
JOB NUMBER 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

/V/-5 05- of!--7 
To NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received 71'IS i/o~ 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 
1 FROM (Agency or establishment)
 

Department of Defense NOTIFICATION TO AGENCY
 

2	 MAJOR SUBDIVISION In accordance with the provrsions of 44 USC 3303a, the 

Missile Defense Agency disposrtton request, Including amendments, IS approved 
......."._~-;-=-:=-=:-:=:::-::-:=-:-::::-:-:- ---1 except for Items that may be marked "drsposiuon not 

3 MINOR SUBDIVISION approved" or "Withdrawn" In column 10 

5	 TELEPHONE NUMBER DATE ARCHIVIS1 AF THE UNITED STATES4 NAME OF PERSON WITH WHOM TO CONFER wiTHDRAWNMr	 Petar Sredojevic (719)721-8724 

6	 AGENCY CERTIFICATION 
I hereby certify that I am authonzed to act for this agency m matters pertammg to the disposmon of Its records and that the 
records proposed for disposal on the attached (See attached) page(s) are not needed now for the busmess for this agency or will 
not be needed after the retention penods specified, and that wntten concurrence from the General Accountmg Office, under the 
provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

o 1Snot required	 1ZI1s attached, or o has been requested 

DATE	 TITLESIGNATURE ~~~CY R~AT~VE r 
Deputy lnformaticn Management, Chief 

3/18/08	 Information Office~ 
9 GRSOR 10 ACTION TAKEN

7 ITEM NO 8 DESCRIPTION OF ITEM ~ PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) 
CITATION 

sile Defense Agency records series
 
(se ttached)
 

WITHDRAWN 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 

115-109 



Records Disposition Schedules MDA 8180.01-M 

Cate ory: 200 
Categ 'y Title: BUDGET AND FINANCE 

Category umber: 202 
Category itle: BUDGET FILES 
Description: These tiles accumulate in the process of formulating the MDA Five-Year 
Defense Progr 1 Budget and Financial Plan. Included are program and budget 
documents relat Ig to the BMDS Program. 

File: 202-01 
Title: Program Forn rlation and Presentation Files. 
Description: Documen relating to the preparation, coordmation. Justification, reprogramming, 
and recommendations sub utted to the Director for submission for approval and Issuance of the 
Five- Year Defense Program These programs serve as the basis for the development, by the 
Agency Program/Budget Sta ' of the more detailed program and budget guidance to the 
operating elements Included a Program Budget Decisions (PBD), Defense Resources Boards 
(ORB), Issue papers, summary at description data sheets, program change requests, manpower 
memoranda, summary tables and rated papers (Formerly "Program and Budget Advisory Board 
(PBAB) Files") 

A Office of Pnmary Responsib ity 
Disposition: Permanent. Cut off every years at the end of the fiscal year Transfer mactive 
files to the WNRC/FRC when no longer ne ed for operations After 5 years, transfer to the 
NARA 
Authority: 

B All others 
Disposition: Temporary. Destroy when 2 years 01 or sooner If of no further reference value 
Authority: ~ ,Privacy Act: ~ 

File: 202-02 
Title: Program and Budget Direction Files ~ 

Description: Records accumulated m elements charged with p -llnary responsibility for 
developing and issuing budgets Included are instructions, guide nes, directives and 
correspondence relative to preparation of program documents m c isonance with objectives and 
budget considerations, analysis, comments, reprogramnung papers, id the final program 
documents with related annexes 
Disposition: Temporary. Destroy when 10 years old or sooner If of n further reference value 
Authority: 
Privacy Act: 

File: 202-03 
Title: Congressional Budget Justitication Files 
Description: Records accumulated by Agency Program/Budget Staff and element responsible 
for presenting the Justification or testimony 111 defending Agency budget estimates bore 
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Cong 'esstonal C0I11I11lttees Included are copies of opening statements, documents reflecting 
quest: 1S and answers thereto, coordmatmg actions, mmutes of Congressional heanngs and 
related p 

A fice of Pnmary Responsibility 
Disposition: ermanent. Transfer mactive files to the WNRC/FRC when no longer needed for 
operations Afte - 5 years, transfer to the NARA 
Authority: 

Disposition: Destroy when 2 years old or sooner If of no further reference value 
Authority: 

File: 202-04 
Title: Five-Year Defense Prog am Files 
Description: Records reflecting t e program and budget decisions pertauung to the approved 
allocations by appropnations and au ionzation and related files 

A Office of Pnmary Responsib Ity 
Disposition: Permanent. Transfer inacti e files to the WNRC/FRC when no longer needed for 
operations After 5 years, transfer files to th NARA 
Authority: 

B All others 
Disposition: Temporary. Destroy when 2 years 0 or sooner If of no further reference value 
Authority: 

File: 202-05 
Title: Five-Year Program Summary Data Files 
Description: Records reflecting data changes to the MDA FI e- Year structure Plan by fiscal 
year 
Disposition: Permanent. Office ofpnmary responsibihty, place n inactive tile after 
completion Transfer to the WNRC/FRC :2 years after fiscal year CL off 
Authority: 
Privacy Act: 

File: 202-06 
Title: Budget Estimate File 
Description: Records accumulated by the Agency program and Budget Staff 11 the preparation, 
of the MDA budget, minutes of mternal review budget meetmgs, and consolidate budget 
estnnated submitted to the Director These files include the Seven-Year Program r ords, the 
CUITent year, the Budget Year, and Program Years 
Disposition: Temporary. Office ofPnmary Responsibility - Destroy when supersed 

when 10 years old or sooner If of no further reference value 

Authority: 
Privacy Act: 
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Ca gory Number: 204 
Cate ory Title: FINANCE AND ACCOUNTING FILES 
Desert tion: These files contain the official finance and accounting records of the MDA for 
its appr riated funds. Included are accounting policies. regulations. procedures. fiscal 
status rep rts, debit and credit vouchers, allotment ledgers. payroll records, Plant 
Equipment ccounting Records and related financial documentation concerning the 
accounting fo government-owned facilities and equipment and appropriated funds. 

File: 204-01 
Title: Finance an ccounting Policy Files 
Description: Policy id procedures papers, regulations, and authonzation papers governmg 
Agency-wide fiscal ma gement III accordance with statutory requirements and OMB & DOD 
directives Their retentio IS to provide a basis of document related to other categones of files 

A Office of Pnmai esponsibihty 
Disposition: Permanent. Cu off at the end of each fiscal year Transfer to the WNRCIFRC 
when 5 years old and when no I 1ger needed for operations After 7 years, transfer to the 
NARA 
Authority: 

B All others 
Disposition: Temporary, 
Authority: (GRS-6-1a) 
Privacy Act: 

Destroy 6 yea ,3 months after period covered by account 

File: 204-02 
Title: Accounting Administrative Files 
Description: Correspondence, reports and data 
audit, and other accounting and disabusing 

rela 
operations 

ng to voucher preparation, adrnuustranve 

A Files used for workload and personnel manage 
Disposition: Temporary. Destroy when 2 years old 
Authonty (GRS-6-5a) 

B All others 
Disposition: Temporary. Destroy when 3 years old 

Authority (GRS-6-5a) 
Privacy Act: 

File: 204-03 
Title: Accounting Reference Paper Files 
Description: These papers consist of copies of documents which duplicate th 
copies filed elsewhere in Accountmg, documents which require no action, roug drafts notes, 
feeder reports, and sumlar working papers accumulated 111 preparation of corresp idence, 
studies, or other documents but exclusive of formal recommendations, coordmatiort ctions, or 
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papers \ uch contributed to or resulted from preparation of the documents, and cards, hstmgs,
 
indexes, d related papers used for controlling work
 
Dispositio . Temporary. Destroy 3 years after the period of the account
 
Authority: RS-6-1 b)
 
Privacy Act:
 

File: 204-04 

Description: These t es result from analyzing and controlling all accountmg documents 
requmng posting to the eneral ledger and subsidiary ledgers of the Agency to include general 
accounts ledgers, showm debit and credit entries, and reflecting expenditures II1 summary 
Disposition: Temporary. estroy 10 years the close of the fiscal year involved 
Authority: (GRS-7-2) L-. ~ ,Privacy Act: ~ 

File: 204-05 
Title: Installation Accounts Files ~ 
Description: These files contain copi s of documents and reports relanng to the adrmmstratrve 
control of Agency funds and financial 11 ventory accountmg records They include such 
documents and reports as 

A COMSEC Reports, Plant Equiprn ir Accounnng System Report/Reconcihanon , 
worksheets and reports, and source documents nd computer generated hstings 
Disposition: Temporary. Destroy 6 years, 3 111 nths after penod covered by account 
Authority: (GRS-6-la) 

B Non-stock Fund MILSTRIP Requisuions, eport of Survey Files, Receivmg Reports, 
and obhgatmg documents 
Disposition: Temporary. Destroy when 3 years old 
Authority: (GRS-8-7) 

C Fmancial Inventory Accounting Documents, ShlPPI g documents, inventory 
adjustment documents, disposals documents, tUl11-II1S,Issues, dis osals, receivmg documents, 
other documentation reflectmg financial inventory accounting tran actions 
Disposition: Temporary. Destroy 3 years after the penod of the a count 
Authority: (GRS-6-1b) 

D Installations Accounts, miscellaneous accounnng documents, urnal vouchers, 
transfer of adjustments vouchers, stock fund vouchers, bills of lading, advi of obligations 
authonties, purchase requests, Job order contracts (Army, Navy, Air Force), urchase orders, 
reimbursable orders received (classified and nonclassified), rental contracts, m cellaneous 

contracts, and MIPR' s 
Disposition: Temporary. Destroy 6 years, 3 months after period covered by ace unt 
Authority: (GRS-6-1a) 

E Fiscal Disbursmg and Collection Vouchers 
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Dis osition: Temporary. Destroy 6 years, 3 months after penod covered by account 
Auth rity: (GRS-6-la) 

Description: iese files result from the consolidated management, financing, control, and 
accounting for th procurement and mventorymg of those Items of materials, supplies, and 
equipment, the cos of which are chargeable when Issued for use, to a number of consurnmg 
activities 

A Stock Fund L gers, reports, and reimbursable Issues 
Disposition: Temporary. Destroy 6 years, 3 months after the close of the fiscal year involved 
Authority: (GRS-7-2) 

B Stock Fund Referenc Files, spot inventones, stock fund compare tnal balance, 
monetary value of property accour mg transactions 
Disposition: Temporary. Destroy when 3 years old or sooner If of no further reference value 
Authority: (GRS-8-4) 

C Stock fund documents, MIPR' shipping documents, inventory adjustment reports, 
disposal documents, returns on matenal, tui -111S, equipment, nulstnp requisitions, receipt 
documents, mterfund vouchers, and nuscellan us reference papers 
Disposition: Temporary. Destroy 6 years, 3 n nths after penod covered by account 
Authority: (GRS-6-1 a) 

D Non-stock fund MILSTRIP requtsitions. R 011 of survey files, receiving reports, and 
obligatmg documents 
Disposition: Temporary. Destroy when 3 years old 
Authority: (GRS-8-7) 
Privacy Act: 

File: 204-07 
Title: Analysis and Reconciliation Files 
Description: These tiles venfy and substantiate the accounting data de 

and accounting units 

A Miscellaneous Accounting documents, general journal vouchers, 
adjustment vouchers (SF 1907, etc ), travel vouchers 
Disposition: Temporary. Destroy 6 years, and 3 months after penod covered D account 
Authority: (GRS-6-la) 

B Adjustment voucher log books 
Disposition: Temporary. Destroy 6 years, and 3 months after penod covered by accou 
Authority: (GRS-6-1a) 
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General Ledger Trail Balance 
Disposit n: Temporary. Destroy 6 years, and 3 months after penod covered by account 
Authority. (GRS-6-1a) 

D Su idiary Ledgers (Master copies) Consolidate transaction register, status of 
subsrdiary ledge ' 
Disposition: Tem orary. Destroy 6 years, and 3 months after penod covered by account 
Authority: (GRS-6- a) 

nd Journals (Master Copies), financial plan detail, financial plan 
summary 
Disposition: Temporary. estroy 6 years, and 3 months after period covered by account 
Authority: (GRS-6-1 a) 

F Daily Transaction Regi ers 

Disposition: Temporary. Destroy jonthly after receipt of the consolidated transactions 
register 
Authority: 

G Automatic data processing report (master copies), orders received reports, cost and 
assets reports, status of foreign military assista ce transactions, object class reports, fiscal 
hquidanons, fiscal summary, fiscal case detail, 0 weekly payroll 
Disposition: Temporary. Destroy 6 years, and 3 tenths after penod covered by account 
Authority: (GRS-6-1a) 

H General ledger, general ledgers, accounting r cords and supportmg adjustment 
vouchers 
Disposition: Temporary. Destroy 6 years, and 3 months a er penod covered by account 
Authority: (GRS-7-2) 
Privacy Act: 

File: 204-08 
Title: Not Used 

File: 204-09 
Title: Command Accounts and Reports Files 
Description: These files contain papers on the status of funds, statements an 
for all funds which are accounted for by the Agency 

A Fund allotment and allocation files object classifications, allotment and s 
status and funding schedules, and allocation advices 
Disposition: Temporary. Destroy 6 years, 3 months after the close of the fiscal year 11 volved 
Authority: (GRS-7-3) 
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B Fmancial reports files, copies of reports to DoD or other external accounting offices 
on st tus of allotments, expenditure, disbursements, or reimbursements, etc 
Dispo ltlon: Temporary. Destroy 6 years, 3 months after the close of the fiscal year involved 
Authon:v: (GRS-7-3) 

C orts submitted to MDA by external accountmg offices, for mcorporation mto 
miscellaneous oD treasury report 
Disposition: T nporary. Destroy 6 years, 3 months after the close of the fiscal year mvolved 
Authority: (GR 7-3) 

D Rep0I1 of ansactions for and/or by others transfer vouchers 
Disposition: Tempor y. Destroy 6 years, 3 months after the close of the fiscal year involved 
Authority: (GRS-6-la) 
Privacy Act: 

File: 204-10 
Title: Military Assistance Pro 
Description: FIles relatmg to fina cial activrties of the Foreign Mihtary Sales Program to 
include grant aid to countnes by MAl FIles contain origmal "Offer and Acceptance," 
correspondence pertauung to foreign les, and copies of related fiscal documents pertanung to 
sales and grant aid 

A Documents relatmg to legal esta ishment, policies. procedures, management and 
evaluation of FMS and Government AID cas 
Disposition: Permanent. Close annually at to end of the fiscal year Transfer to the 
WNRC/FRC after two years or when no longer n eded for operations Review after 15 years 
Authority: (DoD Fmancral Manual Vol 15, Ch 6- 60101) 
Privacy Act: ~ 

~ File: 204-11 ~
 
Title: Commercial Accounts ~
 
Description: FIscal copies of contracts, small purchases, ch rge ~counts, and Mihtary
 
Interdepartmental Purchase Requests (MIPR's) maintam to do ument disbursement actions
 

A Transactions of 25, 000 or less, includes all construcno contracts under $2,000 
Disposition: Temporary. Destroy 3 years after final payment 
Authority: (GRS-3-3a(2)) 

B Transactions of more than $25,000, includes all construction c 
$2,000 
Disposition: Temporary. Destroy 6 years, 3 months after final payment 
Authority: (GRS-3-3a( 1)) 

C All other copres 
Disposition: Temporary. Destroy upon ternunation or completion 
Authority: (GRS-3-3a(3)) 
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ill Register Cards 
Descript n: Cards mdicatmg payee's name, amount paid, voucher number, and date paid, 
reflects all ayments on contracts and small purchases 
Disposition: Destroy 6 years, 3 months after penod covered by account 
Authority: ( 
Privacy Act: 

File: 204-13 
Title: Impress Fund 
Description: Files perta jmg to inspection of funds in the hands of Impress Funds Cashiers, 
correspondence pertammg overseas Impress Funds and traveling Impress Fund Cashiers 
Disposition: Temporary. estroy 6 years, 3 months after period covered by account 
Authority: (GRS-6-1a) 
Privacy Act: 

File: 204-14 
Title: Money Account Files 
Description: Documents which show tl receipt and disbursement of funds and consist of 
ongmal cash blotters, money folders, and chedule of checks drawn 

Disposition: Temporary. Destroy 6 years, months after penod covered by account 
Authority: (GRS-6-la) 
Privacy Act: 

~ 

~ 

File: 204-15 
Title: Cash Blotter Files 
Description: Monthly summary 
use 

records of disbursernei 

~~ 
~ 

transactions mamtamed for reference 

Disposition: Temporary. Destroy when 3 years old or soo er If of no further reference value
 
Authority:
 
Privacy Act:
 

File: 204-16 
Title: Individual Employee Pay Record 
Description: 

A Pay record for each employee as mamtamed 111 an electronic dati ase Tlns database 
may be a stand-alone payroll system or par of a combined personnel/payroll s 
Disposition: Temporary. Update elements and/or entire record as required 

Authority: (GRS-2-1a) 

B Individual Pay Record, contammg pay data on each employee within an ag 
record may be 111 paper or microform but not m machine readable form 
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Di osition: Temporary. Transfer to National Personnel Records Center Destroy when 56 

years Id 
Autho ·ty: (GRS-2-1b) 

Attendance Source Records 
Descrlption: AI time and attendance records upon which leave input data IS based, such as time
 
or sign-m sheets, n e cards, flextime records, leave applications for Jury and nuhtary duty,
 
authorized premium y or overtime, mamtamed at duty post, upon which leave Input data IS
 

based Records may be neither mach me readable or paper form
 
Disposition: Temporary Destroy after GAO audit or when 6 years old whichever IS sooner
 
Authority: (GRS-2-7) ~
 

Privacy Act: ~
 

File: 204-18 \

Title: Applications for Leave \
 
Description: Leave applications, lea records and subsidiary work papers, mcluding time and
 
attendance reports
 

A If the tune card has been imtiale by the employee 
Disposition: Temporary. Destroy at the en fthe applicable pay penod 
Authorization: (GRS-2-8a) 

B If the tune card has not been nntialed by e employee 
Disposition: Temporary Destroy after GAO audit o· when 3 years old, whichever IS sooner 
Authority: (GRS-2-8a) 
Privacy Act: 

File: 204-19 
Title: Records of Military Leave 
Description: These tiles show leave used by employees 111 orgam d reserves, With attached 
certificated of attendance 
Disposition: Temporary. Destroy after GAO audit or when 3 years Id, whichever IS sooner 
Authority: (GRS-2-22) 
Privacy Act: 

File: 204-20 
Title: Payroll Control Files 
Description: Papers such as payroIJ variation transcnpts, notifications ofpersonn actions, 
federal and state tax changes, applications for or cancellations of savings bonds, requ sts for 
checks to be mailed, and Public Law 89-516 Tax Letters (payments for Federal taxes thheld as 

moving expenses) 
Disposition: Temporary. Destroy after GAO audit or when 3 years old, whichever IS soo er 
Authority: (GRS-2-22) 
Privacy Act: 
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Title: Pa 'roll Control Registers 
Descriptio : Machme runs reflecnng all pertinent mformation affecnng mdrvidual pay 
Disposition: Temporary. Destroy after GAO audit or when 3 years old, whichever IS sooner 
Authority: ( S-2-22) 
Privacy Act: 

File: 204-22 
Title: Payroll Healt Registers. 
Description: Machme ams reflecting all pertinent mformation affecting health benefit plans of 
civilian employees 
Disposition: Temporary. estroy after GAO audit or when 3 years old, whichever IS sooner 
Authority: (GRS-2-22) 
Privacy Act: 

File: 204-23 
Title: Payroll Allotment Register 
Description: Machine runs reflectmg all pertinent mformation affectmg allotments 
Disposition: Temporary. Destroy aft compl~n of second succeeding survey 

Authority: ~ 
Privacy Act: ~ 

File: 204-24 ~~ 
~Title: Pay Comparability Records 

Description: Written narratives and computerize transaction registers documentmg use of 
retention, relocation and recruitment bonuses, allow nces, and supervisory differentials under 
Federal Employees Pay Comparability Act 
Disposition: Temporary. Destroy after 3 subsequent .eports have been files 
Authority: (GRS-1-41) 
Privacy Act: 

File: 204-25 
Title: Individual Retirement Records 
Description: Individual retirement records reflecnng amounts de ucted from pay of each 
employee subject to the Retirement Act, and for deposit to the OP Retirement and Disabihty 

Fund 
Disposition: Permanent. Transfer to Office of Personnel Manageme t, Bureau of Retirement, 
Occupational Health and Insurance, Washington, DC, 30 days after sept 
Authority: 
Privacy Act: 

File: 204-26 
Title: Requests for Authorization and Discontinuance of Authorizations 
Description: Reflect subsistence and quarters for employees overseas 

Authority: (GRS-2-l7b) 
Privacy Act: 
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Titl . Requests for Separation and Wage Earnings Information 
Descr tion: These records are used to certify wages eamed and other separation mformation to 

State Un mployrnent Offices 
Dispositio : Temporary. Destroy after GAO audit or when 3 years old, whichever IS sooner 
Authority: GRS-2-l6A) 
Privacy Act: 

File: 204-28
 
Title: Agency COP) f Employee's Income Tax Withheld
 
Description:
 
Disposition: Temporari Destroy when 4 years old
 
Authority: (GRS-2-18b)
 
Privacy Act:
 

File: 204-29 
Title: Memorandum Copies of P 
Description: Consist of lisnngs and lated cernficanons sheets 
Disposition: Temporary. Destroyaft GAO audit or when 3 years old, whichever IS sooner 
Authority: (GRS-2-14) 
Privacy Act: 

File: 204-30 
Title: Not Used 

File: 204-31 
Title: Not Used 

File: 204-32 
Title: Transportation Transactions Files 
Description: Copies of transportation vouchers and correspond ice reflecting Agency PCS and 
TDY travel and move of household goods 

A Intemational Shipments of Goods 
Disposition: Temporary. Destroy 6 years after the penod of the accoui 
Authority: 

B Schedules of Valuables Shipped, CONUS shipments, corresponden ,memos, reports 

relatmg to shipments, mcluding lost or damaged shipments 
Disposition: Temporary. Destroy when 6 years old 
Authority: (GRS-9-2) 
Privacy Act: 

File: 204-33 
Title: Internal Review and Audit Files 
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(See records Category #106) 

I Authorized Allotments 
Description: 

A U S Savii as Bond Authonzanon, Standard Form 1192 or equivalent, and 
authonzation for indivi ual allotment of the Combined Federal Campaigns 

( I) If rec -d IS maintained on earmng record card 
Disposition: Temporary. Destroy when superseded or after separation of employee If 
employee transfers withm an gency or between agencies. these authonzations must also be 
trans ferred 
Authority: See Treasury FIscal equirements Manual, para 6030 10 for mstructions regarding 
savings bonds authonzations, and PM Chapter 550, subchapter 3, Part 8, for mstructrons 
regarding CFC authonzanons (GR )-4a (l» 

(2) If record IS not mamt ned elsewhere 
Disposition: Temporary. Destroy 3 yea after supersedes or 3 years after separation of 
employee 
Authority: See (1) above for transfer instruct ns (GRS-2-4a (2» 

B All other authonzations, mcludmg Ul1l 1 dues and savings 

( I) If record IS mamtamed on earnmg cord card 

Disposition: Temporary. Destroy when superseded 0 after transfer or separation of employee 
Authority: (GRS-2-4b (I)) 

(2) If record IS not maintamed elsewhere 

Disposition: Temporary. Destroy 3 years after superseded or years after transfer or 
separation of employee 
Authority: (GRS-2-4b (2) 
Privacy Act: 

File: 204-36 
Title: Savings Bond Purchase Files 
Description: 

A U S Savings Bond Authonzation SF 1192 or equivalent 
Disposition: Temporary. Destroy when superseded or after separation of emplo 

Authority: (GRS-2-14a) 

B Bond registration files issumg agent's copies of bond registration stubs 
Disposition: Temporary. Destroy 4 months after date of Issuance of bond 
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C Bond receipt and files receipts for and transmittals ofU S Savings Bonds 
Dispo ition: Temporary. Destroy 4 months after date of Issuance of bond 
Author : (GRS-2-14c) 

t: 

Title: Thrift S ~lings Plan Election Form 
Description: Fc)! 1 TSP-I authonzmg deduction of employee contnbunon of the Thnft Savings 
Plan 
Disposition: Tempo Destroy when superseded or after separation of employee 
Authority: (GRS-2-1 
Privacy Act: 

File: 204-38
 
Title: Direct Deposit Sign-up orrn (SF 1199A)
 
Description:
 
Disposition: Temporary. when superseded or after separauon of employee
 
Authority: (GRS-2-17)
 
Privacy Act:
 

File: 204-39
 
Title: Not Used
 

File: 204-40 
Title: Notification of Personnel Action Files 
Description: Payor fiscal copy, not tiled 111 the Oft ial Personnel Folder 
Disposition: Temporary. Destroy when related pay cords are audited by GAO or when 3 
years old, whichever ISsooner 
Authority: (GRS-2-II) 
Privacy Act: 

File: 204-41 
Title: Payroll System Reports 
Description: 

A Error reports, ticklers, system operation reports 
Disposition: Temporary. Destroy when related actions are completed 0" when no longer 
needed, not to exceed 2 years 
Authority: (GRS-2-22b) 

B Reports and data used for agency workload and/or personnel managen 

Disposition: Temporary. Destroy when 2 years old 
Authority: (GRS-2-22b) 
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C Reports providmg fiscal mformation on agency payroll 
Disp ition: Temporary. Destroy after GAO audit or when 3 years old, whichever IS sooner 
Autho ·ty: (GRS-2-22c) 
Privacy 

Title: Payroll hange Files 
Description: Re ords used to direct a change or correction of an mdividual pay transacnon 
whether created an mamtained by paying agency or payroll processor 

A Copies subj t to GAO audit 
Disposition: Temporar .. Destroy after GAO audit or when 3 years old, whichever IS sooner 
Authority: (GRS-2-23a) 

B All other copies 
Disposition: Temporary. Dest y 1 month after the end of related pay penod 
Authority: (GRS-2-ISc) 
Privacy Act: 

File: 204-43 
Title: Retirement Files 
Description: Reports, registers or other con '01 documents, and other records relanng to 
retirement 

File: 204-44 
Title: Payroll Correspondence 
Description: Correspondence between agency and pa .oll processor regarding general routme 
admuustrative Issues that do not relate to mdividual payi 
Disposition: Temporary. Destroy when 2 years old 
Authority: (GRS-2-24) 
Privacy Act: 

File: 204-45 
Title: Levy and Garnishment Files 
Description: Official Notice of Levy or Garrushment, change slip, w .k papers, correspondence, 
release and other forms, and other records relatmg to change against ret .ernent funds or 
attachment of salary for payment of back income taxes or other debts of deral employees 
Disposition: Temporary. Destroy 3 years after garmshment IS terminated 
Authority: (GRS-2-18) 
Privacy Act: 

File: 204-46 
Title: Non-current Payroll Files 
Description: Copy of non-current payroll data as mamtained by payroll service bureau 
microform or machine readable form 
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Dispo ition: Temporary. Destroy 15 years after close of pay year Il1 wluch generated 
Autho . y: (GRS-2-2) 

xceptlons Files 
Description: Ge eral Accounting Office notices of exceptions, formal or II1fol111al,and related 
correspondence 
Disposition: Tempo ary, Destroy 1 year after exception has been reported as cleared by GAO 
Authority: (GRS-6-2J 
Privacy Act: 

File: 204-48 
Title: Certificates Settlemei 
Description: Copies of certific es and settlement of accounts of accountable officers, 
statements of differences, and reI ed records 

A Cernficates covenng clos account settlements, supplemental settlements, and final 
balance settlements 
Disposition: Temporary. Destroy 2 yea' after date of settlement 
Authority: (GRS-6-3a) 

B Certificates covering penod settlem 1tS 
Disposition: Temporary. Destroy when subseq ent certificate of settlement IS received 
Authority: (GRS-6-3b) 
Privacy Act: 

File: 204-49 
Title: General Fund Files 
Description: Records relating to availabrhty, collection, cu tody and deposit of funds mcluding 
appropnation warrants and certificates of deposit, other than ose records covered 111 Item 1 of 
this schedule 
Disposition: Temporary. Destroy when 3 years old 
Authority: (GRS-6-4) 
Privacy Act: 

File: 204-50 
Title: Federal Personnel Security Bond Files 
Description: 

A Official copies of bond and attached powers of attorney 

(1) Bonds purchased before January 1, 1956 
Disposition: Temporary. Destroy 15 years after bond become mactive 
Authority: (GRS-6-6a (l)) 
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(2) Bonds purchased before December 31, 1955 
Disposi ion: Temporary. Destroy 15 years after end of bond premium penod 
Authorit •. (GRS-6-6a (2» 

BOler bond files mcluding other copies of bonds and related documents 
Disposition: mporary. Destroy when bond becomes inacnve or after the end of the bond 
premium penod 
Authority: (GRS-
Privacy Act: 

File: 204-51 
Title: Gasoline Sales Ti 
Description: Hard copies 0' sales tickets filed m support of paid vouchers for credit card 
purchases of gasohne 
Disposition: Temporary. Dest oy after GAO audit or when 3 years old, whichever IS sooner 
Authority: (GRS-6-7) 
Privacy Act: 

File: 204-52 
Title: Telephone Toll Tickets 
Description: Onginals and copies of toll t kets files 111 support of telephone toll call payments 
Disposition: Temporary. Destroy after GAo: audit or when 3 years old, whichever IS sooner 
Authority: (GRS-6-8) 
Privacy' Act: 

File: 204-53 
Title: Administrative Claims File 
Description: 

A Claims against the United States Records relat g to claims against the United States 
for moneys which have been admuustranvely (1) disallowe n full or (2) allowed 111 full or 111 

part, and final payment of the amount awarded, EXCLUDIN claims covered by sub-Item c 
below 
Disposition: Temporary. Destroy when 6 years, 3 months old 
Authority: (GRS-6-1 Oa) 

B Claims by the United States subject to the Federal claims co ection Standards and 28 
USC 24150r31 USC 3716(c)(l) 

Records relatmg to claims for money or property which were dmuustranvely 
determined to be due and owing to the United States and which are subject to e Federal Claims 
Collection Standards (4 CFR Chapter II), EXCLUDING claims covered under s b-rtern c below 

(1) Claims which were paid 111 full or by means of a compromise agr 
pursuant to 4 CFR Part 103 
Disposition: Temporary. Destroy when 6 years, 3 months old 

FOR OFFICIAL USE ONLY 114 



104 

Records Disposition Schedules MDA 8180.01-M 

(2) Claims for which collection action has been terminated under 4 CFR Part 

(a) Claims for wluch the Government's nght to collect was not 
extended 
Disposition: Te porary. Destroy 10 years, 3 months after the year in which the Government's 
right to collect firs accrued 
Authority: (GRS-6- Ob (2) (a)) 

(b Claims for which the Government IS entitled (per 28 USC 2415) 
to additional time to uuna legal action 

Disposition: Temporary. stroy 3 months after the end of the extended penod 
Authority: (GRS-6-1 Ob (2) ( ) 

C Claims files that are a cted by a court order or that are subject to liuganon 
proceedings 
Disposition: Temporary. Destroy w n the court order IS hfted, litigation IS concluded, or when 
6 years, 3 months old, whichever IS late 
Authority: (GRS-6-1 Oc) 
Privacy Act: 

File: 204-54 
Title: \Vaiver of Claims Files 
Description: Records relating to waiver of claims the United States against a person rarsmg 
out of an erroneous payment of pay allowances, trave expenses, or relocation expenses to an 
employee of an agency or a member or former member of the uniformed services or the National 
Guard, mcluding bills of collection, requests for a waive of clatrn, mvestiganve reports, decision 
by agency and/or GAO approving or denyrng the waiver, a d related records 

A Approved waivers (agencies may approve amounts ot aggregating to more than $500 
or GAO may approve any amount) 
Disposition: Temporary. Destroy 6 years, 3 months after the clos of the fiscal year 111 which 
the waiver was approved 
Authority: (GRS-6-l1a) 

B Denied waivers 
Disposition: Temporary. Destroy WIth related claims files 111 accordance \\ th Items lOb and 
10c of this schedule 
Authority: (GRS-6-11 b) 
Privacy Act: 

File: 204-55 
Title: Expenditures Accounting General Correspondence and Subject Files 
Description: Correspondence or subject files mamtained by operating umts responsible 
expenditures accounting, pertairung to their mternal operations and adrrumstranon 
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Di osition: Temporary. Destroy when 2 years old
 
Aut rity: (GRS-7-1)
 
Priva .' Act:
 

al Accounting Ledgers 
Description: eneral accounts ledgers, showing debit and credit entnes, and reflecting 
expenditures Il1 ummary 
Disposition: Te orary, Destroy 6 years, 3 months after the close of the fiscal year involved 
Authority: (GRS- 2) 
Privacy Act: 

File: 204-57 
Title: Appropriation AI 
Description: Allotment rec ds showing status of obhgations and allotment under each 
authonzed appropnations 
Disposition: Temporary. Dest oy 6 years. 3 months after the close of the fiscal year involved 
Authority: (GRS-7-3) 
Privacy Act: 

File: 204-58 
Title: Expenditures Accounting Posti s and Control Files 
Description: Records used as posting an ontrol medra, subsidrary to the general and allotment 
ledgers. and not covered elsewhere Il1 this s 

A Ongmal Records 
Disposition: Temporary. Destroy when 3 years 
Authority: (GRS-7-4a) 

B Copies 
Disposition: Temporary. Destroy when 2 years old 
Authority: (GRS-7 -4b) 
Privacy Act: 

File: 204-59 
Title: Cost Accounting Reports 
Description: 

A Copies m UI1Itsreceivmg reports 
Disposition: Temporary. Destroy when 3 years old 
Authority: (GRS-8-6a) 

B Copies 111 reportmg UI1Its,and related work papers 
Disposition: Temporary. Destroy when 3 years old 
Authority: (GRS-8-6b) 
Privacy Act: 
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Ti e: Time and Attendance Input Records 
Des -iption: Records m either paper or machine readable form used to input tune and 
atten nee data into a payroll system, mamtamed either by agency or payroll processor 
DispOSI ion: Temporary. Destroy after GAO audit or when 6 years old, whichever IS sooner 
Authorif : (GRS-2-8) 
Privacy Ac . 

File: 204-61 

Description: 

nployee leave, such as SF 1150, prepared upon transfer or separation 

Disposition: Temporal.'. FIle on nght srde ofOPF See GRS 1, Item 1 
Authority: (GRS-2-9a) 

B Creating agency c y, when rnamtamed 
Disposition: Temporary. Dest y when 3 years old 
Authority: (GRS-2-9b) 
Privacy Act: 

File: 204-62 
Title: Tax Files 
Description: 

A Employee withholding allowance rnficate such as IRS Form W-4 and state 

equivalents 
Disposition: Temporary. Destroy 4 years after s erseded or obsolete or upon separation of 
employee 
Authority: (GRS-2-13a) 

B Agency copy of employee wages and tax stat nents, such IRIS Form W-2 and state 
equivalents, mamtained by agency or payroll processor 
Disposition: Temporary. Destroy when 4 years old 

Authority: (GRS-2-13b) 

C Agency copy of employer reports of Federal tax withh d, such as IRS Form W-3, 
with related papers including reports relating to income and social cunty tax, and state 

equivalents, mamtained by agency or payroll processor 
Disposition: Temporary. Destroy when 4 years old 
Authority: (GRS-2-13c) 
Privacy Act: 

File: 204-63
 
Title: Combined Federal Campaign and Other Allotment Authorizations.
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Authonzanon for individual allotment to the Combined Federal Campaign 
Dispositi n: Temporary. Destroy after GAO audit or when 3 years old, whichever IS sooner 
Authority. (GRS-2-1Sa) 

BOth r authorizanons, such as union dues and savings 
Disposition: Te porary. Destroy after GAO audit or when 3 years old, whichever IS sooner 
Authority: (GRS- -ISb) 
Privacy Act: 

File: 204-64 
Title: Management Au 
Description: Papers docun ntmg the review, recommendations, actions taken, and the results 111 

connection with reviews of ~ ency operational and resource management operatives, relative to 
DAs and GAO audits 
Disposition: Temporary. Destr 6 yea~ 3 months after penod covered by account 
Authority: (GRS-6-1a) ~ 
Privacy Act: ~ 

~~ 
~ 

File: 204-65 
Title: Financial Audit Files (Appropriat Funds) 
Description: These are Agency copies ofG~ or DAS audit certifications or final audit reports 
mdicatmg proof of on-site audit and clearance specific accounts Included are audits of 
mdivrdual contracts, contractmg activities, or the ianagement aspects of the organization 
Disposition: Temporary. Destroy 6 years, 3 mont s after penod covered by account 
Authority: (GRS-6-1 a) 
Privacy Act: 

File: 204-66 
Title: Audits of Non-appropriated Funds 
Description: Fiscal year audits of each specific Non-appropn ted account Included are audit 
reports and related back-up papers 
Disposition: Temporary. Destroy 6 years, 3 months after peno overed by account 
Authority: (GRS-6-1a) 
Privacy Act: 

File: 204-67 
Title: Input to Audit Responses 
Description: Responses to draft and final GAO and DAS reports operation, management 
activities Includes comments from subordinate orgaruzauons from which the irectors posinon 

was formulated, and related working papers and supporting documentation 
Disposition: Temporary. Destroy 3 years after Issuance of final Agency comme 

Authority: (GRS-6-Sb) 
Privacy Act: 
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Ie: Internal Control Reviews 
Des ription: Documentation of internal reviews as required by Public Law 97-255, "Federal 
Managers' Financial Integnty Act" Includes papers documentmg the review, actions taken, 
findmg and recommendations 
Dispositi 1: Temporary. Destroy 6 years after date of annual DIR MDA memorandum to 
SECDEF 
Authority: 
Privacy Act: 

File: 204-69 

Description: Created II accordance With procedures mandated by OMB CIrcular A-123, Internal 
Control Systems, and P L 97-255, the Federal Managers' Financral Integrity Act Under these 
authonties, agencies are re Ired to perform evaluations of their accountmg and admnustrative 
controls to prevent waste, frai and mismanagement 

A Policy, procedure, an zuidance files 

Copies of internal dtrectiv maintained by the agency's mternal control staff (but not 
those copies mamtained 111 t e agency's official file of internal directives), external 
directives such as OMB Circu ar A-123, and correspondence outlining policy and 
procedure for performmg mana ment reviews 

Disposition: Temporary. Destroy when sup seded 
Authority: (GRS-16-14a) 

B Management control plans 

Comprehensive plans documenting the agen v's efforts to ensure compliance With 
OMB Circular A-123 

Disposition: Temporary. Destroy when superseded 
Authority: (GRS-16-14b) 

C Risk analysis 

Reports and supporting matenals used to document reviev of program areas for 
susceptibility to loss or unauthorized use of resources, errors 111 reports nd information, and 
illegal and unetlucal actions 
Disposition: Temporary. Cut offclosed files and the end of the fiscal year 
review cycle 
Authority: (GRS-16-14c) 

D Annual reports and assurance statements created by orgamzatronal com onents below 
the agency (department or independent agency) level, and compiled by the agency 111 

unified report for direct subrmssion to the President and Congress 
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(NOTE: This Item does not cover the consohdated final reports submitted directly to 
dent and Congress The final reports must be scheduled by subrmtnng an SF 115 to the 

National rclnves 
Dispositio . Temporary. Cut off closed files and the end of the fiscal year Destroy after next 

E 

FIles used t ensure the completion and nmeliness of submission of feeder reports, 
mcluding schedules of e luations, mterim reporting, lists of UI1Itsrequired to report and 
correspondence relating to ie performance of the reviews 
Disposition: Temporary. D stroy w~n no longer needed 
Authority: (GRS-16-14e) ~ 

?-:)
F Review files "'.I~
 

/,

'..
 
Correspondence, reports, a stion copies of audit findings, and other records that 

idennty program mternal control weakn sses, and corrective actions taken to resolve such 
problems Since A-123, or A-l30, this rte 1 also applies to copres of these reviews, provided they 
are identified as alternative reviews m the I nagement control plan 

(1) Office with responsibihty for co rdmatmg Internal Control funcnons • 
Disposition: Temporary. Cut off when no furth . correctrve acnon IS necessary Destroy 5 
years after cutoff 
Authority: (GRS-16-14f(l» 

(2) Copies mamtamed by other offices as mt 11al reviews 
Disposition: Temporary. Cut off when no further correc ve action IS necessary Destroy 1 year 
after cutoff 
Authority: (GRS-16-14f (2») 
Privacy Act: 

(NOTE: Alternative reviews as computer security reviews id management and 
consultant studies may need to be kept longer than provided 111 Item f (2) 
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Category Number: 206 
Category itle: NON-APPROPRIATED FILES 
Description These files result from conducting Morale. Welfare, and Recreation (MWR) 
activities des. ned to contribute to the comfort. well being and recreation of Agency 
employees. 

File: 206-01 
Title: Management 
Description Records re ectmg the formulation, direcnons, development, and supervrsion of 
non-appropnared fund actt -ities Included are baSIC authority directives, planning, and 
procedural development dat legal Opll110nSand interpretanons, and council charters 
Disposition: Temporary. De roy when superseded 
Authority: 
Privacy Act: 

File: 206-02 
Title: Operations Files 
Description Records reflectmg the opera ng guidance and management of fund operations 
Included are mmutes of counctl meetings, n moranda and similar papers 
Disposition: Temporary. Close annually Cu off at end of fiscal year Destroy when 10 years 
old 
Authority: 
Privacy Act: 

File: 206-03 
Title: Not Used 

File: 206-04 
Title: Not Used 

File: 206-05 
Title: Concessionaire Agreement Records 
Description Copies of contract bids, current agreements, msurance eel ficates, financial 
statements, correspondence, and related documents relative to the operati 1Sof concessions 
(Cafeteria, vending mach Illes, drug store, and barber shop) 
Disposition: Temporary. Destroy 6 years, 3 months after termination or Cat cellation of 
concessionarre agreement 
Authority: 
Privacy Act: 

File: 206-06 
Title: Civilian Welfare Fund Financial Fund Files 
Description Records wlnch reflect the receipt of and use of funds to defray expenses mcu 
providing athletic. recreational, and other welfare services or facihnes Included are audit 
reports, budgets, financial statements, ledgers, journals, receipt and disbursement vouchers, sa s 
records, inventory records, and related substannatmg documents 
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DI osition: Temporary. Destroy 6 years, 3 months after the penod of the account
 
Aut ority:
 
Priva Act:
 

Title: Inten 1 Funding Program Files
 
Description: ecords used to authorize operating elements to mcur obhgations necessary to
 
permit operation while Congress and OMB complete appropnation apportionment of funds for
 
the new fiscal year Included are fund authorizations and justification documents directly related
 
to the approved final cial plans
 

A Office of Pru ary Responsibihty 
Disposition: Temporary. Close at end of each fiscal year Destroy when 10 years old or 
sooner If of no further refere ce value 

B All others 
Disposition: Temporary. Cut 0 'at the end of the fisca! year Destroy when 2 years old or 
sooner If of no further reference vah ~ 
Authority: ~ 
Privacy Act: ~~ 

File: 206-08 ~ 
Title: Financial Plan Files 
Description: Records reflecting in detail the ac al application of the approved budget, budget 
execution Il1 tel111Sof ItS appropnations and apport nments on a fiscal baSIS as applied to O&M 
Procurement, RDT &E, Construction, Stock Funds, rmly Housing and other appropnated dollar 
resources 
Disposition: Temporary. Office of Pnmary Responsif ity - Close at end of each fiscal year 
Destroy when 10 years old or sooner If of no further refere ce val ue 
Authority: 
Privacy Act: 

Title: 206-09 
File: Program and Budge Input Files 
Description: These tiles consist of data submitted Key Components . review and 
consohdation II1tOthe total MDA Budget tiles and the preparation of sun lanes as may be 
desired by Agency top management 
Disposition: Temporary. Cut off at end of fiscal year Destroy I year afte close of the fiscal 
year covered by the budget 
Authority: (GRS-5-2) 
Privacy Act: 

File: 206-10 
Title: Advanced Program Support 
Description: 
Disposition: Temporary. Destroy when 15 years old 
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npower Budget Formulation Files 
Descripti : Manpower requirements documents created 111 the formulation and submission of 
manpower p rtions of the MDA budget 

A Perso nel Services Budget Support Papers Data generated III formulation of civilian 
and military budge submissions 
Disposition: Temp ary. Cut off at the end of each fiscal year Destroy after 1 year covered 
by the budget 
Authority: (GRS-5-2) 

B Manpower cost Sl missions Files created III the program cycle mcluding the annual 
fiscal year updated mformanort y appropnations 
Authority: (GRS-5-2) 
Privacy Act: 

File: 206-12 
Title: Personnel/Manpower Statistica udget Reports 
Description: These files consist of compu r software runs which are produced 111 order to 
provide source data for evaluation and foreca [mg purposes 

A Consolidated report 
Disposition: Temporary. Cut off at the end of the .iscal year Destroy after 1 year covered by 
the budget 
Authority: (GRS-5-2) 

B Recurnng reports (crvihan/nuhtary) 
Disposition: Temporary. Cut off at the end of the fiscal ye r Destroy after 1 year covered by 
the budget 
Authority: (GRS-5-2) 
Privacy Act: 

File: 206-13 
Title: Crosswalks/Program Objective Memorandum (POM) File 
Description: This file contains mformation on past and present crosswalk 

program formulation mformanon 

A Office of Pnmary Responsibility 
Disposition: Permanent. Cut off at the end of the fiscal year Transfer mactive f s to the 
WNRC/FRC when no longer needed for operations After 7 years, transfer to the NA 

Authority: 

B All others 

FOR OFFICIAL USE ONLY 123
 



Record Disposition Schedules MDA 8180.01-M 

Disposition: Destroy when program IS completed, cancelled, or becomes obsolete
 
Authority:
 
Privacy Act: ~~
 

~ 
File: 206-14 ~~ 
Title: Corporate Revenue Fi ~ 
Description: This file contains pr zram and budget information used for plannmg annual 
corporate reviews for the Director 

A Annual Report (end of fiscal year 
Disposition: Temporary. Destroy when 5 yeas 

Authority: 

B All other reports 
Disposition: Temporary. Destroy 3 years after the end of e fiscal year 
Authority: (GRS-5-3) 
Privacy Act: 
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