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page(s) are not now needed for the business of

B Request for disposal after a specified period of time or request for permanent

retention.

C DATE
Revised
9/28/83

D SIGNATURE OF AGENCY REPRESBNTATIVE

E TITLE

F. Williams

Director, Office of Management Sexrvices

7
ITEM NO

M & °<l/\/~/\ 8 DESCRIPTION OF ITEM

(With Inclusive Dates or Retention Penods)

9
SAMPLE OR
JOB NO

10
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1.
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RECORDS RETENTION AND DISPOSAL SCHEDULE
OFFICE OF COMMUNITY SERVICES

A, Crantee Files Related to 0CS CSBG Grants

These records are related to grantees funded
by OCS pursuant te the Community Serxvices
Block Crant Act (CSRG) from FY 1982 onward.
These grantees are 1) States, Territeries
and Isdiam Trikes receiving bleck grants
through the CSBG; 2) grantees receiving
CSBG discretionmary grants; and 3) grantees
that received "transitior funding” in FY 1982
to cover the period between the epd of their
CEA funding amd the time that their State
assumed CSBG responsibility for funding
grantees under the block. These records are
those developed after October 1, 1981 and are
related solely to 0C8 CSBC funding of these
grantees.
is subject of records described in Part A.
v
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CSA funding of any of these grantees
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Grantees receiving block grants (States,
Territories, and Indian Tribes)

Minimum content required: Grant obligat-
ing document(s); grant application and/or
State plan accepted by 0CS; statutory
assurances and certifications accepted by
OCS; grantee financial reports and other
reports required by OCS; amendments or
conditions related to the OCS funding;
critical correspondence related to manage-
ment of the grant; and documents prepared
in close-out of the grant including final
audit, audit determinations, and findings
of any audit appeals filed by the grantee.

Disposition: Gut=eff-S-years—after ¢u+-oﬁf at 7rﬁm+ eloseowt .
effective date—-of—grant.——Transfer-to-FERC, Tvomeber b FRC whew 3 geans
Destroy-when-9 years—eolds 0id. Deshoy whem G years ofd .
Grantees receiving CSBG Discretionary

Grants

Minimum content required: Grant applica-
tion; OCS obligating document(s); special
conditions and amendments to the grant;
significant correspondence related to the
management of the grant; financial and
other reports required from the grantee;
and documents prepared in close—out of the
grant including final audit, audit deter-
mination, and findings of any audit appeals
filed by the grantee.

Disposition: Cut-off at grant close-out.
Transfer to FRC when 3 years old. Destroy
when 7 years old.

Grantees receiving FY 1982 CSBG Transition
Funding

Minimum content required: DHHS/OCS grant
obligating documents; grant application;
special conditions and amendments related
to the transition grants; significant
correspondence related to management of
the grant; financial and other reports re-
quired of the grantee; where applicable,
SF 314 documents permitting carry-over of
pre—1982 CSA funding balances into FY 1982
transition grant; where applicable, Tri-
partite Agreement permitting carry-over

of OCS transition balances to be used by
the grantee as part of its CSBG funding
from the State; documents prepared in

closing out transition grantees, including
final audit(s), audit determinations, and

findings of any audit appeals filed by the
grantee.
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Disposition: Cut-off at close-out,
Transfer to FRC when 1 year old. Destroy
when 5 years old.

Grantee Property Records

These records are related to property
acquired by grantees with federal grant
funds from CSA. These records include
property inventories and disposition
instructions issued by CSA and OCS for
all property in which the federal govern-
ment retains a continuing interest.

Disposition: Hold in central property file
at 0OCS headquarters. Dispose of per GRS 3,
items 2b and 2c.

Audit Appeals

These records are related to the resolution
of grantee appeals of 0CS' audit determina-
tions. They include the audit(s); audit
determination letter(s); findings of the
0CS appeals board; and pertinent documenta-
tion supporting the finding of the appeals
board. These records are developed for all
CSA grantee audit appeals.

Dastroy when
Disposition: Hedd-fer six years and three
months .o{d.

0OCS Claims Collection Files Related to
Grantees

These records are related to OCS efforts

to collect claims owed by CSA grantees to
the federal government., Claims may be
filed, for example, for payment of un-—
expended grant balances, interest owed to
the federal government, proceeds from
liquidation of assets acquired with grant
funds, and payment of amounts equal to
costs disallowances resulting from audits
and appeals, if any. These records will
include audit determination letters,
appeals board findings, audited statements,
and any significant correspondence support-
ing the OCS claim against the grantee.
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IT1.

Destrey when

Disposition: Hedd-fer six years and three
months

Finance Records

These are the CSA/0OCS records related to all
funds obligated and disbursed to a grantee
during its CSA funding. These records, by
grantee, include records of payment and the
grantee's financial reports required by
grant conditions and regulations.
Disposition: WHold-for six years and three
months

Records Related to Revolving Loan Funds

These records are related to the administra-
tion of revolving loan fund accounts sup-
ported with federal CSA or OCS funds. These
records will include case files on recipients
of direct loans made by CSA or 0OCS through
the Rural Development Loan Fund (RDLF) and/or
Community Development Credit Union (CDCU)
Programs. These records also include case
files related to revolving loan fund accounts
established with funds provided in CSA grant
awards when federal oversight of the loan
funds is required for a period beyond the

0CS closeout of the CSA grantee.

RDLF and CDCU Loans

These are direct loans made by OCS or CSA

to individual organizations. The loan

record will include at a minimum: the
executed loan documents with terms and
conditions of the loan, and any amendments to
these agreements; significant correspondence
related to the administration of the loan;
borrower's financial reports and other
reports required by the terms of the

loan; and record of repayment of the loan.

Disposition: Cut-off at expiration of loan

Transfer to FRC when 3 years old. Destroy

when #years—oit. ¢ Gears and 3 wowths old
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B. Grantee Revolving Loan Fund Accounts

These are revolving loan funds established
and administered by grantees as part of the
approved work program of a CSA grant. These
records will be developed only for grantees
that are administering loan accounts re-—
guiring continued federal oversight for a
period beyond the close-out of the CSA grant.
These records will include at a minimum:
documents describing the purposes, criteria
and terms and conditions under which the
grantee will administer a revolving loan
fund, and the definition of the point at
which the federal oversight of the fund will
no longer be required.

Disposition: Cut-off at close-out.

Transfer to FRC when 3 years old %Gn Federel oues sight 4
IrﬁyJ Ax%w;dd. D%hwj b years awvd I montha afte, Fedirsl Tverssht b

III. Legal Counsel Files o lngo Acgudnrtd,

These are records of the Office of Legal
Counsel within the Director's office.
Records are developed for three subject
areas: Miscellaneous subject files; case
files; and claims. There is no minimum
content required in any of these subject
areas. Records will contain as fully as
possible the necessary documentation to
support the federal govermment's interest
in resolution of issues related to the
subject matter.

Disposition: ﬁi?hlniscellaneous subject
files: Hold at OCS for 3 years. Destroy
when three years old unless review by legal
counsel indicates that continued retention
at OCS for one more year is required.

3. ;Q Case files: These are records related to
cases brought by or against CSA and/or OCS.

42 Cut off when case is closed. Transfer to e
FRC when 3 year old. Destroy when & years awd D e
old.

Ba——At—the—time-that—records—are prepared for
+ransfer -to the FRC,- OCS--may-review.the
recordto.- recommend-it-insteadfor-retention
by—the-Arehives—as—a-permanentrecord.


http:t-he-FR-C-,-OGS--ma?"~-e.w-t.he

PAGE 6

IV,

Budget Documents

These are records related to budget pre-
paration, presentation, and apportion-—
ment. This subject area is covered in
the General Records Schedule #5.

General Records Schedule #5 requires sub-
mission of a SF 115 Schedule for the
following two items:

# 1 -~ Budget Policy Files

# 2 -- Budget Estimates and Justification
Files.

Definition of the content of these items is

found in the General Records Schedules.

Disposition: Cut-off at the end of the

budget year for which they were prepared.

Hedd=fBr six years and three months.o4d .
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