LEAVE BLANK

REQUEST FOR RECORDS DISPOSITION AUTHORITY B TN

(See Instructions on reverse) ,\T ) —_ L+ O 8 _7 5
TS GENERAL SERVICES ADMINISTRATION DATESRECEIVED
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 | — 2) - % ]
1 FROM (Agency or establishment) NOTlFlCATlON TO AGEN’CY

U.8. Department of Commerce
In accordance with the provisions of 44 USC 3303a

2 MAJOR SUBDIVISION the disposal request, including amendments, Is approved

Dffice of the Secretary except for items that may be marked "disposition not

approved” or "withdrawn’ n column 10 If no records

3 MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is
Management and Information Systems not required

4 NAME OF PERSON WITH WHOM TO CONFER S TELEPHONE EXT. [DATE A CHIVIST OF THE UNITED STATES
Sherry Cage 377-4217 7-t0-37

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for thisagency 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, and that written concurrence from the General
Accounting Office, If required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s
attached

r——a
A GAO concurrence L. 1s attached, or g IS unNnecessary

B DATE JURE OF AGEN TIVE D TITLE
/ g/ﬁ@/ Departmental Records
Management Qfficer

9 GRS OR 10 ACTION

ITEM 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Incluswe Dates or Retention Periods) JOB (NARS USE
CITATION ONLY)

MANAGEMENT SERVICE CENTER

The Management Service Center (MSC) was established August 14,
1984, to consolidate the accounting and financial management
services functions of the former Dffice 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 responsibilities 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, 1nquiry 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.

Compeie ZE‘ggag::%?,,‘ﬁé? VWVE sty Ko, Y e

115-108 ngﬁgx)[(g%%- STANDARD FORM 115 (REV 8-83)
Prescribed by GSA
FPMR (4] CFR) 101-11 4




Request for Records Disposition Authority —Continuation

JOB NO

PAGE OF

1l of 14

7

ITEM NO

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

9

AMP 10
SJOBLEOOR ACTION TAKEN

i. Director's Subject Files., Letters, memorandums,
reports, and other correspondence documenting the
activities of the Director and immediate staff in
managing the Management Service Center and its
programs.

Start a new file each year., Destroy when 5
years old.

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

Start a new file each year. Destroy when 5
years old.

trative Subject Files. Correspondence

pertaining ipternal housekeeping activities,
such as time and a nce, travel, training,
budget, and requisitions vices and
supplies.

Destroy when 2 years old.

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

Destroy when 2 years old.

gt‘-~TTrk+ec.£jles. Action items or tracking

documents tha due dates and/or require
follow-up.

Destroy when no longer needed.

L

115-203

Four copies including orginal to be submitted to the National Archives

STANDARD FORM 4
Ravised Juty
Prescribed Cy
Adm mist ate
FPMR 121 CFR
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Request for Records Disposition Authority — Continuation JOB NG PASE 8;5 14
9
PTION OF ITEM
ITEI\: NO (With lng|uzss(ég:eg'orNRetenltlon Penods) SA:JPSSLSOOR ACTIO;JOTAKEN
‘::5-~"Uﬁrﬁggggnden:a Control Log. Log used to track GRS 23/5

-and contro orrespondence assigned to

subordinate Divisian reply. Arranged by due

date.

Delete from log after final reply.
7. Administrative Payments Computer Printout Status -

115-203

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,

8. Weekly Activity Report Files. MWeekly activity
report submitted to the Director, HIS, weekly.
Details MBC’'s activities, accamplishments, 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. i

ce Files, Hard bound books, manuals, GRS 23/6
Treasury's al Manual, GAD titles, and similar
materials used as r

Destroy when superseded, cancel
longer needed.

|
| ;
S S Lo

Four copies including onginal to be submitted to the National Archivers STANDARD FORM a
Revised Ju'y

Prescnibed o,

Agminis: '

FPMRA (43

o
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Request for Records Disposition Authority — Continuation

JOB NO

PAGE OF
3 o0of 14

7
ITEM NO

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

9
SAMPLE OR 10
JOB NO ACTION TAKEN

it.

12,

13.

14,

15.

115-203

Monthly Interest Penalty Reports. Computer
generated summary reports containing information
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 in accordance with the Prompt
Payment Act.

Destroy when & months old.

Monthly Discount Loss Interest Penalty Reports.
Reports detailing interest lost due to late
payment of accounts due to vendors and others.

Destroy when no longer needed.

Buarterly 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 t year old.

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 a new file each year. Destroy when 5
years old.

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

Destroy final report when & years old.
Destroy background material when ! year old.

Four copies including onginal to be submitted to the National Archives

|
|

[

STANDARD FORM \oa
Revised Juty '
Prescribec b.
Agmrnistrat
FPMR (41 CFQ



Request for Records Disposition Authority — Continuation

JOB NO

PAGE OF
4 of 14

7
ITEM NO

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

9
SAMPLE OR
JOB NO

10
ACTION TAKEN

16.

Banefits Life Ineurance Company Reports
"(UBLIC), uter print-out generated for each
bi-weekly and sen kly pay period which
itemizes employee deduc for life insurance
COverage.

Destroy when 3 years old.

GRS 2/22

rterly Income Tax Reports. Reports of Federal
incom 5 paid to the Treasury Department.
File contains it slip and a copy of the
quarterly report. The iginal report is
submitted to the Treasury Depar

Destroy when 4 years old.

GRS 2/18

18.

Ann ear Reports. Reports of work years,
personnel costs, ave used and earned.

Destroy when 2 years old.

19,

20,

21.

115-203

Annual Waiver of Claimg for Erroneous Payment of
Pay and Allowances File. Documentation submitted
by Bureaus and consolidated into a annual report
sent to the General Accounting Dffice.

Destroy when 3 years old.

DEBT Data Report. System generated report by
Bureau and appropriation which reflects pertinent
budget data plan of utilzation, obligations
to-date, and other applicable budget figures.

Destroy when | year old.

Monthly In-hpuse Collections Report.
Consolidated report of total collections including
both payments and SF 1098s.

Destroy when no longer needed.

‘
i

I

STANDARD FOAM .

Four copies Including onginal to be submitted to the National Archlv;s ’

Revised 1. .

Prescrived o

Agminisingt
£

FPMR 141 1



Request for Records Disposition Authority — Continuation JOB NO PAGE OF
5 of 14
9
7 8 DESCRIPTION OF ITEM 10
ITEM NO {With Inclusive Dates or Retention Periods) Sﬁl\é;LﬁOOR ACTION TAKEN

115-203

22.

Disbursement Run Report (DSBQO). Systenm
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
accounts maintained in the agency for site audit

y BAD auditors, consisting of statements of
tNnsactions, statements of accountability,
colMNction schedules, collection vouchers,
disburgement schedules, disbursement vouchers,and
all oth schedules and vouchers or documents used
as schedulgs or vouchers, exclusive of freight
records and ‘gayroll records. If an agency is
operating und an integrated accounting system
approved by BADO\Ncertain required documents
supporting vouche and/or schedules are included
in the site audit reqords. These records document
only the basis financig]l transaction, money
received and money paid™ut or deposited in the
course of operation of theNagency.

Site audit records include, b are not limited
to, Standard Forms, Optional Forws and equivalent
agency formes which document the bagic financial
transaction.

§F 215, Deposit Ticket

8F 224, Statement of Transactions

SF 1047, Public Voucher for Refunds

SF 1080, Voucher for Transfer Between
Appropriations and/or Funds

8F 1081, Voucher and 8chedule of
Withdrawals and Credits

S5F 1095, Schedule of Cancelled Checks

§F 1098, Schedule Voucher for
Transportation Charges

GRS 6/1

|
1
|
|

- Ry

Four copies including original to be submitted to the Natl_on_aI_AVr_c_h-l;tES

STANDARD FORM 115 a

Revised July 19. 1

Prescnibed by Ge -
Administration

FPMR (41 CFR)



Request for Records Disposition Authority — Continuation

JOB NO

PAGE OF
6 of 14

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

9
SAMP 10
JOBLﬁoOH ACTION TAKEN

§F 1129, Reimbursement Voucher
b, Youcher and Schedule of Payments

Original Certi
and 3 months after pe
account.

Copy - Destroy 6 years
covered by

Other Copies - Destroy when 1 year old o
sooner if no longer needed.

\,

24, Mag roll File, GSystem generated payroll
summary report.

Destroy atter GAD audit or w
which ever is sooner,

GRS 2/14

ji??\x\ﬁgpplemental Payroll Adjustment. Reports,
igtics, with supporting and related records
to payroll operations and pay
administrationmn

a. Reports and da ee for workload
and personnel managenm urposes.
Destroy when 2 years old.

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

d State Tay Payments Files, Reports of
withheld
papers, including re
social security taxes.

relating to income and

Destroy when 4 years old.

uch as IRS Form W-3, with related

GRS 2/18 |

27. vy and Barnishment Files. Official Notice of
Levy
change slip,
and other forms an ords relating to charges
against retirment funds or chment of salary
for payment of back income taxes
Federal employees.

Destroy when 3 years old.

arnishment (IRS Form 648A or eguivalent),
apers, torrespondence, releases,

ther debts of

115~203 Four copies including ornginal to be submnned"lo the Nan_on;IAA-rchl;-e: )

STANDARD FORM ¢ a

Revised Ju!y

Prescrined oy
Adminisirate™

FPMR (31 CF&



Request for Records Disposition Authority — Continuation JOB NO

PAGE OF
7 of 14

7 8 DESCRIPTION OF ITEM
{TEM NO (With Inclusive Dates or Retention Perods)

9
SAMPLE OR
JOB NO

10
ACTION TAKEN

28. Purchase Order Worksheets. Woerksheets for money
returned because of incorrect address or erroneous
payment.

Destroy when 2 years old.

al Lontrpl Log, Log used to track and

GRS 23/5

cantrol ma schedule numbers.

Start a new file each fisca
when 2 years old.

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 l_and any other
applicable material,

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

roy

g;?“‘ﬂajmbursement Files. Documents and supporting FRS 6/1

S

|

31. Master Administrative Billings and Collection |
Report (BLAD). System generated master report ]

|

1

which consolidates all BLAD reports for bills and
collections under MSC jurisdiction. Produced
twice weekly and used for verification of all
accounting functions.

Destroy & months after verification.

{ used to manual processing against
electronic process reduce error margin for
external and internal accoun orts,

Destroy when no longer needed.

rEET“‘iﬁtaLnal Accountability Control Files., Files GRS 23/5

o i

115-203 Four copies including onginal to be submitted !—o. the Nét;ogl-—lrchnés

"STANDARD FORM .

Revised Ju

Prescnbea

¥

e}
Ty

Adminis, At~
FEMR (41 CFR



Request for Records Disposition Authority - Continuation JOB NO 4oL 14
7 8 DESCRIPTION OF ITEM SAMPLE OR 10
ITEM NO {With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

23, Employee Lpcater Files, Bystem genarated reports
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, Orqanization Code Direction Files. Systenm
generated reports by organizational code, which
support the Employee Locator Files. ‘

Destroy when no longer needed.

35. rtificates of Deposit Files., Documentation on SRS 6/1c
depo®i made to the U.S. Treasury Beneral Account
for travel, nsportation, payroll, and purchase
order transactionss iles consist of B5F 215°'s
including confirmed copy wi bank receipt
attached, SF 1098's, worksheets; ntrol logs, and i
other pertinent material. i
Simat A paw bile ench f1séal yearl. D@sﬁﬂo‘y 47:34:%43{.

—Sestroy—wher—S—ypeare—atd . Hie o) e Accawt -.\\_\~\‘,

Check Register. System generated report GRS B/WYa |

1 1
track and record all accounts f
|

used as
receivable,

Destroy when 3 years old.

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

37. Post~1956 Military Service Deposit Files. m
is parliest. |

B

115-203 Four copies including anginal to be submitted to the Nationaf Ar;:_hl;es_

STANDARD FORM "'+ a

Revised July -

Prescribed by
Administrit:

FPMR (41 CfFR



Request for Records Disposition Authority—Continuation J0B NO PA;EO?EF 14
9
TEM .
ITEA: NO {With Inglugﬁfg?tzglgNRanlngn Periods) ssggLsoon ACTIO:‘JOTAKEN
38. THitary Service Retirement Deposit. GRS 2/21%
Documentatd of activity for Post-1956 Military
Service Depositss ile consist of systenm
generated summary repo F 2B06 Post-1936
Request for Action requests, acticles,
pending documents and other pertinent~iaformation,
Destroy when 3 years old. ~\\\\\\\N
39. oll Summary Report, BSystem generated report GRS 2/17
produce izweekly and semi-monthly which reflects |
gross monies expe nd number of employees paid
per organizational unit, :
Destroy when 2 years old. i
40, ional Log Record. Log used to track and GRS 7/4
contro ips paid out by each region for
transportation, urchase orders, and
imprest fund. :
Destroy when 3 years old.
"“‘-§L_J
41, DISB 50. System generated report for each region
which reflects purchase orders and travel
expenditures.
Destroy when no longer needed.
|
(E?T\~\&ridge Reports, System generated reports of CRS 7/1
obli inns by appropriation and object class. |
used to bac neral ledger, preliminary cost :
statements, all batc g, and other internal ;
accounting reconciliations
purposes.
Destroy when 3 years old.
_____ L |
115-203 Four coples including original to be submitted to the National Archives ~ STANDARD FOaM R
Sresenven -.
Adminisral

FPMR 141 678



Request for Records Disposition Authority —Continuation JOB NO PAGE OF
10 of 14
7 9
ITEM NO {With lncalu?nss%'::Fe’?g)rNRanngr:APenods) STAELSOOR ACTIO:JOTAKEN
43. “hegorts on Budget Exgcution (BF 133). Quarterly GRS 5/5h
repo submitted to Departmental Budget Office
for Dffice the Secretary, USTTA, MBDA, BEA,

t Programs, and Appalachian

ile contains final report
ion to apportionment
rant, and other

Regional Develo
Regional Commission.
and all workpapers, in ad
schedules (SF 132) and Treasury
pertinent data.

Destroy 3 years after the end of the
fiscal year.

\ZZT“‘&gggrts on Obligations (SF 225). Summaries of

cumula e obligations by type of expense, travel,
galaries, and sagportation. Files tonsist of
report and supporting workpapers.

Destroy 3 years after the end BT —
the fiscal year.

GRS 5/5b

ment of Unexpended Balances of
Appropriati and Funds. Annual report to
Treasury and supporti cumentation,

Destroy when § years old.

“Ie—Statement of Financial Condition (SF 220).
prt of assets, liabilities, and equity
accounts by ap iation. File includes SF 220,
Schedules 1, 6 and 9 an applicable data.

Destroy when § years old.

GRS 5/5

" F7——_Working Capital Fund Balling Files. Documentation
Working Capital Fund supporting in-house
administra ayments for various Departmental
services, hon-gover al and other governmental
agency services.

Destroy & years and 3 months after pery
covered by account.

GRS 6/1

115-203

L ‘

Four copies inciuding ornginal to be submmg to the Nationa!l Archlve;

STANDARD FORM 115 A

Revised July

QT

Prescribed by Gers

Administration
FPMR (41 CFR)



Request for Records Disposition Authority — Continuation

JOB NO

PAGE OF
11 of 14

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

9

AMPL 10
SJOB 5009 ACTION TAKEN

chian Regional Commission Contract Files,
ntaining application, contract, and
other applicableé mentation related to the
administration of the chian Regional
Commission contract for accoun grvices.

AND I MEITHS [
Destroy ¢ yearsjafter campiixgeﬁﬂgthhs—

LT VI

48.

CRS 3fya(|

-

49, ral Ledger Files. Manual and system
genera gport showing all assets, liabilities
and equities he Office of the Secretary,
USTTA, HMBDA, BEA, App ian Regional Commission
and the Regional Developmen ram.

Destroy &6 years and 3 months after t 58
of the fiscal year involved.

50, 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,

51. 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, and other related

papers taining to administration, award,
receipt, an pent for goods and services.
a. Receipts and r ed papers
{1) Trangactions of more t zaiooo.

Destroy 6 years and 3 months after
final payment.

GRS 3/4

115-203 Four copies sncluding onginal 1o be submme:;; th‘e Nah_onal Archives

Lo

STANDARD FORM .

Revised Ju'y

Prescribed ¢,
Agministrat «

FPMR 141 CFR
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Request for Records Disposition Authority — Continuation

JOB NO

PAGE OF
12 of 14

4 8 DESCRIPTION OF ITEM
ITEM NO (With Inclusive Dates or Retention Periods)

9

SAMPLE OR 10
JOB NOO ACTION TAKEN

{2) Transactions of less than $28,000.

gstroy 3 years after final payment.

system generated reports used 0
administrative purposes.

Destroy when no longer needed.

~_

‘;;T\~"Thvii;gs Control Files, Vendor invoices with

related for type 43 purchase orders as well
as vendor invoice type 40, 41, 42 purchase

orders with related backup
includes paid and unpaid invoices.

€ yerrs avd 3months
Destroy after payment is made.

v/

SRS 3/4<()

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

Destroy when superseded obsolete or when no
longer needed.

rnment Bills of Lading. Bills for moving
expenses eight shipment and supporting
papers.

Cut off at end of fiscal year.
when 3 years old,

and similar material,

Destroy when 3 years old.

‘;ZT~‘“1$i¥gl Service Files. Documents relating to
travel s RS, such as undeliverable vouchers
for check adjustm checks that are returned
because of incorrect addre erroneous payment,

i

115-203 Four copies including onginal to be submitted io the N_ai;o}'a| Archl;es

STANDARD FORM Y
Revised July
Presunibed oy
Adminis'ra, «
FPMR (41 CFF



Request for Records Disposition Authority— Continuation JOB NO PAGE OF
13 of 14

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

NE;T\\"BnaLLerly Report on Excessive Travel Advances.

Summary
compiled from '
with Dutstanding Balanc® ort.
hackup documents and final reports

Destroy when 2 years old.

t detailing excessive travel advances
f Travel Advances Accounts
File contains

GRS 9/5

58. ar Damaged Shipments Files. Schedules of
valuable
reports and othe ords relating to the
administration of the Go nt Losses in

Shipment Act.

Destroy when 3 years old.

ed, correspondence, memorandums,

GRS 9/2

¥ vouchers (S5F {113R), memorandum copies of

SF 1170,

Destroy when no longer needed for
| administrative use.

Passenger Transportation Files. Memorandum copies

tr portation requests (8F 1149), travel
authorigations, transportation request registers,
and all s orting papers.
a. Issuing offi memorandum copies.

Destroy when 3 yeaks old.
b. Obligation copy.

Destroy when funds are obligate
€. Unused ticket redemption forms, such as

|

i

GRS 9/3

N

reimbursing 1In
per diem vouchers, transpor
reservations, and all supporting papers

<—“‘“‘PEESBQ43>,RE1mbursament Files. Records relating to GRS 9/4

such as travel orders,
uests, hotel

115-203

Four copies including onginal to be submlned to the National Archives

STANDARD FORM '*3 a

Revised July *
Prescnibed Dy

Adminmistran
FPMR (41 CFR



. ia: = : . JOB NO PAGE OF
Request for Records Disposition Authority — Continuation 14 of 14
9
T
ITEJ NO (With |nglugssgz::zlgNﬂanlnoEnMPenods) SAJ“(';SLEOOR ACTlO:JOTAKEN
doc nting official travel by officers,
employee dependents, or others authorized by law
to travel.
a. Travel administrati office files.
Destroy when 3 years old.
b. 0Obligation copies.
Destroy when funds are ohligated.
]
General Travel and Transportation Files, GRS 9/5
|
spondence, forms, and related |
recor grtaining to agency travel and
transportat functions, not covered
elsewhere in thi thedule. i
Destroy when 2 years o
b. Accountability records.
Destroy | year after all entries are !
cleared. ‘\\\\\\\\f
|
|
!
{
115-203 " Fourcoples ncluding onginal to be submifted 1o the National Archlves e "STANDARD FORM .
Revised Jsufy
Prescnbead 7,

Adminis, dai
FFMR 141 CF 5





