Annu n: 2 cubic feet. 

fer to the National Archives when 
or sooner if no longer needed for 

us i ness . (GRS i/5, I tern 1) 

17 [2 .J Budget correspondence of a routine nature and not 
included in Item 1 above. 

Destroy when 2 years old .  (GRS w5, Item 3) 

18 [3.J Correspondence, reports, and simil ar records per­
taining to the administration and operations of the 
payrol ling and fiscal accounting functions of 
Census and not included in Item 1 above. 

Destroy when 2 years old .  (GRS #2, Item 2) 

115-203 Four copies, Including orlglnal, to be submitted to the National Archives 
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•
JOB NO Pfi_E OFRequest for Records Disposition Authority- Continuation I 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKEN JOB NO. 

19 [4.] Monthly statements to Treasury of net disbursements 
and receipts, such as SF-224, "Status of Trans­
actionsa. "  

Transfer to the Federal Records Center when 3 yeA�s 
old as G.A . O . audit records . Destroy � J •�(, 

'f'X43 months Aa &Y • (GRS 1f6, Item la) 

20 [5 .] General ledger tabulations reflecting in summary all V":° �Lassets and liabilities of Census, and income and ir.,-�7� 
expenses resulting from Census operation . Used as 
a central control over fiscal records, as a primary � 
source of data for management, and in the prepara-
tion of fiscal reports . 

I

;?d�J11¥zf"�Z}�� � 
21 [6 .] Allotment ledgers maintained at the appropriation I/'"'

level for apportionments and allotments . They are . 1 ii/(5'?;,: 
subsidiary to and support the applicable budgetary 
control accounts in the general ledger and are also '/_;?"
used to prep�• fi sc•  

� :z;;ftttLo/;;;;; � 
22 [7 .] Regular and special cost and other fiscal reports

used to evaluate the economy of the Bureau ' s  opera­
tion and in preparing budget estimates . 

a .  Finance copies . 

Destroy when 3 years old . (GRS #8, Item 7a) 

b .  Budget copies . 

(1) Year-end reports . 

Destroy when 5 years old . 

(2) Other budget copies . 

Destroy when 3 years old . 

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1 974 
Prescribed by General Services 

Adm,nistrat,on 
FPMR (41 CFR) 10 1-1e1 4 

115-203 



JOB NORequest for Records Disposition Authority- Continuation I 

9.7. 8. DESCRIPTION OF ITEM SAMPLE ORITEM NO. (With Inclusive Oates or Retention Periods) JOB NO 
10. 

ACTION TAKEN 

c. Alal others. 

Destroy when 3 years old. w gge11a1 H ::s r g 11 
(GRS #8, Items 7a and 7b } 

23 [8. ] Journal vouchers used to su1TD11arize transactions 
recorded in the various accounting registers for 
inclusion in the general l edger. 

Destroy when 3 years old. (GRS #7, Item 4) 

24 [9 .] Accounting registers which support the general and 
al lotment ledgers of Census, such as accrued 
expenditures, cash disbursements, cash receipts,
procurement, accounts payabl e, inventory,
depreciation, and accounts receivable. 

Destroy after 3 years. (GRS #7, Item 4fl) 

25 [10. ] Records such as Form TFS 6653, 11 Undisbursed V:IJ// /, Appropriation Accounts, 11 submitted by Treasury '�1(a7�� '7monthly, showing transactions and balances for 
each of Censusa• appropriations and funds. Used to 
reconcile and control appropriations and funds. 

Destroy � 6 years1 (SW ilfl, iii ta):.J �-JJ ■ 
4/-tiJt�� J,  �-� 

26 [11.a] Appropriation warrants, transfer( and other papers
relating to appropriations used to establis and 
control Censusa• appropriations and funds. 

Destroy 3 years after the date of document. 
(GRS 1!6, Item 4) 

27 [l�. ]  Obligating documents, such as bil l s  of l ading, 
requisitions for supplies, printing requests, 
work orders, contracts, tol l tickets, and al l 
other records used to obl igate funds, or to accrue 
costs for obligation. 

Transfer to the Federal Records Center when 3 y�ajs 
old as G.A. O. audit records. Destroy 3 y • � ? �bl 3 months af l • so (GRS #6, Item la)

�

• 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
FPMR (41 CFR} 101-11 4 



9.8. DESCRIPTION OF ITEM 10.7. SAMPLE OR(With Inclusive Dates or Retention Periods) ACTION TAKENITEM NO JOB NO 
----+------------------------ ------+-----+------

Request for Records Disposition Authority- Continuation I JOB NO PAGE OF 

1 1  i:; i:;  

� 

[13.] Records, such as SF-1166, "Voucher and Schedule of 
Payments.a" 

a. G.A. O. audit copies. 

Transfer to the Federal Records Center when 3a
J� .years old as G. A. O. audit records. AD):-stroyfl�l

� • years 3 months trficba: i t Ea /}{!#,' (GRS #6, Item la) 

b. Bookkeeping copies. Memorandum copies of all 
schedules of disbursement used for reports and 
controls. 

Destroy 3 years after close of the fiscal year 
covered by the account. 

c. All others. 

Destroy when 2 months old or with records with 
which they are filed. 

[14.] Transportation records, such as schedules of 
disbursement, vouchers, government bills of lading,
transportation requests, and other supporting docu­
ments covering freight and passenger transportation
services. 

a. GSA audit copies of SF-1166 and supporting
vouchers. 

Transfer to GSA as audit records after close of 
each month. 

b. Vouchers supporting payments. 

Transfer to the Federal Records Center whena� J 
/ 

years old as G. A. O. audit records. Destroyawull 
<P • years 3 months Jf I.JlJSjj If : . (GRS #6, 

Item la) tJ..e.&... 
c. Government bills of lading. 

Transfer to the Federal Records Center when ! A�years old as G.A. O. audit records. Destroy � 
0 • years 3 months • an (GRS #6, 

Item la) 

28 

29 

· Four copies, Including original, to be submitted to the National Archives STANDARD FORM 1 15-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 

115-203 
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JOB NO PAGE OFRequest for Records Disposition Authority- Continuation 14 55 
9.

7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

d . Transv:�� ? 

dll,J-see Item .WJe II Tl. 31 ds §c.:ulrl
i i  d]. /1/.. . 

e. Unused ticket redemption forms. 

When 90 days old, forward to GSA in accordance 
with FPMR 101-41.210-5, Amendment G-43. 

30 15. ] Travel vouchers and attached worksheets, used to 
reimburse individuals for expenses of authorized 
travel. 

Transfer to the Federal Records Center when 3 y�a�- ­old as G.A.0. audit records. Destroy 3 g • IJJtllJt 
3 monthsa £'.a !litta, (GRS #6, Item la) 

31 16. ] Miscellaneous vouchers and invoices, including 
attached worksheets, for all disbursements other 
than for transportation, travel, and personal
services. Used in processing accounts payable. 

Transfer to the Federal Records Center when 3 �ea�
old as G.A.0. audit records. Destroya� JI flJ-lltl._�lfldl:J 3 months di nf . (GRS #6, Item la) 

32 17.] Statement of receipts of funds prepared by desig­
nated employees to account for and/or to transmit 
to the Finance Division monies received for publi­
cation sold or special services performed for 
others by Census. 

Transfer to the Federal Records Center when 3 r��� 
old as G.A.0. audit records. Destroy MfLR fUlf.tl,(__

­
C �u-u---3 months a i. (GRS #6, Item la) 

33 Records such as SF-1038, "Application and Account 
for Advance of Funds . "  When advance is repaid, it 
is withdrawn and filed in a "closed" file. 

Transfer to the Federal Records Center when 3 ��a-4� .old as G.A.0. audit records. Destroy 2 S a 3 �
� 3 months &□ 5 (GRS #6, Item la)

di. 
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9.7. 8. DESCRIPTION OF ITEM 1 0. SAMPLE ORITEM NO (With Inclusive Dates or  Retention Periods) ACTION TAKENJOB NO 

34 :19.] Age Search Application files consisting of applica­
tions for search of the census records, cer­
tifications of the transcripts made from the 
records, and related correspondence. These are 
the basic fiscal records documenting the receipt
of funds for age search. Transfer to the Federal 
Records Center when 3 years old as G.A. O. audit 
records. Destroy qws I MOl!l.s efta nit ai12'9, ,I) 

35 :20.] Notices of refund prepared in the Personal Census 
Service Branch for the scheduling for payment of 
refunds to applicants for age information. Shows 
the amount to be refunded, reason for refund, and 
name and address of payee. 

a. Finance copies maintained in Pittsburg, Kansas. 
Transfer to the Federal Records Center whena:a��.years old as G.A. O. audit records. Destroy � 

, � years 3 months af&l s t ■ii 5 (GRS #6, 
Item la) ot,/},

b. Originating office copies.
§cc Iba. C th!!S&& Ptddi & Jsh&d&lG 1, HUE 81 .  
p�� 7tfLtVu tl£/.

36 [21.] Government Printing Office transmittal sheets and 
transmitted documents, such as memoranda for 
refund, certificates of deposit to GPO account, 
orders for publications, and notification of 
account to be charged for publications furnished 
by Census. 

Transfer to the Federal Records Center� 3 yey�
old as G.A. O. audit records. Destroy �ll� �!J3 months afibm sit at C a_  (GRS #6, Item la)

6t/_,
37 [22.] Internal audit reports, workpapers, memoranda, 

correspondence, and similar papers documenting 
the internal audit function of Census. 

a. Decennial reports files. 

Destroy when 12 years old. 

Four copies, Including ortglnal, to be submitted to the National Archives STANDARD FORM 1 1 5-A 
Revised July 1 974 
Prescribed by General Services 

Adm1n 1strat1on 
FPMR (4 1 CFR) 1 0 1  - 1  1 4  

1 1 5-203 



Request for Records Disposition Authority- Continuation I JOB NO 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

b. Other recurring reports filaes. 

Destroy when the second subsequent report of 
the same kind hasa- been complaeted. 

c. Nonrecurring reports filaes. 

Destroy when 6 years old. 

38 [23. ] Records such as SF-132, "Apportionment and 
Reapportionment Schedulaes," proposing obl igations 
for specified periods of time for each authorized 
appropriation and fund, and related correspondence. 

Destroy when 2 years old. (GRS #5, Item 6) 

39 [24. ] Regulaar and special reports prepared for Congress,
0MB, Treasury, the Department of Commerce, or any
other fiscal regul atory body of the Federal 
Government on the status of the Bureau ' s  appro­
priations and apportionments. 

Destroy when 5 years old. (GRS f5, Item 5a) 

40 [25. ] Budget execution and control records such as Form 
CD-3, "Al l otment Advice"a; BC-514 A, B, "Project 
Operating Plan" ;  BC-502A, "Program Authorization" ;  
BC-502B, "Project Description" ;  BC-505A, "Official 
Cost Estimate and Acceptance (Reimbursable Work or 
Services)" ;  and simil ar documents used to authorize 
and control the expenditure of appropriated and 
other funds. 

a. Budget Division copy. 

Destroy 1 year after claose of fiscal year
covered by budget. (GRS #5, Item 4) 

b. Alal other copies. 

Destroy when no l onger needed. 

Four copies, lncludlng ortglnal, to be submitted to the Natlonal Archives 

G 1'0 ,975 0 - S7'1-387 
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9. 

SAMPLE OR 10. 
(With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

41 [26. ] 0MB and Congressional budget presentations , 
exhibits , and appendices , and other data submitted 
in defense of the budget. 

a. Budget Division. 

Destroy when 15 years old or sooner if no 
longer needed for current business. 

b .  All others. 

Destroy when 1 year old. 

42 [27. ] Budget backup documents such as status, manpower , 
progress , and similar reports and workpapers
showing status and other conditions of Census ' 
programs and projects and used in preparing or sup­
porting the budget estimates. 

a. Budget Division copy. 

(1) Decennial appropriations. 

Destroy when 10 years old. 

(2) All Other appropriations. 

Destroy when 5 years old. 

b. All others. 

Destroy when 2 years old. 

43 [28. ] Budget workpapers and rough data accumulated in 
preparing the budget , including duplicates of 
papers included in the Budget Estimate file. 

Destroy 1 year after close of fiscal year covered 
by budget. (GRS #5, Item 2b) 

44 [29. ] Records , such as Form BC-135 , " Individual Earnings
Records , "  showing pay and service for each 

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
(., ] '() 197":, 0 - 57'1-387 FPMR (41 CFR) 101-11e4 

115-203 



I JOB NORequest for Records Disposition Authority- Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO 

PAGE OF 

r n  i;i; 

10. 
ACTION TAKEN 

employee. Used to record individual earnings
and creditable service, and to document the fiscal 
aspects of employment . 

Transfer to the Federal Records Center, St . Louis,
Missouri, when no longer needed for administrative 
purposes . (GRS #2, Item 1) 

45 :30 . ]  Records, such as Form BC-1147, "Time and Attendance 
Report,a11 showing attendance, and leave accruals and 
balances for both active and inactive employeesa. 
Used to process and prepare the payroll. 

a .  Payroll or fiscal copy . 

Destroy after G.Aa. O .  audit or when 3 years old,
whichever is sooner . (GRS #2, Item 3a) 

b .  All othersa. 

Destroy 6 months after the end of the pay
period . (GRS #2, Item 3b) 

46 : 31 . ]  Memorandum copy of Form SF-1166, "Voucher and 
Schedule of Payments," and SF-1183, "Subscriber 
List for Issuance of U . S .  Savings Bonds,a11 con­
sisting of copy of certification; a listing run by
purchase price of bond and by employeesa' names ; 
and a listing run by division and by employeesa' 
names . 

a .  Forms SF-1166 and SF-1183 that are maintained 
by Payroll Section . 

Destroy when 2 years olda. (GRS #2, Ite� 5).-. 
• 

b .  Listings maintained by the bond designated
officer . 

Destroy when 1 year olda. 

c .  Division copy of listings . 

Destroy when 1 year olda. 

115-203 ·Four copies, Including original, to be submitted to the National Archive■ STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
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9.1. 8. DESCRIPTION OF ITEM SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION 

10. 
TAKENJOB NO 

47 1 32. ] Records such as SF-71, "Appication for Leave,a" and 
supporting papers • .  Used by employees to obtain 
approval of annual or sick l eave, LWOP, and 
absences for which the time, attendance, and leave 
form has not been initial ed. 

a. If the time card has been initial ed by the 
employee: 

Destroy at the end of applicable  pay period. 
(GRS #2, Item Ba) 

b. If the time card has not been initial ed by the 
employee: 

Destroy after G.A. O. audit or when 3 years old, 
whichever is sooner. (GRS 12, Item 8b) 

48 '33. ] Payrol l checklists and copies of schedul e  of 
disbursements, such as SF-1166, prepared biweek ly  
and used by Treasury to verify the payrol l  checks. 
Returned to the Bureau with the checks. 

a. Site audit copy. (paid copy) 

Destroy after G.A. O. audit or when 3 years old, 
whichever is sooner. (GRS ca, Item 13b (l)) 

b. Pending copy. 

Destroy when paid copy is returned to Treasury. 

49 : 34. ] Empl oyeesa' pay folders consisting of records of 
individual employees, fil ed alphabetical ly by name 
of employee, that support the payrol l and earning
records and authorize the withholding of wages.
Separate fil es maintained for current and separated
employees. 

Separated employees. 

Destroy after G.A.0. audit or when 3 years old, 
whichever is sooner. (GRS #2, Items 4a (2), 4b (2), 
lla, 15a) I a 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
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7. 9.8. DESCRIPTION OF ITEM 10.ITEM NO SAMPLE OR(With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

11 h11 upon
separation of employee from the Department of 
Commerce. When an employee is transferred to 
an organizational unit of the Department other 
the Bureau of the Census, transfer the records 
to the office to which the employee is transferred. 

53 38. ] Withholdings and contributions reports and related 
papers on Federal, State, and FICA taxes;
insurance; health benefits; retirement contri­
butions; and similar records. 

Destroy 4 years after form is superseded or 
obsolete. (GRS � Item 18a) 

54 39.] Cumulative payroll listings showing cumulative 
payroll information for each employee of Census,
and run by pay period. Used for quarterly
balancing of Federal and State tax reports, and 

'Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
(. J 'O Jg;·, o - 579-387 FPMR (41 CFR) 101-11 4 

50 35. ]  Comprehensive payroll listings run by pay period 
showing gross pay, deductions, and net pay for each 
employee. Used as a source of information for 
answering questions on the pay of individuals. 

Destroy upon receipt of individual earnings record. 

51 36. ]  Payroll master listings consisting of records such 
as Form BC-174, "Manually Computed Payments"; 
BC-175, "Payroll Master Card Data"; and BC-178,
"Payroll Control Log. These are intermediate 
records used to prepare the checklists, and for 
reconciliation, balancing, and agreement of 
accounts. 

Destroy after G.A. O. audit or when 3 years old,
whichever is sooner. (GRS #2, Item 14) 

52 37. ] Records such as SF-2806, " Individual Retirement 
Records," used to record creditable service and 

Transfer to the 0 , .  i a o:.tAu ii · 

115-203 
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JOB NO. P'tf- OF 

Request for Records Disposition Authority- Continuation I 

9. 
7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. 

ITEM NO (With Inclusive Oates or Retention Periods) JOB NO ACTION TAKEN 

for any need for cumul ative payrol l information 
during the year. 

Destroy 6 months after posting to Form BC-135,
"Individual Earnings Record,a11 ss I d • aJ: 1  3 1  1 .lb. 

55 [40. ] Major or special census enumeratorsa' personnel and 
payrol l records. 

a. Enumeratorsa' personnel records consisting of 
notice of short-term employment and appointment
affidavit, and withholding tax statement on 
which the schedul e number on which the employee 
was paid has been recorded. Used as an index 
to the enumerator ' s  payrol l records. (Item
b bel ow) 

Hold until after notice that the enumerators ' 
payroll records (Item b bel ow) have been trans­
ferred to the Federal Records Center,
St. Louis, Missouri. After notice is received,
transfer to the Federal Records Center,
St. Louis, Missouri. (GRS #2,. Item 1) 

b. Records such as SF-1166 and enumerators ' pay­
rol l vouchers, used as an individual earnings
record, a comprehensive payrol l,  and for 
reimbursement for travel and miscell aneous 
expenses. Prepared in bl ocks of about 100 
payrol l worksheets with an SF-1166 for each 
block. Sent to Treasury for preparation of 
payroll checks, and returned to the Bureau 
when the checks are mail ed to the enumerators. 
Transfer to the Federal Records Center,
St. Louis, Missouri, after G.A.0. audit,
and when no l onger needed for administrative 
purposes. ( GRS Q. Item 1) 

: 46. ] Unemployment compensation records consisting of 
Form ES-931, "Request for Wage and Separation
Information for Unemployment Compensation for 

-·-- - - --'-------'-- --------'--------- - - -- ----- ------
'Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 1 1 5-A 
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7. 

ITEM NO 
9.8. DESCRIPTION OF ITEM SAMPLE OR(With Inclusive Dates or Retention Periods) JOB NO 

10, 
ACTION TAKEN 

Federal Employees," or similar records . Prepared
for State unemployment offices . 

Destroy when 2 years old . (Department of Labor 
Unemployment Compensation for Federal Employees,
Instructions for Federal Agencies, Paragraph 337). 

57 [42 . ]  Form 941 and 941a, "Employer ' s  Quarterly Federal 
Tax Return.a" Used to report individual tax with­
held quarterly and annually for Federal and State 
income tax purposes, including social security tax. 

Destroy when 4 years olda. (GRS B2, Item 18c) 

58 [43.] Records such as Form CD-81, "Paid Overtime and/or
Holiday Work," used to support the payroll . 

Destroy after G .A . O .  audit or when 3 years old,
whichever is soonera. (GRS #2, Item 16a) 

59 

/ aJ:
<; / -

[44. ]  Reimbursable project records reflecting the perfor­
mance of services for other Government agencies on 
a reimbursable basis, such as signed work 
authorities, bills for collection, collection 
vouchers, distribution and transfer of budget,
progress reports, correspondence, and similar 
papers documenting the projecta. Separate file 
maintained for "Open Projects" and "Closed 
Projects . "  

Closed Projects file. 

Transfer to the Federal Records Center when 3 ye�rsAold as G .A . O .  audit records . Destroy 3 g a 3 UHl.. A J.1 ,,___ ·-./J;AJ ·;;, months Mi'Hll F & (GRS #6, Item la) 
- • 7 ,La

b� /J 

60 
o-c,.(K. , 

[45 . ]  Trust fund project records reflecting the perfor­
mance of services forcompanies or individuals, such 
as signed agreements, estimate letters, GPO 
refunds, requests for additional fee, cash receipts
register documents, and correspondence. Separate 

11 5-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 1 1 5-A 
Revised July 1 974 
Prescribed by General Services 

Adm1nistrat1on 
FPMR (41 CFR) 1 0 1 - 1 1  4 



JOB NO PAGE OFRequest for Records Disposition Authority- Continuation 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITE M  NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

file maintained for "Open Projects" and "Cl osed 
Projects.a" 

Cl osed Projects fil e. 

Transfer to the Federal Records Center when 3 year
old as G.A. O. audit records. Destroy 8 J :s. t.. 

&W,,Jt:.-...a.,c.".,(J� 3 months &ii •��e. . (GRS #6, Item la) 

61 [46. ] Working fund project records refl ecting the perfor-
mance of services for other Government agencies on 
a working-fund basis, such as signed agreements, 
accomplished copies of advance payments, refund, 
and other rel ated papers. Separate fil e maintained 
for "Open Projects" and "Closed Projects. " 

Cl osed Projects fil e. 

Transfer to the Federal Records Center when 3 years
old as G.A.O. audit records. Destroy Kp • ..J-.. 1�••L 

� 3 months 41 ::::?2, •a. (GRS #6, Item la) 

62 [47. ] Agency for International Development records con­
sisting of work authorizations from AID, memorandum 
copies of reports submitted by the Bureau, and 
related papers reflecting services performed. 

Cl osed projects fil e. 

Transfer to the Federal Records Center when 3aye;.�s 
old as G.A.O.audit records. Destroy •-■r,•-L._ 1/J-1(,/!k.

� 3 months 5 I (GRS #6, Item la);.t,l, Y ?  

63 [48. ] Deposit tickets. 

a. Original copies. 

Transfer to the Federal Records Center when 3 
years old as G. A.O. audit records. Destroya-· _rA...__

C, • years 3 months .f I a: J •· • (GRS #6, 
Item la) o-t£.. 

·Four copies, Including original, to be submitted to the National Archives STANDARD FORM 1 1 5-A 
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Imprest Fund records. 
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Transfer to the Federal Records Center � 3 LA.A,wz..r 1 
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b. Memorandum copies. 

Destroy when 3 years old. 

j kH&'tti � 

64. [49 .] 
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9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR
ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

CENSUS ADM INISTRATIVE RECORDS SCHEDULE 3 

PERSONAL PROPERTY 

hese disposition instructions cover the procurement and 
upply records accumul ated in obtaining suppl i es and 

, ervices, control l ing stock on hand, reporting, and 
1 e 1 ated matters . 

65 :1 .J Correspondence fil es of procurement and service 
operating activities . 

Destroy when 2 years old .  Bring material forward 
into the current fil e when fil e is cl osed, if fre­
quent reference exists . (GRS 13, Item 3) 

66 :2 .J Contract case fil es consisting of numbered and 
unnumbered contractsa. 

a. Procurement fil e involving transacti ons of 
$10,000 or more . 

Destroy 6 years and 3 months after date of final 
payment . (GRS #3, Item 4a (l)) 

b .  Procurement file involving transacti ons of less 
than $10,000. 

Destroy 3 years after final payment . (GRS #3, 
Item 4a (2)) 

c .  Copies of contracts used for verification of 
deliveries . 

Destroy after deliveries are compl eted . 

d .  Copies of contracts, used for administrative 
purposes . 

Destroy upon termination or completion .  
(GRS #3, Item 4c) 

115-203 · Four copies, lncludlng orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
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SAMPLE OR 8 .  DESCRIPTION O F  ITEM 
(With Inclusive Dates or Retention Periods) 

67 [3.] 

d. 

JOB NO PAGE OF 
26 

9. 

JOB NO 
7. 

ITEM NO 
10. 

ACTION TAKEN 

68 [4. ] Bidder ' s  mail ing lists. 

a. Appl ication from vendors to be pl aced on mailing 
l ists to receive invitations to bid. 

Destroy when new mail ing list is establ ished. 

b. Commodity card index indicating commodities 
which applaicants to bid can furnish. 

Destroy when superseded or obsol ete. (GRS #3, 
Itema--(tf.) 

69 [5.] Purchase order fil es. 

a. Numerical filae, consisting of a copy of a 
request order such as Form CD-45, "Supply, 
Equipment or Service Order," used as a purchase
document ; worksheets ; and related correspon­
dence. 

Destroy 6 years and 3 months after date of final 
payment. (GRS #3, Item 4a (l)) 

b. Vendor fil e, consisting of an alphabetical fil e 
of purchase orders, which serves as an index 
to Item a above. 

Destroy concurrently with Item a above. 

c. Numerical fil e used for reporting purposes. 

Destroy when 1 year old. 

Bid invitations on which no awards were made. 
(Accepted and rejected bids are covered in Item 2a. ) 

Destroy when 1 year old. 

Commodity index card fil e. 

Cl ose fil e every 5 years and destroy 5 years
1 ater. 

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 
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(With Inclusive Dates or Retention Periods) ACTION 
10. 

TAKENJOB NO 

e. Copies of purchase orders used for follow-up 
purposes. 

Destroy when deliveries are completed. 

70 [6. ] Job order files, consisting of combined cost estima­
tes and work orders for property alteration or 
construction, memoranda quoting costs, and related 
records. 

Destroy 6 years and 3 months after date of final 
payment. (GRS #3, Item 4a (l)) 

71 [7. ] Repair and maintenance files. 

a. Files consist of forms such as BC-5, "Equipment 
Repair Request," estimated costs of repairs,
copies of vendor ' s  report of repairs, and issues 
and returns to stock. 

Destroy 3 years after date of final payment.
(GRS #3, Item 4a (2)) 

b. Control register of orders. 

Destroy 6 years after register is filled or 
closed. 

72 [8. ] Records such as Form BC-22, "Request for Supplies, 
Equipment, or Service.a" 

a. Stockroom copies. 

Destroy when 2 years old. (GRS #3, Item 9a) 

b. All other copies. 

Destroy when 6 months old. (GRS ,3, Item 9b) 

�our copies, Including orlglnal, to be submitted to the National Archives ' STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 
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JOB NO
Request for Records Disposition Authority- Continuation I 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Oates or Retention Periods) 

/'3 [9 .] Stock control records for expendab l e  property sucn 
as Forms CD-123, "Stock Issue Record Card," and 
CD-124, "Hi stori cal Records Card," used to record 
amounts ordered, received, due dates, issued, stocks 
on hand, and unit price. 

Destroy 2 years after discontinuance of time or 2 
years after card is completed. Transfer inactive 
and completed cards to a separate file maintained 
on an annual basis. (GRS D3, Item lOb) 

74 [10.] Property control file for nonexpendable property 
such as Form BC-1196A, "Mechanical Transactions; " 
BC-1196E, "Descriptive Code File, Mechanical;a" 
BC-1391A, "Non-Mechanical Transactions; " and,
BC-1391B, "Descriptive Code File (Non-Mechanical).a" 
Used to control inventory input to the computers. 

Dispose when 6 months old. (GRS #3, Item 9b) 

75 [ll.] Excess property file. 

a. Consists of forms, such as CD-50, CD-51, CD-52, 
and related papers, which document the disposi­
tion of excess, or surplus, accountable 
property. Case filed by field and Suitland 
offices, by case number. 

Destroy 6 years after final action. (GRS 14,
Item 6a) 

b. Quarterly Report to GSA and Annual Report to 
the Department of Convnerce. 

Consisting of forms, such as SF-121, "Quarterly
Report of Utilization and Disposal of Excess 
and Surplus Personal Property," and GSA 1473,
"Supply Activity Report," used to report excess 
and surplus property to GSA and to the Depart­
ment of Commerce. 

Destroy when 3 years old . (GRS fi4, Item 3) 

PAGE OF 
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Request for Records Disposition Authority- Continuation I JOB NO 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Oates or Retention Periods) 

76 [12.] Accountable property inventory listings. 

a. Mechanical and nonmechanical master listings. 

These are monthly inventory listings which 
reflect increases and decreases of mechanical 
and nonmechanical property during the course 
of a current month. Used as a principle source 
of data for accountable property. Filed by
month, fiscal year, type ( Executive Furniture), 
person ' s  name, and room number. 

Destroy when 2 years old. (GRS f3, Item lOa) 

b. Mechanical and nonmechanical locator listings. 

These listings are prepared each month showing
the location of mechanical and nonmechanical 
property by division. Used as a quick
reference for property information by division. 
Filed by month, by fiscal year. 

9. 
SAMPLE OR 

JOB NO 

PAGE OF 

29 55 
10. 

ACTION TAKEN 

Destroy when 6 months old or sooner if not neede�. 

115-203 

c. Transaction listings. 

(1) Transaction listings by account code. 

These listings reflect all transactions of 
mechanical and nonmechanical accountable 
property during the course of a current 
month, such as purchases, issuances, no­
cost acquisitions, return to stock and 
transfer of excess and surplus property. 
Used to balance totals on the current 
month master listings. Filed by month, by 
fiscal year. 

Destroy when 2 years old. Cut off file at 
the end of fiscal year, hold 1 year , and 
transfer to Bureau Reference Center and 
destroy 1 year later. (GRS :/i3, Item 10a) 

Four copies, Including orlglnal, to be submitted to the National Archives 

<., 1 '0 197.i O - 579•387 

• STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admin1strat1on 
FPMR (4O1 CFR) 101-114 



Request for Records Disposition Authority- Continuation 
30 55 

10. (With Inclusive Dates or Retention Periods) JOB NO 

number. 

77 

Four copies, Including original, to be submitted to the National Archives STANDA�D FORM 115-A 

FPMR (4O1 CFR) 101-114 

) JOB NO PAGE OF 

7. 9.8. DESCRIPTION OF ITEM 

Transaction listings by transaction 

SAMPLE ORITEM NO ACTION TAKEN 

(2) 

These listings contain the same infor­
mation as Item c(l) above, except that 
they appear in the same numerical sequence
as the input coding documents. Used to 
verify punch errors and omissions. Filed 
by month, by fiscal year. 

Destroy when 1 year old or sooner if not 
needed. 

[13.] Property issuance records for nonexpendable pro­
perty to an individual for official use, on or 
off premises, such as Form BC-208, "Memorandum 
Receipt, "  and Form OF-7, "GSA Property Pass. " 

Destroy 3 months after expiration or revocation. 
(GRS #18, Item 13) 

78 [14.] Shipping Service, consisting of forms such as 
BC-41, "Request for Shipping Service,a" and BC-468, 
"Request for Computer Tape Shipment,a" prepared 
by divisions for material to be shipped from the 
Bureau, showing mode of shipment and special
instructions. Also used as a receipt for material 
being transported. 

a. Shipping Section (ASD) copies. 

Destroy when 1 year old. (GRS #9, Item lb) 

b. Tape Management Section (CSvD) copies. 

Destroy when 3 years old. (GRS #9, Item la) 

c. Other copies. 

Destroy when no longer needed for reference. 

Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 

115-203 
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9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

79. [15. ] Records such as Form BC-261, "Rel ease of Computer
Tape,a" used to account for the disposition of capi­
tal equipment. 

Destroy when 2 years old. (GRS U3, Item lOc) 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1st rat1on 
C, 1'0 !!)?j o - 57!:!-387 FPMR (41 CFR) 1 0 1-1 1 4 



Request 

7. 
ITEM NO 

JOB NOfor Records Disposition Authority- Continuation I 

8. DESCRIPTION OF ITEM 
(With Inc lusive Dates or  Retention Periods) 

9. 
SAMPLE OR 

JOB NO 

PAGE OF 

32 55  
1 0. 

ACTION TAKEN 

80 

81 

CENSUS ADM INISTRATIVE RECORDS SCHEDULE 4 

PERSONNEL 

This schedule covers the disposition of personnel records . 
fhese records are maintained in accordance with Civil 
Service Commission regulations where required . 

[l.] Official personnel foldersa. 

a.  Employees transferring to another agency. 

Forward folder to agency as soon as employee ' s  
final leave record has been processed . (GRS #1, 
Item lba( 1)) 

b .  Employees separated from Federal service . 

Transfer folder to Federal Records Center,
St . Louis, Missouri, 30 days after separation . 
(GRS #1, Item lb { 2)) 

[2.J All copies of correspondence and forms maintained as 
temporary records on the left side of folder in 
accordance with the Federal Personnel Manual. 

a.  Employees transferring within the Departmenta. 

Review and transfer with permanent records . 

b .  Employees transferring to another agency or 
separating from Federal service . 

Remove from file and forward to the Census 
Security Offiace. 

D I �Arter fianal review by the Ce')�����Security Office) tun Ali; 1k Uj �� 

4���-� �A';I � n  W1f.bl,(.. /  � KIIJ 
� U  J' Hlf..U.

1 1 5-203 Four copies. Including orlglnal. to be submitted to the National Archives STANDARD FORM 1 1 5-A 
Revised July 1974 
Prescribed by General Services 

Admin 1strat1on 
C no 117"> O - 579-387 FPMR (41 CFR) 10 1 -11 4 



JOB NORequest for Records Disposition Authority- Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

82 3. ] Notifications of personnel actions, exclusive of 
those in official personnel fol ders. 

Destroy when 2 years old. et &fill! ewil nae: /4a@
nupsah on, ��I. iaeh u11o:z i!I nd i a: • �O�id'i; ii•"' 
! I ) 

83 [4. ] Copies of documents duplicated in official personnel
folders and not provided for elsewhere in this 
schedule. 

Destroy when 1 year old. (GRS #1, Item 14b) 

84 [5. ] Correspondence files relating to the administration 
and operation of personnel functions. 

Destroy when 3 years old. Bring forward into the 
current file material of continuing reference value 
when filae is destroyed. (GRS #1, Item 3a) 

85 [6. ] Statistical reports relating to personnel,  including 
staffing reports, accession and loss reports, reten­
tion registers, and other periodic tabulations. 

Destroy when 2 years old. (GRS #1, Item 16) 

86 [7. ] Applications for employment and related papers,
excluding (a) records relating to appointments
requiring senatorial confirmation, and (b) applica-
tions resul ting in appointment filed in the official 
personnel folder (covered in Item 1 of this 

PAGE OF 
3 3  55 

9. 
SAMPLE OR 10. 

ACTION TAKENJOB NO. 

schedule). C./h,;1� d� ._��,,c:,,1w,,,
Destroy upon receipt of Efi.w:&u B■ n i11i1n 
report of inspection, or when 2 years old, whichever 
is earlier, provided the requirements of Chapter
333, sub-chapter 1, of the Federal Personnel Manual 
are observed. (GRS #1, Item 15) 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1nistrat1on 
FPMR (4 1 CFR) 10 1 - 1 1 4 
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9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

87 [8.] Conmunications offering appointment to potential
empl oyees. 

Destroy immediate ly  if appointment is accepted. If 
appointment is dee lined: (a) return to i a· 1 �.II A....,,r,,,.,· · · with repl y and appl ication if 
ame was received from certificate of eligibles ; 

(b) file inside application, if offered as a resul t 
of appl ication for temporary or excepted appoint­
ment, and destroy when 2 years old, and (c) destroy 
al l others immediately. (GRS #1, Item 15) 

88 [9.] Certificate fil es including requests for and cer­
tificates of eligib l es. 

Destroy 2 years after date of certificate. 
(GRS /fl, Item 5) 

89 [10.] Employee interview records. 

P lace in inactive fil e  on transfer or separation of 
employee .aRe siu ! a 11c11 iNiaeiiv• fi � a  1:c: 5 !5 
::: •1 Destroy l-Al!Cti .c f i ls iz IIIOIILI:�-�is &1 (Ii i 1 pa )lie 

� (�� � �  
90 [11.] Records such as Form 0F-4b, "Empl oyee Record Card,"

used for information purposes outside personnel 
offices. 

:Best. uy arr t'I ansfa�r :t;e &Aeil:c: age11cy bi aem ea□ , di 
et\ scpat aL i 611 of c:111=110900, �&Qg t'l, I ts::: iO) 

91 [12.] Position descriptions used in classification work 
and in employment control .  

a. Classification unit copy. 

Destroy 5 years after position is abolished or 
tlrt!I till; Ha 1description is superseded. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 1 1 5-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
(;  PO 1975 0 - 57()-387 FPMR (41 CFR) 101-11 4 



Request for Records Disposition Authority - Continuation I JOB NO PAGE OF 

34.A 
7. 

ITEM NO 

90. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

Review annually and destroy superseded or 
obsolete documents ; or destroy all documents 
relatin& to an individual employee 1 year
after separation or transfer. 

9. 
SAMPLE OR 10. 

ACTION TAKENJOB NO 

GRS 1/lSa 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admin1strat1on 
FPMR (41 CFR) 101- 11 4 



JOB NORequest for Records Disposition Authority- Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO 

PAGE OF 
3 5 55 

10. 
ACTION TAKEN 

b. Other copies. 

Destroy when the position is abolished or 
description is superseded. (GRS #1, Item 
7b(2)) 

92 [13.] Forms such as SF-7O, "Position Identification 
Strip," used by the various divisions and offices 
to provide sunmary data on each position occupied. 

Destroy when position is cancell ed or new strip is 
prepared • .  (GRS /il, Item 11) 

93 [14.] Incentive awards reports pertaining to the incen­
tive program. 

Destroy when 3 years old. (GRS #1, Item 13) 

94 [15.] Duplicate case files of efficiency rating boards of 
r�v� ew, co�ies of �hi�h havea een fo ·�rded to the.s, , . 1  ...12:Jlil 8@ �8!121! , ss•a"'"' �� r�� 

Va� I tf-4bi.�a
&LdL w ....-......-ur-, 

[16.]  f;;/j� a:_Gf��tb f'4/--J �� 95 
'. 

Oes�cs .�*A 2 yea, s cl J_ (6RS U, ::t.tcm�a
f�� GR� �tJ£1<.;23fULtttR-� 

[17.] Individual heal th record· cards. 

Destroy 6 years after date of l ast entry on the 
individual cards . (GRS #1, Item 19) 

96 

97 [18.] PROP records. 

a. FOSDIC personnel data sheets . 

Destroy when 2 months old. 

115-203 Four copies, lncludlng orlglnal, to be submitted to the Natlonal Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1nistrat1on 
G J 'O l!:175 o - 579 .. 3s1 FPMR (41 CFR) 1 01 -11 4 
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Revised July 1974 

I JOB NORequest for Records Disposition Authority- Continuation 

9. 

PAGE OF 

7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO

-----1------------------------- -----je-----1------
ACTION TAKEN 

-

b. FOSDIC microfilm. 

Destroy when 1 year old. 

c. PROP printouts (reports). 

Destroy 2 years after date of report. 

98 [19. ] Employee injury files, consisting of records such 
as CD-137, "Supervisor ' s  Accident Investigation 
Report"; CA-1, "Employee ' s  Notice of Injury or 
Occupational Disease"; or any other records 
regarding individual employee injury. 

Destroy 6 years after case is closed. (GRS fl, 
Item 21) 

99 [20. ] Records relating to individual employee operation
of Government-owned vehicles such as, application
for Operator ' s  Identification Card (CD-133),
physical fitness inquiry for motor vehicle opera­
tors (SF-47), driver tests, authorizati on to use,
safe driving awards, and related correspondence. 

Destroy 3 years after separation of employee or 3 
years after revision of authorization to operate
Government-owned vehicle, whichever is earlier. 
(GRS t' lO, Item 7) 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 

Prescribed by General Services 
Administration 

(, PO 197", 0 - 579-387 FPMR (41 CFR) 101- 11 4 

115-203 



JOB NO
Request for Records Disposition Authority- Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO 

PAGE OF 

3 7 55 
10. 

ACTION TAKEN 

CENSUS ADM INISTRATIVE RECORDS SCHEDULE 5 

PUBL IC RELATIONS 

This schedulae covers records pertaining to informational 
services performed by the Bureau in its day-to-day
affairs and in its rel ations with the publ ic. 

100 [l. ] Record copies of formal information releases and 
publ ications, such as press releases, press con­
ference transcripts, official speeches, graphic 
presentations, and any related indexes. 1951 and 
thereafter. 

Vol ume: 15 cubic feet. Annual accumul ation:a ½ 
cubic foot. 

101 

cerning the rel ease 

1976 and thereaftera. 
accumulation: Negligi 

Annual 

anal Archives when 15 
ger needed for current 

102 [3. ] Correspondence and related records of a general
administrative nature maintained by the office 
responsible for publ ic relations and for furnishing
information to the publ ic, and not covered in Item 
2. 

Destroy when 2 years old. Bring forward into 
current fil e material of continuing reference value 
when fil e is destroyed. (GRS #3, Item 3) 

four copies, Including original, to be submitted to the National Archives ' STANDARD FORM 1 1 5-A 
Revised July 1 974 
Prescribed by General Services 

Adm1n1stration 
C J >O 1975 0 • 579-387 FPMR (41 CFR) 1 01 -1 1  4 

115-203 



Request for Records Disposition Authority- Continuation JOB NO PAGE OF 

'A 
7. 8. DESCRIPTION OF ITEM 

ITEM NO (With Inclusive Dates or Retention Periods) 

100. 
A. Speeches , addresses and comments of the 

Director and senior Census officials. 

Permanent. Transfer to FRC when 5 years
olda. Offer to NARS in 10 year blocks 
when the latest records are 20 years old 

B. Press releases and press conference transcri 

Permanent. Transfer to FRC when 5 years
old. Offer to NARS in 10 year blocks 
when 20 years olda. 

9. 10.SAMPLE OR ACTION TAKENJOB NO 

GRS 1 /la 

ts. 
GRS J..4 lb 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1 974 
Prescribed by General Services 

Adm1n1stratoon 
C, i'O 197� O - 57<1-387 FPMR (41 CFR) 101O-1O1 4 

115-203 



• 
Request for Records Disposition Authority- Continuation l JOB NO P�'lf OF 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9: 

SAMPLE OR 10. 

JOB NO ACTION TAKEN 

[4. ] Informational services case files consisting /·�•17
chiefly of preliminary drafts, requisitions, C�p[.,7/�
distribution lists, statistical compilations, iand work papers used to prepare and to issue 
formal information releases. 

Destroya� 1 year •1 .  11BI U�,  lb Jq � 

Ul<W I{/df- re 1�¢/k etttt/l� t>Z/' 1:i/,�tr. 
[5.J Requests for information which involve no pof°icy 

decisions and no great amount of research, and 
replies thereto; requests for and transmittals 
of publications, photographs and other infor­
mational literature; and acknowledgements and 
transmittals of inquiries and referred outside 
Bureau for reply. 

Destroy 3 months after transmittal, acknowledge­
ment, or referral. 

(GRS #14, Items 3 and 4) 

[6. ] Anonymous letters, letters of co1T1Tiendation,
complaints, criticisms, suggestions, and similar 
documents, and replies thereto, unless admin­
istrative action was taken or they were incor­
porated in individual personnel records . 

Destroy when 3 months old. (GRS #14, Item 7) 

7. 
ITEM NO 

103 

104 

105 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 1 1 5-A 
Revised July 1 974 
Prescribed by General Services 

Admin1strat1on 
FPMR (41 CFR) 1 01 - 1 1 .4 

1 1 5-203 
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8. DESCRIPTION OF ITEM 
ACTION TAKEN 

106  

JOB NO Pdr..E OF 
Request for Re�ords �isposltion Authority- Continuation 39  · 

9. 
SAMPLE OR7. 

ITEM NO (With Inclusive Dates or Retentoon Periods) JOB NO 

CENSUS ADMINISTRATIVE RECORDS SCHEDULE 6 

PUBLICATIONS AND PRINTING 

This schedule covers the disposition of published
reports, administrative and procedural · i nstructions, 
and related records covering their development, printing, 
and distribution. 

10. 

[l. ] Published statistical reports (whether in textual 
or microform format), operating manuals and 
instructions, administrative issuances, and related 
materials. 

a. Statistical reports. Volume: 1, 300 cubic 
feet. 1790 and thereafter. Annual 
accumulation: 30 cubic feet. 

b. /-81���-RWliQW�,....;i���mrr.�'ffln:r-T!'liemt!IT""3Slffl 
Volume: 40 cubic feet. 
Annual accumulation: 

One complete set o a copy 1'{!!L ._.._,,,.,rr. 
or reproductio ill be maintained as a 
"record set" y the division or offi ci pri ­
marily re onsible for its issuance. Trans­
fer to nsus Records Center Uni t  when a 
comp e set is accumulated or when the related 

rds are transferred. 

15 years 

Four copies. Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strallon 
G PO ,9i'l O - 379-387 FPMR (41 CFR) 10 1-11 4 

115-203 
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•' JOB NORequest for Records Disposition Authority- Continuation I 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

106. 
A .  

Permanenta. Offer to NARS when 5 years
old in 5 year blocks when the most recent 
records are 5 years old ( e . , . ,  offer 
1971-75 block in 1980 ) .  

B. Formal operatini manuals, d irectives, 
instructions and memoranda related to Census 
proiram functions. 

Permanent. T�ansfer to �FRC when 5 years
old. Offer to NARS in 10 year blocks 
when the latest records are 20 years old. 

c .  Administrative issuances related to routine 
administrat ive functions ( e . ,. ,  payr&ll, 
procurement, personnela). 

Destroy when superseded or obsolete. 

Four copies, Including original, to be submitted to the National Archives 

(, PO 1'175 U - f,79•387 

9. 
SAMPLE OR 10. 

ACTION TAKENJOB NO 

GRS 16/
1A 

GRS 16/
lC 

STANDARD FORM 1 15-A 
Revised July 1974 
Prescribed by General Services 

Adm1nistrat1on 
FPMR (41 CFR) 101-11 4 

115-203 
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SAMPLE OR 

e. 

5oe iiem � (hit I; tf2111 J) 

JOB NO PAGE OFRequest for Records Disposition Authority- Continuation 

9. 

JOB NO 

7. 8. DESCRIPTION OF ITEM 10.ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKEN 

c .  

A "record ce, and a copy or 
reproduct · rms, will be main-

ives and Reports Management 
n and Management Systems 
the National Archives when 

ner if no longer needed. 

d. Reference copies of Census reports, manuals, 
and instructions, administrative issuances, 
and such reference materials as GPO Style
Manuals. 

Destroy when superseded, obsolete, or no longer
needed for reference. Stocks of publications 
and valuable reference materials, as GPO Style
Manuals, will be referred to the Bureau stock­
room for appropriate disposition. (GRS 113, 
Item lb) 

Case files of background or supporting papers 
to published and reproduced materials, con­
sisting of source materials, corrments and 
reconmendations, worksheets, and related 
materials of a substantive nature. 

Destroy when 3 years old. (573 71 f t  2 & 

107 [2. ] Files of Forms CD-10, "Printing Requisition"; SF-1, 
"Printing and Binding Requisition"; and supplemen­
tary specifications, vendors shipping invoice, 
sample of print, and related correspondence. 

a. Preparing Office copies. 

Destroy when 3 years old. (GRS #3, Item 7a) 

b. Finance Division copies. 

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admin1strat1on 
CI '0 1'17'1 0 - 579-387 FPMR (41 CFR) 101-11 4 

1 15-203 
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1 1 5-203 Four copies, Including original. lo be submitted to the National Archives STANDARD FORM 1 1 5-A 
Revised July 1974 
Prescribed by General Services 

FPMR (41 CFR) 101 - 1 1  4 
Adm1n1strat1on 

1 0. 
7. 

ITEM NO. 

• 
Request for Records Disposition Authority- Continuation 

JOB NO 

8. DESCRIPTION OF ITEM 
(With Inclusive Oates or  Retention Periods) 

b .  

( II i U; I bE. I I 
F . �� ��, 

a. 

9. 
SAMPLE OR

JOB NO 

p�1j: OF 55 

ACTION TAKEN 

10 [3 .] Requisitions for printing and duplicating services 
from Department of ColTITlerce, consisting of Form 
CD-10 . 

a. Preparing Office copies . 

D;s}� i,w 1 year 1 W � J�Its:: D 

i vi s i on cop ies .  F�Di nance - t>-f'r
v 

-v:-

��•le '1J5 1•111 tli . _ --r-,1a. 
p_ (.__ � #� y/f;-t41U-,U

109 [4 .]  Control reg sters, ledgers, and cards relating to 
requisitions and work orders . 

Destroy when 1 year old or 1 year after filling of 
registers, whichever is applicable. (GRS #13, 
Item 4) 

110 [5 .] Requisitions for and reports of photocopy, micro­
filming, and related services . 

a .  Preparing Office copies . 

Destroy 'lliaA 1 year 1 

ance trfvfs�on copies .  v-,--b .  

i11· ii 1:ti $Likdat H, ILL I J 

· 111  [6 .]  Publications mailing lists and related material. 
P�oi+f� t� ?� 

Correspondence relating to changes in mailing
lists . 

Destroy after revisi on of mailing list is made . 
(GRS 613, Item 5a) 

b .  Mailing lists . 

Destroy when cancelled, superseded, or revised . 
(GRS #13 , Item 5a) 



�- - - - --- ---- - - ---- -- ----- ---'-- -- ---'-- -- - ·-- - - - - ---- -

55 
JOB NORequest for Records Disposition Authority - Continuation I 

8. DESCRIPTION OF ITEM 9. 1 0.7. SAMPLE OR
(With iGCl1Js1ve D�ies or Retention Periods) ACTION TAKENITEM NO JOB NO -------1------ -- --- -- --------------------�e------+------

[7 .] Correspondence fil es rel ating to the publ ications 
and printing functions . 

112 

Destroy when 2 years old .  Bring material forward 
into the current fil e when fil e is destroyed, if 
frequent reference exists . (GRS il3 ,  Item 2) 

113 [8 .] Requests for publ ications and information which do 
not involve special compil ations or research .  

Destroy when 3 months old .  (GRS #14, Item 3) 

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 1 1 5-A1 1 5-203 
Revised July 1 974 
Prescribed by General Services 

Adm1n1stral1on 
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[3 .]  

Adm,n1strat1on 

• 
JOB NO PAGE OFRequest for Records Disposition Authority -Continuation I 43,

9.7. 8. DESCRIPTION OF ITEM 10.ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKEN
SAMPLE OR 

JOB NO 

CENSUS ADM INISTRATIVE RECORDS SCHEDULE 7 

REAL PROPERTY MANAGEMENT 

This schedul e provides for the disposal of real property
management records, including those pertaining to 
building pl ans and space, identification credential s, 
parking permits, and request for maintenance service. 

114 [1 .]  Building pl an fil es and related records, including 
internal reports, util ized in space pl anning, 
assignment, and adjustment . 

Destroy 2 years after termination of assignment, or 
when lease is cancell ed, or when pl ans are super-
seded or become obsol ete. (GRS Ill, Item 2a) 

115 [2 . ]  Correspondence fil es relating to real property
management, including correspondence with the 
reports relating to agency space holdings and 
requirements . 

Destroy when 2 years old.  Bring forward into the 
current fil e material of continuing reference value 
when fil e is destroyed . (GRS fll, Item 2b (l)) 

116 Identification credential s such as cards, badges,
photographs, buil ding passes, visitor passes, and 
records accounting for use and control , incl uding 
Form CD-75, "Messenger Identification Cards ." 

Destroy 3 months after return to issuing office or 
after accountability has been cl eared . 
(GRS ill, Item 4a) 

117 [4.]  Par king permit records including l ists, memoranda,
and related records control l ing parking on Bureau 
occupied space, and agreements with other agencies
occupying parts of the same areas . 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 197 4 
Prescribed by General Services 

G PO 1!>75 0 - 57£l-387 FPMR (41 CFR) 1 01-11O4 
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9.
7. 8. DESCRIPTION OF ITEM SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) JOB NO 

PAGE OF 

44 55 
10. 

ACTION TAKEN 

Destroy 3 months after the credentials are 
returned, when the records are superseded, or 
when they become obsolete . (GRS Ull ,  Item 4b) 

118 [5 . ]  Records relating to requests for maintenance 
services, repair, and improvement to buildings,
grounds, and fixed equipment, other than those 
records included in Job Order files covered in 
Item 6, Census Records Schedule 3 .  

Destroy 3 months after the work is performed, or 
3 months after the date of the record if the 
requisition is cancelled . (GRS ill ,  Item 5) 
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7. 
ITEM NO 

119 

120 

121 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

CENSUS ADM INI STRAT I VE RECORDS SCHEDULE 8 

RESEARCH 

This schedul e provides for the disposition of records 
created in the Bureau by the divisions engaged in sta­
tistical research and devel opment programs . The records 
document the development of new concepts, techniques, 
equipment and material s, or the improvement of those 
al ready in existence. 

of Bureau research 
programs, consistin ct other 
records which doc um ing, and coor-
dination of the and thereafter . 
Volume : 4 nnual accumul ation : 
1-1/3 C 

e National Archives when 15 
ger needed for current 

initiation, research, 
testing, technical and , nd sum-
maries of findings wit s, if any.
1950 and thereafter ubic feet. 
Annual accumul a · bic feet . 

nal Archives when 15 
er needed for current 

n , consisting
o meetings, reports, and 

9. 
10. 

ACTION TAKENSAMPLE OR 
JOB NO 

· LL U, I l f/ 
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8. DESCRIPTION OF ITEM 
ITEM NO ACTION TAKEN (With Inclusive Dates or Retention Periods) 

122 

Revised July 197 4 
Prescribed by General Services 
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JOB NO PAGE OF 

Request for Records Disposition Authority- Continuation 46 
9. 

7. SAMPLE OR 
JOB NO 

10. 

123 ��-tn-'tM'i-mr-�L....ii���tfflr'"'M"'����t"mr"""1--,.. 

cation, showing fina ac-
teristics of each re item 
developed by the Bur eafter. 
Volume : 20½ cubi accumulation : 0.7 k, ifh ll� ,, ,µ 
cubic feet. IC"-uv 

nal Archives when 15 

124 [6. ] Wor k papers, reference materials, basic raw data,
notes and similar materials relating to research 

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 

er to the National Archives when 
or sooner, if no longer needed for 

(GRS Cl9, Item 2) 

and sampling fun 

a. Record copy. 1950 and t fter. Volume : 
19 cubic feet. Annu accumulation : 2/3 cubic 
foot. 

ffer to the National Archives when 
15  year. old or sooner if no longer needed 

rrent business. (GRS #19, Item llc) 
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l JOB 1'.-10
Request for Re�ords Disposltlon Authority - Continuation 

, 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

and de�elopme;�j>rojects, and not covered in 
Item L L //4tJ, 
Destroy when the project to which they rel ate has 
been compl eted or cancel l ed. J tftS J i  LI 

125 [7.] Correspondence and other records of a general
administrative or housekeeping nature maintained 
by the offices responsible for the research and 
development, and sampl ing functions of the Bureau. 

Destroy when 2 years old. Bring forward into 
current filae material of continuing reference 
val ue when fil e  is cl osed. (GRS �19, Item 9) 

126 [8.] Certain materials which have served their purpose 
as statistical documents or program records (e. g., 
production records, questionnaires, recurring 
reports) are often sel ected for use as raw material 
in research and pl anning. Having been so selected, 
they shed whatever retention valaue they have had 
before sel ection and assume val ues which are deter­
mined according to the secondary use to which they
are put. 

Four copies, including original, to be submitted to the National Archives 

G ·•o 1975 0 - 579-387 
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Request for Records Disposition Authority- Continuation JOB NO 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

127 

CENSUS ADMINISTRATIVE RECORDS SCHEDULE 9 

SECURITY AND EMERGENCY PLANNING 

This schedule provides for the disposition of security
and protective service records created by the Bureau to 
control and protect security classified information, to 
protect its facilities, to determine fitness and loyalty
of employees, and to implement plans for the protection
of life and property under emergency conditions. 

PAGE OF 
48

9. 
SAMPLE OR 10. 

JOB NO ACTION TAKEN 

ity
• 963 and 
Annual 

ional Archives when 15 
ger needed for current 

128 

the administ 
and emergenc
thereafter. 
accumulata· 

t2. ] Classified information accounting and control 
records. 

a. Registers or l ogs used to record names of visi­
tors or employees admitted to areas after 
normal working hours, or to restricted areas. 

{ l }  For areas under maximum security. 

Destroy 5 years after final entry or 5 
years after date of document, as 
appropriate. (GRS 1/18, Item 18a) 

(2) For other areas. 

Destroy 2 years after final entry or 2 
years after date of document, as 
appropriate. (GRS fl8, Item 18b) 
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7. 
ITEM NO 

127 .  

9. 10.8. DESCRIPTION OF ITEM SAMPLE OR ACTION TAKEN(With Inclusive Dates or Retention Periods) JOB NO 

Security - protective services � - ·eme�iency 
records. 
A .  Security , protective services, and emer1ency GRS 18/

plannin� correspondence files. 

Destroy when 2 years old. 

B. Security and emeriency directives reference GRS 18/
files. 29 

Destroy when obsolete or superseded. 
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JOB NO
Request for Records Disposition Authority- Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

b. Correspondence pertaining to classification,
control, and accounting for security classified 
documents, exclusive of records covered in Item 
1 above. 

Destroy when 2 years old. (GRS #18, Item 5) 

c. Classified document receipts, lists of record 
material destroyed, destruction certificates,
and other records relating to the receipt,
issue, control and disposal of classified 
material. 

(1) Copy three of classified material 
receipts, and lists of record material 
destroyed. Attach to BC-39, "Accounta-

9. 
SAMPLE OR 

JOB NO 

1<.'7/t/;. 

PAGE OF 
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10. 

ACTION TAKEN 

A 
bility Record of Classified Material to be 
Destroyed.a" 

Destroya� 5 years a b I 
� ML�"'A' n

r classitied mater1 a  r ce1pts, 
including copy two which is signed as a 
destruction certificate, and issue and 
control records. 

Destroy when 2 years old. (GRS #18, 
Item 4) 

d. Access request records consisting of requests 
and authorizations for individuals to have 
access to classified files. 

Destroy 2 years after authorization expires.
(GRS #18, Item 7) 

129 [3. ] Personnel security clearance records. 

a. Security violation records relating to investi­
gations of alleged security violations classed 
as felonies. 

Destroy tilllrl 5 years AdT (2§1 tiO; 'PS& ••• 

41,tu �-4f Gt14L. 
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I JOB NORequest for Records Disposition Authority- Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

b. Case fil es containing records of investigations
of personnel empl oyed by or seeking empl oyment 
with the Bureau or whose association with the 
Bureau requires a security cl earance, whether 
or not a security cl earance is granted. 

Destroy upon notification of death or not l ater 
than 5 years after separation or transfer of 
employee or no l ater than 5 years after 
contract rel ationship expires, whichever is 
appl icabl e. (GRS #18, Item 23a) 

c. Status records showing the security clearance 
status of individual s, including research 
associates, guest workers, and trainees,
whether American citizens or foreigners, either 
as lists or rosters, or as individual case 
filaes. 

(1) Lists or rostersa. 

Destroy when superseded or obsolete . (GRS
#18 ,  Item 24) 

(2) Case filaes. 

Destroy 5 years after separation or 
transfer of individual to another agency,
or no l ater than 5 years after contract 
relationship expires, whichever is 
applicable. 

d. Correspondence relating to the administration 
and operation of the personnel security
cl earance program in the Bureau not covered in 
Item 1 above. 

Destroy when 2 years old. Bring forward into 
the current filae material of continuing
reference value when fil e is destroyed.
(GRS i18,  Item 22) 

e. Security violation records relating to investi­
gations of al l eged security violations, except 

PAGE OF 
50 , 55

9. 
10. 

ACTION TAKEN
SAMPLE OR 

JOB NO 
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c. 

JOB NO PAGE OF
Request for Records Disposition Authority- Continuation 

9. 
7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 

ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN 

records concerning felonies and papers placed ;:.ff� ,r; l'7in official personnel folders.a - 7 a1? 
-/4cd

'7: Destroy 2 years aftera�;,... 

Facilities protective service records.130 [4. ] 

a. Fire protection records, including investi­
gations, reports, tests, instructions, and 
related materials. 

Destroy when 2 years old. (GRS Cl8, Item 12) 

131 [5. ] Emergency program records. 

a. Consolidated reports reflecting Bureau-wide 
results in operations tests conducted under 
emergency plans. JJ JJ�Jt.tiPR_cA 

Permanent. Cut-off��n related plan or direc­
tives become obsolete or is superseded. 0f��r

-1�to NARS nl tt!niE g I li in 10 year blocksWU,. 
•• H I  Si -)rd1.1 L, .,� "  / 

✓�tl/a_ 
ram tests conducted underb. Paper �te 

emergency plans, such as instructions to mem­
bers participating, staffing assignments, 
messages, test of communications and facili­
ties, and retained copies of reports. 

Destroy when 3 years old. (GRS #18, Item 31) 

Correspondence relating to the administration 
and operation of the emergency program. 

Destroy when 2 years old. Bring forward into 
the current file material of continuing
reference value when file is destroyed.
(GRS ,1s, Item 27) 
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9. 
SAMPLE OR 

ACTION TAKEN 

Request for Records Disposition Authority- Continuation JOB NO 

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods) 

CENSUS ADM INISTRATIVE RECORDS SCHEDULE 10 

T ANSPORTATION AND VEHICLE MAINTENANCE AND OPERATION 

his schedulae provides instruction for the disposition of 
records accumul ated by the Bureau in providing transpor­
tation for peopl e and things, and in the maintenance and 
operation of vehicl es owned, rented, or l eased. 

132 [l. ] Items such as SF-1169, 11United States of America 
Transportation Requests, 11 or SF-1172, 1

1Certificate 
in Lieu of Lost U.aS. Transportation Request;a11 and 
any adjustments or cancel l ations, used in paying
the transportation vouchers and to cl ear the 
transportation request accountability record. 

Destroy 3 years after issue. (GRS #9, Item 3a) 

133 [2. ] Items such as SF-1103, 11U.aS. Government Bil l of 
Lading 1

1 and SF-1108, "Certificate in Lieu of Lost 
U.aS. Government Bil l  of Lading," used to document 
the shipment of materialas to and from the offices 
of the Bureau. 

a. Transportation unit copy. 

b.  

Destroy when 3 years old. (GRS 19, Item 2) 

p� � t� :1� 

PAGE OF 

52 5 
10. 

JOB NO 

FP�i�� - ;;� 
fl@� ii �Odrci � 19) 

134. [3.] Freight bil l s, consisting of waybil l s  or simil ar 
records, prepaid or col l ect, issued by commercial 
carriers for material shipped to the Bureau, used 
to check and document the receipt of material and 
to prepare Government bil l s  of l ading. 

a. Transportation unit copy. 

Destroy 3 years after issue. (GRS #9, Item 1) 

b. Finance Division copy. 

ft;& H II 19" (I I l�aij• 8, i i  Ht 

(, Pl) 1975 0 • 57'4-387 
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JOB NO PAGE OF
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9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With Inclusive Oates or Retention Periods) ACTION TAKENJOB NO 

135 [4 . ]  Items such as SF-1120, "Transportation Request 
Accountability Record,a" and Form BC-320, "Receipt 
of Transportation Request, " used to account for the 
transportation requests . 

a .  Accountability records . 

Destroy 1 year after all entries on the records 
are cleared . (GRS #9, Item 5b) 

b .  Receipts for transportation requests . 

Destroy when accountability records are 
c leared. 

136 [5 . ]  Bills of lading accountabil ity records, consisting
of a card for each book of transportation requests, 
used to account for their issue and use . 

Destroy 1 year after all entries on the records are 
c leared. (GRS #9, Item 5b) 

137 [6 . ]  Form BC-63, "Hand Delivery Request,a" used as 
control over items which require special handling. 

Destroy when 2 months old . (GRS #12, Item 1) 

[7.] Forms such as SF-91, "Operator ' s  Report of Motor 
Vehicle Accident"; SF -91A, "Investigation Report 
of Motor Vehic le  Accident"; SF-94, "Statement of 
Witness"; SF -95, "Claim for Damage or I njury"; 
CD-111, "Accident Summary"; CD-137A, "Supervisor ' s  
Accident Investigation Report - Motor Vehicle 
Accident or other Federal Property Damage"; and 
State or D . C .  Department of Vehicle reports, and 
related correspondence, used to protect the 
interest of the Government in accident claims . 

138 

Destroy 6 years after the case is closed. 
(GRS tlO, Item 5) 

139 [8 . ] Forms such as CD-119, "Motor Vehicle Record, " for 
each vehicle owned and operated by the Bureau and 

1 1 5-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 1 1 5-A 
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I JOB NORequest for Records Disposition Authority- Continuation 

9.7. 8. DESCRIPTION OF ITEM 1 0. SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKE N  JOB NO 

used to accumulate and to report to Commerce 
operating and maintenance on a monthly basis. Also 
used to prepare semi-annual report to Corrunerce and 
annual report to GSA. 

Destroy 4 years after vehicle is removed from 
Bureau control. (GRS GlO, Item 6) 

140 [9.] Motor vehicle cost and use reports to Commerce anda �/J�General Services Administration, such as CD-192, ,..K-/ /()1,1
, 

_ {; 

"Semi-Annual Motor Vehicle Report"; GSA-494, 
"Monthly Motor Vehicle Use Record"; and SF-82, 
"Annual Motor Vehicle Report.a" 

DestroY. \IMlla 3 years sldt ts I lllrt ltd! Ji �
tfLti- '-/-/Z.� 

141 [10.] Forms such as BC-824, "Motor Vehicle Daily
Operating Cost Record," used to accumulate <..:rK.7 /tJ/17
operating and maintenance costs for each vehicle, .:,
and to prepare motor vehicle reports to Corrunerce 
and GSA. 

Destroy when 3 years old. & lflfna T 

142 [11.] Motor vehicle control records, such as BC-150, 
"Vehicle Dispatch Record"; BC-148, "Passenger 
Register"; BC-149, "Car Dispatcher ' s  Daily Report"; 
and checklists showing condition of vehicle and 
maintenance action taken. 

Destroy when 3 months old. (GRS n10, Item 2a) 

143 [12.] Special trip register, consisting of a monthly 
record of special trips made, used by Finance 
Staff to allocate costs for special trips. 

a. Transportation unit copy . 

Destroy when 3 months old. (GRS #10, Item 2a) 
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9.7. 8. DESCRIPTION OF ITEM SAMPLE OR
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO 

b. Finance copy. 

SI 1 JI I 73 (■ f IL 
P�tb-fta- C�/ ?lrthdiL �t 

144 [13.] Forms such as BC- 260, "Request for Travel 
Reservation,a" used to record Bureau employee
reservation information. 

Destroy 3 years after the fiscal year to which they
relate. (GRS #9 , Item 4a) 
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