
REQUEST ~ORRE~ORDlsPOSITION AUTHORITV 
(See Instruc.tions on rev~rse) 

, TO. GENERAl,:SERVICES ADMINISTRATION, ,
 
~_N_A_Tl_O-,-N_Al_AR_C_H_IV_E-,S_A_N_O_' R_E_C_OR_O---,S",-SE_R_VI_C_E'C-W_A_S_H_IN_G_IO-.:.-. __ -,--_-1 DArE RECEIVED.
N~._O_C~, _2_0.4_0_8 

1.	 FROM (AGENCY. OR ESTABLISHMENT)' September 18
 
U."5. Department of Education " '
 

2. 
, ,'. . In ~ccordance Wlt~ the provISIO~S'of 44 U S'C' 3303a' the dlsiiosal re 

___ :::"'-',,-i!'-_:~::,::,::-,q_re_t_ary---=-_f..:....o_r_M_an_ag-,-e_m_e_n-,-t..:...,quest. Inclu·dlng·.amendments. IS approved except ;foutems ---::-----,-'----'-1	 that, may 
3. SUBDIVISION,,;. . .",	 ' . be stamped ,"disposal not approved" or "Withdrawn" 'In colu~n 10. 

Office'.- of Admmistrative Resources. Management, -
4.	 NAME OF. PERSON WITH WHOM TO CONFER . '5. TEL EXT _ ~~, , . ~... 

Norma Fenwick	 . I 472~3;~~ :.' 
6.	 CERTIFICATE OF. AGENCY. REPRESENTATIVE ' .. " ' ' " . • . 

. 1,hereby-certify.that I am'authorized toact for this ~'ge~cy:in' matters pertaining to the di,sp.~sarof the agency'srecords, , 
that the records proposed for ~ispos?1'in' this Reque'stof' , pagets) are qot now needed for the business pf
this agency or wi It not be pe~ded after theretention 'periods specified . ' ., ,,: 

'.O· A Request for immediate 'disposal:' :, .. ' .:	 ..' . 

lilB."R~,quest::-:f~r(j'ispos'a'l aft~r ~ spe~'ified period of time or request tor permanent 
r . .retention. ' ~.:' "'..	 ..; .'.,." ",' ' . 

. E. TITLE 

.- . ., , Recor-da Officer., ,U. S. Depar-tment, 

7. 8, DESCRIPTION·OF ITEM . 
ITEM NO. (With tnclusrve Dates or Retentton Periods)' SAMPLE OR ..ACTIO~\AKEN 

r ~. '.	 ~~ JOB N9.-~~-----f------~----~-------------------~-~~-------~+---~~---f----~ 

.a. Hachine ...readable madd.aconbadrung data for such". 
housekeeping· systems .as fi,scal 'a9countability, -. 
supply' management, an,d,:,payr~ll .administration w?ictl 
are not required' for GAOsite audits ..·. :. 

-'...r . _ 

I 1-( . 

• -e , ': 

., 
'.. Disp'ase of iri, accordance "with' iImtructions.: appll.cab e 

, " to the. hard copy:'.or o'!ih~r''files'. documenting '·the ,-, 
same p~ocess;., t:t'an~action,. or case , . . '., ,." 

. '. ...,.. ..., 

, . 

.', b •. ,_Financial data do~ent~. the : transfer of Fede ral, . 
loan and gra:nt",funds cont.atrungvdat.a" created py the 

; merging· of prior master' fil(?, wi:th valid transaction 
data to c reate a new master f.ile (initial'.data,· 
Lnc'ludes excerpbs from. forms pl.aced-dn case" :f,lles).: 
Cumulative, data of funds -made available through·, .'. 
f~deraliy 'supported loan and' 'grant' programs: . "'. 

~ '.. ~ t, • , • '/ 

.,. 
. 

. 

. 
......:-. 

• '. < 

.. :. 
, '. 

Dispose' of after thi~,d update :cycle~ 
. 
; 

, 
I' 

. . .~.~~.: 

, ~-



Request 

7. 
ITEM NO· 

2.
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9.

8. DESCI;IIPTION OF ITEM	 10.SAMPLE OR
, (WIth	 Inclusive Dates or RetentIon Periods) ~CTIQN TAKEf\!JOB	 NO, 

c.	 Macl:line;.re~dable.,data created under a Federal
 
grant or contract.
 

(1)	 Processing files: dispose of when no longer
 
needed ~o cr~ate or'maintain master file ,or
 
'when"final	 report is completed, whi~ever 
is. sooner. .. 

Public ,use files :C""?SUbm'it to :NARs "for~~ '258 " 
trapst'e,r ot t)1~,'records .upon completion of' 
final', ,repor't.LP..Ilfof'f'er' is not accep'ted, C;:':; " 
.destroy the' files. -

Ma~,t~rf~l~'S(e0Submit SF 258' to NARS ,for 
,tran~fer of t~~ records~upori'completion of 
final'rep'ort[~rf offer is not accept.ed, 
destroy files.	 ' 

,	
" 

Institution, files for'insured loan program, " 
, , 

,'./ 

Thi~ group of records' documents the participation, of 
"insti tu td.ons (usually .banks ) in ,'iilsured loan programs~
 
Included a~e applications, and audits, ,~arious admin-
istrati've ~eports; and, request for interest payments.
 

ao	 "B,a~~c,app!ication~ ~~~L?-~sti~:' (Destroy;) ·5"<y~.~;',' B-4oo.,

::aft'er~end'. 0'£': an:~iJj.stltutiorits' participation-: in' a 14a
 
~..program;'~,ore- after final <:au~.it;"wl1':lhhervef fs' =soonerG
 

. "\" ~"\':;~7'''\ ~..!'-... ..:.~ I. ...... __?-:...:f'.J .....h~.~ ,..\,-~.... ;,,_, .. .. .'" ~-.2 ~...; ''\	 ... 

b.	 -Requesb fo~, Federal interest': p-aymiBnt':'.Destroy" , . B~400, 
when 5' yearvs old or 'after' audit} :which~yer'"i~~§ooneto. 14b , 

";' \:', ,,'__'t"'~ :.2.;..j;y-JJ' --- 0' --. ~ --:.- •• -,. ,~. ..' • " -: 

All other,records or correspondence with the
 
institution for admin1st'rati'OQof the prog~am,:..'
 
Destroy after 2.years.
 

" 

Federal Jir.duc~t)R!lalRights and' fri vacy :Act"comp'Laants • 
-.	 ., 

Compliants concerning the privaQY~f'~tud~nt ~ducation~ 
records maintained by schools that receive financial 
.asais t.ance from '~e ,.Office of Bducatd.on , Included are o 

' ..."'.'the	 EP response and' related correspondence. 
, n'\ . 

"	 ", \ 
a.	 ,Formal compl.afnt.s.n,,Destroy 5 year-s after resolutior. 

XJ',v 

b.	 Informal complaints: Destroy 5 years after
 
reso lu tiori.
 

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

Adrrunistranon 
GPO 1975 0 - 579-387 ; FPMR (41 CFR) 101-11.4 

"'''', . 

115-203 

http:Bducatd.on
http:accept.ed
http:repor't.LP
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"7, a DESCRIPTION OF ITEM 10,SAMPLE OR 
ITEM NO (Wlth'lnclusive Dates c;>rRetention Periods) ACTION TAKENJOB· NO. 

,4. School assistance in Federa1,ly-affected projects •... . .," 

Files consist of forms OE/OFE-1-4 pertaining .to 
certification of.availao~ity of funds for schools 
in,Federally-aff~cted ,areas, project contracts, and. 
related mat.er-Lal.s, The program'is t.he r-esponsfbf.Lf.ty 
of the Assistant Secretary for El.ement.ary arid'Secondary 
Education within the Department. . ' 

'. 

Transfer to the Federal Rec9.!'ds~~ter after terminatio ~ 
of Loans Destroy' 3 years ~~~,.!-..efmination. . 

, '. 

115':'203 .: Four copies. Inc!udlng original; to be submitted to the National Archives STANDARD FORM 115-A 
'Revised July 1974 

Prescribed by General Services 
Administration 

GPO 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 

http:r-esponsfbf.Lf.ty



