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LEAVE BLANK

REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See lnstructtons on reverse) -3 

TO	 GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1 F ROM (Agency or establishment) 

U.S. Department of Commerce 
.-;;-;;-;;-;-;:=-c:=;-:-::::-;::-,..,..-;-:-:=-:-:::::-=-:------------------------\ In accordance with the provrsrons of 44 USC 3303a 

2 MAJOR SUBDIVISION the disposal request, mcludrnq amendments, IS approved Office of the Secretary except for Items that rnay be marked "d.sposrnon not 
~~~~~~~~----------------------~ approved" or "Withdrawn" In column 10 If no records 
3 MINOR SUBDIVISION are proposed for drsposal. the Signature of the Archivist IS 

Man ag em en t and In for mat ion Sys tems	 not required 

4 NAME OF PERSON WITH WHOM TO CONFER	 5 TELEPHONE EXT, DATE 

Sherry Cage	 377-4217 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for thrs agency In matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal In this Request of paqets] are not now needed for the business of thrs 
agency or will not be needed after the retention periods specified, and that written concurrence from the General 
Accounting Office, If required under the provrsions of Title 8 of the GAO Manual for GUidance of Federal Aqencies. IS 

attached 

A GAO concurrence ~ ISattached, or ~ ISunnecessary 

D TITLE 

Departmental Records 
Mana ement Officer 

9 GRS	 OR 10 ACTION7 
SUPERSEDED TAKENITEM 

(With InclusIVe Dates or Retenhon Periods} JOB (NARSUSENO 
CITATION ONLY) 

MANAGEMENT SERVICE CENTER 

The Management Service Center (MSC) was established August 16,
1984, to consolidate the accounting and financial management
services functions of the former Office of Financial Opera-
tions and Travel Management. 

The	 functions of MSC are: 

a.	 Provide Department-wide personnel, payroll, and adminis-
trative payments services through the operation and
 
maintenance of centralized automated systems.
 

b.	 Provide consultative support to Department clients
 
regarding services provided by the centralized automated
 
system.
 

c.	 Perform functional respons)bilities for payroll, travel,

and other administrative payments systems consisting of:
 
data proceSSing support, data entry, voucher and document
 
audit, accounting and information reporting, payment

certification and disbursement, inquiry services, and
 
other activities relating to the operations of centralized
 
payments systems.
 

d.	 Provide accounting and financial management services to
 
the Office of the Secretary and selected operating units.
 

NNr 7/IJA I<	 ~ 
115-108	 Ns:lf,iW-1lJe34- STANDARD 115 (REVFORM 8·83) 

Pr escr rbed by GSA 

FPMR	 (41 CFR) 101·11 4 
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10 
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JOB NO PAGE OF 
Request for Records Disposition Authority-Continuation 1 of 14 

9 
8 DESCRIPTION OF ITEM SAMPLE OR7 

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

1. Dlrector's 
reports,
activities 

Subject
and other 

of the 

FlIes. Letters, memorandums,
correspondence documenting the 

Director and immediate staff in 
managing
programs. 

the Management Service Center and its 

Start 
years 

a new 
old. 

file each year. Destroy when 5 

2. Program Subject Files. Files consist of 
documentation originated and/or maintained by
subordinate staff necessary in the administration 
of MSC's programmatic functions and 
responsibilit~~s. Subjects include travel,
transportation, administrative payments, budget,
and procurement. 

Start 
years 

a new 
old. 

file each year. Destroy when 5 

3. ~~~~~~~~~~~~~F~i~l~e~s~. Correspondence
housekeeping activlties,

travel, training,
vices and 

f3Rs 23/1 

i 

Destroy when 2 years old. 

4. Chronological Files. Extra copies of 
originated and/or signed by Management 
Center officials and maintained solely
convenience of reference. 

documents 
Service 

for 

Destroy when 2 years old. 

5. Action items 
due dates 

or tracking
and/or require 

GRS 23/30... 

Destroy when no longer needed. 

! 

I 
I 
I 

____ 
!-L _ - -

115-203 Four c oore s Including original 10 be subrmtted 10 Ihe Nallonal Archive. STANDARD FOR ... 

R~\llsed .lur v • 

Presc. rlbet1 r , 
Ad rn ms t at-

FPMR 1-11 (i=q 



- -- --- -------------- - ------ -- --- -- -- -----.....-----. ----------------. --_._._-

JOB NO PAGE OFRequest for Records Disposition Authority - Continuation 2 of 14 
9 

7	 8 DESCRIPTION OF ITEM SAMPLE OR 10 
ITEM NO (W11hInclusive Dates or Retention Periods)	 JOB NO ACTION TAKEN 

LOG ~,ed to trAck GRS 23/5 I 

-and contro correspondence asslgned to 
subordlnate Division reply. Arranged by due 
date. 

Delete from log after final reply. 

7.	 Administrative Payments Computer Printout Status
 
Reports. Printouts which details status of
 
specific administrative payments activities.
 
Payroll, Travel, Fedstrip, Purchase Orders,

Transportation, Imprest Fund, reports are
 
generated at specified intervals.
 

Purge	 when superseded or when no longer
needed. 

B.	 Weekly Activity Report Files. Weekly activity

report submitted to the Director, MIS, weekly.

Details MSC's activities, accomplishments, and
 
contacts. Supporting division reports are
 
consolidated and condensed to produce the final
 
report.
 

Destroy when 2 years old. 

9.	 Administrative Control Logs. Records used as
 
posting, control, and/or tracking media for
 
requested and required MSC administrative
 
services. Files contain control sheets,

correspondence and applicable requisitions on
 
purchase orders, travel, training, etc.
 

Destroy when 3 years old. 

Hard bound books, manuals, GRS 23/6 
titles, and similar 

Destroy when superseded,

longer needed.
-~--------~--------------------------~~
 

I
-- - ------ L _ 

115-203 Four copies Including orrqma t to be .ubmlMed to the National Archives STANDARD FO<l ... 

ReVised Jlj ~ 

Pr e sc 'dJec :- • 
.Admlnls, \' 

FPMR 1.11 ,~,:o 



"
 

- -----..,.. - -----------_.--_. ---- -----

PAGE OFJOB NORequest for Records Disposition Authority - Continuation I 
3 of 14 

9 
7 8 DESCRIPTION OF ITEM SAMPLE OR 10 

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

11. Monthly Interest Penalty Reports. Computer
~enerated summary reports containing informat10n 
by Bureau and reason for penalty for all late 
payments made during a given month. Also contains 
year-to-date figures used to compile Prompt
Payment Reports 1n accordance with the Prompt
Payment Act. 

Destroy when 6 months old. 

12. Monthly
Reports
payment 

Discount Loss Interest Penalty
detailing interest lost due to 
of accounts due to vendors and 

Reports.
late 
others. 

Destroy when no longer needed. 

13. Quarterly and Annual Prompt Payment Reports.
Reports of interest penalties paid on late 
payments, compiled from Monthly Interest Penalty
Reports, Discount Loss, and Late Payment Summary
Reports. Report is generated manually for 
transmittal to the Department of Treasury. 

Destroy when year old. 

14. Cash Management Plan Files. Files consist of 
incoming and outgoing correspondence, background
material, yearly cash management initiative plans,
yearly consolidated cash management action plans,
and quarterly cash management accomplishment
plans. 

start 
years 

a new 
old. 

file each year. Destroy when 5 

15. Annual Cash Management Review Files. Files 
consist of transmittal correspondence, worksheets,
cash flow reports, cash flow pipelines, analysis
reports and other correspondence originated as the 
result of annual reviews of the cash management
program. 

I 

I 
i 

Destroy
Destroy 

final report when 6 
background material 

years
when 

old. 
1 year old. 

I 

____ 

115-203 

1 -

Four copies Including Original to be subrrutted to the National Archives 

I
L _ 

STANDARD FOR~ '. . 
Revised J u I" •• 

PreSCrtDeC< D. 
A(1m!nlstr,1: 

FPMR 1~1 CF" 
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JOB NO PAGE OFRequest for Records Disposition Authority-Continuation 4 of 14 
9 

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

2/22
-(UBLIC). uter print-out generated for each 
bi-weekly and sem kly pay period which 
itemizes employee deduc for life insurance 
coverage. 

Destroy when 3 years old. 

Income Tax Re orts. Reports of Federal 
incom s paid to the Treasury Department.
File contains it slip and a copy of the 
quarterly report. The . in a l report is 
submitted to the Treasury Depar 

4 years old. 

Destroy when 2 years 

19.	 Annual Waiver of Claims for Erroneous Payment of
 
Pay and Allowances File. Documentation submitted
 
by Bureaus and consolidated into a annual report

sent to the General Accounting Office.
 

Destroy when 3 years old. 

20.	 DEBT Data Report. System generated report by

Bureau and appropriatlon which reflects pertinent

budget data plan of utilzation, obligations

to-date, and other applicable budget figures.
 

Destroy when 1 year old. 

21.	 Monthly In-house Collections Report.

Consolidated report of total collections including

both payments and SF 10985.
 

Destroy when no longer needed. 

,
 
i
 

_1 
I
I

_ 
Four copre s rnctudmq OrigInal to be submlt1ed to the NatIonal Archives STANDARD FO"" 

Revised ~'" • 
Prpscrl(l..::" c • 

Arjm'!lls·r,l! 

FPMR I~ 1 ':C c. 

115-203 
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JOB NO PAGE OFRequest for Records Disposition Authority - Continuation 5 of 14 
9

7	 8 DESCRIPTION OF ITEM SAMPLE OR 
ITEM NO	 (WIth tnctusrve Dates or RetentIon Periods) JOB NO ACTION TAKEN 

22.	 Disbursement Run Report (DSBOO). System

generated printout used to reconcile daily

disbursement tape before submission to Treasury.

Print-out backs up all SF 224 activity, the trial
 
balance and any other requested payments to be
 
made by the five regions.
 

Dispose 1 year after reconciliation. 

Site Audit Records. Accountable officer's 6/1
accounts maintained in the agency for site audit 

y GAO auditors, consisting of statements of 
t nsactions, statements of accountabilIty,
col ction schedules, collection vouchers,
disbu ement schedules, disbursement vouchers,and
all oth schedules and v9uchers or documents used 

s or vouchers, exclusive of freight
records and ayroll records. If an agency is 
operating und an integrated accountIng system
approved by GAO, certain required documents 
supporting vouche and/or schedules are included 
in the site audit r These records document 
only the basis financl I transactIon, money
received and money paid ut or deposited in the 
course of operation of th agency. 

Site audit records include, b are not limited 
to, Standard Forms, Optional Fo and equivalent
agency forms which document the i c financial 
transaction. 

SF 215, Deposi t Ti cket 
SF 224, Statement of Transactions 
SF 1047, Public Voucher for Refunds 
SF 1080, Voucher for Transfer Between 

Appropriations and/or Funds 
SF 10B1, Voucher and Schedule of 

Withdrawals and Credits 
SF 1095, Schedule of Cancelled Checks 
SF 1098, Schedule Voucher for 

I
I	 

Transportation Charges

iI------------------~------~------------~
! 
I 

i_L_ 
115-203 Four copies Including onqma r 10 be subrmtted to the Nallonal Archives STANDARD FORM " ~ • 

ReVised JUly 1'1, 1 

PreSCribed by (~p • 

Administration 
FPMR (41 CFRI 
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JOB NO PAGE OFRequest for Records Disposition Authority - Continuation 6 of 14 
9 

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

Relmbursement Voucher 
Voucher and Schedule of Payments 

Ori gi nal Certi 6 years
and 3 months after by
account. 

Other Copies - Destroy when 
sooner if no longer needed. 

System generated payroll 

Destroy after 
which ever is sooner. 

lemental Pa roll Ad ·ustment. Reports,
s . tics, with supporting and related records 
pertainl to payroll operations and pay
administratlon. 

a.	 Reports ee for 
and personnel managem
Destroy when 2 years old. 

b.	 All other reports and data.-
when 3 years old. 

i 
~~~~~~~~~~~~~~F~i~l~e~s~.	 Reports of ~ 2/18

uch as Form W-3, with related 
I 

papers, including re relating to income and 
social security taxes. 

Destroy when 4 years old. 

v and Garnishment Files. Official Notice of GRs 2/23
Levy arnishment (IRS Form 668A or equivalent),
change slip, apers, correspondence, rele~ses,
and other forms an ords relating to charges
against retirment funds or chment of salary
for payment of back income taxes ther debts of 
Federal employees. 

Destroy when 3 years old. 

-- -- '- --- -
115-203 Four c oore s Including Original to be submrtted to the National Archives STANDARD FO~M '. 

Hev.seo JUI.,.. 

Prescrloed tn 
Ad'TllnIS!fc1l, 

FPMR 1~1 CF" 
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Request for Records Disposition Authority - Continuation 
JOB NO PAGE OF 

7 of 
7 

ITEM NO 
8 DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Pen ods) 

9 
SAMPLE OR 

JOB NO 
10 

ACTION TAKEN 

2B. 

Destroy when 2 years old. 

Purchase Order Worksheets. Worksheets for money
~eturned because of incorrect address or erroneous 
payment. 

to track and 
numbers. 

1~""lIlit~ 

GRS 23/5 

Start a new file each 
when 2 years old. 

Documents and supporting
reco relating to reimbursement for 
expenditu File consists of worksheets, batch 
control sheet, ections for deposit register,
deposit slips, copie refund checks, SF 1047 
"Public Voucher for Refun "and any other 
applicable material. 

Start a new file each fiscal year.
6 years 3 months after the period of 
account. 

31. Master Administrative Billings and Collection 
Report (BLAD). System generated master report
which consolidates all BLAD reports for bills and 
collections under MSC jurisdiction. Produced 
twice weekly and used for verification of all 
accounting functions. 

Destroy 6 months after verification. 

Control Files. Files 
processing against

reduce for 

GRS 23/5 

Destroy when no longer needed. 

--- -~------ ----
115-203 Four copies Including o nqma l to be 9ubmiMed to the National Archives STANDARD FOR.. 

Revised Ju'v 

Pre s , rlt'Pd t- y 
Admin,s! 1" 

FDMR I~I c,p 
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JOB NO PAGE OFRequest for Records Disposition Authority - Continuation 8 of 14 
97	 8 DESCRIPTION OF ITEM SAMPLE OR 10 

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

33.	 EmploY.1 LocAtor Filii. By.tlm Qlneratio fiportl
of-all employees being serviced by MSC. Report
contain employee number, organIzational code,
social securIty number, project number, salary and 
batch number. 

Destroy when 2 years old. 

34.	 Organization Code Direction Files. System
generated reports by organizational code, which 
support the Employee Locator Files. 

Destroy when no longer needed. 

rtificates of De osit Files. Documentation on 
depo' made to the U.S. Treasury General Account 
for travel, nsportation, payroll, and purchase
order	 transaction. iles consist of SF 215's 
including confIrmed copy bank 
attached, SF 1098's, worksheets,	 and 
other	 pertinent material.~frtIl"'"A ,.IG<J.f,/~ el0-t f,stAl ,/e'¢. ~"'1 'yell'tS 3.1I.ilnr..-Cl-t'N~ 

Elest.FS'I ,,!:leA :I 'leaFS eld.+lt,~pz,e/Odv(-fllI-/taJ.U1Jt-

System generated report
and record all accounts 

Destroy when 3 years old. 

37.	 Post-195b Military Service Deposit Files. 
Documentation on Credit for Military Service, such 
as SF 2803, OPM Form 1514, DD215, and other 
pertinent data. 

Destroy 3 years after separation,

retirement, or death of employee, whichever
 
is earliest.
 

i 
I
 
I
 

_l
i

__~_ 
Four copres 'ncludlng anginal to be submitted to the National Archives STANDARD FORM .,' • 

Revlspd Ju1v . 
PresCflbe(J 01 

A.dmlnlstr-II 
FPMR I~ I ,:F" 

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

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

Service Retirement De osit. 
-Document of activity for Post-1956 Military
Service Deposit. ile consist of system
generated summary repo F 2806 Post-1956 
Request for Action requests, acticles,
pending documents and other pertinen . 

2/21 

Destroy when 3 years old. 

~~~~~~~~~~o~r~t~. 

gross monies expe
per organizational 

and 
System generated report

semi-monthly which reflects 
nd number of employees paid 

Destroy when 2 years old. 

contro 
transportation,
imprest fund. 

Record. 
spaid 

Log used to track and 
out by each region for 

urchase orders, and 

iRS 7/4 

Destroy when 3 years old. 

41. DISB 50. System generated report
which reflects purchase orders and 
expenditures. 

for each 
travel 

region 

Destroy when no longer needed. 

statements,
accounting
purposes. 

System generated reports of 
by appropriation and object class. 

neral ledger, preliminary cost 
all batc s, and other internal 

reconciliations 

GRS 7/1 

Destroy when J years 01 d. 

Four copies Including original to be submltted to the National Archives	 STANDARD FO"" 
ReVised J d • 

Pr esc nben <. 

Admln.S,'rI! 
FPMRIJI Cr" 

115-203 



10 

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

JOB NO PAGE OFRequest for Records Disposition Authority - Continuation 
10 

9
7 8 DESCRIPTION OF ITEM SAMPLE OR 

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

EHlc~tlon (SF 133), QijArtlrly 5/5b 
to Departmental Budget Office 
Secretary, USTTA, MBDA, BEA,

Regional Develo t Programs, and Appalachian
Reg-ional Commission. 'le contains final report
and all workpapers, in ad ' to apportionment
schedules (SF 132) and rant, and other 
perU nent data. 

Destroy 3 years after the end of the 
f i sc a] year • 

.~~~~~~~~~~~(~S~F~2~2~5~)~. Summaries of 
expen-se, travel,

Files consist of 

Destroy when 5 years old. 

(SF 220), 5/5
Annua ort of assets, liabilities, and equlty
accounts by ap 'ation. File includes SF 220,
Schedules 1, band 9 applicable data. 

Destroy when 5 years old. 

Ca ital Fund Bl11in Files. Documentation 6/1
Working Capital Fund supporting in-house 

administra ayments for various Departmental r 
services, non-gover al and other governmental 
agency services. 

Destroy b' years and 
covered by account. 

J _ ...__1~; __
115-203 Four copies ,ncludlng Original to be submitted to the National Archives STANDARD FORM " ~ .. 

Revised .Jutv 1Q~j 

Prescribed by Ger,::. 

Administration 
FPMR (41 CFR, 
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r ) 

JOB NO PAGE OFRequest for Records Disposition Authority - Continuation 11 of 14 
9

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

50. 

51. 

----"----------
115-203 

~ase fi ntaining application, contract, and 
other applicable mentation related to the 
administration of the chian Regional
Commission contract for accoun ervices. 

1I1IIt) 3J1/~>JrHS ~ I II 
Destroy ~ yearsAafter cem,,4~1 at g.r tRiI 
eSRiFiGii. f\ 

ral Led er Files. Manual and system
ort showing all assets, liabilities 

he Office of the Secretary,
USTTA, MBDA, BEA, App ian Regional Commission 
and the Regional Developmen 

Destroy 6 years and 3 months
 
of the fiscal year involved.
 

Status of Foreign Accounts Receivable File 
(TFS-4503). A quarterly report sent to Treasury.
Information is consolidated from various feeder 
reports submitted from the Bureaus. 

Destroy when 3 years old. 

Federal Deposits in Minority Financial 
Institutions. A quarterly report sent to Treasury
and reflects consolidated information received 
from various Bureaus on deposits made to minority
banking institutions. 

Destroy when 3 years old. 

Procurement Files. Requisitions, purchase orders,
racts, correspondence, arid other related 

papers taining to administration, award,
receipt, ment for goods and services. 

a. 

(1) Transactions 

Destroy b years and 3 months 
final payment. 

-
Four copies Including oriqma! 10 be 9ubmiMed 10 the Nal;o-;:'-;;;-Archlve;-

GRS 7/2 

1- ... 
I 
I
 
I
 
I 

i~ 
I 
I 

GRS 3/4 

I
 
I
 

1 _ 
STANDARD FO"'''' 
Revised JlJl( 

Pr e sc nbeo c . 
A.dmlnlSlr .t r 

FDMR IJ1 (F(:l 
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JOB NO PAGE OFRequest for Records Disposition Authority-Continuation 12 of	 14 
97	 8 DESCRIPTION OF ITEM SAMPLE OR 10 

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

(2) Transactlons of less than $l~OOO. 

3 years after final payment. 

b. 

Destroy	 obligated. 

c.	 Other copies of records inc 
system generated reports
administrative purposes. 

Destroy when no longer needed. 

Vendor invoices with 
for type 43 purchase orders as well 

as vendor invoice type 40, 41, 42 purchase
orders with related backup rial. File 
includes paid and unpaid invoices. 

, teN12S	 flIIJ 31lf(}Y\'~S
Destroy yesr! after payment is made. 

54.	 Purchase Order Microform File. Microform is
 
formatted 1n purchase order number and by month.
 

Destroy when superseded obsolete or when no 
longer needed. 

Bills	 for moving 
I 

jGRS 9/1 
eight	 shipment and supporting I 

I 

Cut off at end of
 
when 3 years old.
 

Documents relating to 'GRS 9/4 
travel s s such as undeliverable vouchers 
for check adjustm
because of incorrect addre 
and similar material. 

Destroy when 3 years old.I------------------------------------------------~----~=-, 

I 
I 

I 
I ___ J-. _ 

115-203	 Four copies including anginal to be submrttad to the National Archives , .STANDARD FOI'I"
 
Revised Jut'i
 
Pr esc nbeo D.
 

Adrn.msr«. I 

FPMR	 141 CF~ 
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Request for Records Disposition Authority-Continuation 
JOB NO PAGE OF 

13 of 14 

7 8 DESCRIPTION OF ITEM 
9 

SAMPLE OR 10 
ITEM NO (With Inclusive Dates or Retention Penods) JOB NO ACTION TAKEN 

Re ort on Excess1ve Travel Advances. GRS 9/5
t detailing excessive travel advances 

compiled from f Travel Advances AccountsI 

with Outstanding ort. File contains 
backup documents and 

Destroy when 2 years old. 

~~~~~~~~~~~~~~~~	 Schedules of 
valuable ed, correspondence, memorandums,
reports and othe ords relating to the 
administration of the Go nt Losses in 
Shipment Act. 

Destroy when 3 years old. 

Passenger Transportation Files. Memorandum copies
f vouchers (SF 1113A), memorandum copies of 

tr portation requests (SF 1169), travel 
author' ations, transportation request registers,
and all s orting papers. 

a.	 Issuing copies. 

Destroy when 

b.	 Obligation copy. 

Destroy when funds are 

c.	 Unused ticket redemption forms, such
 
SF 1170.
 

Destroy when no longer needed for 
administrative use. 

60.	 GRS 9/4 
reimbursing 1n " s 
per diem vouchers, transpor
reservations, and all supporting 

------
115-203 Four copies Including onglnal to be submlned to the National Archives STANDARD FOHIOI "~ • 

ReVised July' 
Prescribed o, 

Adrrumstr at. 
FPMR I~ 1 CFP 
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~ I. 
JOB NO PAGE OFRequest for Records Disposition Authority - Continuation 14 of 14 

7 
ITEM NO 

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

9 
SAMPLE OR 

JOB NO 
10 

ACTION TAKEN 

~oc ting official 
employee dependents,
to travel. 

travel by officers, 
or others authorized by law 

a. Travel files. 

b. 

a. 

Travel and Transportation Files. 

Destroy when 3 years 

Obligation copies. 

Destroy when funds are obligated. 

spondence, forms, and related 
recor ertaining to agency travel and 
transportat functions, not covered 
elsewhere in thl chedule. 

b. 

Destroy when 2 

Accountability records. 

Destroy 1 year after 
cleared. 

all entries are 

I 
I 
I 

I 
I 

--~-~--
1'5-203 Four copies Including Original to be submitted to the National Archives STANDARD FO~" 

RevIse1j J d r , 
PreSt- river: r • 

Pod min .s , c1: 
FO'MR 14' ceO' 


