
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NCl-292-84-02 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 07/13/2021 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

Items 1-10 remain active. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 11 was superseded byNl-292-90-001, item la 

Item 12 was superseded byNl-292-90-001, item lb 

Item 13 was superseded byNl-292-90-001, item 2 

Item 14 is a filing instruction 

Item 15 was superseded byNl-292-90-001, item 3b 

Item 16 was superseded byNl-292-90-001, item 4 

Item 17 was superseded by Nl-292-90-001, item 6a 

Item 18 was superseded byNl-292-90-001, item 6a 

Item 19 is a filing instruction 

Item 20 was superseded by Nl-292-90-001, item 7a 

Item 21 was superseded by Nl-292-90-001, item 7b 

Item 22 was superseded by Nl-292-90-001, item 7c 
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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK 

(See Instructions on reverse} JOB NO 

TO GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES ANO RECORDS SERVICE, WASHING'(QN, DC 20438 DATE RECEIVED 
1. FROM (AGENCY OR ESTABLISHMENT) 

• 

C/ 
=!? L-,/i_-/ 2 ';�f----"'-Qf.,_,fj ce of Child Support Enforceme NonFIcATION rn AGENc� 

2. MAJOR SUBDIVISION 
.In accordance with the prov1sIons of 44 USC. 3303a the disposal reg___..I.1..1n_._f_,.,o.,__ru,m .... a.,,.t-'-'io,.,_n...._,' a..... nU..,d"'----LM_.._.c1,.,.n.....a...,1-"e.....m...,,.e,_,_,n,_,.t,__Sd-

y....s .... t.-....u.,_..._._._._,.._._........._____ quest, including amendments, IS approved except for 1te1_11s that may 
3. MINOR SUBDIVISION be ·stamped "disposal not approved" or "withdrawn" 1n column 10 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT 

_Gerrie Rodriguez 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency m matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of I/ page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
D A Request for immediate disposal. 

[K] B Request for disposal after a specified period of time or request for permanent
retention. 

E. TITLE0 AGENC TATIVEC. DATE 

3/1/84 Records Management Officer 
8. DESCRIPTION OF ITEM 

ITEM NO. 
7. 

(With Inclusive Dates or Retention Periods) 

RECORDS DISPOSITION SCHEDULE 
FOR 

INFORMATION AND MANAGEMENT SYSTFMS DIVISION 
*Computer Operations & Maintenance Branch 
*Systems Administration Branch 
*System Design and Development Branche,
*Technical Support Branch 

OCSE Re resentative Feb. 29, 1 

____i_ ___________________ 

9. 
10.SAMPLE OR ACTION TAKENJOB NO 

84 

_____.__'-__:�---=--��....____ 
STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 
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I. 

A. 

• 

GENERAL PROGRAM ADMINISTRATIVE RECORDS 

Administrative Files 

Description 

Files created by most Information and Management Systems 

Division components in the performance of their assigned 

functions: 

1. Official file copies of outgoing correspondence 

relating to office functions; 

2. Comments on draft reports, studies, and proposals 

prepared by other offices; 

3. Comments on proposed legislation; and 

4. Program and management reports, such as overtime and 

staffing reports, workload and production reports, 

highlights, activity reports, and other reports 

prepared to submit narrative or st"atistical data to 

management offices. 

NOTE: Excluded are reports specifically identified 

elsewhere in this schedule. 

Pr1pa1w Disposition 

Destro�2 years
,., 

aft&P tR@ &�ese ef tAo ,al@n&er year 
d� ac..t/()'1 o� f)__r-iec."t_ wf,,r./,�v-1.- )j /J'f:t'I"'.
w :I.id: Jabcd. rttHE. Bot'u111e11ts Iii ell@ I 11@ tli&2? 

aq::i ss u!dhhAaa u•h• or that sa' ,to tu asga;,g 

,11jutu ••s �! Pih in ad ::stjJ tbs 211'i IA 81 p: b�@tL 

.i i Hiiip 1 E C@id • • 

8. Correspondence Control Logs 

Description 

Correspondence control logs reflecting the assignment and 
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disposition of incoming controlled correspondence. 

v&rt@ sad Disposition 

Close out at the end of the calendar year and destroy 1 

year thereafter. 

J. C. Working Files 

Description 

Nonessential working papers retained for reference 

purposes by staff members. Included are extra copies 

of official file material, supporting or background 

papers used in developing official files but not neede� 

as part of the official file, studies or similar 

material not acted upon, papers used as administrative 

aids and papers that do not serve as a basis for official 

action • 

oM
..a,,prcad Disposition 

��
Destroy -i4t�, 

reference, whichever is earlier. 

Action Transmittals 

Description 

2 year}Jor when no longer needed for 

D. 

Formal issuances containing OCSE instructions to the 

States. These transmittals require State actions on 

program matters. They may address any program topic. 

The action transmittals include the subject, regulation 

references, program applicability with any attachments, 

related issuances, effective date, and action required. 

(Records are maintained in numbered series by year.) 

The official record set is maintained by the Reference 
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Center, Program Operations Division • 

Formal issuances transmitting administrative and program 

instructional information to States. These informational 

transmittals may cover any administrative or program 

topic and do not require any state action. Records are 

maintained in a numbered series by year. The official 

record set is maintained by the Reference Center, Program 

Operations Division • 

...2,op,e,e� Disposition 

Duplicate Copies 
,,,.,.b•.,, c./

Destroy 2 yea PS afte� termi nat.i-ef,,.or supers cv�tJ 
/,,,,tfr ✓ ne,J,rl fd..,,. �-ef,-y,,,,e.. /Jv�,.1��� 

II. PROGRAM RECORDS 

6, 
A. Tax Offset System--Machine Readahle Records 

1. Tax Offset Master Files 

Description 

Records maintained on individuals who owe past 

due child support to State IV-D agencies and qualify 

for submittal to IRS for an intercept of their tax 

refund. State IV-D agencies submit requests to OCSE, 

prior to their referral to IRS, which are consolidated 

and used to produce collection reports for the 
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Duplicate Copies 
wl>e..,,, ,erl 1-Ji,..Destroy 2 yeaPs aftep termi nat� or superser�� o� 
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individual States. Data elements include: absent 

parent identifiers, State and local codes, case 

identification numbers, arrearage amounts, and other 

relevant data. Coverage began in 1982. 

P«eposed Disposition t:r'ransfcr to FRC when 
_r_years olct. DESTROYRctafo fa, 5 ,ears, TPan3fel LO FRC and uESLi OJ S 'NilleJJ.�1::_t::ars old, 

,.v.eacs tbereaftP.P. 

7. 2. Tax Offset Invoice Master Files 

Description 

Records are maintained on fees charged to States by 

IRS for each IRS offset case made during the 

collection year. These fees are billed to each State 

by OCSE. Invoice data elements include: State 

codes, invoice numbers, invoice amounts and other 

Records are maintained on Federal taxpayers who had a 

Joint Federal Income Tax Refund that was offset for 

past due child support and their non-obligated spouse 

requested a refund from IRS. Data elements include: 

absent parent identifiers, unobligated spouse 

identifiers, collection amounts, arrearage amounts 

and other related data. Coverage began in 1983. 

related data. Coverage hegan in 1982. 

�,epsscd Disposition 

,R,e�ah fe;a 1 )'@8F9: T;aan&f@P to FRe 81111 

yeaPE �hc,ea�te�. 

9. 3. Spousal Claim Master Files 

Description 

des L, OJ 9 
CI'ransl'er to FRC when 
-2.._years old. DE_S!.,ROY , Jl>i:hen__f_years-=-1' .,OS e/el.- 4 . 
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lrrrutsfer to FRC when 
''-.5::..years old. DESTRQY 
JRJien-1.!l..':f.e.ar.:. old_.BPlpn •• ')i spos it ion _______.___ 

Icaoshr te FRls and des tt OJ s-
year& t�ereaft@P. 

r. B. Federal Parent Locator System 

1. Federal Locator Service System 

Description 

Records are maintained on parents being sought for 

the purpose of establishing or enforcing support 

obligation against such a parent. The Federal Parent 

Locator Service will use the records maintained in 

the system to: (1) request the most recent home 

address and/or- place of employment from any 

department, agency, or instrumentality of the Federal 

Government.or State which might have such records in 

its files and (2) provide the most recent home 

address, most recent place of employment and Social 

Security Number to the appropriate IV-D agency for 

its use in locating absent parents to establish or 

enforce a child support obligation. Records of 

address information provided in response to requests 

from IV-0 agencies are maintained long enough to 

communicate them to the State. After this time, they 

are destroyed. A record of the request is stored on 

hard copy format only and includes 

information provided by the State and Federal 

agencies contacted, and an indication of the type 

- 6 -

I I I I I I - I - I I - I I -
I • -

' ' 0 I 0 

http:JR1ien-L!l..'le.ar
https://Government.or


10. 

of information returned to IV-D agencies. 

2. 

DrapactMw4lisposition 

Destroy ':At:,. 5 years"I/, 

Parental Kidnapping Invoice Master Files 

Description 

Records are maintained on fees charged to the States 

for Parental Kidnapping cases processed by the Federal 

Parent Locator Service (FPLS) System. Data elements 

include: State codes, invoice numbers, invoice 

amounts, invoice dates and other related data. 

Pr1psasd Disposition 

-,R�e�t!'ee�;'1'1'11-,.,f0&1r�3�y.ea.a�P&... ...;i;T�,�a ..... 9'9 f 

3 years thereafter>. 

Advance Planning Document Review Files 

Description 

·trfin.1:fe-t t"o FRC when ...!!'fl-tt:ieoi-t-FR�8M&ffiffltdl"-!1d'e"e!"S tl'l,�0,¥1;} -�years old. -ROy 

-

C. 

Records accumulated in reviewing and approving/ 

disapproving State plans for automating Title IV-0 

programs when anticipated cost for ADP equipment and 

systems exceedeJ2s,ooo. These reviews address 

1\11.an�_l: __ ear.s_. -- ·- , _ •1. �" 
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Aetdlii ior 5 j@diS &lid &hu &lli.PIIS•-'DESTROYWHEN_f�ARSQL_R 

planning documents for systems activities (ranging 

from feasibility studies to projects for progra1T1T1ing 

and implementing IV-D computer systems); requests for 

proposals prior to soliciting contracts; and purchase 

of service agreements between the IV-D agencies and 

State ADP organizations. Records are either multi-OPDIV 

(involving other Department of Health and Human Services 

(HHS) or single-OPDIV (involving only IV-D) in nature. 

Official record copies for multi-OPDIV documents are maintained 

by HHS. Files contain correspondence, advance planning 

documents and other related material. 

ProposE"ft-Oi spos it ion 

1. Multi-OPDIV Files 

2. Single-OPDIV Files 

Tra11s �El to FRS enEI 8@9�1 05 19 )Edi 3 
[transfer to FRC when 

tberaafi:&@P". ·,_£_years old. DESTRO):
'Rib.erJ-:.J.£..x.� old. 

System Review Files 

Description 

Records created and accumulated in conducting quarterly 

or monthly onsite systems reviews in State and local IV-D 

agencies which focus on regulatory compliance, efficiency 

and effectiveness. Included are final reports containing 

findings, conclusions and reconwnendations; 

correspondence; and other related material. 

•P1uposa4-Disposition 

Are'V"n'ir'�I.Y�old or when no longer needed for 
Destroy when 6 years 

GED 
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reference purposes, whichever is later. ��WWIW 
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{. Model System Files 

Description 

Records accumulated in designing, developing, 

implementing and/or modifying model child support 

enforcement computer systems for the purpose of 

assisting States to acquire necessary automated capabilities 

to support their program functions. Files may include 

monthly status reports, conwnents, guidance documents, 

system documentation, resulting publication (s) and other 

related materials. 

r,,,111• Disposition 

1. Model Systems - Developed By Contractors 

Use disposition instructions for Contract Files 

(See G. below) 

2. Model Systems - Developerl by Technical Support Branch, IMSD 

Bo••L &ntil 6 years old or when no longer needed 
• d dz O■sg

for reference purposes, whichever is later., M�kt'/ 

F. Technical Assistance Files 

Records created and accumulated in providing onsite technical16. 
assistance and training to State IV-0 agencies. Files 

may include: correspondence, comments, workpapers, 

guidance documents, training materials, resulting 

publications and/or reports and other related material. 

- 9 -



...., �.,_ !DESTROY WHEN�YEARS OL.Q 
1 

ur.R:spw@d D;sposition 

Destroy when 5 years old or when no longer needed for 

reference purpose� whichever is later. 

G. Co�tract Files 

Description 

Working copies of contracts and associated background 

documentation for the procurement of goods and 

nonpersonal services related to State IV-D child support 

enforcement computer systems. Also included are user 

guides, operations manuals, program listings, test run 

data, system documentation, correspondence, deliverables 

and other relevant material. 

aArspcJc@lr:Disposition !l'.r�fer to FRC when 
�years old. DESTRO� 

1. Deliverables IYhe.a..l..6..iear.s __ o� 
�� n n tt a cses= 

�. ;;;a:.e;;t. 'ft dfiS r@t Lo FR8 wli@ii t; JCUI Jt a� d er : hon /7, ��ie,_
��(-- 11•!•• ouj1j Jo; ;efu wa pa, µcod; 11hhh1 u is 

�t, �J,.,, llUPo 9Jfu to llath 161 Ai Cli lib 111:w 19 J .. , 5 61 .. 

2. Other Records 

9eJt. 19 40131s1 s 18. 
' aaR,hs � GEO 

Transfer to FRC when 6 years,old. 

qi so: •• re 

Special Study and Project Files 

Description 

Files created from one-time special studies or projects 

conducted by Information and Management Systems Division 

components. These studies or projects relate to child 

support enforcement system(s) design, devP.lopment, 

implementation, and/or modification within OCS� head-

- 10 -
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/dtr .-; reference purposes./ w�,-c,,�rv,.; IJ 

Destroy when 6 years old or no longer neerled for 

• • 

quarters and/or field offices. Included in the file 

are correspondence, clearance conments, final reports, 

contract information {if perforrnerl hy a contractor),  

and other relevant material. 

Rnopos■d Disposition 

1. Contract Information 

Use disposition instructions for Contract Files {see 

G. a hove) 

Final Reports, Studies, and/or Publications !'l'nnsfer to FRC when 
__&__-y_ears old. DESTROY 

a. Official Record Copies lilwl�� Qld. 

Pc::ttn h iFi&P5'IP •1 FRO wl:c;; 6 )Eli! !lit 

on :rhos RI 18::gc: Auliled ton nefonnu �Yi psscs, 

whkh9111P ii htuc Affoc to Nafli! al Ai Lil I O@§Z 

::bu lQ sca: s Old. 

b. Other Copies 

Destroy when S 301,s aad Ii wl,E:1 no longer 

needed for reference purposes. 

3. Other Records 
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